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Administrative Services Staff Meeting

April 1, 2008

PRESENT:
_x_ Myeshia Armstrong
_x_ Tom Connolly
_x_ Reuben James
_x_ Barbara Perez
___ Rachelle Sasser

_x_ Babs Atane
_x_ Janice Ely
_x_ Donna Manno
_x_ Stephen Port
___ Fred Sturner

_x_ Rocky Bonura
_x_ Bob Gann
_x_ Jeff Marsee
_x_ Allene Quarles
_x_ John Wagstaff

_x_ Julie Bourlier
_x_ Bruce Hoerning
___ Andy Nasatir
_x_ Carol Reese
___ Satish Warrier

_x_ Tom Brown
_x_ Mark Hovatter

Minutes:  The minutes of January 8, 2008, were approved with the following change.

· Page 1 “Indicator Update” the paragraph after the first bullet – second sentence:  The handout indicated how many times a manager has participated in the management form.

Indicators
A. Business Services/Accounts Payable:  Rocky Bonura

· Rocky stated that all of the indictors were active.

· Invoices processed within 7 working days; unless there is an exception, we are on target.

· Invoices over 30 days are down to 4 or 5 for both campuses.

· Response to customer service is holding fairly well.  We have improved customer relations

· Remove item #4.

· He has created a schedule for completing the classified evaluations.

B. Purchasing:  Rocky Bonura
· We are doing well on requisitions.

· Implemented purchases under $5K in the last 6 months.  Staff is getting those out and hitting the target number.

· Remove #4.

· Kept #7.

C. Accounting:  Tom Connolly

· They changed some of the policies of student refunds.  If a student does not pick up his check, they will mail it out.

· Remove item #2.

· The timely correction to overdrawn accounts is to look at the main general fund account every day and the active account is looked at on a weekly basis.  They keep track by log.

· They improved the cashier service this year.  They issued tickets with a time stamp on them to students to give to the cashier.  They were able to shorten the line by sending the students to do on-line registration.

D. Bookstore:  Julie Bourlier
· Remove #1; it is part of #7 and #8.

· Remove #2; it is part of #4.

· The titles should stay.  They are currently working on a survey for faculty and students.

· Item 5 is inactive.  They are waiting for the eight week class session to begin and they can measure themselves through the semester.

· Item 6 needs to be updated.

· Discuss item 7 with Dr. Marsee

· Dr. Marsee would like for the Compton Bookstore to have an indicator that identifies the percentage of books sold to class attendance.  Ideal is 90 percent of students to have textbooks in the classroom, it is now 20 percent; need to measure textbook sales by enrollment by class, department or by program.

E. Campus Police:  Stephan Port

· Stephan will have the numbers by the end of the week.

· The Parking Permit machines were relocated due to construction.  We ordered pedestals to have them in place to keep the machines running.

· They are doing weekly checks on the E-911 poles and passing the work orders onto ITS.

· He will be zeroing in on the hours between 7:00 am to 5:00 pm.  Time on foot, officers radio in or use their MBC to block out that time.

· He asked Dr. Marsee if he would like to see the Campus Crime Prevention report bi-monthly or monthly.  Dr. Marsee stated, monthly.

F. ITS:  John Wagstaff

· The deployment of new PC’s is currently inactive for a little while because of the opening of the new buildings on campus.  He stated that he would like to keep track of administrative machines by date when they completed the installation and when they enter the tag and serial number into the system so it can be closed out.

· There are two help desk measures; one deals with remote technology by being able to resolve the problem while the user is still on the phone and the other is the ratio of open and closed tickets.

· Dr. Marsee stated that he would like the time to be measured.

· Satish is working on the programmers’ time.

· John stated that network reliability is down about 86 percent due to systems failures that had to be repaired.
· He is working on the evaluations.

G. Human Resources:  Barbara Perez

· They are starting to have people log their calls to help develop a system.

· Managers’ evaluations are currently at 21 percent, they are aiming for zero.

· Classified evaluations are currently at 18.4 percent and they would like to have them done by April.

· Reviewed a series of 18 faculty applications and the current ration is 2.4 days from the time of the closing date to the time for the committee review.

· They are working on a 30 day target for the position to be filled.

· She stated that she has one outstanding classified evaluation, which will be completed this week.

H. Staff Development:  Donna Manno

· Dr. Marsee stated that he was okay with item #1.

· She stated that people who attend training should obtain some type of skill they can apply to their job.

· Dr. Marsee would like to look at unduplicated classified participation, monthly or quarterly.

· Currently running at 60 percent for faculty on-line classes.  They have to obtain a certification for teaching on-line.  Dr. Marsee would like a real number to be used.

· Evaluation s was due in March however she will not be in until mid April.
I.
Facilities Planning & Services/Construction:  Bob Gann

· He stated that we can make projections about the change order percentage on the Electrical Substation, Humanities, Central Plant, Infrastructure Phase 1, and the LRC; all are less than 5 percent.

· Bob stated that the above projects have either taken 12 or 13 months to complete.  The Food Service modular and the women’s locker room brick replacement has taken longer.

· Dr. Marsee asked that the soft costs be broken down by components, so he knows what they are and can then subdivide the percentage.

J. Maintenance: Bruce Hoerning
· They received a good rating on the Customer Satisfaction Survey; however there was a 35 percent on the low end.

· Work request backlog, as percentage of received, is active.  They are still trying to get monthly data which is broken down into four categories.

· Bruce stated that his two evaluations are signed in writing.

K. Grounds:  Tom Brown

· The total cost per acre was removed from the list.

· Percentage of “satisfactory” for plants were sent to Shobhana but not input; it is greater than 75 percent.  It is done by plant vitality, if it had weeds, and a third criterion which he could not remember.  If we had every plant the way we wanted, it would be given a rating of “3”, and the supervisors do the scoring.

· All lawns are maintained to a standard on a weekly basis.  The numbers were sent to your office, but not included.

L. Custodial:  Tom Brown

· Square footage amount per custodian was removed from the list.

· Cleaning windows two times a year is on-going.  The number will change.  We do a lot during the week, but more during spring break.  The number is higher during the break.

· The restrooms are being cleaned on a daily basis.  However, all bathrooms are being checked on a weekly basis.  Dr. Marsee would like to further discuss this item.

· Donna stated that the bathroom on the first floor of the Library has a toilet that is always backed-up; it is the third or fourth stall down.

M. Materials Receipt & Distribution:  Tom Brown

· The numbers for materials being delivered was given to your office, but not recorded.  It is about 96 percent.

· He does not have the number comparison for the purchase order information.  He stated it may not be compiled as of yet.

· Compliance is with legal requirements and is pass or fail.

· Bob stated that purchase order information compared to the inventory record is not going to be calculated until they actually receive the inventory.

· They are working with ITS and DataTel to get data stored in DataTel.

· Dr. Marsee stated that since this has to do with fixed assets, he would like to see an indicator with the percentage of errors being reduced.  He stated the inventory sheets are probably received back as being 60-70 percent accurate.  He would like to see that number at 90-95 percent accurate.

· Bob stated that compliance with legal requirements deals with recycling and Bruce filed the report last week.  He stated they recycled 58 percent.

· Dr. Marsee would like to see a percent in the target number instead of pass or fail.  It was placed at 50 percent, with the high being 60 percent efficient.
N. Utilities:  Bob Gann

· Bob stated that now that they have the numbers, they are able to make the calculations and get them on the next sheet.

· Dr. Marsee wanted to know the KWH as well as the demand factor.  Bob stated that there would also be calculations for gas, absent the demand factor.

O. Water:  Bob Gann

· Same thing for water as for utilities.

P. VP Area:  Dr. Marsee

· The signing of the requisitions is done within 24 hours.  He stated that Barbara will do it if he does not.  Barbara stated that she does not have access.

· The reading of email indicators was done by his staff.

· Dr. Marsee stated he had two outstanding evaluations that he released yesterday and they will be coming off the list next week.

· Dr. Marsee stated that he would like to move the indicators into active status at Compton.

Evaluations
· Dr. Marsee stated that the evaluations were covered under indicator update and he asked that people please review the handout.  He stated there are some over 60 days and he asked that they be cleaned up.  The list will be reviewed every month.

Budget Update
· Dr. Marsee stated that the group has submitted their budgets; however, not all of you have hit the 95 percent level.  He stated that for those who did not reach the 95 percentile, he will make the cuts and let you know where the cuts will occur.

· Dr. Marsee stated that there will be a Budget and Planning meeting today at Compton Center.  He asked Myeshia what schedules were sent out to the group.  Myeshia stated that she sent a comparative analysis between the current year and what we are anticipating the new budget to look like.  She stated that only Dean Curry has been working on the budget cuts for his area and that the worksheet needs to be distributed to the other managers.

· Dr. Marsee informed Carol that they were still waiting for some sign-off and directions from PBC as it relates to how much funding we are going to allow the departments to build into their budget.  The process for getting the actual number of class sections is now out of the way.  The budget for Maintenance and Operation and the Child Development Center and supplementing has to be addressed before we go with a final number.

· Dr. Marsee informed Mark that his budget is needed not only for this year, but how it will impact next year’s budget.

Monthly Calendar - April
· Dr. Marsee informed the group that the Conflict of Interest forms are due.

· Mark stated that he is currently working on the Waste Diversion annual report for Compton.

· Dr. Marsee stated that the auditors will arrive in the Accounting office.  Tom Connolly stated that they will arrive on April 21, 2008.

· Dr. Marsee asked Janice to push the deadline for budget development to April 15, 2008, and to inform the vice presidents.

· Board item and Board Agenda Review were moved forward because individuals will be on vacation.

· Julie will bring fiscal year end closing forward one month.

· Janice stated that the 323 report is due on April 15, 2008.  Janice and Myeshia will sign-off on Compton’s report.

90 Day Review
· Rocky stated that he would like the presentation information emailed to him one week prior to the review, so he can place it on one memory stick.

· Dr. Marsee stated that he would like the theme to be partially based on the indicators, the Retreat that was done, with the issue on customer satisfaction, and what we are trying to accomplish in terms of our processes.

· Dr. Marsee asked the managers to inform Rocky if they are going to have staff do presentations.

· Dr. Marsee asked about the nominations for the “can do” awards.  Donna stated the group from ITS and Rocky stated the four individuals from Compton have been nominated.

Electric Cart Parade (April 4)
· Dr. Marsee asked who was participating in the Electric Cart Parade and he was told the police from both campuses, financial aid, EOP&S, fiscal, ITS, Facilities and Human Resources, CalWorks and Compton, M&O.  Donna stated there was a total of 14 entries.  She stated that the ASB would not be joining the parade as they have an event every Friday during the month of April.

· Donna stated that Compton’s Maintenance and Operations group has signed up for the keynote speaker; however, no one from El Camino’s Maintenance and Operations has.

· Donna stated that she sent a reminder to sign up yesterday, Monday, March 31, 2008.

TO DO:

1 & 2 - Fixed Asset Inventory:  Per Bruce, all inventories have gone out to division offices and are due back March 14.  Noted:

· An inventory tracking system was set up a year ago, but they do not have data from before that.  Don Treat would know how many of each item he has but not where they are located.

· Based on the location of the tags, each computer would have to be dismantled in order to see the number.  This is an extremely labor intensive task, and ITS doesn’t have the manpower to do it.

· They agree it needs to be done; however, it can’t be done in just a few weeks.

· There is also the disruption of the classes and labs to be considered.  ITS will work on inventory in the labs during spring break to minimize disruption of classes.  Their target for the first inventory is the end of this semester.  Then another revised printout will be produced in September for validation by the departments.

· In response to a suggestion that computers should be tagged so they don’t have to be dismantled to be inventoried, it was noted that there is no right place to tag computers.  Other suggestions:  Put the tags close to the power source, or engrave numbers onto the computers.

· Issues:  The barcode readers don’t interface with the Datatel system.  Also, purchase orders don’t roll over to the fixed assets section until the bill is paid.

· Reuben received a draft of the Maximus report and will work with Mark to make sure everything is tagged properly.

· They may need to consider a third party package for inventory because Colleague doesn’t work for this.  A meeting needs to be set up on this topic.  John will chair the committee, which will consist of Satish, Babs, Tom Brown, Reuben, John, Tom Connolly, Mark, and Bruce.  Beverly Johnson will set up the meeting.

· Bruce stated that Tom Connolly had sent out a procedure report via email for review.  He has not had time to schedule a meeting.  Bruce asked if it was possible for Delores to view everyone’s calendar and set-up a meeting to providing six possible dates.

· Barbara asked about items that were not tagged (i.e. furniture and file cabinets).  The office for casuals and students has new desk systems and she does not know the cost and they were not tagged.  Bruce stated they were probably tagged in the warehouse because there wasn’t a place to put the tag.

· Bruce stated that it is easier to write the changes for tracking purposes then doing it on-line.

· Bruce stated that he received thirty-three percent of the reports back from those that were sent out.

3.
FCMAT Report:  Is Compton blended or a separate entity?  This needs to be resolved at the State level.  A request has been submitted to the Chancellor’s Office.  There will be a FCMAT visit in May.  Self assessment is needed.  Carol will be the coordinator.  Rachelle is coordinating the FCMAT report.  Carol will determine who will respond in each of the cell areas.

Noted:  President Fallo may be replacing the MOU with another contract prepared by the Special Trustee, but it probably won’t be until after April.  They anticipate April for the police merger.

· Reuben stated that Rachelle informed him that FCMAT will be here May 12th – May 21st, 2008.  The first group is academic.

4.
Policies and Procedures:  Babs will not do the writing of the procedures since he will be doing the revising.  He is currently working on understanding what we have in place in order to determine what needs to be done to bring them up to date.  Compton will mirror what ECC has.  There will be one policy manual for ECC and CO.  Noted:

· Some of Compton’s are better, and ECC may want to emulate.

· Problems:  Some of ECC’s procedures aren’t necessarily written, and desk procedures differ from desk to desk.  

· Jeff wants a 3 ring binder of procedure documents for Babs to audit against.

· Bob is to organize a formatting committee.  Babs will chair the committee, which will consist of Bob, Rocky, Babs, Satish, Allene, Reuben, Mark, Tom Connolly, Steve Port and Julie. This group will not be doing the writing; they will be doing the formatting, numbering, oversight, and maintenance of the master policies/procedures manual.

· Babs sent out files on Policy and Procedures Writing and on Numbering Sequence, so there will be no confusion between the policies and procedures.  He has requested that the committee meet today between 2:00 to 3:00 pm at ECC.

· Dr. Marsee wanted to know the timeline for the calendar.  Babs stated that it would be a long term project.  Babs stated that he has identified outdated policies and procedures.  The next step is to have the committee come together to agree upon which policies and procedures are accurate, and which need to be revised or updated.

· Dr. Marsee requested that Babs put together a step-by-step process and milestones with estimated deadlines for each milestone.

· Babs stated that everyone is to forward information to him prior to the next scheduled meeting on April 17th, 2008.

· Babs stated that he made a recommendation to Satish to look at the email and network access, as nothing should be stored on the “C” drive.

5.
Evaluations (added 3/11/08):  The list will be revisited at the end of the month

Ongoing Projects:

1.
Compton Air Conditioning:  The target is to start construction in June.  The current equipment will not survive another summer.

· Fred stated that their objective is to have the MIS air conditioning completed by the end of May, 2008.

· Fred stated that they were going to make it a bond fund project and pay for it out of bond fund.  He stated that they are looking at getting a 4.98 percent interest loan from the California Energy Commission.  We are calling it an Energy Efficiency Program to try and get as many IOUCCC credits that are available.  Fred stated that he spoke with them yesterday and they could have as much as $3 million dollars available for us.

· Fred stated that Compton Center is at a critical junction as it relates to the LRC and they may need to began restoration activities on the LRC using internal funding and make a demand against the surety.

· Fred stated that no one has been able to determine the unencumbered balance of the Bond fund.  He stated that there were outstanding invoices related to the glass contract; unprocessed changed orders related to the glass contract; as well as other obligations related to the LRC.

· Fred informed the group that they have been receiving pressure from administrators who believe they have a balance for their programs that still reside in the bond fund and we are putting a stop to that.

· Fred stated that there is a lot of confusion at the Center as to what the remaining funds are and how they are going to be used.

· Dr. Marsee asked Janice and Myeshia to pull together a business plan for the Bond fund that recognizes the commitments and liabilities against the existing balance.  He would like a schedule that would give the estimated information.  Janice stated that they would need a list of the projects.  Fred is to provide Janice with a list of known obligations of ongoing projects by the close of business today.

· Dr. Marsee asked that the ITS bond fund project be included in the list.  He stated that he would like the information by the close of business today, for the meeting on Wednesday, March 19, 2008.

ECC Air Conditioning:  Bob noted issues with ECC’s air conditioning also.  They have engaged an engineer to look at the problems, and they should have the results in two weeks.
2. Payroll:  Leave Accounting (Tom Connolly & Reuben James)  (added 3/18/08)

3. Parking on Manhattan Beach Boulevard (Stephen Port)  (added 3/18/08)

4. Update on Planted Areas (Tom Brown)  (added 3/18/08)
Committee Reports/Division Issues:
· Bob Gann:

· There were 300 parking spaces removed from lot H due to construction and 30 parking spaces from the Humanities construction.
· There were 30 parking spaces permanently removed due to the construction of the Humanities building.  We are down 330 spaces from capacity.

· We are faced with a more serious issue both for Fall 2008 and Spring 2009; we are looking for a combination of factors to increase parking on off-campus lots.  We may need to continue the shuttle and use the north athletic field for parking.  During that period we would pave the field over, then come back and restore it; this will give us back the 330 spots that we lost and bring the total up to approximately 380.

· The LRC, which was scheduled to be completed this week. has been delayed until next month.

· They will be demolishing the last of the offices and boilers area next week.

· Stephen Port:

· Background investigation for officer employment with ECCD was done yesterday, Monday, March 31, 2008.

· The radio system bid is in and ready to be awarded.

· Transfer agreement is ready to be finalized between Compton and El Camino.

· The appointment for Chief of Police from among the three applicants is soon to be made.

· Allene Quarles:  Pass.

· Tom Brown:  Pass.

· Bruce Hoerning:

· The road near the Business office is closed from March 17 – April 5, 2008.

· The road near the Administration Building is closed from March 31 – April 4, 2008 and scheduled to reopen at the end of the week.

· The intersection near the Humanities building will be closed April 4 & 5, 2008.

· The road near the Humanities building will be closed from April 7 – 11, 2008.

· Tom Connolly:  Pass.

· Jeff Marsee:

· He informed that group that Tom Connolly attended the EOP&S Twilight Banquet on Friday and he was the winner of Silent Auction items.

· Julie Bourlier:

· She stated that inventory will be early this year, at the end of the month, which will hopefully help us with graduation and not interrupt the service to our students.

· The conference that she attended was about the computer system that the bookstore uses during registration and inventory.  One of her goals was to find out about automation for EOP&S voucher processing.

· She will work with John to get things automated.

· Janice Ely:  Pass.

· Reuben James:  Pass.

· Carol Reese:

· The final draft of the audit report was sent to the auditors.  Carol stated that she does not know if it has been second partner reviewed.

· The representation letter has been signed off by the Special Trustee and the Provost.

· Mark Hovatter:

· He had a couple of complaints regarding the bathrooms and the time it takes to issue keys.

· He is looking at re-keying the classrooms and bathrooms.  We could issue the keys to the Deans and let them hand them out.

· He is limiting the amount of over-time.

· There is a Facilities Master Plan meeting today at 1:00 pm in the Student Lounge.

· Babs Atane:  Pass.

· Barbara Perez:  Pass.

· Donna Manno:

· Stated that they had a very successful Women’s History Month.

· Myeshia Armstrong:  Pass.

· Rocky Bonura:

· They had a response of 6 companies for the Food Service RFP and the interviews will take place on April 23, 2008.

· John Wagstaff:

· He attended the Chief Information Officers conference last week and he was one of the presenters on “Plan Builder” in formal session; the response was overwhelming.

· John stated they might be able to create a version on one of the Chancellor’s servers that the schools can use themselves as a central database.

· He stated that he, Rocky and Rick will review the Policy and Procedures for the new phone system.  It may be installed in 90 days.

Meeting adjourned at 9:45 a.m.
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