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Administrative Services Staff Meeting

October 3, 2006
PRESENT: 

_x_Myeshia Armstrong   _x_Bob Gann                ___Donna Manno       _x_Arnel Pascua        _x_Marcy Wade
_x_Rocky Bonura            ___Doris Givens           _x_ Jeff Marsee          ___W. Howard Pratt  _x_John Wagstaff              

_x_Cheryl Cormier          _v_Bruce Hoerning       ___David Miller         _x_Allene Quarles    _x_Satish Warrier

_x_Mike D’Amico           _x_Reuben James         _x_Andy Nasatir         _x_Rachelle Sasser    

_x_Janice Ely                   _x_Mike Johnson         ___Lynnda Nelson            
Minutes:  The minutes of September 26 were approved with the following change:
Page 1 – Change title from “Program Review” to “Accreditation.”  
Accreditation: There may be some additional funding available for retention themed projects.  Managers are to give thought to what they might want to add to their budgets if additional monies should become available.  These would be recurring annual funds.  Examples of possible projects:  
mobil cashiering station, one stop center, enhancements to online bookstore system, auxiliary, etc.    
Emergency Preparedness:  Copies of the Emergency Planning and Preparedness Questionnaire were shared with the group.  Rocky will prepare a response and give it to Jeff.   He will also work with the Mike D’Amico and Mike Johnson and give that report to Jeff.  Jeff wants to do a mock emergency also.  The management team for emergency preparation plans is to be expanded to include Compton.  
Master Calendar:  Copies of the Master Calendar for October and November were shared with the group.  Noted:

· “Amend Budget” is to be moved to the November agenda.  
· Delete “Requisitions for spring 07 furniture (classroom).”

· Compton bookstore requisitions are still being negotiated.  A decision needs to made among several options.  Compton faculty members will identify the books to be used.  Per Jeff, the auxiliary enterprise is to be under the direct supervision of the fiscal office (Reuben James).  It is to be owned and operated by Compton, and all profits are to be retained by Compton.  It will be coordinated and operated under the ECC Bookstore and set up as profit/loss at Compton College.
Purchasing/Accounts Payable Issues:  Copies of concerns Cheryl Shenefield’s remaining Purchasing and Accounts Payable issues were shared with the group.  Most of the items involve staff assignments and training, which she can’t resolve.  
· #1 – Rocky is working on the procedures for Compton bond processing for LACOE and Colleague system.  

· #2 -  Bruce Hoerning worked with Alice Mitchell on receiving.  Additional training will be done by Lorraine Peralta (Facilities) for Compton staff.  Rocky and Reuben met on what items have not been decaled in the last two years at Compton, and Rocky will follow up.  Compton’s cutoff is $500.  

· #3 -  Janice did training with the fiscal staff at Compton last week.  Myeshia and Janice are getting a plan together for additional training. 

· #4 – Staff members has been trained but utilizing the training is in progress.  Training manuals (like the latest user guides from Datatel) are also needed.  

· #5 – They are moving in the direction of assigning someone to Accounts Payable.  

· #6 – This is part of Capri Blount’s training.
· #7 -  Peoplesoft to clean up.  

Also noted:
· Janice will lump sum journal transactions done after June 30 into Datatel. 

· Per John – Compton’s three systems need to be consolidated into one and then folded into ECC’s.   
Discussion Board for Students:  The potential dangers of the proposed discussion board for students were discussed.  Noted:

· The E-mail issues would need to be resolved first.  The Santa Rosa court case loss is a case in point.  

· We have some control over staff, but none over students.  Plus, no one will be monitoring it.  
· John and Leo Middleton are working on revision Board Policy 6010, including guidelines for use of staff list serves.  ECC as an employer is required to provide a harassment-free environment, and the institution could be at risk if there is real or perceived harassment and it takes no action.  

· The faculty discussion board is a pilot project now, but no one seems to be using it.  
Financial Aid Status:  Financial Aid issues at Compton were discussed.  One hundred award letters have gone out.  Since the County will float the money (loan/overdraft), Jeff authorized them to go ahead and make the payments.  The ECC Financial Aid office is to sign off on the award letters.  There are still 800-900 students who are not packaged.  Per Jeff, full distribution for all Financial Aid students is needed by October 15.  This is a top priority.  He is to be apprised of any problems that threaten to prevent meeting this deadline.   

Organization Chart:  Updated copies of the organization chart for Compton’s administrative Services area were shared with the group.  Changes are to be given to Shobhana Warrier.   

Ongoing Projects:

1. ECC Evaluations (Allene) - She will provide an update on evaluations every month.  (8/15/06)

2. 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)

3. 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.   John and Lynnda will work on the creation of a universal debit card.  (9/26/06)

4. Sort POs by Fund (Rocky)  -  John will provide a spreadsheet. (9/19/06)  A program would have to be rewritten to sort by fund.  A sample download will be attempted by next week. (9/26/06)
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. Payroll staffing issue (Marcy and/or Allene).  Reuben, Allene and Myeshia met yesterday and have a plan to send to Jeff. (10/3/06)
7. Bookstore Integration Project (John and Andy)  (8/8/06)  John and Andy met.  Jeff advised them to keep the project small.   (10/3/06)

8. 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)
9. Katrina Report (Rocky)  (10/03/06) 
10. Project file backup:  consolidation of Compton data (John and Arnel)  (10/03/06) 
11. Phone registration and payment (keeping funds separate).  (John/Satish)  (10/3/06)  

TO DO:
1.
Rocky will prepare a response on the emergency preparedness questionnaire and give it to Jeff.  (10/3/06)
2.
Rocky will also work with Mike D’Amico and Mike Johnson on emergency preparedness and give that report to Jeff.  (10/3/06)
3.
Compton is to go ahead and make the payments on the 100 financial aid award letters. (10/3/06)
4.
Managers are to keep track of Compton work (even during their regular work day) and send it to Shobhana Warrier.  (9/19/06)   
5.
Rocky will check with Jeff on who will pay for the 90-110 boxes of documents that need to be shredded.   (9/19/06) 
6.
Bob is now preparing building floor plans for energy consumption management.  (8/29/06)
7.
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)  

8.
John will bring Datatel in to consult re:  rebuilding the Datatel approval tree. (9/12/06) On hold (9/19/06)  

9.
Bob will arrange a meeting with all the parties involved in Civic Center rentals, including athletics.  Dr. Arce is to be invited also.  (8/29/06)  Howard Pratt and Cheryl Cormier would also like to participate.  (9/12/06)  The meeting is scheduled for September 28th.  Mike Johnson and Arnel Pascua wish to attend also.  (9/19/06)  
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.
Reuben will cross train someone to help Roy.  (8/29/06)  No employees are available. (9/19/06)
12.
John will create a down time list for Jeff.  (9/12/06)  
13.
Myeshia will work on filling positions.  (9/12/06)  
14.
Marcy will do a classification study RFP for Compton.  (9/19/06)  
15.
Myeshia will work with Janice on non-01 budget funds.  ASB funds, bond accounts and auxiliary enterprises will also be brought into the system.  (9/12/06)    
16.
Mike D’Amico and Mike Johnson will set up a safe driver program at Compton.  (9/12/06) 
17.
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)
18.
Donna will bring old surveys to a meeting so the group can work on specific recurring problems.  (9/26/06)
19.
Reuben will provide Compton’s accreditation documentation. (9/26/06)
20.
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) 
21.
Staff members are to move the booklist to the outside vendor so that Compton’s financial aid students can get their books. (9/26/06) 
22.
Arnel Pascua will work on a committee list for Compton.  (9/26/06)   
23.
Jeff will issue a memo to clarify the confusion re: the MOU and Compton reimbursement.  (9/26/06)   

24.
Bob and Reuben will work on budget.  (10/3/06)  
25.
Food services at Compton (Cheryl Cormier) (10/3/06).     
Transition Period:  The Compton transition period is terminating, and it is expected that by end of October, all overtime activities and the 1,2,3 differentials will probably end.  All overtime will go through Jeff and must be preapproved.  Bob and Rocky noted that they need extensions for the transition period until permanent people are hired.    
Committee Reports/Division Issues:  

· Satish Warrier  
· Student Services managers at Compton have been trained.  Myeshia reported that their budgets have all been loaded.  Jeff reported that the Board and the President are asking for blue book budgets.  
· Compton’s data reporting to the Chancellor’s Office needs a lot of cleanup for 2005-06.  This is due November 13.  Jeff will discuss with Tom Henry the possibility of assigning Sally to this project.  (10/3/06)      
· Allene Quarles:  New Compton employees will not have to pay for being fingerprinted.  
· Mike Johnson  
· They have already met the Jeanne Cleary deadline.  
· They have been extensively involved in emergency preparation and are part of Compton’s citywide emergency preparation coalition.  They do need funds for emergency supplies, containers, generators and satellite cell phones.  Rocky will share the original Katrina memo with Compton.  
· He would like to be part of disaster advisory council.

Meeting adjourned at 9:45 a.m.
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