FISCAL SERVICES DIVISION COUNCIL MEETING

TUESDAY, DECEMBER 16, 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 Rita Bruce.  Minutes of November 18 were accepted as written.   

2. Safety Report Topic 

There was no December safety topic.

3.
Committee Reports
There were no committee reports.

3. Pam

· A chart was distributed which identified where staff will be located during the temporary move for the painting and recarpeting in order to coordinate with ITS for computer and telephone hookups.  The intent is to keep people close who do like things.

· Janice reported that Tom Brown of Facilities still does not know if the carpet will be rolls or if they will put down carpet tiles.  

· Time frame for the first move is January 5-17.

· Clarification is needed as to whether individual computers will be moved to the temporary locations.

· Still waiting for instructions from Facilities.  At this time, empty and pack contents of all shelves and drawers.

· Regarding telephones, record a temporary message to advise callers to forward information to the new location.  The recorded conditional messages will stay on the original phone line, or leave a message that the phone will be checked periodically for new messages.

· Boxes will be made available for everyone.  Use the provided labels and do not write directly on the boxes.  Tag chairs, calculators, etc.  Some of the storage will be in the hallway outside of the cashiers windows.  While school is not in session, it will be requested that the outside doors be locked.

· Janice still needs help in cleaning out the vault area.  Remember that everything stored in there will not be available during the recarpeting.  Once the vault is cleared out, it will need to be dusted and cleaned.  There will be a dumpster outside of the south doors at the base of the steps to throw away trash.  Any paperwork with Social Security numbers must be shredded.

· Regarding the financial reporting side, the move will probably be January 20.  Start packing now and throwing things away.  Everything must be removed from filing cabinets.

Also distributed was a draft of a page with goals under which we have been working for the previous year.  For the remainder of the 2003-04 year, staff will continue to work on the major areas.  The flip side of the page lists the new goals that have been established and, under those goals, the four that were identified for the entire Administrative Services area.  Under each goal are objectives of seven divisions and ways to accomplish them.  Input from staff is welcome.

5.  
Potluck

The date will be December 18.  Part-time cashiers will bring paper goods, drinks, and salads.  Lisa has put in another order for peach cobbler.  Celia suggested $20 from each person who wants to contribute money instead of bringing food.  


The cookie exchange and ornament exchange will be held the same date, 10:00 a.m.  It was agreed to invite staff from Purchasing.

6.   
Agenda Development
Celia will chair the January 20 meeting.


The meeting closed at 10:50  a.m.

