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January 2009

Guide to Services provided by the Business Office, Campus Facilities Assistant, Cashier, Human Resources, and Central Services 


BUSINESS OFFICE
Ann Starkie, Ext. 3207 - (Hours 7:30-4:00PM M-Th, 7:30-3:00 Friday)


Blanket Purchase Requisitions/Orders



Budget Transfers


Employee Expense Claims




Invoices/Payment/Vouchers


Journal Entries






Purchase Requisitions/Orders


Supplies Requisitions & Catalogs




Datatel Assistance


Room Reservations (Staff)



          
Facilities Use Reservations (Community) 
Leetha Robertson, Ext. 3173 – (Hours 8:00-4:30 M-Th, 8:00-3:00 Friday)


Classified Hourly Employee Time Cards



Classified Overtime/Extra Time Cards


Hourly Academic Payroll (C/AC teaching, substitutes, other)
Monthly Employee Absence Reports

 
Pay Checks/Warrants (Problems, Mailing, Etc)


Weekly Employee Absence Report


Short Term Hourly Tracking




Student Employment Papers




Vacation & Sick Leave Reports




Student Time Cards



Employee Leave Requests






Linda Kohler, Ext. 3984 – (Hours 8:00–5:00 M-Th, 8:00-3:00 F) Special Grants, VTEA, Tech Prep, TANF, CalWORKs, Title V

Payroll







Blanket Purchase Requisitions/Orders

 
Employee Expense Claims




Invoices/Payment/Vouchers


Journal Entries






Restricted Fund Budget Forms


Purchase Requisitions/Orders




Position Identification Numbers for Payroll

Wintegrate-Datatel Assistance




Time Cards (All Employee Classifications)

CAMPUS FACILITIES ASSISTANT

Gus Gonzalez, Ext. 3271 – (Hours 7:30-4:00 Monday-Friday)

               Delivery or Pick up of Materials off Campus


Arrangement of Rooms for Staff

              Additional Chairs, Desks, etc.


Facilities Use Requests for Special Set-Ups   






CASHIER'S OFFICE

Linda Maniscalco, Ext. 3111 - (Hours 8:30-4:30 M-Th, 8:30-3:00 Friday)


Bank Deposits






Cash Collections


Pay Check Distribution (12:30-4:30pm on payday)


Check Writing (Prepayment Requests, Student 


Equipment Inventory Changes 



                  Clubs, & Trust Accounts)


Deferments/Billing of Enrollment Fees Paid by Agencies

Parking Permit Sales  

Student Debt Information 




Student Refund Information

(Over)

HUMAN RESOURCES

Kathy Griffin, Ext. 3108 - (Hours 8:30-2:30 M-F)


Monthly Academic Employment Hiring Process


Employee Benefits




Hourly Academic Employment Packets & Hiring Process

In-District Step Advancements



Monthly Classified Employment Packets & Hiring Process

Reclassification


Hourly Classified Employment Hiring Packets & Hiring Process
Applications to Add FSA


TB Test Information & Forms




Employee Separations


W-4 Federal & State Tax Withholding Changes


W-2 Replacement Requests


Direct Deposits of Payroll Forms


Change of Address/Name Forms

CENTRAL SERVICES

Mail Room/Switchboard
Lisa McFarland, Ext. 3162 - (Hours 7:00-4:00 M-F)

Robin Scheir, Ext. 3260 - (Hours 7:30-4:30 M-F)
Jamillla Stewart, Ext. 886– (Hours 4:00-8:00 PM, M-Th, 1:00-5:00 F)

U.S. Mail Distribution





Campus & Intra-District Mail


Bulk Mail Information





Campus Mailbox Problems & Combinations


Telephone Operating Instructions




Telephone Requests and Problems


Pay Phones & Vending Machine Problems



Voice Mail Boxes / Voice Mail Problems





Pay Check Distribution (M-Th, 4:30-7:30 pm only)




Printing
Justin Nogarr, Ext. 3362 - (Hours 7:30-4:30 M-Th, 7:30-3:00 Friday)

Hourly Staff, Ext. 3362 – (Hours 5:00 PM – 10:00 PM M-Th)


Duplicating (Cost estimates, quality, reruns, missing orders)

Bookstore Printing Orders - Modules

Special Printing Requests (Paper, inks, scheduling)


Interprogram Chargebacks

Outside Vendor Services/Quotes




LMC Stationery


Copy Center

Hours of Service - 7:30 a.m. to 7:30 p.m. M-Th, 7:30-3:00 Friday

Receiving

Juan Cuara, Ext. 3229 – (Hours 8:00 -4:30, M-F)


Receives and ships goods


FedEx and UPS services
