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Administrative Services Staff Meeting

February 14, 2006
PRESENT: 

_x_Rocky Bonura              _x_Bob Gann                     _x_ David Miller           ___ Marcy Wade                   

_x_Mike D’Amico             _x_Bruce Hoerning           ___Andy Nasatir            ___ John Wagstaff    

_x_Janice Ely                     ___Donna Manno              ___Lynnda Nelson         _x_Satish Warrier     

_x_Pam Fees                      _x_Jeff Marsee                  _x_Allene Quarles          
Minutes:   Changes to the minutes of February 7:

· Under Recommendations for Old Laptops -  change the last line to read, “Rocky, Mike, Janice and Pam want an upgraded computer, and Donna wants the computer she already has upgraded.”   Mike also requested three refurbished laptops for his supervisors.

The minutes were then approved.

Major Projects
1.
Electric Cart Parade  (Marcy & Donna):   The committee met and the take was positive.  Logistics were discussed and several subcommittees were set up.  The graveyard shift will have a separate event, perhaps April 13th.  Managers and supervisors will get a professional development opportunity later on; however, they can also participate in this one.       

2.
Emergency Preparedness (Rocky):  
· Over 50 people participated in CPR/AED training, and more sessions are planned.  It was suggested that smaller class sizes are desirable.   Fire extinguisher training will also be offered again.  
· The Katrina Report will be done at the end of the month.  When it’s ready, Jeff will be invited to the Disaster Advisory Council meeting to review it.

3.
Security Survey (Mike):

· The first draft of the security survey should be ready soon.  
4.
Fixed Assets and Inventory (Bob):

· The physical inventory should be done mid March, and the data should be accurate to July.  It was noted that Ora Bryant and her staff have access to all the relevant information on Datatel.  The next round will be with the divisions.  Computers will be part of the inventory, and ITS will update the list as new computers come in.  It was also noted that equipment purchased with grant funds needs to be identified separately.  
College Council:  There was lengthy discussion of the claims made by the union in College Council that an adversarial relationship is being set up.  Suggestions:  Make sure all processes are done correctly, work with the union representatives and keep the lines of communication open.  

TO DO List:

1.
John will coordinate the release of the faculty laptops with Kathy in the president’s office. (2/7/06) Open
2.
Four one-hour sessions on accessing the Datatel budget information (including one to “train the trainer”), will be provided for managers, supervisors, administrative assistants and other office personnel.  John and Satish will do the manual and the setup, Donna will do the training, and Janice will coordinate the schedule as to who will attend from her area.   A printed handout will be provided at the sessions.  (2/7/06) Open
3.
John will do a 15 minute overview with written instructions at the next meeting. (2/7/06) Open

4.
Lynnda and Andy will provide Jeff with the Bookstore implementation schedule.  (1/4/06) Open
5.
Andy will follow up on the moving coffee cart project (1/10/06) Open
6.
Rocky was assigned the task of seeking a legal opinion on an exclusive contract with one recycling vendor and on disposal of items that are not equipment but have value. (2/7/06) Open
7.
John will provide more feedback on the Datatel survey as it is received.  (1/31/06) Open
8.
Donna is working on a flyer for the April 7 Flex Day event, and the committee is meeting this Thursday. (2/7/06) Open
9.
John will look into upgrading laptops that haven’t been used much. (2/7/06) Open
10.
Bob provided the utility data.  Ruth will notify David Vakil to put Bob on the PBC agenda this week with this information.  Energy management will also be an agenda item for next week’s staff meeting. Closed  

11.
Satish and John will look into areas that could benefit from the refurbished laptops and prioritize them.  (2/14/06)
12.  
Jeff will give the managers an advanced condensed version of the workshop he plans to give on April 7.  (2/14/06)

Committee Reports/Division Issues  

· Satish Warrier:  

· ITS is working to provide wireless access in the MCS patio.  It was noted that the   Activities Center is wireless, but it is currently locked up.
· ITS has received a request for new high-powered computers for the computer repair class to take apart and practice on.  It was suggested that they could practice on used computers.  
· Bob Gann:  The DSA has finally approved the plans for the Humanities Building, so the bidding process can start now.

Agenda for next meeting:
· Energy management

Meeting adjourned at 9:25 a.m.
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