ANNUAL SUPPORT SERVICES PROGRAM REVIEW AND PLANNING PROGRESS
Central Services
FALL 2008

1. What is the status of the objectives identified in your Fall 2006 Action Plan: Program Priorities and/or your Fall 2007 Annual Progress Plan? Please be as complete as possible. Add rows as necessary:
	OBJECTIVE
	COMPLETED, REVISED, IN PROGRESS, ETC.
	COMMENTS

	1
Review Photocopying / Printing Request Forms for ease of use

	The department has made some changes to the request forms in response to input from customers.
	The department will continue to pursue this project this fiscal year, including more revisions to the forms and new department signage

	2

Electronic submission of photocopying projects


	The department has started this process on a limited scale. Next step will be to create an order template that can be used as an email attachment to streamline work flow. This will match updated NCR request forms. This process will be tested with the English Department first.
	The department will continue increasing service this fiscal year. New guidelines will be established before promoting service on campus wide scale. May create shared email account exclusively for Central Services to extend process to students and staff.  

	3

Review bulk mail procedures for ease of use


	The task has been resolved.  Procedures have been more clearly communicated
	

	4

Provide clearer and more comprehensive instructions/manuals for telephone and voice mail usage


	This project was delayed due to staffing changes in the department
	The department will pursue this project this fiscal year.  It is proposed that individual training will be provided to every new full and part-time faculty, manager and monthly classified employee upon being hired

	5

Project Inform; to develop a master list of information that the switchboard can handle on behalf of student and support services
	This project was delayed due to staffing changes in the department
	The Director of Business Services will reconnect with Student Services to explore whether a project still makes sense to jointly pursue

	6

Departmental cross training to ensure all department members can provide all services
	This project was actively pursued during fiscal year 07-08 with the hire of two new PBX Operators
	The department will further pursue cross-training this fiscal year

	7
Develop a more efficient system for processing outgoing packages


	This project was resolved in fiscal year 07-08. There is now better coordination between Central Services and Receiving, and departments are better informed of the procedures as they request mailing services
	

	8

Seek improvement in facilities with core remodeling project
	It should be time to initiate this project sometime during fiscal year 08-09
	The Director of Business Services will meet with the President to discuss optimal space allocations for Central Services


2. What are new objectives that you have identified as a result of changes in the environment, data or other since Fall 2007?

	OBJECTIVE
	ACTIVITIES
	DESIRED OUTCOMES
	LEAD
	TIMELINE

	1
Mandate a Central Services orientation program for all new hires-faculty and Classified

	Create presentation of all Central Service’s facilities, procedures and guidelines. Introduce to available staff members and supply quick reference document
	A well informed faculty and Classified pool in terms of services and the provisions and coordination thereof
	Lisa/Justin
	In place prior to Spring Semester 09

	2

Update Faculty Orientation “Information Packets” provided by the Office of Instruction, including: turnaround times, guidelines and examples of copy orders

	Obtain newest version of literature that Office of Instruction is using. Update copy/printing information and supply before or during next faculty orientation.
	Will inform new faculty members of all the latest guidelines and procedures, replacing outdated information.
	Justin
	Prior to next Office of Instruction planned Orientation.

	3

Introduce Color Copy/Printing option to LMC inner campus and increase future production level. Overall this service should save money for the school since less work will need to be outsourced. 
	Research various machines, capabilities and costs. Determine feasibility of new lease agreements. Obtain new copier/printer preferably from DANKA (current svc. Provider). Some space will need to be cleared at current Central Service Location.
	Provides all LMC departments the ability to print the same documents and materials as before, but with vivid color. The machine will also act as a B/W support system when the other machines are down for repair. 
	Justin
	To be determined
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