FISCAL SERVICES DIVISION COUNCIL MEETING

TUESDAY, OCTOBER 16, 2001

1. Meeting was opened at 10:37 a.m. by Marie.  Minutes of September 18 were accepted as written.   

2.  
Safety Report Topic

Monthly safety topic sheets have been posted.  Sign-in logs were circulated with discussion of the  subject safety topics.

3.
Committee Reports
Janice attended a meeting of building captains and information was distributed with frequently asked questions.  A meeting will be planned when a safety video can be shown.  There is a need for two more people to be floor reps, one person from each hallway area.  Signs will be made available for use in an emergency when help is needed or to indicate everyone is okay.  There will also be training information coming regarding mail and problems currently existing.

Concerns were brought up at the last Area Council meeting about safety in the office.  Both Rocky and Mike would be willing to come in and discuss them.

4.
Accounting Office Door Rekeyed
AD138 to Accounting is being rekeyed on Wednesday, October 17, for the Accounting Office entrance and the internal doors in the cashiers area.  This only applies to people with key #497 who need to turn in their old keys and get replacement key #496.

5.
Status of Old Computer/Storage Room

Clean-up is in process.  It is also time to start cleaning out the vault area and boxes need to be  appropriately labeled.  The warehouse should only be storing State-mandated records.  What determines the storage is proper labeling.  Class 3 records must be kept for 3 years following the year that they have been audited; 3 years for bank reconciliations; capital outlay loans must be kept 10 years; Perkins loans and nursing loans must be kept 10 years after the loan has been paid.  Payroll has no ending date, records must be kept indefinitely.

Regarding the plan for the computer room, ventilation is not in the room so it is not suitable for a conference room.  No more storage is to go into the room.  The paper vault is the next project.

Accounts Payable is still using the Accounting storage vault for the time being.

It was asked if there will ever be a time when Accounting is updated to look like the Purchasing Office.  There are still comments about smells in the office.  When the vault is open, there is some kind of smell like mold.  

On the windows in the office where the checks are printed and the continuing windows on the north side, there is some kind of mold.  A work order needs to be prepared to have this eliminated.  

A work order will also be prepared to request that the ventilation system be cleaned, some kind of fibrous material (more than dust) comes from the vents and settles on the desks.

6.
SECURITY UPDATE
An e-mail was sent to Mike D’Amico on August 2 and turned over to Sgt. Kirk Johnston who will be coming to the office to do an assessment on the area.  There has been some discussion about putting a key lock on the front gate, possibly put a lock on the gate so people can walk out but not enter the office.  

A work order will be done to request a peep hold in the back door of Accounting near the Cashiers.

The Payroll staff has concerns about the safety of the area and the easy access if there are disgruntled students/staff.  There is a need for someone to be at the front desk to stop unauthorized visitors.  People standing at the front desk can overhear payroll and Financial Aid conversations.  

Pam Fees has notes and will share them with Kirk when the safety assessment is made.

7.
REINSTATE UNIT MEETINGS

There was no discussion.

8.
HOLIDAYS

There was a reminder that the holiday ornament decorating for teams will have prizes and “celebrity judges”.


Halloween costumes in the office and a potluck both received yes votes.

Regarding birthdays, the cafeteria requires a minimum of 10 people for a buffet.  Marie has menus ranging from $5.75 to $10 per person.  Anyone interested in more detailed information on the cost with the cafeteria can see Marie.  Also consider using the lunchroom unless we can reserve space in the cafeteria.  

9.
OTHER
Pam expressed her thanks to all for the work done with the auditors.

Janice is considering the cancellation of flex.  Is there a better way to utilize the casuals so people who maybe behind can depend on the casuals’ help for those on the flex schedules?

It was suggested a call be made to Don Ward in Job Placement regarding the college work study program to relieve budget problems being encountered.

Reminder – November 14, 8-10 or 11 a.m., ITS staff will meet in the Alondra Room for Datatel users group to meet with people from divisions with questions.  This would include staff from payroll, cashiers, A/R, Financial Aid, Foundation, and possibly the Accounting Officers.

10. 
Agenda Development – 

No discussion


11. 
The meeting closed at 11:32 a.m.  Jill will chair the November 20 meeting.

