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Administrative Services Staff Meeting

February 5, 2008
PRESENT:
_x_ Myeshia Armstrong
_x_ Tom Connolly
_x_ Reuben James
_x_ Barbara Perez
_x_ Rachelle Sasser
_x_ Babs Atane
_x_ Janice Ely
_x_ Donna Manno
_x_ Stephen Port
_x_ Fred Sturner
_x_ Rocky Bonura
___ Bob Gann
_x_ Jeff Marsee
_x_  Allene Quarles
_x_ John Wagstaff
_x_ Julie Bourlier
___ Bruce Hoerning
___ Andy Nasatir
___ Rudy Ramos
_x_ Satish Warrier
___ Tom Brown
_x_ Mark Hovatter
Minutes:  The minutes of January 8, 2008, were approved.

Internal Auditor
Tom Connolly introduced Babs Atane as the Internal Auditor.  Dr. Marsee, welcomed him and stated that his time will be spent between both campuses.  Dr. Marsee stated that Babs first assignment will be to focus on Operational Procedures for all areas.  He will identify procedures that are still valid and focus on writing new procedures.  Babs will be auditing for compliance with those procedures that are in place.  Since there are no real procedures in place, he will be auditing and creating procedures out of the audit he is doing.  Dr. Marsee stated that Babs will be reporting to him.
Procedures
Barbara said that it was stated at the retreat that their group will be looking at the procedures in their areas and will be identifying a schedule for the update of the processes.  It was stated at the College Council, that the Board Policy is under review to be updated and revised.  Rocky stated that it was mentioned at the retreat that you can go to the website on the portal and look under administrative procedures and find a list of all the procedures, the last time they were reviewed or updated.  Everyone was asked to look at it and it would tell them where they were with their procedures.
February Calendar
Janice stated that all the dates beginning with Board Agenda Review to the end need to be changed to show one day previous of what is showing.  The dates are incorrect.
90 Day Review
The 90 Day Review is scheduled for Thursday, March 13, 2008.  Dr.  Marsee stated that Indicators will be one of the topics discussed at the review.  Barbara’s group will do a presentation and the format will remain the same.  Dr. Marsee stated that it was time for nomination for the “Can Do” Awards.  He stated that a group does not have to be nominated each time.
Dr. Marsee stated that the Electric Cart Parade is scheduled for April 4, 2008 at the ECC campus.  Donna stated that the Electric Cart can consist of a group of people or a department who adopts a cart to decorate.  She stated that there are first, second, and third place awards, as well as a People’s Choice award.  This is all part of Classified Professional Day.  Donna stated that she will be sending out a Save the Date announcement.  She would like to get a bus to transport all of Compton’s employees to the ECC campus.  This would allow some of Compton’s employees to attend the morning workshop and the rest in the afternoon.
Board Date Change (To March 10)

Dr. Marsee stated that the Board meeting has been changed to March 10th and all the deadline dates changed accordingly.  The Board meetings are now at 4:00 pm.  The reason for the change is for potential March 15th notices.  It has to do with an evaluation of March 15th.
Budget
Dr. Marsee stated that ECC and Statewide were looking at a zero COLA increase for next year.  As it stands right now everything is tentative.  We have a directive from the State that we are probably looking at a zero COLA and zero dollars for growth.  We are maintaining 1903 as our standard FTES, so growth is off the table.  The COLA does impact us approximately 4.94 percent which means if the budget goes through as planned; we would not receive the calculated 4.94 percent COLA.  This means $5 million dollars are off the table.  We had a 3 percent salary increase that took place in January; half of the cost for this year.  We will receive the full impact of the salaries next year as compared to this year.  Our total reduction in available funds and or the increase in expenditures related to salary plus five new positions for facilities, twelve additional positions for faculty offset by a reduction equivalent to FTES for part-time, bring us to a reduction in available funds for department budgets from $11.5 million dollars this year.  The so-called discretionary funds to pay for part-time salaries, supplies, travel, equipment in our department budgets overall is going to be based on our current calculations and projections, dropped from $11.5 million to $5.5 million dollars.  We are looking at approximately $6 million dollars cut in operational budgets.  We have a lot of work to do in the next several months to get organized and ready to go forward with a budget that is severely impacted.  Janice did some calculations yesterday assuming a 10 percent cut across the board, the available funds to be distributed through the departments, so-called discretionary funds is negative $4.5 million dollars.  This means we would have to go to zero dollars for allocation for the departments, but also taken another $4.5 million dollars out of the operational budget for full-time salaries.  The cuts are not just here, they are statewide.  We will not be building our budget against the negative 10 percent; it is for informational purposes only.
Dr. Marsee wants the group to begin thinking about what has to be prioritized and focus on it as it relates to what is core, absolute funding that you have to do in your operations.  Then ration it based on increments to identify additional funds.
Donna stated that the Training Planning Builder is scheduled for Wednesday, February 13 and Friday, February 15, 2008.  She will send out a reminder.  Compton Special Contract funds related to the $3 million dollars received from the State have not been merged into the operational budget for ongoing expenses.  However, PBC has signed off on an expansion of past practice utilizing the funds for basic recruitment and retention; activities at ECC this year for next year’s budget.  The categories have been expended beyond the recruitment and retention category to include new program development, which is on the curriculum academic side and other operational units such as Admissions, Financial Aid, etc.  There will be funding to improve Administrative Services operations or any other operations where processes are included.  That means funding to support anything that will assist you in the improvement of the indicators that you can put an application in.  If you have a practice to implement or technology you would like to purchase that would improve the performance of the indicator, there are funds available.  There is an application process being established for the indicators to be funded in next year’s budget.  Dr. Marsee asked the group to pay attention to the indicators, to look at how we can improve our performance and if there is money that needs to be added, now would be the time to include it in the budget.
Indicators
Dr. Marsee stated that having the indicators inactive is not a good place from them to be.  He received a commitment from Rocky to get the indicators active.  Dr. Marsee informed Donna that her indicators must be measured be month to month.  We are 10 – 15% there.
One of the things Dr. Marsee wants to start doing is to start recognizing operations that have met their efficiency criteria.  Dr. Marsee stated that if an operational department has achieved efficiency criteria on an efficiency level that we will recognize that group at the 90 Day session and they will receive a group plaque and a representation of that plaque will be placed on the outside of the door of the office area.  The plaque will be removed if the efficiency is not maintained.  He asked that the inactive indicators move into an active status.
Rocky wanted to know what the response was at Area Council from other groups to the indicators.  Dr. Marsee stated that out of the 8 to 10 groups that were represented, only two groups spoke with their group about the indicators.  Dr. Marsee stated that he was concerned that there is no free flow of information from the Area Council back to the operating unit and vice versa.
TO DO:

1.
Fixed Assets Inventory
· 11/20/07 – Per Bruce, the Fixed Asset Inventory listings should be distributed to the vice presidents next week.
· Bruce stated that he is waiting to get the draft from Dr. Marsee.

2.
Development of Policy and Procedures for Fixed Assets Inventory (Tom Connolly)
· 11/20/07 - He met with FPS on November 8 (3rd meeting) and completed the review of the initial draft of the formal policies and procedures for Fixed Asset Inventory and control.  The next step, after producing an updated draft, will be to meet with Compton administrators and staff to discover the differences between ECC and CEC and to develop a similar set of procedures for CEC.
· Inventory needs to be addressed by location.

3.
Initiation of Fixed Assets Inventory at Compton (Reuben James)

· 11/20/07 - They hope to have them out this week.
· Dr. Marsee asked Reuben when the Fixed Assets Inventory will be complete at the Center and Reuben stated the second week of January, 2008.  Dr. Marsee stated that proper procedures are to be maintained and kept ongoing.

· Maximus will begin inventory on February 20, 2008.

4.
FCMAT Report Update
· (10/23/07) – The FCMAT team visits begin next week.
· John Wagstaff stated that interviews were being done today.  Dr. Marsee wanted to know if the FCMAT team received the Matrix that was prepared, Satish stated yes.  John Wagstaff stated it included the Technology Plan and they had the components and they seem to have accepted it.

· Dr. Marsee stated that feedback from FCMAT is due back in January 2008.

· Rachelle stated that Dr. Mayor has been visiting and attending Board Meetings.  She stated that she spoke with Dr. Mayor last month and she indicated that it is taking them a little longer than anticipated in terms of the development of the final report and as soon as it is done Rachelle will be hearing from her.  The District will be given a courtesy review to determine if there are any errors in the report and afterwards it will be disseminated.

· Dr. Marsee stated that a FCMAT report is out and they were very critical of ECC’s involvement in the operations.  There were some errors in their findings.  Those issues will be resolved after the report is released.
· Rachelle stated that an electronic version of the FCMAT report was placed on the Compton’s website and hard copies will be available on February 15, 2008.  She stated that the Academic Achievement team will be here May 18th – 21st, 2008.  The other teams will be here probably around the same time.  The goal is to be here towards to end of the semester.

5.
Policies and Procedures:
· Babs Atane, Internal Auditor, is reviewing the existing Procedures Manuel and will be providing direction as to subsequent steps.
Ongoing Projects
1.
Compton Air Conditioning
· Rory stated that he has asked the Special Trustee for $100,000 in the interim to get this cleaned up.  Dr. Marsee wanted to know from what source and Rory stated from the contingency reserve.  Dr. Marsee stated that the CDC will only need $150,000 instead of the $350,000.

· Fred stated that the State has agreed to funding for a new plant, which is scheduled for May 2009.
2.
Capital Replacement and Repair (Compton Center)
· (10/23/07) – Fred submitted a budget to Cabinet and a committee has been formed.
3.
Emergency Planning
· (10/23/07) - Five individuals attended the emergency disaster academy and next year they would like to have everyone on the committee attend.  Compton is on the committee also.  Issues include FEMA reports, continuity plans and funding.  Rocky is working on putting something out for managers on what to do in an emergency.
a. Rocky stated that there will be a full day of training for the Emergency Operations Center team on February 28, 2008.

b. Dr. Marsee wants the individuals who sign up for the team to be fully aware of their obligation to the team and committed to the team.  He wants them to participate in the assignments because if a disaster occurs and they are a no show, they can be prosecuted.

Committee Reports/Division Issues
· Steve Port:  Stated that they are working through the keying issue for the new Humanities building.  He stated that he is holding weekly meetings with both Campus Police Officers.  The ECC officers along with Gardena Police Officers are conducting an active shooters training when the campus is closed.  There are six more training sessions scheduled.

· Myeshia Armstrong:  Updated the group on all the campus audits.  A meeting will be held on Thursday, February 7, 2008 for the annual audit; the Bond audit is concurrently going on and should be finishing up.
· Allene Quarles:  She is reviewing some confidential Human Resources issues and one of the issues is to notify employees, who are on lengthy medical leave, to notify the employees of their status.  However, she is unable to do it until managers notify Human Resources.  It is important for the managers to notify Human Resources, as the employees have already run out of leave time and the employee needs to request a Leave of Absence.  This will let the employees know how much time they have left, what their status is, and what they can apply for so they can get paid.
· Mark Hovatter:  We went out to bid for the tree trimming proposal.  We received three bids and we awarded the lowest bid for $15,900.  We were visited by the Waste Management Board on Monday, February 4, 2008.  In 2006, we were 42 percent waste diversion, the law states that 50 percent of our waste has to be diverted from land fields.  It was much worse in 2007, in which we are going to be heavily penalized.  The good news is they came and reviewed our programs that we now have in place.  They will review us again in three months and if we follow through with everything then they would like to use us as an example for other departments.  We created a tool room with tool kits and are doing weekly inventory and accountability.  Each kit has a number associated with specific tools, it is inventoried before it goes out and when it is returned.  We are rebuilding electric carts.  Dr. Marsee stated that the old bus and other items need to be made surplus.
· Julie Bourlier:  Stated that the Bookstore is ready for rush.  They are receiving 20 to 25 orders from the website and the students are taking advantage of the store pick-up.  The numbers are too early to tell as the semester is just beginning.  The fall was up 7 percent in sales.  They are having an accounting glitch, so she is unable to report profit.
· Donna Manno:  Stated that Flex Day was strictly for faculty only and that is why there was no campus wide announcement.
· Rachelle Sasser:  Stated that the job fair was a worth while experience and they were able to receive a lot of resumes.
· Reuben James:  Stated that the District is conducting an ASB detail audit being done by Vicenti, Lloyd, & Stutzman, LLP and it’s going well.  The retro pay for classified employees is completed.
· Babs Atane:  He has been reviewing the Board Policy and looked at the various procedures to the Board policy.
· Tom Connolly:  He is working on two new projects: 1) New third party administrator for personal return requests and 2) Paying bills on-line by LACOE to vendor.
· Barbara Perez:  Stated that Allene forget to mention that she is working on a new applicant tracking system with an on-line application component for both campuses.
· Janice Ely:  The preliminary budget will be presented to the Planning and Budget committee at ECC this Friday, and the committee will be asked to review the assumptions the budget was built on and approve it.  She and Myeshia have been working on audit responses.  The 1098T was mailed out to all of the students and they have been receiving numerous calls do to a glitch in the computer.
· John Wagstaff:  The California Community College’s Chief Information Officers’ agenda is now set and he will be presenting.
· Satish Warrier:  Stated that 600 machines were delivered six days prior to the opening of the Humanities building.  He stated that the furniture was cheap which caused the technicians to crawl under desks and be on their backs for eight hours a day.
· Rocky Bonura:  We are getting close to the end of the fiscal year, contract’s have to be renewed, and RFP’s have to go out for several programs.
Meeting adjourned at 10:03 a.m.
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