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Business Affairs’ Staff Meeting Minutes 
Tuesday, March 6, 2007 

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

Cassandra Meadows and Myra Smith 
 
Absent:  Ray Switzer 
 
 
Auxiliary Services: 
 
Ms. Meadows is working with Daryl Smith to identify room numbers that need to be 
entered in Datatel for the Academic building at the Cherokee County Campus. 
 
Last week, Ms. Meadows met with Susan Crocker to discuss the Worker’s Compensation 
program for students and how claims are handled and processed. 
 
An amendment to the current contract with Canteen is being processed to include vending 
services at the Cherokee County Campus. 
 
A quote has been received to fix the gate at the Tyger River Campus recently damaged by 
a Highway Patrol.  A $200 check has been received from Extra Mile for the second 
incident with the fence, caused by a student enrolled in the Continuing Education CDL 
Truck Driving program being taught at the Tyger River Campus. 
 
Peggy Martin and Ms. Meadows attended a meeting in Columbia on Friday, March 2, 
2007, concerning the Comprehensive Improvement Plan Program (CPIP).  The information 
shared at the meeting was very beneficial and will assist when gathering and submitting 
information for the College in the future.   
 
 
Business Office: 
 
Revenues and expenses have been entered for February.  Departmental budget 
summaries are available.   
 
Business Office staff has been working to consolidate Continuing Education company 
invoices set-up as Enterprise Zones, into one invoice, rather than forwarding 30 separate 
invoices for 30 different classes for one company.  This is a time consuming process, but it 
is believed will assist the companies involved in remitting payments to the College.   
 
Cynthia Duncan has been working with the cashiers to learn how to process student 
registrations to assist her in registering students for the upcoming FlexStart classes at the 
Cherokee County Campus.  Barbara Suttles is working on getting the Cherokee County 
Campus set up to process credit cards charges as well.   
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Ms. Smith is working with the Bank of America to set-up banking feature options for the 
College to avoid fraudulent charges.   The Positive Pay Feature is expected to filter out 
ACH wire transfers.  Since January 2007, thirteen instances of wire fraud have been 
identified.   
 
Auditors are expected to conduct preliminary audit work the week of May 21 – 25, 2007.   
The actual financial audit has been scheduled for August 20 – 24, 2007. 
 
Ms. Smith and Barbara Suttles attended a recent Accounting Managers meeting.  During 
the meeting training was provided on Title IV. 
 
 
Book Inn/Purchasing: 
 
Textbooks have begun to arrive for summer term. They are being processed and placed 
on the shelves.  
 
The SCC Foundation has supplied 25 blankets to be sold in the Book Inn.  They also have 
in stock for $4.50 SCC clear coffee mugs, like those available at the Cuppa Cabeana. 
 
Inventory will be conducted in the Book Inn during spring break, April 2 – 6, 2007.  
 
Stephen Steese is currently working on completing the process for awarding Bids for 
printing the 2007/08 Catalog and the Employee Assistance Program (EAP). 
 
The College will be obtaining a corporate membership, with a limited number of individual 
membership cards, for SAMS Club.  Current plans are for individual cards to be issued to 
Pat Voelker, June West and Holly Boyce.  Stephen Steese will also have one to be utilized 
when purchases are necessary for other employees.  A requisition will have to be 
completed prior to the purchase and he must accompany the employee to make the 
purchase.   
 
 
Human Resources: 
 
The Counselor position in Success Network has been filled.  Carlos Howard will join the 
staff on March 12, 2007. 
 
The finalists have been identified for the Disabilities Coordinator opening.  It is expected 
that a candidate will be named in the next few days. 
 
The deadline for accepting applications for the Courier position in Physical Plant is Friday, 
March 9, 2007. 
 
Administrative Specialist positions for Human Resources and Continuing Education are 
being advertised.   The one in HR will replace Cynthia Duncan that was hired for the 
Cherokee County Campus and the other position will support Continuing Education 
activities at the Cherokee County Campus. 
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Appointments for skin cancer screenings are being scheduled for Wednesday, March 7, 
2007, in conjunction with the Wellness Committee’s Annual Health Fair to be held on 
Thursday, March 8, 2007.  Blood screenings will also be available for a fee to employees.  
The Health and Human Services faculty and students will also provide a wide variety of 
screenings and information to participants.  It was suggested that the Charles Lea Center 
be contacted about the possibility of scheduling hearing tests.  
 
Ms. Eaker, Ms. Smith, Nancy Garmroth and two representatives from Information 
Technologies will attend the Datatel Conference in Washington, DC, March 11-13, 2007. 
 
Some staff offices in Human Resources are being resituated to better accommodate 
employees working closely together. 
 
Salary information will be provided to Myra Smith as requested by Mr. Giles. 
 
The Telecommunications Customer Service Committee met on Monday, March 5, 2007.  
Committee members were selected using a cross section of employees in different 
capacities and levels of responsibilities from across campus.  They will be addressing both 
the human (how telephones are answered and customers assisted) and technical (options 
available on the current system) side of telecommunications.  They will research the 
options available on the current system, how telephones are begin covered, when 
prompted to dial “0” who is covering the calls, does this person know when employees 
leave and return to the offices, etc.   Mr. Giles shared he has discovered when he is on the 
telephone and another incoming call is received, it goes directly to his voice mail – the 
telephone does not alert him that he has another incoming call.  This can be frustrating 
when you are expecting an important call. 
 
 
Business Affairs: 
 
A brief discussion was held concerning the recent Technology and Planning sessions.  Mr. 
Giles shared that the process will develop over time and we will all become more 
knowledgeable and comfortable.  Good information is being gathered that will assist the 
Grants Officer and SCC Foundation as to what is needed on campus. 
 
For the past several years, Cherokee County has financially supported the College’s plans 
to develop a Cherokee County Campus.  At the Commission meeting on Monday, March 
12, 2007, a proposal will be submitted requesting Commission’s approval to eliminate the 
out-of-county tuition fee differential for Cherokee County students, effective fall term 2007. 
To assist in off-setting the revenue loss associated with this change, a request will also be 
submitted to increase in-county tuition fees by $50.00, effective fall term 2007.   If the 
request is approved, the new in-county tuition fee will be $1,577.   
 
It is felt no new monies from the State will be forthcoming next year due in part to the 
College’s decrease in enrollment.  Employees should be prepared to live within, or with 
slightly less, than was allocated this year.   
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An appraisal is being conducted on the Dent Building and property to obtain a current fair 
market value.  The property appraised at approximately $960,000 approximately 6 years 
ago.  The current lease agreement with Spartanburg County will expire April 24, 2007, but 
the agreement contains an option to renew the lease for two additional years, if they wish.   
 
Submitted by,  
 
 
Robin Cochran, CPS 
Administrative Assistant 


