FISCAL SERVICES DIVISION COUNCIL MEETING

TUESDAY, JUNE 17, 2003

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, Chintana Mainous, Gay Malpede, Nina Marshal, Jill McTarsney, Petie Moura, Bill Schneider, Luukia Smith, Marie Stokes, Hong Tran, Gary Turner, Catharina Uebele, Lisa Webb
1. The meeting was opened at 10:35 a.m. by Luukia.  Minutes of May 20 were accepted as written.   

2. Safety Report Topic “Working in Hot Conditions!”

This topic is mostly concerned with working outside.  Know your body signs and be aware of drinking enough fluids.

3.
Committee Reports
There was no report for the Administrative Services Area Council.  The next meeting will be held June 24.

4. 
Progress on Eliminating Rodents
There is a history over the last two years of the office having problems with different kinds of “critters”.  It is usually around this time of year, starting with the spring breeding season.  More activity is also noted later in the year when the weather is rainy and cold.  The Facilities staff met about two weeks ago and did a thorough walk-through of the area.  As a result, they have generated 14 work orders regarding sealing the building.  Regarding open windows, we are asked not to do anything counter-productive to the air conditioning system.  Monitor the opening of windows, be sure they are closed when out of the building during the day and at night.  The point is for the divisions to work together and to communicate.

Luukia asked if anything was said about moving the traps to an area not directly over the heads of staff.  The response from Orkin is that the placement of the traps is determined by the beams in the ceiling that seem to be the regular paths traveled by the rats.  

Regarding replacement of the carpeting in the Accounting Office, there are occasions of musty smell and roof leaks.  In the “big picture”, the carpeting will be replaced.  Staff would have to be out of the offices and relocated to another area which could take up to a week because of the amount files, desks, etc., to be moved.  

5. 
Housekeeping
Janice discussed a concern of people setting their own hours and schedules.  Any change of schedule should be discussed with Janice before it happens and not after the fact.  She has no problem accommodating requests but it is not fair to management or staff to arbitrarily make your own schedule.  Talk to Janice in advance and remember to fill out a slip.

6.   
Year-End Closing
Some of the staff are already involved in workshops at the County or on campus.  For an overview, the aim is to have all books closed by the end of July and have the budget book printed by mid-August.  It will then be on display the last week of August in the office of the vice president-Administrative Services before the September Board meeting as required by Ed Code.

The auditors are going to come back to do the final 2002-03 closing audit.  They are proposing the end of September, the week of September 22, and to return again mid-October, possibly the week of October 13-17.  The auditors have not identified any problem areas from the previous visit.

Staff will be on PeopleSoft as of July 1 for the next fiscal year and will continue with PBA for this year.  ITS has installed PeopleSoft but has run into problems in setting it up.  Everyone needs to log on and see what is happening.  Passwords are important, and all the information is encrypted.  No one will be able to look it up for you, so make careful note of your password.  

ITS may be coming around today to go on your computers to check PeopleSoft, so please cooperate with them.

In response to the question of whether there is a manual available, Janice said there is a general level manual, Estella will pull information and copy it.  Janice has an interactive disk that can be reviewed.

Juneteenth Celebration

Stephanie mentioned that the Juneteenth Celebration will be Thursday, June 19, in the Student Activities Center, held from 12:00 to 2:00 p.m.

Spiders
Rita mentioned that spiders have been found in the women’s restroom, Accounting Office.  A work order will be initiated.

7.
Agenda Development
Marie will chair the July 15 meeting.


The meeting closed at 11:00 a.m.

