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Administrative Services Staff Meeting

December 13, 2005

PRESENT: 

_x_Rocky Bonura              _x_Bob Gann                     _x_ David Miller           _x_ Marcy Wade                   

_x_Mike D’Amico             _x_Bruce Hoerning           _x_Andy Nasatir            _x_ John Wagstaff    

___Janice Ely                     _x_Donna Manno              ___Lynnda Nelson         _vac_Satish Warrier     

_x_Pam Fees                      _x_Jeff Marsee                  _x_Allene Quarles          
Minutes:  The minutes of November 29 were approved.
Vice President/Academic Affairs:  Dr. Arce has been offered the Vice President position and has accepted it.  
TO DO List Update

1. Sergeants should attend the management meetings if they are here.
2. Jeff will take the Amandi contract to Cabinet and College Council. (11/29/05).  John not here today. Keep open.
3. Rocky, John and Satish met on the new procedure on contracts (11/15/05) and work is progressing.  Keep open.

4. Emergency preparedness will be an ongoing item (Rocky) (11/15/05)
5. Rocky sent a memo (December 7) re:  the request for 40 radios (11/15/05).  Jeff will meet with Mike and Rocky on the radios.  

6. Marcy drafted an outline for the Portofino Inn event. (11/29/05).  She wants to present it for next week. (12/13/05)
7. Donna is to provide a date for the team building exercise. (12/13/05)
8. Mike submitted the report on the fingerprinting machine.
9. John to look into satellite phones (11/29/05).  John not here today (12/13/05).  Still open.
10. Setting up the system to shut down requisitions if there isn’t enough money. (John) (11/29/05)  John not here today.  Leave open.

11. The December 9 meeting is already over.
12. Copies of Jeff’s one-stop article were sent to Administrative Services managers.
13. Another 1 ½ hour tour with Jeff and Bob has been set up.
14. Andy has given Jeff a milestone list.  More meeting are to be set up with Lynnda and Andy meetings.

15. Safety committee is the same as #4.  Remove this and keep #4 on permanent agenda. 

Beautification Committee:  Copies of Marcy’s version of the Beautification Proposal were shared with the group.  There was discussion on Bruce’s concern about providing hand tools, which involves monitoring them, interrupting ECC staff at work, etc.  Jeff still hasn’t heard from the union on this proposal.  If they say yes, the next step is to choose plants and flowers.  Jeff wants a dozen areas of varying sizes identified for planting.  He also wants a weekly and monthly number of hours listing from Bruce.   
Activities Center:  Mike met with Harold Tyler yesterday.   It will be operational by January 1.  

Bruce has already put in some furniture.   Continuing issues:  
· The Game Room

· Money for the monitor

· Area usage -  The area is infrequently used for events that require set up, tear down, etc. Jeff will get usage criteria on the activities area from Harold Tyler.   This needs to be communicated and enforced.  
The food issue has been resolved.  All food providers will stay where they are.  

Emergency Preparedness:  Rocky has all but two of the building captains and alternates in place.  Training is scheduled for January.  Regarding the Katrina memo, when he receives the missing fire truck piece he will put together the memo.  Jeff wants a matrix (with four columns, including cost) instead of a report.    
Negotiations Preparation:  There is one day of POA negotiations left.  Classified negotiations will probably start in summer.  The goal to have it ready for the November Board.  The workshop (planned for April?) will require participation from everyone.  Noted:  The contract is on line, but the Memorandums of Understanding (MOUs) are not on line.  Managers were asked for input on where the agreement is silent, what items need to be deleted, etc.  
Questionnaire for Architect for Student Services Center (SSC):  Copies of the questionnaire from the architect for the SSC were shared with the group.  A meeting is to be set up with Jeff, Andy, Lynnda, Pam, Janice Bob and John to go over the form.  It was agreed to schedule in on Friday (12/16) from 9 – 10:30 a.m.    
John Wagstaff:  They ran out of the 230 Colleague licenses yesterday.  ECC needs to think about managing the numbers and buying more licenses.   Bob Gann was thanked for his assistance in restoring power to Chemistry Building.  

Coffee Cart:  The moving coffee cart is still on the TO DO list.

Budget  
· The budget adjustments approved by the Board have already been made.  They are now doing division level adjustments and will be notifying divisions that requisitions will only go through if there is money in the budget for them.  

· Pam’s staff is in Datatel budget training all day today and tomorrow, so the letter won’t be able to go out until Thursday.  Jeff wants the letter to go out today.  
· Managers are to notify Jeff if they have any budget gaps.  John and Bob are the only ones he’s aware of at this time.    
· Jeff wants to lock down accounts that are overdrawn.  He also wants to provide a report by account to Rocky for him to monitor.  Pam reported that this can’t be done until Thursday due to everyone Fiscal Services attending the budget module training.  Jeff and Pam will meet to discuss.    
· Pam did a draft letter re:  the change in procedure.  The vice presidents will be required to do a budget transfer if there are inadequate funds to cover a requisition.    

TO DO List:
1. Emergency preparedness will be an ongoing item (Rocky) (11/15/05).  Rocky will put together the Katrina memo when he receives the missing fire truck piece.  Jeff wants a matrix (with four columns, including cost) instead of a report. 
2. Beautification Project (Bruce)(ongoing).  Jeff wants a dozen areas of varying sizes identified for planting.  He also wants a weekly and monthly number of hours listing from Bruce.  (12/13/05)
3. Restroom Inventory (Bruce)(ongoing)

4. Jeff will take the Amandi contract to Cabinet and College Council. (11/29/05).  John not here today (12/13). Keep open.

5. Rocky, John and Satish met on the new procedure on contracts (11/15/05) and work is progressing.  Keep open.

6. Jeff will meet with Mike and Rocky on the radios.  

7. Marcy wants to present the draft outline document for the Portofino Inn event for next week.

8. Donna is to provide a date for the team building exercise. (12/13/05)

9. John to look into satellite phones (11/29/05).  John not here today (12/13/05).  Still open.

10. Setting up the system to shut down requisitions if there isn’t enough money. (John) (11/29/05)  John not here today.  Leave open.

11. More meetings are to be set up with Lynnda and Andy. (Ruth) (12/13/05)
12. The moving coffee cart is still on the TO DO list (Andy).

13. Jeff will get usage criteria on the activities area from Harold Tyler (12/13/05)
14. A meeting is to be set up with Jeff, Andy, Lynnda, Pam, Janice, Bob and John to go over the SSC architect form (Ruth).  (12/13/05) It was agreed to schedule in on Friday from 9 – 10:30 a.m.    
15. Jeff wants Pam to send out the budget letter today (12/13/05).  
16. Jeff and Pam will meet to discuss the report he wants Rocky to monitor.    

Meeting adjourned at 9:07 a.m.
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