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Business Affairs’ Staff Meeting Minutes 
Tuesday, January 9, 2007 

8:30 a.m., Room 315 - Student Services Building 
 
 
Present: Robin Cochran, Regina Eaker, Henry Giles, Cecil Hutcherson, Cassandra 

Meadows, Myra Smith, and Ray Switzer 
 
 
Auxiliary Services: 
 
An insurance claim for the brick tower’s electronic sign has been filed.  This morning at 
9:30 a.m., Bryan Wallace will meet with an insurance representative to provide access to 
the electronic sign so damage caused by the lightning strike (August 2006) can be 
determined.    
 
Cassandra Meadows and Myra Smith attended the SACUBO Conference at Clemson 
University on November 16.   Presenters included faculty from the University of Tennessee 
and Clemson as well as auditors.  Workshops on Internal Controls and Risk Management 
were very informative.  Risk Management templates are being made available upon 
request to the attendees.  Copies have been requested for the College. 
 
Classroom information is being gathered, coded, and entered into Datatel for the 
Continuing Education building at the Cherokee campus.  Ms. Meadows is working with 
Rita Hunt, Daryl Smith and others to obtain this information.  
 
Canteen Services has been approached about including the Alumni Association’s bottles 
of water in the vending machines for sale.   
 
Recently approved updates to College procedures will be distributed by e-mail later this 
week. 
 
 
Book Inn/Purchasing: 
 
The Purchasing Department has three bids out at this time.  Purchasing is working on a 
fourth with Jeff Hunt – Robotics Training.  Two bids have recently been awarded:  1) 
Wiring for the Cherokee Campus Academic Building; 2) Brick Tower Lettering Change. 
 
A purchase order was written before the holiday break for four College vehicles (1 car, 3 
trucks).  It is hoped that they will be received in the spring.  The following vehicles will be 
replaced:  fleet vehicle (blue Taurus) with car; maintenance truck and car assigned to 
Continuing Education with trucks.  The third truck will be assigned to maintenance to use 
on the central and Cherokee campuses in place of a cart that is currently used on campus. 
 
Cecil Hutcherson expressed his and his staff’s appreciation to everyone that assisted with 
the cash registers, locating books, answering phones, etc. during spring term registration.    
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Spartanburg “Technical” College items have been reduced below the College’s original 
purchase price.  Before the holiday break, some of the STC sweatshirts were donated to 
the Boys Home.  The STC items will continue to be discounted further until they are sold.    
 
There was a brief discussion as to who is responsible for printing student financial aid 
balances.  It was suggested that Cecil Hutcherson, Myra Smith and Pete Gallen meet to 
discuss this issue.   
 
Book Inn inventory sales appear to be down at this point. The Book Inn revenues are 
consistent with other areas across campus.  Revenues appear to be down overall because 
of lower enrollment.  The Book Inn could be down as much as $200,000 - $210,000 this 
year, which would equal to approximately $40,000 in funds allocated to departmental 
budgets that will not be realized. 
 
 
Business Office: 
 
The Business Office was overwhelmed with telephone calls the week of registration, 
especially Thursday and Friday.  Business Office staff were doing all they could to assist 
students in line and at times, were not able to answer the telephones. It was discovered 
that students were being advised by unknown person(s) to call the Business Office to 
make credit card payments for their tuition which also added to the problem.  If students 
are not able to pay in person during registration, their next best option -- and the one they 
should be advised to use -- is to pay by credit card on the internet.  
 
On Thursday, January 4th - 486 students were deleted for non payment of tuition/fees.   
 
Interviews are being held this week for the Student Accounts Supervisor.  It is anticipated 
that second interviews will be scheduled next week.  
 
 
Human Resources: 
 
On January 17th the College’s Integrated Postsecondary Education Data System (IPEDS) 
Report is due. 
 
Interviews are being conducted for the Administrative Specialist (Cherokee campus), 
Student Accounts Supervisor, and Success Network Counselor.  Applications are being 
accepted for the Nursing Instructor openings.  The Grants Officer and Disabilities 
Coordinator positions have been reopened.  Approximately 55 full-time employees were 
hired in 2006.   
 
Thirty-five new adjunct faculty participated in the adjunct faculty orientation on Saturday, 
January 6.  There were some concerns expressed by Department Heads about the new 
faculty not being able to access class information on the computers until employment 
paperwork had been completed. 
 
The week of January 22, Regina Eaker has been selected for jury duty in Circuit Court.  
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Ms. Eaker will attend the Human Resources Peer Group meeting on January 18.   
 
Before the holidays a Datatel Process Payroll Audit was conducted by Datatel Consultants.  
A written response is expected and a follow-up conference call is anticipated with Regina 
Eaker, Pete Gallen and Tina Reid participating.   
 
Ms. Eaker plans on attending the Datatel Conference to confer with others that work with 
the Web Time Entry Leave and Payroll system.   
 
Payroll is extremely busy this month working with quarterly reports and W-2 information as 
well as keeping up with part-time and full-time payroll responsibilities.   
 
The Wellness Committee’s Annual Health Fair will be held on March 8.  The Health 
Sciences department will be very involved, along with their students this year.  It is hoped 
that the Health Sciences building and student programs can be showcased.  Additional 
information will be distributed as it becomes available. 
 
 
Physical Plant: 
 
The substantial completion date for the Library Learning Resource Center (LLRC) was 
December 5.  The contractor has 60 days, from the substantial completion date, to 
complete the punch list items that have been identified.  Landscaping continues to be 
completed and the small adjacent parking lot between the D Wing and LLRC is scheduled 
to be repaired and striped. 
 
The Horticulture Department is working on a design and layout for a proposed Train 
Garden between the LLRC and the Tracy J. Gaines Learning Resource Center.  The 
proposal is expected to include a miniature train and amphitheater area.   There are no 
funds available to implement the plans.  Mr. Painter is working with the Foundation to 
obtain financial support for the area. 
 
The possibility for a water feature/fountain at the Plaza area is being researched, as well 
as other ideas.  Currently, there are no funds available for either area beyond sodding. 
 
The LLRC dedication has been scheduled for January 29, 2007 at 4:00 p.m. 
 
Campus drive signage changes have been completed.  The brick tower’s electronic sign 
was damaged by lightning August 2006.  It is anticipated the top of the electronic sign will 
be removed and repaired soon.  The new lettering and repairs are expected to be 
completed and the sign reinstalled by the end of February.   
 
A contract was awarded for the updates/changes to the main entrance signs at the 
Central, Cherokee and Tyger River campuses. 
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During the holiday break, ceiling tiles were replaced and painting was completed in the 
West building.   The old unit ventilators were removed and the walls and floors repaired in 
the D Wing area.  Carpeting in room 254 of the Ledbetter building was also replaced. 
 
Physical Plant will begin to identify renovations needed in the Tracy J. Gaines Learning 
Resource Center.  The plans will also include re-roofing the building.   The FY 2006/07 
budget includes approximately 80% of the anticipated funds needed for programming.  
This will be a three phase project:  1) Re-roofing; 2) Programming/renovating for 
Continuing Education needs; and 3) Renovating the vacated space in the East building.   
The project will be funded by a portion of Continuing Education tuition revenues. 
 
The capacity of the College’s two chillers has been maxed out with the addition of the 
LLRC on the central campus.  Glenn Miller is researching and discussing with Wade Crow 
available options to add an additional chiller.  This will give the central campus room to 
grow as well as additional heating/cooling capabilities when problems occur with the other 
chillers.    
 
In the creek area near the Horticulture Pavilion, erosion continues to be a problem.  The 
Physical Plant and Horticulture staff continues to work with the Foundation for funds or 
grant sources to begin repairs to the creek bed area.  They are also working with the US 
Department of Agriculture and the SC Department of Natural Resources to identify/plan 
changes that can be made to the area to alleviate the ongoing erosion problems.   
 
Tyger River Building (TRB) - Structural analyses to meet present building code compliance 
have been performed by an engineering firm for the lower 90,000 SF warehouse area.  
The steel modifications will be made after quotes are received from contractors.  The 
90,000 SF area is being prepared for interested companies to rent.  Before any space is 
rented in the TRB, Physical Plant and Inventory (for temporary storage of surplus 
equipment) are asked to identify their space needs in the building.  Building code 
compliance issues are also being assessed for the front office area, which is also being 
planned for renovation. 
 
New signs have been installed at the Tyger River and the BMW buildings on the Tyger 
River campus. 
 
Three physical plant positions have been filled for the Tyger River campus – Maintenance, 
Janitorial (part-time) and Grounds Specialist. 
 
At the Cherokee campus, construction of the Continuing Education/Foundation building is 
going well and the substantial completion date has been set for March 1, 2007.  The 
footings and retaining walls are being built for the Academic building.  Work continues on 
the connector roads, water/sewer lines and other utilities. 
 
Ray Switzer will schedule a college van for Business Affairs’ staff to tour the Cherokee 
campus on Tuesday, January 16, and on Tuesday, January 23, for a tour of the Tyger 
River campus.  The vans will depart at 8:00 a.m. each week from the front of the Physical 
Plant building.  Staff meetings will be conducted on the campus being toured. 
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The “School Dude” Maintenance System is a new software program being implemented in 
Physical Plant.  For the next few weeks, Physical Plant staff will participate in on-line 
training sessions Thursday afternoons at 1:00 p.m.  Additional packages are available for 
maintenance functions, such as PM Direct and Maintenance Direct.   
 
When the new program is initially implemented, a work order can be called in or e-mailed 
to Sheri Johnson.  Ms. Johnson will enter the information into the system, and an 
electronic work order will be directed to David Barber to assign to the appropriate 
maintenance personnel.  The initiators of the work order will be notified periodically by e-
mail as to the status of their work order.  This is similar to the way we currently receive 
electronic responses from the IT department on Help Desk requests.  In the future, it is 
anticipated that individuals across campus will enter their own electronic work orders into 
the system rather that staff calling or e-mailing Sheri Johnson. 
 
Mr. Switzer was asked to review the current communication systems being used between 
maintenance, janitorial, and security personnel as well as how central campus personnel 
communicate with co-workers at the other two campuses.  If needed, research ways to 
improve the system.  It may be that walkie talkies are the best system, but we need to be 
sure this is the most advantageous way as we are assigning employees to the other 
campuses, and our communications needs between campuses continue to expand. 
 
Future facility needs of the Shipping and Receiving department should be reviewed and 
identified.  The Sigsbee Road Maintenance building plans are on hold.  Shipping and 
Receiving needs should be included in the programming of the Tracy J. Gaines Learning 
Resource Center. 
 
 
Business Affairs: 
 
The President’s Council made the decision on Monday, January 8th, to continue registering 
students the first week of classes.  It was felt that miscommunications to the staff and 
public as to the services available when the College was open December 18 – 20, and 
lack of advertising of the flex programs and classes available at the Tyger River campus 
attributed to the decreased enrollment for spring term. 
 
It was suggested a Committee be developed to look at problems experienced with the 
telephones during registration.  The suggestion was made that Susan Crocker, Regina 
Eaker, Myra Smith, and representatives from Information Technologies, Continuing 
Education and others experiencing telephone difficulties meet to discuss the challenges 
and how they can be addressed. 
 
In December, two meetings were held to begin replacing STC procurement cards with 
SCC procurement cards and provide participants with updates to the procurement card 
system.  Working through the President’s Council, the College’s Procurement Card 
program will be expanded in the next few months to include additional employees.    
 
It is anticipated that Continuing Education revenues will be down $260,000 for the year.  
This along with the shortfall in the Book Inn revenues and decreased enrollments are 
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significant.  It is anticipated there will be a shortfall of $660,000.  Everyone was cautioned 
to be prepared for a potential budget cut. 
 
A SACS Substantive Change report is being compiled to address programs to be offered 
at the Tyger River and Cherokee campuses. The report is due in April.  Ron Jackson, Vice 
President of Student Services, recently assisted with a SACS Substantive Change while at 
the Technical College of the Low Country and will be an asset to our study.  He will try to 
obtain a copy of their finished report to use as a reference. 
 
It is anticipated that the Continuing Education building at the Cherokee campus will be 
completed mid to late February and open in March.  The dedication will be held in late 
April. 
 
As Cassandra Meadows shared, the Foundation’s Alumni Association is researching the 
possibility of selling bottled water in the vending machines, as well as, having them 
available at the Cuppa Cabeana in the Library. 
 
Red White and Boom will be held on June 28.  This year there will be a few changes.  
 
Business Affairs' staff members were requested to mark each Tuesday morning at 8:30 
a.m. on their calendars for staff meetings.  Information shared at the meetings will be brief.  
If needed, Mr. Giles will meet individually with staff to discuss specific topics in length. 
 
Cassandra Meadows has been tasked with assisting with the Business Affairs’ planning 
information.  She will work with individuals to get the report completed prior to the March 2 
deadline for submitting the information to the Planning Committee. 
 
The College’s Budget Request to Spartanburg County for the FY 2007/08 is due the end of 
January. 
 
Submitted by, 
 
Robin Cochran, CPS 
Administrative Assistant 


