FISCAL SERVICES DIVISION COUNCIL MEETING

MONDAY, FEBRUARY 9, 2004  

Staff attending:  Rita Bruce, Delores Buerger, Josie Cheung, Stephanie DeWitt, Momi Elliott, Janice Ely, Pamela Fees, Angie Gardea, Joyce Hopkins, Miriam Ifill, Celia Kang, Estella Lee, Jill McTarsney, Chintana Mainous, Gay Malpede, Nina Marshal, Petie Moura, Bill Schneider, Luukia Smith,             Marie Stokes, Hong Tran, Gary Turner, Catharina Uebele, Lisa Webb

1. The meeting was opened at 9:00 a.m. by Chintana.  Minutes of January 20 were accepted as written.   

2. Safety Report Topic  “CLEAN UP YOUR ACT!  WITH GOOD HOUSEKEEPING!”

If you are injured on the job, you have the right to seek medical attention from your personal physician but only if you already have a form on file with H.R. naming that physician.  If the form is not on file, you will be sent to the District’s nearest authorized medical station.

Everyone needs to be watchful to avoid accidents.  There have already been six job injuries reported since the first of the year.

3.
Committee Reports
Miriam reported on the Administrative Services Area Council meeting.  Bob Gann discussed public contracts and what type of building materials can be used.  Basically, a brand name cannot be specified and there must be several items from which to make a choice. 

4.
Audit Report

Pam reported that the audit report this year included several findings, nothing major.  Recommendations have been outlined to correct or implement them.

Fiscal Services has sent out proposals to a number of audit firms to quote on audit services for the next several years.  The District cannot enter into contracts for longer than a 5-year period.  The proposal responses are due to be returned this week and a decision will be made prior to the March 17 Board meeting.

All managers have been asked to submit strategic goals for 2004-07 by December 19.  Along with Foster a Climate that Promotes Integrity and Accountability, there is “increase awareness of proper standards and procedures for services provided by the Fiscal Services Division”.  

There is a possibility that Fiscal Services may have a web site in the future.  Some of the forms and schedules that are generated in this area can be included.  For example, schedules are prepared with dates that payrolls are to be posted.  Each year there are services, deadlines, and forms that can be included.

Also under goals, provide tools and training to meet the needs of employees.  Develop input from each person as to what training would be more effective.  Attend workshops and bring back information, bring others from campus into the division’s meetings.  Improve communication among Fiscal Services staff, possibly have guest speakers to discuss effective communications.

Incorporate Flexibility into Institutional Structure and Process

Establish a process to deal with the special needs situations that arise.  For example, if a report does not come in timely, there needs to be a procedure in place to deal with the situation.
Accounting Office Remodel

All of the boxes used for packing need to be returned to the Facilities area.  This also goes along with the safety topic.  The boxes need to be unpacked and removed from the aisle areas.

Recent Computer Virus Attacks

A virus is a “hook” on to an address list.  Be very careful about opening e-mail from off campus.  If you do not know the sender, delete the message without opening it.  Be especially careful about opening any attachments you are not expecting.

E-mail Etiquette

Include a subject line so the receiver knows to open it.  If you receive a legitimate e-mail from off campus that requires time to answer it, reply to the sender that you are working on it and will get back to them, rather than ignoring it.

Do not hit “reply all” to incoming e-mail sent to multiple names.  This returns any response to everyone on the e-mail list.  Go to “forward” and insert the individual addressee.

Urban Legends

If you receive e-mail regarding a virus alert and you question it, contact   to see if it is valid.

Cash Management Unit Meeting

Estella’s unit met and discussed how to be better prepared to identify someone for identification by police.  Rita has a chart of what to look for – height, eye color, etc.

PGLT

For participating Accounting staff, it is important to run a daily copy.  Jan would like the officers to oversee it at the end of each day.  For now, each person must update their own.

Registration Meeting

Josie and Marie attended a registration meeting with Bill Mulrooney, Steve Fasteau, and Tyler Robbins.  Walk-in registration will be held on Monday and Tuesday, February 9-10 from 9:00 a.m. to 7:00 p.m.; the Colleague system will go down on Wednesday and Thursday, February 11-12; campus is closed Friday and Monday, February 13 and 16.  Datatel cannot be accessed until the start of school of Tuesday, February 17.  

Classes are now 98% full, no new sections were added this year.  Admissions, counselors, and Financial Aid staff will be in the Student Activities Center, and students will enter from the south side near the convenience store.

Admissions, counselors, and Financial Aid staff will also be in the Activities Center for the first two weeks of school, and students will enter from the north side facing the Student Services Center.  Miriam will distribute a page with questions students might ask and answers to give them.

Lisa asked if someone could be at the front reception desk in the Accounting Office.  Shobhana will be there for the entire day for the first two weeks of school.

5.  
Agenda Development
Miriam will chair the March 16 meeting.


The meeting closed at 11:30 a.m.

