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ADMINISTRATIVE SERVICES

Area Council

            August 28, 2007
PRESENT:

__x_Arlene Bautista
   __x_Mike Dalton               ____ Sheryl Kimball
   ____Valerie Wagner

____Neal Bennett
   __x_Momi Elliott               ____ Donna Manno        __x_Lisa Webb

____Bill Benson
   ____Nancy Hammond        __x_ Jeff Marsee
   ____Dean Whetham

____Dan Cahill
   ____Miriam Ifill                 ____ Carlos Mena
   ____Marcia Williams
____June Curtis
                                               __x_ Linda Mobley 
   __x_Urania Yuan
Also Attending:    Beverly Gilmore           

Minutes:  The minutes of June 26 were approved.
Purchasing Deadline Feedback:  The merits of the April 1 deadline versus the May 1 deadline were discussed.  Noted:

· The Purchasing office wants to go back to the April 1 deadline.  They are OK with exceptions to this deadline and understand that there will be emergencies, but they need to receive the bulk of the orders earlier rather than later.  

· Even with the May 1 deadline, they are getting purchase orders until the end of June.  The volume of purchase orders all coming in at once is a big problem; then decisions need to be made re:  which ones to process first.

· Some divisions even had trouble meeting the May 1 deadline.  
· One problem was that Accounting didn’t get the budget on the system early enough to access it.  The system doesn’t allow purchase orders to be processed until the accounts are loaded.    

· Bond items have to go out to bid, and that process takes longer.  
· The Purchasing calendar specifies spending by area or type of items to be ordered.    
· Supplies from Office Max have a later deadline and can be ordered online.  
· Items under $500 are not considered equipment.  
· The furniture and equipment deadlines are the ones that are causing the problems.  
· The budget check also causes problems/delays. 
· Questions for the divisions:  (1)  How would the April 1 deadline affect you?  (2) What difference would it make (April 1 vs. May 1)?  
· For the next meeting, Linda will bring a break out of purchasing items.
· Since Dell orders are based on “just in time” ordering, it was suggested that Don Treat’s area should be given some power over the orders in order to facilitate installation.   
Regarding Issue #2 from the last meeting, there was a miscommunication about the date when the budget was up.  Jeff noted that an annualized calendar is needed, and he will work with Janice Ely on this.  

Orientation Manual:   Draft copies of the new orientation manual for classified employees were shared with the group.  The group reviewed the document and provided input.  Suggestions:

· Move Description of the College to the back

· Add information on Attendance Incentive Program (Urania)

· Change “Privileges” to “Perks”

· Add information on work out room and pool

· Add glossary of terms
· Add photos
· Add school calendar

· Add description of mentor program

· Add information on Compton

· Include requisition process document

· Add information on volunteer opportunities (committees, etc.)

· Add information on classes available through Staff Development

Division Reports

· Momi Elliott  
· Tom Connolly is the new Director of Accounting.  
· They are still working on the Final Budget.

· Arlene Bautista  
· Copies of an article on the ECC Dispatch Center were shared with the group.   
· Several new cadets and the officers are busy directing traffic.    

· Lisa Webb  
· They are gearing up for the new semester.   
· She expressed concern about the differences between Compton’s payroll processes and ECC’s. Jeff noted that this will be worked out at the planned flowcharting session.  
· They finally have sick balances for part-time faculty from 1999 to current and they are almost ready for distribution.  

· Beverly Gilmore  
· They did the first check run on Friday.  Jeff noted that disbursements should now be covered.  
· Purchasing is keeping a count of outstanding invoices over thirty days.  The white board is supposed to cover all processes, including Compton’s.  It was noted that Compton is behind in their invoices, and this can affect ECC in its standing with vendors, etc.       
· Linda Mobley:  Is ECC going to complete some projects before it starts new ones?  Jeff noted that construction will continue until 2012.        

· Mike Dalton:  Victor Flores was promoted from Stock Clerk to Skilled Trade Assistant.    
· Urania Yuan:  The Health Fair will be held on September 20 from 10 a.m. to 3 p.m.   
· Jeff Marsee  

· Four custodian positions and one groundskeeper position have been authorized for filling.  

· “Can Do” nominations are needed for next 90 Day Review.

Meeting adjourned at 10 a.m. 
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