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Administrative Services Staff Meeting

February 7, 2006

PRESENT: 

_x_Rocky Bonura              _x_Bob Gann                     ___ David Miller           _x_ Marcy Wade                   

_x_Mike D’Amico             ___Bruce Hoerning           ___Andy Nasatir            _x_ John Wagstaff    

_x_Janice Ely                     _x_Donna Manno              ___Lynnda Nelson         _x_Satish Warrier     

_x_Pam Fees                      _x_Jeff Marsee                  _x_Allene Quarles          
Minutes:  Changes to the minutes of January 31:
Page 2 – Allene Quarles:  delete the middle sentence beginning “It was reported…”

Page 1 (Fixed Assets..):  Change to “Facilities is doing the physical inventory…”  

Page 2 (Item #15) - delete “and will have the draft by tomorrow.”   

Recommendations for Old Laptops:  Some old laptop computers could be upgraded fairly inexpensively for further use.  Wireless cards could also expand memory.  Jeff agreed to pay for the upgrade costs.  Rocky, Mike, and Janice want an upgraded computer, and Donna and Pam want the computers they already have upgraded.

New Faculty Computers:  The 220 new faculty laptops are already here, and ITS is processing them.  Training is scheduled to start on the 13th; however, John is to coordinate this with Kathy in the president’s office because he wants to include an article in his newsletter.     

It was reported that the president will not be using bond money for the new faculty laptop computers.  The $51,000 that was for the departments will be used for this instead.  
Datatel Training Demo:  John and Satish provided a demonstration of how to find budget information in the Datatel system.

· Log onto Portal

· Click on Budget Inquiry

· Enter Fund and Department

· Click on a particular amount for more detail

Noted:  

· Don’t hit the back up key or the X to leave the screen.  Hit the Close Screen box at the bottom instead.  
· A voucher is the same as a Purchase Order.

· Salary account information is delayed six weeks due to the County.  All other accounts are current (or real time).
· Everyone who has budget authorization now has this capability to see their budgets in Datatel.  
· 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.  
· ITS requested that the presentations be done after they are finished with the laptop project.
· Janice is working on the negative encumbrances issue (approximately $700,000).  
1. A list of negative encumbrances is needed.  

2. Credits and who they apply to need to be identified.
3. A determination needs to be made re:  which accounts will be overdrawn.
4. Janice and Pam need to talk to managers and supervisors and notify them that they will have to find the money in their budgets.  

5. Jeff needs to be apprised of the impact.

6. Managers are to go in and clean up negative purchase orders.  Don’t touch transactions from last year because these have already been audited.  
7. For the next meeting, John will do a 15 minute overview with written instructions.

New Hiring Process:  Marcy discussed the new hiring process being developed for supervisor and management positions.  It involves identifying themes for the selection of candidates and then developing questions based on these themes.  This is felt to invite discussion and other questions at the interviews and to allow the committee to go deeper without violating the equal opportunity rules.      
Major Projects
1. Electric Cart Parade:  Marcy and Donna will meet tomorrow regarding this project.  Jeff reported that the in service training will be held in the morning (from 8:30 a.m. to 11:30 a.m.) and in the afternoon (from 1 p.m. to 4 p.m.) to accommodate all schedules.  A voluntary adjustment of regular work schedules will be allowed for that day.  Both sessions will be held in the Student Services Center.  It was stressed that only the in service training is mandatory; the other activities are voluntary.    
TO DO List Update: 

1.  
Marcy sent out the information on the IBC meeting.  She and Jeff will also meet on this.  Open
2.
Lynnda and Andy were absent.  Still open.
3.
Andy was absent.  Still open.  
4.  
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. Open
5.
Rocky is working on implementing a stop payment process for equipment that was purchased without going through the proper process.  Open

6.
John has received some feedback on the Datatel survey but is waiting for more.  Open
7.
Mike was assigned the task of adding the needs determined by the security survey to the list of projects for the next bond series.  Open 
8.
Rocky meet with Tom Jackson, and they are looking at areas they could use for storage of the fire truck.  There is also the possibility that it may be sold.  Leave open
9.
Delete

10.
Donna is working on a flyer for the April 7 Flex Day event, and the committee is meeting this Thursday.  Open
11.  
Done  

12.
John will look into upgrading laptops that haven’t been used much.  Open 
13.  
Complete
14.
Bob will have the utility usage and cost data by Friday.  Open
15.  
Janice sent an E-mail re: the faculty retirement issues.  Allene will contact Nina Velasquez about putting the information about this issue in the Federation newsletter.  Marcy was asked to prepare a communication for Jeff’s signature to assist Nina in responding to faculty inquiries.  Open
· Donna Manno:  Tomorrow’s flex activities are for faculty only.  
Major Projects:

1. Electric Cart Parade (Marcy & Donna)
2. Emergency Preparedness (Rocky)

3. Security Survey (Mike)

4. Fixed Assets and Inventory (Bob)

TO DO:

1.
John will coordinate the release of the faculty laptops with Kathy in the president’s office. (2/7/06)
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)

3.
Janice and Pam will contact managers and supervisors to explain that if divisions overspent based on negative encumbrances, they will have to find the money in their budgets and will apprise Jeff of the impact.  (2/7/06) 
4.
John will do a 15 minute overview with written instructions at the next meeting. (2/7/06)
5.
Marcy and Jeff will meet re: the IBC and GASB. (2/7/06)
6.
Lynnda and Andy will provide Jeff with the Bookstore implementation schedule.  (1/4/06)

7.
Andy will follow up on the moving coffee cart project (1/10/06)

8.
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)

9.
Rocky is working on implementing a stop payment process for equipment that was purchased without going through the proper processing. (1/31/06)
10.
John will provide more feedback on the Datatel survey as it is received.  (1/31/06)

11.
 Mike was assigned the task of adding the needs determined by the security survey to the list of projects for the next bond series.   (2/7/06)

12.
Rocky and Tom Jackson are looking at areas they could use for storage of the fire truck.  There is also the possibility that it may be sold.  (2/7/06)
13.
Donna is working on a flyer for the April 7 Flex Day event, and the committee is meeting this Thursday. (2/7/06)
14.
John will look into upgrading laptops that haven’t been used much. (2/7/06)
15.
Bob will have the utility usage and cost data by Friday. (1/31/06)
16.
Allene will contact Nina Velasquez about putting the information about the faculty retirement  issue in the Federation newsletter.  (2/7/06)
Meeting adjourned at 9:30 a.m.
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