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Purchasing & Business Services
Staff Meeting – March 12, 2008 - Admin 127, 9 – 10 AM

Handout:  Agenda

The meeting was called to order by Rocky Bonura and he proceeded through the agenda in the order noted.

1. Compton Staff Transition:


Rocky:  The Compton staff will be transitioning back to the Compton site on or about Tuesday, April 15, 2005.  Rocky stated that it hoped that Flor will return on Monday or Tuesday, the week of March 24.  Flor will be expected to return first to AP and then she is to be trained to work with Roy in Purchasing.  It was also stated that Flor’s official title will remain that of Office Coordinator.  Roy stated that the new CBO for Compton is Carol Reese.  Rocky stated that he has a meeting scheduled with Ms. Reese next week.  Drew and LaTasha will move to the Center also.  Rocky stated that he understands that there may be some organizational changes in both purchasing and account payables and that both units may be reporting directly to the CBO Roy confirmed.  The CCEC staff was applauded for the good works they have done and Rocky stated that he personally really appreciated having them here and would like the office to have a potluck on Monday, April 14th to show our appreciation.

2. Division Budget:

Rocky reported that the state is in a situation at this point we do not know.  He stated that our President is a financial wizard and that he, Rocky has all confidence in the President in getting us through this period.  Rocky stated that he is thinking that we will not know what the budget will be until September final budget.  In preparation, the President will be meeting with the Vice Presidents  It is anticipated that all budgets will be cut.  The same is expected to happen at the Compton Center.  Rocky stated that we should purchase now what we need, looking into the future and spend what we have, taking in consideration that the money budgeted for last year and (2) expect less than 5 percent less.  Everyone is to submit the “needs” list to Lillian by next Wednesday for Rocky to review and approve.  Rocky talked to Dr. Marsee about the May 1st cutoff date.  It cannot be changed at this time.  Rocky will send out a “Cut-Off Reminder” to the District on April 1st.  Rocky stated that discretionary funds will be scrutinized.  Reminder, if we do not spend budgeted allocations, we will loose it for the next fiscal year.

3. Accreditation Requirements
a) Desk Procedures:  CCEC does not have any policies in place which make it difficult.  Because of the merger, it will be difficult to do a single evaluation for both sites.  Rocky stated that FCMAT says that a separate evaluation should be done for both sites and that we need a decision.  Rocky stated board policies and procedures as far back as 1997 have not been updated.  Babs Atana has been hired as the internal auditor.  His responsibility is to review policies and practices for both Compton and El Camino and to get procedures in place.  He will not write them for us.  Compton is his first priority.  They will operate around El Camino procedures.  Third tier is that Compton is requesting desk procedures especially for Accounts Payable.  After some discussion, it was noted that although each desk may operate a little differently, there should be some basic procedures in place.  Rocky asked that desk procedures be produced, if not already, for each unit and that a copy be given to Lillian.  Rocky stated that it is still his intent to sit with each unit.  He further stated that he had gotten something from Capri for Accounts Payable however, he is asking for all procedures again.
Rocky stated that separate procedures for every person is not appropriate.  Linda stated that each department should be developing their own procedures and that only minimal procedures are necessary to get the scope on procedures.  Rocky stated that he totally agrees but that there needs to be a procedure in place.  Lois reminded the staff that there is a purchasing  manual, even though it is out dated it does exist.  Rocky requested a copy.  Capri and Linda stated that they have given specific training.  It was stated that although things may change in the way we do things, basic procedures are the same. It was stated that there may be a difference how bond and regular purchasing is done but the established procedures are the same.  Rocky stated that CCEC is looking for ECC’s procedures to follow.  Rocky stated that he gave Reuben a copy last week and will give one to Babs.
Rocky ask for desk procedures again and stated that Lillian will assemble them.  He would like each area to have backup procedures, so that when there is an absence, priorities may be handled.  Whether someone is out on vacation, on sick leave, etc. 

4. Area Council – Linda Mobley/Marcia Williams:  Reported that there was no meeting last week. Rocky asked that any issues to taken to Area Council be given to both representatives.

5. Division Communications:  Rocky

Rocky stated that he is sick and tired of the silliness in the office and that he is not here to be a father or priest.  He expects the staff to communicate with one another. He stated that expects each to respect one another.  He said he expects staff to get behind closed door and work things out.  Rocky further stated that he is not responsible for “your” happiness.  Come to work, do your work and work together.  Clear?  Any questions?  Steps:  (1)  Monday, March 24 he has reserved Adm 127 for the Purchasing Unit from 8:30 – 9:30 (Rick, Linda and Lois). Rocky stated that each need to know what the other is doing, what is going on in the Division so that we can help one another.  It makes the job easier.  Rocky stated that these meetings will happen regularly, weekly, until we are comfortable with each other.  In two weeks AP will do the same.  We will work as a team.  CCEC staff will be included so that they will be able to do the same when they return to CCEC.  Rocky stated that it is his hope to keep the communication going – we are hear to help.
6. Evaluations: Rocky stated that every division will be working on evaluations.  New indicators.  Five over 90 days.  None over 60 days.  Goal is 30 days.  This is an issue for accreditation which is coming up.
7. Division Matters:  

(a) Classified Development Day, April 2nd.  Purchasing will not have a cart.  There will be two keynote sessions, one in the morning and one in the afternoon.  Staff is free to pick and attend one.
(b) 90-Day Review:  April – This time Rocky would AP and Purchasing to give a short presentation on specifics needed for year-end closing, invoicing, requisitions, travel, etc.

8. Timesheets:  Due 3/18 noon.

9. Division Issues:  Drew mentioned that he had sent a list to CBO, Carol Reese regarding invoices, concern the names on the invoices not linked with Compton.

Capri stated that the system is not working because people are still doing their own ordering.  Vendors are taking orders without a purchase order.  Rocky stated he will look at the letters sent to vendors, copy to Reuben and that he plans to have a meeting with Carol.  Problem is that POs are being generated after purchases.
PAGE  
1

