[image: image1.png]



Administrative Services Staff Meeting

December 18, 2007
PRESENT: 

_x__Myeshia Armstrong   _x_ Janice Ely    
  ___Reuben James        __x_ Andy Nasatir      ___Rachelle Sasser   

_x__Rocky Bonura            _x_Bob Gann               ___ Rory Livingston    _x_Barbara Perez         x_ John Skipper                  

___ Julie Bourlier
    _x_Bruce Hoerning      _x__Donna Manno       _x__Stephen Port        ___Fred Sturner
_x__Tom Brown               _x_Mark Hovatter         ___Jeff Marsee             _x_Allene Quarles      ___John Wagstaff    
___ Tom Connolly

                                                                  ___Rudy Ramos          ___ Satish Warrier
Minutes:  The minutes of December 11, 2007 were approved with the following changes:
Page 2, Ongoing Projects, Compton Air Conditioning, Rocky said to remove the 4th point which read “Per Jeff, Rocky is to do an account assessment and then he will recommend a transfer to the special contract account.”
Page 2, Item 3, Emergency Planning, Rocky said to remove the entire first paragraph, but leave a & b.
TO DO:

1.
Fixed Assets Inventory
· (12/18/07) - Per Bruce, a draft of the Fixed Asset Inventory listings was given to Jeff last week and will be presented to the VP’s in January.

2.
Development of Policy and Procedures for Fixed Assets Inventory.  (Tom Connolly)

· (11/20/07) - He met with FPS on November 8 (3rd meeting) and completed the review of the initial draft of the formal policies and procedures for Fixed Asset Inventory and control.  The next step, after producing an updated draft, will be to meet with Compton administrators and staff to discover the differences between ECC and CEC and to develop a similar set of procedures for CEC.
· Per Tom Connolly, they had their final meeting and finished going over the draft procedures for El Camino which are being written up for Fixed Assets Inventory.
3.
Initiation of Fixed Assets Inventory at Compton  (Reuben James)

· (11/20/07) - They hope to have them out this week.

· Dr. Marsee asked Reuben when the Fixed Assets Inventory will be complete at the Center and Reuben stated the second week of January 2008.  Dr. Marsee stated that proper procedures are to be maintained and kept ongoing.

4.
FCMAT Report Update
· (10/23/07) – The FCMAT team visits begin next week.  
· (12/18/07) - We haven’t heard from them and expect them in January.

· John Wagstaff stated that interviews were being done today.  Dr. Marsee wanted to know if the FCMAT team received the Matrix that was prepared, Satish stated yes.  John Wagstaff stated it included the Technology Plan and they had the components and they seem to have accepted it.

· Dr. Marsee stated that feedback from FCMAT is due back in January 2008.

5.
Policies and Procedures:

· (10/23/07) – Rocky and Donna will organize the retreat on policies and procedures.

· Dr. Marsee stated that they were going to be interviewing for an Internal Auditors position and once the individual has been identified, the Policy and Procedure manual will fall under the Internal Auditor.

· (12/18/07) Managers are to review their policies and procedures and be prepared to discuss at the upcoming retreat.
Ongoing Projects
1.
Compton Air Conditioning
· (10/23/07) – John reported that ITS had more than adequate air conditioning yesterday.  He has created a list of the equipment that needs to be replaced due to the heat damage and will provide Jeff and Fred with a copy.

· Fred reported that another issue is the lack of funding in M and O accounts.  Janice reported that there is plenty of money in the Compton budget and that perhaps the wrong accounts are being used on the purchase orders.  There was disagreement on the amount of money available ($1.1 million or $600,000).  Jeff suggested freezing disbursements from the Provost’s $600,000 contingency account.  Myeshia will work with the Provost on these funds.  Jeff also requested that Myeshia send out the Compton budget every month.  The next time the group meets in the Alondra Room, John will demonstrate to the managers how to do the accounts.

a. Mark stated that he and Rory met yesterday to discuss some type of relief; Rory will place an item on this Board.

b. Rory stated that he has asked the Special Trustee for $100,000 in the interim to get this cleaned up.  Dr. Marsee wanted to know from what source and Rory stated from the contingency reserve.  Dr. Marsee stated that the CDC will only need $150,000 instead of the $350,000.

· Regarding allocation of the Facilities budget, (per Jeff) Fred is to work with Bob, Bruce and Tom on appropriate accounts for charging items.  This item deals with funding for the Compton’s air conditioning.

· Jeff created a task force to do assessments of budgets at Compton.  The group will identify funds that have been budgeted and have not been used and will make recommendations to Compton staff to reallocate funds to potential shortfall areas.  This information will be sent to the Provost and the Special Trustee.  Janice will head the committee, and Myeshia, Rory, Reuben, Mark, Rocky and Fred will serve on the committee.  Jeff wants their task done by November 5.

a. Janice stated that this is related to the facilities issue and Rory is working on it.

b. Dr. Marsee stated that the task force does not need to be involved in the operational budget.

c. Dr. Marsee stated that we need to create an internal advisory committee to reconfigure the Compton campus.  They will include Fred, Mark, Rory, Bob, Bruce and Tom.  He stated that he would like to be included in the meetings.

d. Fred to coordinate a meeting before the holidays.

· John Wagstaff stated that he has not seen any movement regarding Compton’s air conditioning and that something must be done.

· Mark stated that Fred was the point of contact.  He stated that he and Fred met with consultants on Monday, December 10, 2007, to draft plans and discuss what needs to be done with a number of chillers versus air handlers.
2.
Capital Replacement and Repair (Compton Center)

· (10/23/07) – Fred submitted a budget to Cabinet and a committee has been formed.

3.
Emergency Planning
· (10/23/07)

a. Rocky stated that the plan has been written and now training will begin in January 2008.
b. Dr. Marsee wants the individuals who sign up for the team to be fully aware of their obligation to the team and committed to the team.  He wants them to participate in the assignments because if a disaster occurs and they are a no show they can be prosecuted.

c. (12/18/07) Rocky said he recommended to the President, a system for email and text messaging in case of emergency.  He has received quotes from various vendors and found one which charges $1.00 per student with unlimited text.

Committee Reports/Division Issues:  

Steve Port: Working on merger.  Parking system will be upgraded.

John Skipper: Compton police officers now have District owned guns.  Everyone passed their range quals.  911 calls from Compton will be switched to ECC.

Myesha Armstrong: Reviewing audit.  Will make January 15th deadline.

Allene Quarles: HR is looking at applicant tracking systems as a result of FCMAT for Compton.  If the two schools can agree on a system to implement in both locations this might give more impetus to enable us to get appropriate funding.  Some of the vendors use their own browser which would appease John’s security concerns.

Rocky Bonura: A/P for Compton Center was down to 8 invoices over 30 days.  Rocky acknowledged his  staff’s hard work and cooperation.
Bob Gann:   The first shipload of furniture has been delivered to the Humanities Building.  Everything is on schedule for Spring.  Now that the concrete has been laid, the flag can be flown once again.

Janice Ely:  Finished audit report.  Will be ready for 12/31/07.

Andy Nasitir:  Buy back was up 50% which included Compton.  Bookstore is doing their own buy back.  The Bookstore is open this week.  Still working on on-line sale system.  Goal is to have bookstore open on Saturdays in the Spring.  Will also provide coverage for Compton.  They have cleared some shelving and created more space and a new look in the bookstore.

Bruce Hoerning:  Lots of construction still going on. Chillers should be fired up by second week in January, but buildings will have heat first week of January.  Rod McMillan was promoted to Supervisor.  
Tom Brown:  Lots of tree trimming and clean-up going on while students are away.  Two trees will be planted in front of Natural Sciences on Manhattan Beach Blvd. side between the palm trees.  Tom is frustrated with the vendors and students who keep parking on campus and in other people’s spots, therefore, requested Steve have his police ticket anyone and everyone.  North end of Administration Building will be painted soon.  Would like to open recruitment for 2 more custodians; took 3 already from the original pool and need new apps to consider.
Donna Emery:  Retreat will be January 9th from 9-3.  Will be sending out agenda after Jeff’s review, probably tomorrow. Agenda for retreat will include policies & procedures, customer service, indicators, format of program review and overview of plan builder. Will have classified programs during January to cover time management, decluttering of files and desks, emergency handling, sexual assault and PERS.  Still working on keynote speaker for classified workshop. Have been talking with motivational speaker.  Donna will invite Compton staff to attend and will send announcements of workshops to VPs, Provost and appropriate Compton staff.

Mark Hovatter: Will use RFP to advertise for food service.  Want full cafeteria service at Compton by March ’08.  Commented that due to efficiency and expediency of A/P payments to vendors, he has vendors knocking on his door who didn’t want to do business with Compton previously.  Getting reputation for paying bills on time.  Reorganizing facilities staff to be more efficient and utilize staff better.
Meeting adjourned at 9:40 a.m.
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