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Administrative Services Staff Meeting

March 14, 2006
PRESENT: 

_x_Rocky Bonura              _x_Bob Gann                     ___ David Miller           _x_ Marcy Wade                   

_x_Mike D’Amico             _x_Bruce Hoerning           _x_Andy Nasatir            _x_ John Wagstaff    

_x_Janice Ely                     ___Donna Manno              ___Lynnda Nelson         _x_Satish Warrier     

_x_Pam Fees                      _x_Jeff Marsee                  _x_Allene Quarles          
Minutes:  The minutes of March 7 were approved.
All Hands Debriefing:  Managers were commended for a job well done at the All Hands meeting last Friday.  Attendees liked the informal atmosphere and being updated on current issues.  The next All Hands meeting will be scheduled in late May or early June.    
Budget Review Appointments:  Managers were reminded that the budget deadline is March 24.  
Emergency Preparedness Audit:  The Emergency Preparedness Audit form was reviewed.  Everything but snowstorms and tsunamis has been addressed in ECC’s Katrina report.  The Disaster Advisory Council has the SIMS plan, and building captains have the building plans.   Future plans include training and getting more people, especially managers, involved.  It was suggested that search and rescue groups could be brought together at least annually for lunch and refresher training.
Major Projects  
· Construction Web Site:  John met with the group doing the Web site for the construction projects.  They will be putting up a live Web cam so viewers can watch construction going on in a number of areas.    
· Fixed Assets:  They feel confident about meeting the March 31 deadline.  The first inventory goes out this fall.    
· Professional Development Workshop:  Donna will send out the reminder to register for these workshops.    
· Cost Savings/Efficiency Measures:  Jeff wants areas to explore technology and processes that will facilitate the requests of people waiting in line.   

TO DO List:

1. Satish and John will look into areas that could benefit from the refurbished laptops and prioritize them.  (2/14/06)

2. When the budgets are completed, managers are to make an appointment to review them with Jeff.  (2/28/06)
3. John will prepare a report on how the way classes are scheduled is costing the college in terms of enrollment. (2/29/06)

4. Andy and Jeff will meet on the book issues in ACCCA conference notes.  (2/28/06) 
5. Managers will send information on all deadlines for internal and external reporting, etc. to Ruth to prepare a master calendar.    (2/28/06) (ongoing)

6. Jeff, John and Satish will meet to discuss phones.    (2/28/06)

7. Donna (?) and Bruce will meet on food for the April 14th night crew event. (3/7/06) 

8. Jeff will recommend the formation of a PBC subcommittee on energy consumption.  Bob and class schedule planners are to work with the committee. (3/7/06)  
9. Rocky and Mike will look at doing table top exercises conducted for site emergency management staff by December.  (3/14/06)  
10. Rocky will expand on planning with outside agencies.  (3/14/06)

11. Jeff will order the 400 forms for the professional development workshop. (3/14/06)

12. Allene will check that the president and vice presidents will BBQ on April 7.  Other managers are also needed to help.  (3/14/06)

13. Rocky will cancel the legal purchase order and Jeff will take invoices on a case-by-case basis.  (3/14/06) 

14. John will work with Janice on a problem purchase order from 2003.  (3/14/06)
15. Mike will send out a memo to managers re:  not using social security numbers on key cards.  (3/14/06)

Committee Reports/Division Issues  

· John Wagstaff:   Datatel has a free service to do research into problems or issues and then 
make informal recommendations.  Janice and Rocky feel retraining is needed.  
· Rocky Bonura    
· All employees need to respond to the Rideshare survey.

· Don Wilson could be out for six weeks or more.  Jeff may move Shobhana Warrier there to assist.      
· Allene Quarles:  
· The deadline for the LCW Workshop is March 16.  It could be taped for those who can’t attend. 
· Marcy was nominated for the Phi Kappa Phi Honor Society at CSUDH and will be inducted this Thursday. 
· Satish Warrier:  They are doing wireless all over.  The Library lawn and the first floor of the Administration building are already covered.  
Meeting adjourned at 9:45 a.m.   
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