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Administrative Services Staff Meeting

July 1, 2008

PRESENT:
_x_ Myeshia Armstrong
_x_ Tom Connolly
_x_ Reuben James
_x_ Stephen Port
_x_ Michael Trevis

_x_ Babs Atane
_x_ Janice Ely
___ Donna Manno
_x_ Allene Quarles
_x_ Fred Sturner

___ Rocky Bonura
_x_ Bob Gann
___ Andy Nasatir
_x_ Reagan Romali
_x_ John Wagstaff

_x_ Julie Bourlier
___ Bruce Hoerning
_x_ Barbara Perez
___ Rachelle Sasser
_x_ Satish Warrier

___ Tom Brown
_x_ Mark Hovatter

Barbara stated that there were a lot of new changes at the Compton Center.  She stated that everyone had the opportunity to meet the new Provost this morning and the transfer of the Police force took place at 8:00 am in front of the CCCD flag pole.  Barbara stated that the new Chief, Michael Trevis, also started today.

Minutes:  The minutes of June 24, 2008, were approved with the following changes.

· Page 3 – “Committee Reports – last sentence.”  Satish stated that existing passwords will be required to be changed and for clarification “network”.

Master Calendar
· Mark wanted to know if the budget for Compton was uploaded.  Barbara stated that the Tentative Budget was approved last week and confirmed that it was uploaded.  The Tentative Budget was approved for Fund 11 only.  She stated that Fund 12 will be approved next week and one will not be able to requisition against Fund 40.

· Reagan stated a Special Board Meeting is tentatively scheduled for Wednesday, July 9, 2008, at 1:00 pm.

· Barbara stated that the Bookstore contract was pulled at the last Compton Board Meeting.  She stated that at the Senior Management meeting Dr. Landsberger mentioned there might need to be a change in the termination clause from 90 days to 120 days.  Julie will discuss the issue with Keith Curry.  The contract will go forward as written and placed on the Special Board agenda.

· Barbara stated that the Basic Skills Task Force reports are due in the Chancellor’s office on July 31, 2008, for 2005-06; 2006-07, and 2007-08.  She stated that the funds for 2005-06 have to be spent this year or the funds will be lost and return to the State.

· Barbara stated that enrollment at Compton Center is up from last year.  She stated there will be a second five week session beginning in two weeks.

Project Status Updates:

1.
Fixed Asset Inventory:  Bob stated there was no update because Bruce was off.  Reuben stated there was still a great amount of work to be done.  Mark stated that the major problem is that a lot of stuff is not there any more.  He stated that no one did a good job of documenting the items that were disposed of, which were mainly computers.  Mark stated there were pallets of computers in the barn, which he had been waiting to dispose of.  He stated that some on them might be on the inventory list of missing items.  The other items include a sedan from a former Board member.  Mark stated there had to be some way to collect affidavits from people who can verify that items had been excess.  He stated that there will be approximately 200 – 300 un-reconciled items when they are done.  Mark stated the plan was to find someone to identify and swear to the best of their ability that these items had been excess and to go on from there.


Barbara stated this was an audit finding last time and asked if Compton had a request form.  Mark stated that he assumed everything had to be Board approved and he will have to create a special file.  Babs stated that surplus items had to go to the Board and wanted to know if an agenda review had been done.  He stated that his main concern is that all items need to be reconciled and identified.  He stated that he had to be notified of the inventory because that will be placed on the financial records.

2.
FCMAT Report
3.
Telephones:  Satish stated that all the lines could not be done in one day.  He stated that half of the campus had been completed.  He stated that the emergency and elevator phones will be converted on July 3rd, as scheduled; the ITS and multi- line phones will be converted on July 11th; and the faculty office and staff phones will partly be converted starting tomorrow.  The majority of the conversion will happen over the weekend and the project will go into next week.  Satish stated that twenty numbers at a time will be rolled over.  John mentioned that they are putting together a public notice to go out this afternoon.  Satish stated that the phones could be used to dial on or off- campus and all of the functions were working.  Barbara stated that we could dial campus to campus just by dialing the extension.

4.
Security:  Stephen stated that seven cameras will be installed today and around 2:00 pm this afternoon they will try to place them on-line.  He stated that less than 100 cameras will be installed in total.  Stephen stated that students are aware of the cameras on campus, especially the one between the Business and Music buildings.


Barbara stated that she is concerned about the key situation at Compton being out of control , with people having keys not giving them back..  Mark stated they have no control because they are not informed when an instructor leaves and must rely on people informing them.  Barbara stated that at the end of the year there is a faculty form and sign-off sheet which requires Campus Police  sign-off.


Mark stated that they are updating the keying system in the row buildings, so any instructor can open any classroom or bathroom on the row buildings.  However, the key system is different for Voc-Tech and Math-Science.  He stated that the Nursing area has unique items in the classroom and those areas have security alarms.


Barbara stated that during Flex Day they need to do a capture and reissue of all keys.

5. Policies and Procedures:  Babs stated that he received some responses for things that are on-going, but he has not received any updates.  Barbara stated that one of the reason that they are doing this is two-fold:  1) it is relevant to FCMAT in terms of making sure there are updated Policy and Procedures Manuals for the Compton Center and 2) ECC is going through accreditation and it is very important that there be operational and updated Policies and Procedures.  She stated that if you look at a current policy and procedure and it is working fine, then you put down that it has been reviewed and found to be operational.  However, if you find out it is no longer done that way, then you have to clean it up and make sure that procedures match practice.  If they are valid then sign-off.

Babs stated that in the past, Policy and Procedures used to go to the Board for approval.  However, the Chancellor’s Office felt that was not appropriate, that the Board is only to establish broad-based and not specific policies and procedures. He stated the procedures are guidelines for the employees and the policies are easy to write.

6.
Facilities Master Plan Report:  Skip.

New Business
Barbara stated there will be a call for agenda items during this period of time, to identify issues for this body to discuss.  She is being pulled in different directions and is unable to think of everything and would like the group to take the incentive.

She stated that Babs was charged with looking at practices and produce evaluating whether they provide adequate controls.  Barbara stated that if Babs sends you something, do not ignore it.  She stated that you are to acknowledge that you received it and state when you will get back to him.

Tom stated that the Federal mileage allowance has changed from 50.5 cents to 58.5 cents per mile as of July 1, 2008.

Committee Reports/Division Issues:
· Babs Atane:  No report
· Tom Connolly:  No report

· John Wagstaff:  Telephones.

· Julie Bourlier:

· Summer school went off without a hitch and used book sales are up $100,000 dollars, which is a 50 percent increase from last year.

· The total unit textbooks are up and sales are up 50 percent.

· The migration of the new food service has experienced a few problems but the service is now up and running as of yesterday.

· She needs a new email account for the new food service.

· Mark Hovatter:

· He had a meeting with ECC staff regarding the School Dude Management System and Maintenance Management System and he is getting passwords and doing a test run for the next six months.

· Barbara Perez:

· She stated she would like to provide the group with the Faculty Development Project report that was done by Patrick McCallum, Rocky Young and Randy Lawson.  They felt some of the items that needed to be addressed included keys and getting things repaired.  She would like to go through the list.  She stated that on Flex Day she would like to discuss budgets and identify if you have a repair, how to go about getting it done.

· Myeshia Armstrong:  No report

· Allene Quarles:  No report

· Reuben James:

· The accounts payable people will be returning to Compton on July 21st, and they will need to install special software to process checks and do the check run.  He has spoken with Sherry Shenefield regarding this issue.

· Barbara stated the checks are printed at the County.

· Fred Sturner:
· Fred stated that the FPP’s on Phase 2 of the infrastructure and Allied Health Building will be completed today.

· They are submitting six IPP’s for the Administration Building renovations, Student Services, the Fine Arts Complex, and an Educational Building, to name a few.  He hopes next year to have the FPP for the Educational Master Plan.

· He has been working with Bob to implement the procedures for facilities modifications.

· Reagan Romali:
· Stated that the general fund tentative budget has been approved and the Compton Disrict will be approving the remainder of the funds on Wednesday, July 9th.

· The Compton Board approved its intent to go out for the $15 million bond drawdown  and has sent the matter to the auditor’s control office.

· Don Backstrom has resigned as Financial Advisor and will be serving as co-manager with Rod Carter at RBC.

· She stated that CCCD was close to saying yes to the Performance Audit to close out the BRJ portion of the bond to get a clean set of books.

· Reagan stated that during the last few weeks she has been working with Bill Vorhies on a Business Service Strategic Recovery Plan.

· Stephen Port:

· Thanked everyone for being helpful over the last few months.

· He stated that Mike will be sworn in at ECC at 12:30 pm today and he will be turning everything over to him.

· He will work on the Policies and Procedures.

· Barbara thanked him for stepping in and helping out.

· Michael Trevis:  No report

· Satish Warrier:

· Stated he will review some of the telephone features, place them on the agenda, and then go around the table to see how helpful they are.

· Janice Ely:  No report

Meeting adjourned at 10:00 a.m.
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