D  R  A  F  T

Subject:
Purchasing & Business Services



Division Council Meeting - July 11, 2001 - 9 A.M. - 9:55 A.M.

Attendees:
Capri Blount; Janet Clarke, Beverly Gilmore, Lois Hernandez, 

Linda Mobley, Lillian Sapp (recorder), Kathy Valot, Linda Williams,

Marcia Williams, Don Wilson 

The meeting was called to order by Janet Clarke.  The following topics were discussed.

1.   Safety


a)  Good Housekeeping 

b)  Slips & Falls.  It was noted that 33% of incidents during the past fiscal    year were due to slips and falls.  Special emphasis - Safety should be a concern and priority for all.  If you see something in the hallways (spills, etc.) don’t leave it; cover it, clean it up if you can, and report it to Facilities as necessary.  Everyone needs to do their part in keeping our campus a safe place.

2.   At the July Board Meeting, the new college calendar for 2002-03 was approved.  The campus will be on a 16 week  semester (formerly 18 weeks).  The summer schedule (8 Fridays off) will begin June 13th and end August 1st.  Commencement will be the first Friday in June.

3.   Janet reminded everyone who has not gotten their campus ID card to do so.  If        

      you got a 6-digit card in the beginning, you need to get it replaced by the new 7-   

      digit card.  The card also serves as a Library card and staff ID for Bookstore 

      discounts.

4.  Vacations scheduled to date:  Linda Mobley, Marcia Williams and Lillian Sapp.

     Those individual with excess vacation time need to schedule time off  by August   

      30th.   A new report will be received shortly from Accounting.

5.  Roundtable:

     Linda Mobley:  Re Cafeteria doing their own POs.  Janet explained they will  

     have their own numbering system and they will be doing their own POs.  It is 

     imperative that their bills get paid in a timely manner.  Janet will work with Cal 

    Caswell’s office.  Further discussion revealed that the Cafeteria will be open from 

    7 a.m. to 7 p.m.  A BBQ has been planned for all staff on both July 18th and 19th – 

    for $5 “all you can eat”.

  Marcia Williams:  Who is supposed to do follow ups on POs for receivables, etc.?     

  Resolution:  All questions regarding research and follow up are to be directed to 

  both Linda Mobley and Linda Williams.  If a need exists to include other 

  personnel, they will be the ones to identify who and to monitor the process.  This 

  includes calling division offices, vendors, Warehouse and coordinating issues with        

  the Buyers.

  SBDC:  Personnel are contacting vendors directly.  Janet noted that they have 

  two new directors coming on board and have new office personnel.  Janet will 

  provide orientation regarding purchasing process and authorization.

  There was discussion what is the criteria that determines “supplies” vs 

  “equipment”?  The criteria for distinguishing between the two is available on the 

  Purchasing home page.

  AP:  Not all vendors are putting taxes on invoices.  It is difficult to tell when taxes   

  have been in with shipping & handling.  In the future, taxes need to be broken out  

  and shown on all invoices.  Janet reminded AP that the District is not tax exempt 

  from any taxes, including out-of-state purchases.

  Linda Williams:  Prior review of requisitions for personal reimbursements?  Janet 

  stated that she still wants to see all reimbursement requisitions before PO    

  numbers are assigned.

  Linda Mobley:  The Bookstore has  indicated that they no longer need blanket  

  requisitions for supplies.  Division staff  may go directly to the Bookstore when 

  there is a supply need and fill out a Bookstore requisition.  The only type of 

  expenditure still requiring a Bookstore requisition and PO is for book vouchers.  

 Janet stated that the District will not receive new P4E money from the Chancellor’s

 office this year.  This should make the year end closing less difficult.  April 1st has 

 been assigned the “common” cut-off date for everything--no exceptions next year.   

 The new dates have been published and released to the campus in the 2001-02 

 Purchasing Calendar.  As the various deadlines approach, Janet will send out 

 reminders .

 Janet further stated that she would like to schedule a debriefing meeting at the end 

 of July with the AP staff to discuss, address and review issues that occurred this  

 year during the year-end closing period.  Janet complimented the AP and 

 Purchasing units on a job well done this year.

The meeting was adjourned.   

