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Administrative Services Staff Meeting

June 12, 2007
PRESENT: 

_x_ Myeshia Armstrong
_x_ Bob Gann
_x_ Jeff Marsee
_x_ Rudy Ramos
_x_ Rocky Bonura
_x_ Doris Givens
_x_ Andy Nasatir
___ Rachelle Sasser
_x_ Tom Brown
_x_ Bruce Hoerning
_x_ Jonathan Ott
_x_ John Skipper
_x_ Ora Bryant
_x_ Reuben James
_x_ Barbara Perez
_x_ Dal Toruno
_x_ Tom Connelly
___ Rory Livingston
_x_ Steve Port
___ John Wagstaff
_x_ Janice Ely
___ Donna Manno
_x_ Allene Quarles
_x_ Satish Warrier

Dr. Marsee asked Jonathan Ott to introduce the two new people, Steve Port, who will be the Acting Chief at El Camino College and John Skipper who will oversee the Compton Center police department, and reporting to Dr. Givens.  Dr. Marsee gave kudos to Jonathan for doing such a great job as interim at both campuses and Dal Toruno for acting as liaison here at Compton Educational Center.

Minutes:  The minutes of June 5, 2007, were approved with the following changes.

· Page 2 – Policies/Procedures:  first bullet – Procedures are not on the Web, will be looked at next week.

· Page 2 – 90 Day Review:  first sentence – “First Business 1 is Business 2.”

90 Day Review Reminder
· Dr. Marsee asked Rocky if he had had an opportunity to organize the group.  Rocky stated that they had spoken earlier and they were going to bring their own memory stick or send it to him to down load.  Satish will have everything set-up for them.

· Dr. Marsee stated that the presentations are to be 5 minutes in length.  Jonathan is the point person for the 90 Day Review.  Dr. Marsee informed Jonathan that they should bring staff from all of the areas into a room to share what is going on, to explain what he and Dal had been doing for the past 90 days to introduce the new police chief and captain, to talk about any changes, such as the move to bicycles, and what we anticipate will happen within the next 90 days.
· Dr. Marsee stated that he would like Myeshia to present the budget, talk about what is happening at Compton, what we are doing on the over all budget, where we are in the process, and what is happening.  It does not have to be powerpoint, just a simple 2-3 minute report out.

FCMAT Update
Dr. Marsee stated that they will not be going over the FCMAT report.  He asked the group to review it and if there are any changes to get them back to his office to Ruth, who is monitoring this task.  The schedule that he handed out is called the extraordinary report, which preceded the formal FCMAT report.  The Extraordinary Report had about 80 findings and recommendations that were more closely aligned with potential fraud, potential embezzlement, or past processes that put the institution at risk.  We are showing our responsibility for various components within that report.  There is also another full report which we will be using as our guiding document as we start moving our Compton Center towards full recovery.
Parking
· Dr. Marsee stated that next week classes will resume on the El Camino College campus and the front Crenshaw approach has been totally wiped out, with no drive-through for those areas.

· A request was made to have cadets and/or officers help provide direction for traffic.  The four officers were asked to coordinate this.
· In areas where there is a lot of construction, to students who are not familiar with the traffic flow should be helped.  The route down the access road down Crenshaw is now blocked and drivers cannot continue down that route and we will need a lot of help.
· Signage is up on both the south side and most of the north side, and the administration building.

· Barbara stated that the turn-about on the south side, a lot of people assumed, was parking and asked that no parking signs be posted.  She also stated that the reception area is totally blocked out and wanted to know if there were alternatives.
· Bruce stated that they could not come down the second floor to the lobby, because it brings them to a dead end.  However, they could come in on the first floor.

· Barbara requested that a sign be placed on the double glass doors by the President’s Office that says “reception”.
· Dr. Marsee said that the sign on the north side of the Administration building, located on the west side of the cashiering station, has a sign that looks like “U” turn.  He would like to know what the sign means.  Bruce stated “Not an Exit” or “No exit turn around.”

First Week of Classes
· Dr. Marsee stated that there was a lot of foot traffic after 6:00 pm to register or to be admitted and people are mixing up the Administration Building with Admissions.  He wanted to know if there was a sign that could be placed on the perimeter around other entrances of the campus.  Bruce stated that there were signs.
LACOE Payroll Update
· Tom Connelly stated that that are doing the Human Resources conversion and it is going well with help from Cheryl from ITS.  They are focusing on making sure all of the coding, descriptions, and compatibility, with the consistency that is right for each pay period.  The issue is consistency between Compton and El Camino then and then Colleague and People Soft.  They have identified all of the issues.  The accounting was being used with two different descriptions on it, 8 percent of those were okay, because the descriptions where more of a verbal description.  Then they had to take down the functional differences between the accounts.  They spoke with the County to make sure what they are giving them is correct, on time, and is all going to be completed.  As we finish off the year we will have all of the coding and definition done in the system and the actual position control monitor is going to be done after that, so that the year ends and starts properly by September.
· Dr. Marsee wanted to know if we will end up with a position and control report that will tie into the project.  Tom Connelly stated hopefully by September.  Dr. Marsee wanted to know if it will interface with the budget modular or if it was separate and not connected.  Tom Connelly stated it will be separated to start with.  Dr. Marsee wanted to know the outcome and why we were doing it.  Tom Connelly stated that it will place both Compton and El Camino on the same page as far as inputting payroll into the system.  The next phase is to mirror it to the budget system and use the HR system to drive the budget system.

Year End Closing/General Ledger
· Janice stated that both her and Rocky’s staff had attended the training for year end closing at LACOE and were informed of the critical deadlines.  Then the staff met together to establish critical deadlines for the campus personnel to get invoices and paperwork into purchasing and do accounting so deadlines can be met.  The books are expected to be closed by the first week of August, but no later than the middle of the second week of August.
· The auditors have a tentative date for the week of November 12 to be here for the final review.

· Dr. Marsee wanted to know if the reconciliation was all current.  Janice stated they were in the process and will be done by year end closing.  Tom Connelly stated they were on schedule.

· Myeshia stated that Compton staff, as well, had attended the training at LACOE, which included both accounts payable, and purchasing, and accounting staff and were aware of the deadlines.  However, there were some internal deadlines established at the Compton Center.  We are pulling in additional individuals to help out with the year end closing.  She stated that Rocky is aware that we have Lane Clark who has been a floater in the office, who is now working on a project.  Lane is closing out some of the Purchase Orders and doing follow-up.  We have a consultant that does the ASB accounting and will also assist with the reconciliation in the Business office.  Myeshia stated they were on target and will finish up reconciliation for year end.

· Dr. Marsee wanted to know if she has met with the auditors.  Myeshia stated that a meeting is scheduled for sometime in June and Reuben confirmed.
· Dr. Marsee requested for both of them to raise the red flag if they start to loose tracking of closing out on time.

· Myeshia’s only concern is loading the 2007-08 Budget onto the web.

* Introductions were made to the new employees.
TO DO:

1. Jeff will provide information about the Administrative Services Focus Groups at the next Management Forum.  (6/5/07)   

2. Jeff will pick a policy and a procedure to review each month at the staff meeting.  (6/5/07) 

3. Janice will give Satish the aggregate numbers for the budget module for next year.  (3/20/07)  Still pending (6/5/07)

4. In 2 weeks (2/27) each manager will report on what has been flowcharted in his/her area and provide a calendar of expectations as to when remaining items would be done.  This is a joint project between ECC and Compton.  (2/13/07)  Still pending (6/5/07)

· Flowcharting reports are to be sent to Ruth Sanchez so she can compile a composite.  For two purposes:  1) we want to be able to reflect on the accreditation process as it is ongoing and 2) to see what the next steps are in terms of process review (6-12-07).

5. To initiate a fixed asset inventory; mark reports up and send back.  This needs to be completed by the new semester.  (Bruce) (3-6-07) The Business Division will be the pilot program – probably within two weeks.  (5/22/07)
· Dr. Givens would like a copy of the procedures.

6. Development of Policy and Procedures for fixed asset inventory.  (Tom Connelly) (3-6-07)  The draft is in process (5/22/07)

7. Compton to initiate a fixed asset inventory.  (Reuben) (3-6-07) Attorneys reviewed it and made suggestions and changes. (5/22/07)

· Campus Police will be included in the fixed asset inventory.

Ongoing Projects:
1.
Bob and Bruce will work with Doris to put together a thorough inventory of work that needs to be done at Compton, strategies to do the repair/replacement and cost estimates.   The Facilities Committee meets monthly to address such issues.  (6/5/07) 

2.
Emergency Preparedness Plan (Compton Center)

· The Center does not have a place to call an Emergency Operations Center (EOC).
· Rocky encouraged individuals on the committee to attend the meeting next Monday, June 18, 2007, at 1:30 pm in Library 202.

3.
Policies and Procedures:  Although ECC pays a membership fee, currently only Kathy Oswald can get into the CCLC Website.  This needs to be investigated. (2/13/07).  It was noted that there is nothing much on the site anyway, and the procedures are not on the public site.  Jeff will pick a policy and a procedure to review each month.  (6/5/07) 

4.
The disintegration of media services at ECC (due to retirements with no replacements) continues to present problems.  The recent 90 Day Review of media problems is a case in point.  Although Howard Storey is responsible for this area, John will do a position paper on this issue and address it in the Technology Plan also.  (Donna & Satish) (2/13/07)  Compton has the same problem.  (6/5/07)

· John is to submit a Position Statement and do the Compton part of the Technology Plan.

· Barbara suggests a split position for both campuses.  (Barbara & Satish)
· Barbara to be placed on the agenda for discussion.

6.
Program Review – at the next meeting the group is to come back with a list of indicators that are applicable to their area.
· First step indicators

· Measurements
a) Acceptable Standards

b) Standards for excellence (e.g. invoices in the outbox for 30 days when they should have no more then 2 weeks)

· Establishment and Completion of a Flow Chart and Program
a) Identify improvements for efficiency

b) Written Procedures Manual

c) Operational  Procedures Manual for your areas

d) Action Plan

· A schedule of hours you will need.  The objective is to be completed by December 2007.

Committee Reports/Division Issues
· Rocky Bonura:  stated that training was being conducted today and thanked Reuben for coordinating the training.  Training will cover accounting, accounts payable, purchasing, and contracts.  Training will be held today, June 12 through June 14, 2007 for Compton staff.  The procedures have already been established to improve the system.  Dr. Marsee would like for them to be placed on the Web.
· Bob Gann:  Due to the escalation of construction costs our Facility Master Plan is under funded and we do not have enough funding at this point to complete it.  A review is being done of the Master Plan and a new implementation of the plan.  The goal is not to have the Facility Master Plan change.  He stated that they will be looking at different options.  He also stated that they are working with two campuses groups, the Cabinet and the Facility Steering Committee.  He is hopeful to have recommendation to take to the Board of Trustees by the end of August.
· Bruce Hoerning:  Thanked Tom and Ora’s group for a job well don for the graduation at Compton Center this year.  He stated that a power shut down will take place campus wide and is scheduled for Saturday, June 16, 2007, at 10:00 pm.  The El Camino Police Department will assist in closing all entrances to the College.  Power should be restored around 8am on Sunday.  A generator will be brought in for food services.

Satish asked that at the end of the business day on Friday, June 15, 2007, that computer be unplugged from the do to prevent a power surge while bringing the power back up.  The campus police and child development will not be affected.

· Jeff Marsee:  Kudos to the Compton group for a really well done week for graduation and the Nursing Pinning Ceremony.  The campus looks beautiful
· Jonathan Ott:  Announced that they had an incident free graduation.

· Dal Toruno:  Stated that it was a pleasure working at the Compton Center.  He stated that officers are now on bike patrol and is easier to get around campus.  They have caught a couple of car burglars.  Dr. Marsee gave kudos to both Jonathan and Dal for a job well done and a wonderful testimony stepping up in D’Amico’s absence.
· Andy Nasatir:  Dr. Marsee wanted to know where the Compton Bookstore stood and on-line book sales.  Andy stated it opened yesterday for summer school and we are on-line for book sales.  He stated that they were short staffed.  El Camino College Store.com.  This is for El Camino only.  They do not have the storage capacity for both campuses.  We have a new accounting system that we are implementing, which will consume a lot of the staff’s time.  He stated that they are not ready to have a lot of hits at the sites at this time.  They hope to have it up by August, for fall.  He is looking for a target profit for 2007-2008, is $450,000; the profit for last year was near $100,000. and the year before they had a loss of $60,000.  The profit is there because they are not replacing any of the retirees that are retiring, and reducing student worker by more than half, which will allow for a substantial savings.
· Tom Brown:  Stated that a lot of projects and fences are going on this summer and they are trying to do everything they can to make it safe for the students and give them the proper direction.  Dr. Marsee wanted to know if they could hire student workers to assist in picking up trash and washing windows around campus.  Bob stated the answer was no, due to contractual agreements.  Dr. Marsee stated that if a formal retirement has been signed off on we can open up the advertisement for the position.  A search can always be cancelled.  It was stated that a student worker must receive proper safety training before beginning work.
· Barbara Perez:  The office received its furniture for the back office.  You will be receiving a work order to get the computers set back up.  We will be working on the classification review this summer.  Ron will be back this summer as a Program Manager for projects.

· Satish Warrier:  We had a scheduled outage for Colleague last night from 8:00 pm to 11:30 pm for memory issues; we have another one on Saturday regarding hardware problems.  We have a plan for the generators and they will be up and running for registration during the power outage.
Meeting adjourned at 9:12 a.m.
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