[image: image1.png]



Administrative Services Staff Meeting

October 17, 2006
PRESENT: 

_x_Myeshia Armstrong   _v_Bob Gann                _x_Donna Manno       _x_Arnel Pascua        _x_Marcy Wade
_x_Rocky Bonura            ___Doris Givens           _x_ Jeff Marsee          ___W. Howard Pratt  _v_John Wagstaff              

_x_Cheryl Cormier          _x_Bruce Hoerning       ___David Miller         _x_Allene Quarles    _x_Satish Warrier

_x_Mike D’Amico           _x_Reuben James         _x_Andy Nasatir         ___Rachelle Sasser    

_x_Janice Ely                   _x_Mike Johnson         _x_Lynnda Nelson            
Minutes:  The minutes of October 10 were approved.  
Division Reports  

· Mike Johnson:  They need to get the safe driving training going.  Per Mike D’Amico, ECC is ready to go, and they should have the training this week.

· Donna Manno  
· Allene is to be the contact person at Compton for the planning of the classified professional development events next year.  There was discussion on the electric cart parade and the inservice training that was held at ECC in April.  Compton staff members are to decide if they want to do something similar at their location.    
· Copies of a sample program review survey for the Bookstore were shared with the group.  Managers are to review this material for discussion at next week’s meeting.  
· Myeshia Armstrong:  
· The Compton budget has been set up for all funds except ASB.   
· Per Jeff, ECC won’t be issuing checks for Compton.  
· Per Janice, Estella and Hong can work with Flor Ortiz this week.  They are ready to put numbers into Datatel; however, it may not be cost effective to do so.  Since there could be some control issues if Datatel is not used, Satish will research what it would take to run the checks at ECC.     

· Rocky Bonura  
· Flor Ortiz, who is active in accounts payable (categorical and ASB), is being trained today.  
· Rocky is concerned about security issues if Lane, who is an agency employee, is trained.   Jeff will ask that Lane’s password be changed November 1.  

· Myeshia and Rocky appear to be going in different directions and need to coordinate their activities. 
· The goal is to assign David, who is back as of yesterday, to what Flor is doing now.   

· Jeff wants cross training of accounts payable and payroll staff.  Flor is to be in accounts payable and cross trained in payroll.  Erlinda Argel is to be in payroll and cross trained in accounts payable.  This is to be accomplished in two weeks (by November 1)     

· Compton will be moving the payroll function from HR to Fiscal Affairs to mirror ECC’s set up.  
· Per Myeshia, the #1 project for Flor is to get ASB on Datatel.  Then she will get trained in the other areas.  Reuben suggested that Flor should come to ECC and work in Rocky’s area.  

· Jeff Marsee:  Compton only had 997 FTES this fall.  The budget drops $3 million next year, and they are projecting the first deficit budget next year.  One person (Erlinda) can do the payroll for the 200 classified and faculty employees.  The technician position is to be held open and funded for now.  The Compton logo has not yet been established.   

· Arnel Pascua:  In response to his concern about a requisition that appeared on his screen for approval, it was suggested that he contact the person who created it for more information.    
· Satish Warrier:  A separate purchase order report is needed for Compton.  Reuben will work with Satish on this.  Per Jeff, the solution is to run the accounts by fund.  

· Bruce Hoerning:  Contrary to what Ora Bryant was told there, there is overtime money for Compton employees to work weekends.  Ora and crew were commended for their work.   
· Allene Quarles:  She sent Compton positions to Ann Garten’s office to put on the Web site 2 – 3 weeks ago, but nothing has been done and her phone and E-mails have not been answered.   Jeff suggested that she resend the E-mail, referencing the original date, and send him a copy.  

· Marcy Wade  
· An audit of dependents is being done by American Fidelity Insurance.  Those who don’t comply with the required information will be dropped from the insurance program March 1.  
· The goal is to have out of class items identified for the November Board.  The direction from the Board is that there is to be no working out of class; consequently, duties identified as out of class duties will be taken away.  
· Contract negations begin November 3.
· A reconfigured salary schedule for students will be sent out for managers to review.
· Marcy will work with Doris Givens on the RFP for Compton classification.    

90 Day Review:  The next ECC Administrative Services 90 Day Review will be held tomorrow.  The intent is to give an overview of what is happening in each area and what is coming up.  Each Administrative Services area is to do a 5 – 10 minute report, with time for a question and answer session at the end of each presentation.   Rocky will be the moderator, and Jeff will be available for questions also.  Cheryl Shenefield will be recognized for her work in the Compton transition project. 
Allene will work with Doris Givens to set up a 90 day review meeting at Compton.   

Katrina Report:  This will be called the Emergency Preparedness Report for future reference.  On November 8 invitations will go out to the Disaster Management Team to meet with the consultant.  Compton personnel will also participate.  Some initial training on all levels will be necessary.  One percent of our JPA funds premium is set aside for this cost.
Ongoing Projects: 

1. Program review survey (Donna)  10/17/06
2. ECC Evaluations (Allene) - She will provide an update on evaluations every month.  (8/15/06)  Per Allene -  Managers will be trained on evaluations (10/17/06)
3. Construction Web Site (John and Ann) - Ann Garten and Melanie Graves are working on it.  (8/15/06)  Posting a weekly photo was suggested (9/12/06).  This is back in Melanie’s court for programming.  The camera is functional. (9/26/06)  Jeff will pursue this issue with Ann Garten. (9/26/06)
4. Bookstore Credits (Andy).  Staff members are to move the booklist and the reimbursement process to the outside vendor so that Compton’s financial aid students can get their books.    A purchase order has been issued for Financial Aid students.  (10/10/06
5. Review and update technology plan for instructional/academic labs (John) – They were waiting for the 8th, which was the last day to add. (9/12/06)  John is completing the data review for this.  (9/26/06)   Specific data needs to be included.  Make it conditional if necessary to get the report done.  (10/3/06)
6. Bookstore Integration Project (John and Andy)  (8/8/06)  John and Andy met.  Jeff advised them to keep the project small.  (10/3/06)  Per Satish, registration starts November 21, and there will be an issue if Compton books won’t be available at the online site.  (10/10/06)  
7. Review policies and procedures, identify those that need to be revised, and come back with recommendations. (Administrative Services managers)  (9/26/06)  Due November 1.    Kathy Oswald is coordinating the updating of the policies and procedures manuals. Compton needs to do this also.  (10/3/06)
8. Katrina Report (Rocky)  (9/05) 
9. Project file backup:  consolidation of Compton data (John and Arnel)  (10/03/06)   Satish will work with Linda Mobley to get the requisition approved in John’s absence.  Outstanding student debts are handled via COTOP at Compton.  (10/10/06)  
10. Phone registration and payment (keeping funds separate).  (John/Satish)  (10/3/06)  The issue is being able to split the accounts for ECC and the WEB for phone registration.  They will probably just shut down credit card payment on the phone for winter and spring.  ECC and Compton students would have to choose another option for payment.  This is to be coordinated with the Student Services area.  
11. Managers are to keep track of Compton work (even during their regular work day) and send it to Shobhana Warrier.  (9/19/06)
TO DO:  
1. Allene will work with Doris Givens to set up a 90 day review meeting at Compton.   (10/17/06)
2. Donna will follow up with Arnel Pascua on technology training at Compton.  (10/17/06)

3. Marcy will work with Doris Givens on the RFP for Compton classification.  (10/17/06) 
4. Reuben will work with Satish on a separate purchase order report for Compton.  (10/17/06)  

5. Allene will resend the E-mail to Ann Garten re:  posting Compton positions on the Web, referencing the original date, and send Jeff a copy.  (10/17/06)  

6. Marcy will send out a reconfigured student salary schedule for managers to review. (10/17/06)
7. Bob is now preparing building floor plans for energy consumption management.  (8/29/06) 
8. Donna will review year-end events and contact those planning them and present them with a timeline.  Someone would need to monitor this process.  (8/15/06)  
9. Bob will arrange a meeting with all the parties involved in Civic Center rentals, including athletics.  Dr. Arce, Howard Pratt, Cheryl Cormier and Arnel Pascua are to be invited also.    The meeting is scheduled for next week.   (10/10/06)  
10. John will send Jeff a memo re:  computer replacement funding. (8/8/06)   Jeff, John and Satish will meet re:  campus technology (mid September) and will include policy and procedures.  
11. Marcy will do a classification study RFP for Compton.  (9/19/06)  
12. Myeshia will work with Janice to bring ASB funds and auxiliary enterprises into the system.  (10/10/06)    
13. Mike D’Amico and Mike Johnson will set up a safe driver program at Compton.  (9/12/06)   Compton employees are currently taking safe driver training.  (10/10/06)  

14. Arvid Spor will work with Shobhana Warrier to see what flowcharting can do and how to build on that for Administrative Services. (9/26/06)  

15. Donna will bring old surveys to a meeting so the group can work on specific recurring problems.  (9/26/06)  Program Review handout provided (10/17/06)   

16. Donna, John and Marcy will prepare a draft of a documentation oversight milestone review (2 pages max) by October 16. (9/26/06)  Donna, John and Marcy have not yet met on this.  (10/3/06)  Donna has completed a draft report, but they have not yet met on it.  (10/10/06)  

17. Arnel Pascua will work on a committee list for Compton.  (9/26/06)  An ad hoc committee will be meeting tomorrow on this.  (10/17/06) 
18. Bob and Reuben will work on budget.  (10/3/06)  
19. Food services at Compton (Cheryl Cormier) (10/3/06).  She needs to see the executed contract.  (10/10/06)  There was discussion as to why Karen has the contract.  Rocky will contact Karen (S & B Foods) for the contract.  (10/17/06)  
Meeting adjourned at 10:35 a.m.
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