
Business Affairs’ Staff Meeting Minutes 
8:30 a.m. - Tuesday, August 26, 2008 – 8:30 a.m. 

Room 315, Student Services Building, Central Campus 
 
 
         

Present: Robin Cochran, Regina Eaker, Henry Giles, Cecil Hutcherson, 
Cassandra Meadows, Myra Smith and Sheri Johnson for Ray Switzer 

 
Absent: Ray Switzer 
 
 
Administrative Services: 
 
Ms. Meadows assisted with registration activities at the Cherokee County Campus (CCC) the last 
two weeks.  She shared that CCC is truly a one stop shop for the students.  She has a new 
appreciation for the activities necessary, such as making ID’s, printing schedules, ordering books, 
taking tuition, and guidance, to provide the support and services to the students in Cherokee 
County.    
 
Orders for 64 sets of textbooks were taken and delivered back to the students, as well as, assisting 
in coordinating Career Sources textbook deliveries to approved students so the students would not 
have to travel to the Central Campus for their textbooks.  
 
During open registration on August 6, 2008 staff was very busy at CCC, this high level of activity 
continued the last few weeks as well. 
 
Pearce and Pearce, the College's current carrier, will continue carrying the student accident policy 
and reduce the cost per student per month from $0.16 to $0.14.  
 
The art work being exhibited at CCC by the Cherokee County Alliance for Visual Arts looks very 
nice.  The insurance policy costs to insure the art work is to be paid from the CCC’s budget.  There 
may also be opportunities to have some type of art work exhibited at the Central Campus in the 
future.  
 
Ms. Meadows is working with several departments to get recently approved policies and 
procedures distributed within the next few weeks.  
 
Work is progressing on the Infrastructure Maintenance Needs report, due to the South Carolina 
Commission on Higher Education September 12, 2008.  
 
An e-mail has been forwarded to employees reminding them that room use changes should be 
forwarded to Ms. Meadows.  There were several problems reported in assigning rooms in AdAstra 
for academic classes because the rooms had not been recoded for classroom use.  Changes 
forwarded to Ms. Meadows will be completed before October 15, 2008, the submission deadline of 
the Facilities Utilization Report to the State Office.  
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Business Office: 
 
Ms. Smith believes that fall term 2008 registration was probably one of the busiest for the Business 
Office in a number of years.  Some students continue to wait until the last minute to complete 
paperwork for the payment plan.  The lines were so long on August 8, 2008  that the cashiers 
worked until 2:30 p.m. to take payments even though the office officially closed at 1:30 p.m. and 
cashiers stayed over many evenings, up to 45 minutes, to assist the students.   
 
The College’s financial auditors were on campus the week of registration.  The Business Office 
discovered an additional $40,000 in accounts payable that had not been booked.  Once this task is 
complete and the SCC Foundation’s audit is received the information will be integrated into the 
closing documents for the FY 2007/08 audit.  
 
The Business Office will abandon the recently entered budget information for departments for the 
FY 2008/09 and will begin anew loading the new budgets reflecting the College’s 2% across the 
board decrease as soon as they are received.  
 
Business Office staff are working on student‘s financial aid refund checks that are scheduled to be 
mailed September 2, 2008.  
 
Ms. Smith shared that the LINK students went a little overboard when charging items in the Book 
Inn and charged more than they were authorized.  The school district allotted $1,500 for student’s 
tuition, textbooks, and program expenses. The textbooks and necessary materials will probably be 
purchased and made available for the students at the Tyger River Campus in the future. 
 
Business Office staff completed and submitted two reports in the last few weeks.  The first, a 
Travel Report, reflected the names of the 25 SCC employees that expended the highest dollar 
amount while traveling in-state and out–of-state.  Also, the College submitted information on SCC 
employees that traveled out of the country during this time period.  The second report reflected the 
College’s payments to other South Carolina Public Institutions of Higher Education. Both reports 
for FY 2007/08 were completed and submitted to the State Office prior to their deadlines.  
 
Migration to the College’s new bank, Wachovia, will begin soon.  The time consuming transition will 
not only include the Business Office staff, but Payroll and Book Inn staff as well.   
 
The Business Office has designated a committee to research and map out how tasks are 
performed, such as accounts payables, procurement and receiving.  This is to ensure the tasks are 
being conducted in the most efficient and timely manner.  In recent years the College’s financial 
standing reports with Dunn and Bradstreet indicate that the College is taking longer to make 
payments to vendors.  The goal is to have a quicker turn around time in making payments to our 
vendors.    
 
 
 Book Inn/Purchasing: 
 
Book Inn:   
Mr. Hutcherson thanked everyone for their support and assistance of their staff during the last 
three weeks during registration.  Without the assistance the staff in the Book Inn would not have 
been able to handle the large number of students as quickly.  The Book Inn began with a heavy 
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flow of students on August 4, 2008 when financial aid was first transmitted and it has continued 
ever since.   
 
A Book Buy Back is being held today and tomorrow from 9:00 a.m.  – 2:00 p.m. and 3:00 p.m. – 
6:30 p.m. 
 
Research is being done to identify a place at CCC where textbooks for core classes could be 
temporarily stored for purchase during peak registration periods, rather than taking textbook 
orders, filling them on the Central Campus and transporting them back to CCC for delivery to the 
students.  One location possibility would be the Conference Room in the Academic Building.  
 
Mr. Giles requested Mr. Hutcherson provide an updated revenue status for the Book Inn and begin 
researching and pulling together information for a report to the Commission at their September 
meeting relating to Book Inn’s revenues and mark up information. There are growing concerns not 
only locally, but nationally as well, about the rising cost of textbooks.  The Book Inn strives to offer 
a variety of used textbooks to students, but this is not always possible, especially in fall term when 
new editions of the textbooks are published.  Funds generated by the Book Inn are built in to the 
operations budgets and if reduced would have a direct impact on the departmental funds.   
 
Mr. Hutcherson shared that the bookstore is receiving more and more bundled textbooks.  This 
means the students have to purchase the bundle, even if they may not use a particular component 
in the bundle, depending upon the instructor.  Publishers do not normally make bundled items, 
such as access codes and discs, available individually.  The Book Inn depends on the academic 
departments to identify the course needs and orders the textbooks as requested.    
 
A few Colleges have begun to rent out textbooks, such as Appalachian State, but it may not be a 
feasible option for SCC.  Mr. Hutcherson will come up with a summary of issues with input from 
staff.  
 
Ms. Smith shared that the recently passed Reauthorization Act will have an effect on Financial Aid.  
The College will be required to address issues such as the high cost of textbooks and increasing 
tuition fees.   At this point we are not sure how this will impact the College, but we will have to 
address the issue in the months to come.  
 
Purchasing:  
The bid for a Cooling Tower for the new chiller has been awarded to Faulkner, Haynes & 
Associates for $10,843. 
 
An award was made to James M. Pleasants Co., Inc. for variable speed motors for the new chiller.  
They bid $17,072. 
 
The bid for pumps and valves for the new chiller were opened on July 22, 2008.  The lowest bid 
received was $50,000.  Mr. Stephen Steese will meet with Mr. Tommy Bulman to review the bids.  
They expect to make an award in the next few days. 
 
Mr. Steese has worked with Mr. Jeff Hunt to provide information for a bid to procure four Surface 
Grinders.  It is anticipated that the bid will be advertised on August 28, 2008 and opened around 
September 18, 2008.   The cost is estimated at $48,000. 
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Human Resources (HR): 
 
New Employee Orientation sessions have been held the past three Fridays.  The fourth session, 
for faculty only, will be held on August 29, 2008.  A total of eighteen new employees participated.  
 
Payroll has been extremely busy entering changes to payroll for such actions as the 1% cost of 
living increases, $500 increases, faculty salary increases, salary adjustments related to in-bands 
increases and reclassifications, academic supplement changes, etc.    
 
Ms. Eaker and Ms. Susan Chastain have provided several training sessions for supervisors on the 
new EPMS software system.  The last one is scheduled for September 18, 2008.  
 
This week EPMS appraisals will be sent out to supervisors for their employees that have an 
evaluation review date after July 1, 2008.  The evaluations will need to be completed as they have 
in the past, but the Planning Stages will need to be completed using the new software system with 
an effective beginning date of October 1, 2008 since the College is implementing a universal 
review date for employees.  All FPMS planning documents will be entered into the new automated 
system during September 2008. 
 
The Recognition Committee will meet later today to continue fine tuning the College’s new 
recognition program   
 
Ms. Eaker and Ms. Susan Crocker will be participating in the upcoming C-CERT training.  This 
specialized training will assist the participants in being prepared for emergencies that may occur 
on campus in the future.   The training will be held on Tuesday and Thursday evenings for three 
weeks beginning September 16, 2008. 
 
Representatives from the Office of Civil Rights will be conducting a Methods of Administration 
Audit on November 7, 2008.   
 
Human Resources submitted information for audit to the System Office for the College’s 
Delegation Actions taken over the past fiscal year.   Note was made that this is the first year that 
records on Program Coordinator positions have been requested for audit. 
 
Human Resources is working with the Business Office to provide necessary information for the 
financial audit for FY 2007/08. 
 
Due to recent State mandated budget cuts, President’s Council members are reviewing current 
position openings and will determine if/when they will be filled.  
 
Ms. Eaker will soon begin meeting with the Faculty and Staff Development and Wellness 
Committees to plan activities for the upcoming year.  
 
Mr. Robert Tester recently walked around campus to see if there were any lights not working 
properly on the Central Campus. This needs to be followed up on and conducted as a part of Risk 
Management each term.  Records of the findings and actions taken should be maintained.  
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Physical Plant 
 
Mr. Switzer is working with Ms. Meadows to compile information and complete the Deferred 
Maintenance report that is due to CHE in September.  
 
Project updates: 

 Parking lot (across from Library in the former tennis court area) is almost complete.  It 
will be landscaped when the weather is more favorable.  

 Culinary Arts Project is nearly complete.  Mr. Tommy Bulman is coordinating inspections 
this week with representatives from the SC Department of Health and Environmental 
Control and the Fire Marshall.  

 Chiller Project – Preliminary mechanical work is being conducted for the anticipated 
arrival of the equipment in October.  The project is expected to be completed by the end 
of the calendar year. 

 East Building renovations are being planned for the Industrial Maintenance Lab area to 
include replacing the ceilings, repairing and painting walls and updating flooring to make 
the area more conducive to learning.  

 Gaines Building Renovations – After the project is approved by the State Budget and 
Control Board the design plans will be submitted to the State Engineer’s Office for 
review.  

 Quotes for remote controlled blinds for the upper portion of the Student Services 
Building lobby area are being sought.  Other options were researched, but it is believed 
that remote control blinds are best suited for the area.   

 
Cherokee County Campus (CCC): 

 Trees will be planted along Crawford and Campus Drives this fall which will complete the 
landscaping project. 

 
Tyger River Building (TRB): 

 The front office project is almost complete.  The occupancy inspection that has to be 
conducted by the State Engineers Office has been scheduled for next week.  When the 
Certificate of Occupancy is received the College can proceed with Phase III of the 
renovation project.  
 

 
Business Affairs: 
  
At the President’s Council meeting last week the decision was made to reduce budgets by 2%.  
This reduction of approximately $287,000 will not cover the 3% ($313,000) State funding reduction 
that has been announced.  
 
Business Affairs’ departmental 2% budget reduction changes should be completed electronically 
and forwarded to Ms. Smith by Friday, August 29, 2008 so budgets can be loaded.  
 
The current 3.5% increase in enrollment reflects positive growth, but when comparing the 
projected figures for an 8% enrollment growth and the unexpected 3% decrease in State funding, 
the College’s budget projections are off by $580,000. It is believed that another State budget 
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reduction early in 2009 is possible.   Supervisors were directed to use their departmental funds 
cautiously, and be prepared if there is another budget.  
 
Information is being pulled together for the September Commission meeting.  An updated plant 
fund project list for FY 2008/09 will be needed, as well as, a list of plant projects for FY 2007/08 
and fund balances for each.  If there are projects to be carried over to the new fiscal year, what 
additional funds may be needed?  
 
Staff was reminded to block off on their calendars for weekly staff meetings.  A major task that will 
be addressed in the months to come is Risk Management.  How does the College manage 
resources internally, how do we ensure resources are being used within the State’s guidelines, 
how do we maintain inventory, how do we manage the risk of thefts, fraud, etc.  
 
Mr. Giles expressed his thanks to supervisors for sharing their staff during the registration process 
to work in the Book Inn.  He is aware that it was a very busy time in all of the departments, but 
appreciated everyone pulling together to assist.   
 
Recorded by: 
 
 
Robin Cochran, CPS 
Administrative Assistant 


