
WILLIAM RAINEY HARPER COLLEGE 

Algonquin & Roselle Roads 

Palatine, illinois 60067 

AGENDA 

December 17, 1970 

I. Call to Order 

II. Roll Call 

III. Approval of Minutes

IV. Approval of Disbursements

a. Financial Statement

V. Communications 

VI. New Business 

A. BUSINESS OFFICE PRESENTATION EXHIBIT A 

l. Buildings and Grounds

2. Personnel

3. Book Store

4. Financial Accounting

5. Business Services

VII. President's Report

IX. Adjournment



WILLIAM RAINEY HARPER COLLEGE 
BOARD OF TRUSTEES OF JUNIOR COLLEG E DISTRICT 512 

COUNTIES OF COOK, KANE, LAKE, AND McHENRY, STATE OF ILLINOIS 

Minutes of the Special Board Meeting of Thursday, December 17, 1970 

CALL TO ORDER: 

ROLL CALL: 

MINUTES: 

DISBURSEMENTS: 

COMMUNICATIONS: 

Chairman Hamill called to order the special 
meeting of the Board of Trustees of Junior college 

District No. 512 at 8:10 p. m. , on December 17, 
1970, in the Board Room of the Administration 
Building, Algonquin and Roselle Roads, Palatine. 

Present: Members John Haas, James Hamill, Milton 
Hansen, Lawrence Moats, Joseph Morton 

and Jessalyn Nicklas 
Absent: Member Richard Johnson 

Also present: Robert E. Lahti, Donald Andries, 
Robert Cormack, Anton A. Dolej s, Ron Dudley, John 
Gelch, James Harvey, Robert Hughes, Gene Kavanaugh, 
Larry King, W. D. Klingenberg, Henry J. Kurowski, 
Jack Lucas, w. J. Mann, Don Misic, Paul Moore, 
Audrienne Mueller, c. Schauer, W. E. Von Mayr, 
John Warren and Lloyd Wilkes--Harper College; 

Tom Wellman--Paddocks Publications; and W. C. 
Wendling. 

Member Moats moved and Member Nicklas seconded the 
motion to approve the minutes of the December 10, 

1970, Board meeting as distributed. Motion 
unanimous. 

None. 

Dr. Lahti reported a letter had been received 

from Gerald Smith as a result of a party given in 

his honor. Dr. Lahti stated he had distributed 
copies of a series of letters from the students 
from Michigan State who had visited Harper' s cam

pus. It was the consensus of the Board and adminis
trators that this on site visit had been most 
worthwhile for both the students and Harper's staff. 

Member Nicklas reported she had attended the dinner 

for Gerald Smith as a representative from Harper. 
Member Nicklas reported she had attended a meeting 
of the Illinois Trustees' Association, where almost 
30 colleges had been represented. Dr. Knoblock is 
acting as temporary chairman of the association. 



Minutes of the Special Board Meeting of Thursday, December 17, 1970 2. 

COMMUNICATIONS: 
( Cont. ) 

NEW BUSINESS: 

Law Enforcement 
Staff Position 

She stated the association is working on a long

list of services to be listed by priority. 
Member Nicklas reported the association had adopted 

a constitution. She stated the legislation commit

tee was operating, developing proposals for the 
next session. Member Nicklas stated the associa
tion had a meeting with Dr. Wellmann on finance 

and did acquaint him more realistically with some 
of their problems. They asked for more communica
tion between colleges and the state board and the 
Board of Higher Education. Chairman Hamill pointed 
out that Mrs. Nicklas is regional chairman for 
five colleges in this area. She stated the associa

tion is divided into nine regions, and there would 

be a regional meeting in January. Member Nicklas 
asked if the dues to the Illinois Trustees Associa
tion had been paid. Mr. Dolej s checked into this 

and stated the check had been mailed on Nov. 20. 
Referring to a letter from the association, 

Chairman Hamill asked Dr. Lahti to see that they 
received the addresses requested, although Member 
Nicklas and Dr. Lahti both stated they had given 
them these addresses previously. 

Dr. Lahti stated the administration was recom
mending that a full-time position in the Law 
Enforcement program be approved at this time. He 
stated that the administration would not bring 
this to the Board at this time except for the need 
for one more full-time person to be added to the 
staff immediately. Dr. Lahti pointed out that 
the college has only one Law Enforcement person 
for over 300 students. He stated these people 
are difficult to find. He also stated there are 
some state monies available. Dr. Schauer stated 
the administration would like to develop the 

program further and that it was a physical 
impossibility for one man to do this. 

Member Moats moved and Member Morton seconded the 
motion for approval of the administratiorls recom
mendation that a full-time position be approved 
in the Law Enforcement program with a salary not 
to exceed $14, 000. 00. 

Mr. King further discussed the need for and 

shortage of these people. 
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NEW BUSINESS: 
r- Law Enforcement

Staff Position 
(cont.) 

Football program 

Upon roll call, the vote was as follows: 

Ayes: Members Haas, Hamill, Hansen, Moats, 
Morton and Nicklas 

Nays: None 

Dr. Lahti discussed a football program for the 
college and stated the students have been talking 

about this for well over a year and this year 

have become more enthusiastic about it. He stated 
the administration requested a thorough study on 
costs and a three year budget. He distributed a 
three page memo of the proposed plan for financing 
intercollegiate athletics, and stated the students 

had done an excellent j ob for what they could and 
wot1ld support. 

Dr. Harvey named the colleges who do have football 

and those who plan on starting it within the next 
year. He stated the administration had worked 
with the student government on this proposal, and 

the student government had voted and approved this. 
He stated that the student government was saying, 
in effect, that they will bear the full cost of 

starting and continuing to support football, and 
will continue to support it at a higher level if 
the referendum did not pass. Dr. Harvey discussed 
the assumptions in the proposal in more detail 

for the benefit of the Board. 

Chairman Hamill asked if the football program 
became economically unworkable, if there was any
thing the Board could do to terminate it. He 
stated he felt this should be spelled out. 

Dr. Lahti stated he felt North Central would say 
the responsibility of the college would be for the 

security of the Student Activity Funds, as the 
keeper of the funds the fee collected in the 

interests of the students should go back to the 
maj ority of the students. These would be the 
guidelines adhered to by the administration with 
the students' budget. He pointed out the students
may need the flexibility to move back and forth 

without bringing it back to the Board. 

Chairman Hamill stated he would like to see the 

Board make a motion, as item #10 under the 

assumptions, that football may be terminated 
under this program when the Board of Trustees 
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NEW BUSINESS: 
----··-

Football Program 
( cont. ) 

feels the cost is becoming economically unworkable 

because of the drain on the educational fund. 

Member Morton stated he felt he wanted more time 

to study this proposal, but he did not want this 
to be construed as non-approval of a football 

program. 

Dr. Lahti explained that the reason the athletic 
department wanted this brought before the Board 

was because of the need for commitments to other 
colleges for scheduling. Mr. Gelch discussed 
further the problem of scheduling. 

Member Hansen stated he wondered if there were 

a way the Board could be sure most of the students 
\vere for this program rather than indifferent. 

Member Morton moved and Member Mre ts seconded the 
motion that the Board postpone action on the 
football proposal until the next Board meeting. 

Chairman Hamill stated he liked the way this 

had been presented to the students. Basically, 
he felt the college had started very slowly on 
sports. He stated he would hope the press would 
make it clear, as outlined in the proposal, that 

the college was not planning on spending large 
sums of money for football, when they 

are going out for a referendum. He stated he 

was going to vote in favor of Member Morton's 
motion. 

Upon roll call, the vote was as follows: 

Ayes: Members Haas, Hamill, Hansen, Morton, 
Moats and Nicklas 

Nays: None 

Chairman Hamill asked Board members to get in 
touch with either Dr. Lahti or Dr. Harvey with 
any questions for more information on the football 
proposal. Member Moats suggested the Board should 
also entertain any arguments the students might 
have against it. 



Minutes of the Special Board Meeting of Thursday, December 17, 1970 5. 

NEW BUSINESS: 
--------

Business Office 
Presentation--

--Buildings and 
Grounds 

Mr. Mann, Vice-President of Business Affairs, 
displayed the Organizational Chart of the Business 
Area which had been distributed to the Board. He 
stated he wanted to cover the management informa
tion system of the Business Office and discussed 
and exhibited the following manuals: Accounting 

Manual and Budget Procedures; Budget Book; Monthly 
Reports of the Business Office; Financial Reports; 
Divisional Reports; Auditors' Report; Business 
Office Procedure Manual; Staff Policy and Procedure 
Manual; and, The Long Range Financial Plan. Dr. 
Lahti pointed out that Harper was the only com
munity college in the State of Illinois where the 

cost centers received monthly feed-back on the 
budget--the Divisional Reports. 

Mr. Mann introduced Mr. Hughes, Director of 
Buildings and Grounds. Mr. Hughes reviewed the 
background of the Buildings and Grounds Department, 
pointing out it had grown from originally two 

people on the staff to a staff at the present 
time of 58 employees. He stated Mr. Kurowski, 

ably assisted by experts in the Learning Resource 
center, had directed and produced the first 
training film to be shown new employees as part 

of their training program. 

A slide presentation on personnel and various 

areas of the facilities of the college was shown.

Mr. Hughes stated that Mr. Kurowski and the Art 
Department have the following five training films 
in various stages of production: Methods for 

Cleaning Washrooms; Rug Shampooing; Stripping and 
Re-waxing Classroom Floors; Proper Operation of 
Automatic Floor Machines; and Proper Adj ustments 
of Door Closures. 

Mr. Hughes stated there were certain areas which 

were operating understaffed--Maintenance, 5�/o 
and Grounds Department, 50%. Mr. Mann stressed 
that the Maintenance Department is way under

staffed. Dr. Lahti pointed out the college is 
operating on new guarantees. Mr. Mann stated 

there are two maintenance men in 400, 000 sq. ft. 
Mr. Hughes stated the security department is in 
about the same position, one security and one 

safety for every 1000 population is normal staff-
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NEW BUSINESS: 
Business Office 

Presentation-
Buildings and 
Grounds (cont. ) 

--Personnel 

ing criteria. He stated four of the five security 

men at Harper are fully qualified, meeting the 

requirements of the Illinois Law Enforcement Train
ing Act. 

Mr. Hughes introduced Mr. Henry Kurowski, Supervisor 
of custodians. Chairman Hamill congratulated Mr. 
Kurowski on the film presentation. Mr. Hughes then 

introduced Mr. Ronald Dudley, Supervisor of Roads 

and Grounds, and Joseph Mandarino, Supervisor of 
Safety and Chief Security Officer. He advised the 

Board that Mr. Richard Helin, Supervisor of Heating 

and Ventilating, and Mr. Richard Klug, Supervisor 
of Maintenance, were unable to attend the Board 
meeting. The Board discussed with Mr. Mandarino 

the increase in incidents on the campus, and 

need for equipment, and also drug use among the 
students. 

On behalf of the Board, Chairman Hamill informed 
Mr. Hughes and his staff that the Board appreciated 
their efforts and were aware of the budget restric

tions in the building fund. 

Mr. Mann introduced Mr. Von Mayr, Director of 
Personnel. Mr. Von Mayr explained that he was 

charged with staffing for non-academic positions 

on the campus. He stated they orient at least 

as many people as they put on the payroll, and, 
in addition, supply temporary part-time people. 

In addition to staffing, Mr. Von Mayr stated it 

was his responsibility to see that the college 
has a good wage and salary service. He stated 
an evaluation program had been initiated. 
Other responsibilities in his area include the 

grievance committee, union negotiations, elec
tions, the Staff Policy and Procedure Manual, 
rudimentary employee training programs, employee 

insurance program--the two main areas cover 

health and maj or medical, and the classification 

committee. He stated he had evaluated the 

employee insurance program for the Board. Mr. 

Von Mayr pointed out the training programs will 

expand, the need is quite apparent. Discussion 

followed on employment practices and the classi

fication committee. 
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r- NEW BUSINESS : 
Business Office 

Presentation-
(cont. ) 

Bookstore 

Financial Accounting 

On behalf of the Board, Chairman Hamill thanked 
Mr. Von Mayr for his presentation. 

Mr. Mann introduced Mr. Klingenberg, Director of 

the Bookstore. Mr. Klingenberg stated the Book
store is a self-supporting operation within the 
Business Office. He stated they anticipate doing 
$450, 000 in sales in the next year. Fifteen 

people are regularly employed in the Bookstore. 
The loss in merchandise through pilferage in the 
last year amounted to $5, 000. Mr. Klingenberg 
discussed the Central Stores operation--the 
buying and issuing of office supplies on the cam

pus. He informed the Board of his participation 
in the Illinois Association of College Stores, 
with approximately 125 members, of which he had 
been elected treasurer. In answer to a question 

regarding space, Mr. Klingenberg stated currently 
the space is adequate, will barely be adequate 
next yea� and will be inadequate in 1973-74. A 
discussion followed on extending registration 
period. Dr. Harvey pointed out that between 
semesters the turn-around time is so short. 
There would be the option of adding one day 
between. Mr. Klingenberg stated an advertising 
campaign would not help to any great extent. 

On behalf of the Board, Chairman Hamill thanked 
Mr. Klingenberg for his presentation and com
mented that a $450, 000 sales volume is staggering 

and complimented Mr. Klingenberg on being well
organized and handling the Bookstore well. 

Mr. Mann introduced Mr. Dolej s, comptroller. 

Mr. Dolej s distributed charts of the functions 
and responsibilities in the accounting area. 
He discussed the various accounting statements 
produced in his area. and stated the payroll is 

the only operation completely on data processing 
and stated even this is an interim system. Mr. 
Dolej s discussed the plans and procedures for 
the next registration. Chairman Hamill stated 

he could attest to the long hours and hard work 
that Mr. Dolejs has put in, and thanked him on 

behalf of the Board for his presentation. 
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NEW BUSINESS: 
Business Office 

Presentation-
Business Services 

PRESIDENT'S REPORT: 

ADJOURNMENT: 

Mr. Mann introduced Mr. Misic, Director of Business 

Services. Mr. Misic informed the Board that 
Business Services is a two-fold responsibility. 
Part of it is a direct service to the college--daily 
operation. The other area is the facilities plan
ning--present and future buildings. Mr. Misic 
distributed a memorandum showing the increase in 

duplicating and purchasing in the past few years. 
He discussed the services available to the faculty 

and staff and the equipment involved. Mr. Misic 
stated his staff was made up of 13 full-time, 
3 part-time, and 2 student employees. 

Mr. Misic discussed facilities planning, stating 
this involved working with the architect and the 
faculty, evaluating faculty feed-back regarding 
the facilities the college now has. 

Member Nicklas commented on the amount of hard 
work being done in the Business Office. Dr. Lahti 
pointed out that the college is becoming a pretty 
sizable business. 

Chairman Hamill thanked Mr. Mann and his staff 

for their presentation, which showed the size and 
amount of activities that go on through the 

Business Office. 

Dr. Lahti stated Mr. Mann had attended a meeting 

in Springfield that morning of the Illinois Junior 

College Board. Mr. Mann had reported that Mr. 
Holderman had an intense discussion with the com
munity college presidents regarding the inability 
of j unior colleges to produce accurate, timely 
information. 

Member Haas moved and Member Moats seconded the 
motion that the meeting be adj ourned at 11: 20 p. m. 

Chairman Hamill requested the Board meet in 
executive session to discuss union negotiations. 
The motion to adj ourn was unanimoy,..s-;" ;• 

;£,. (/{. :i4t-�� i'; ''[·'£:.:/ / ·r£ / ,· 

Chairman Hamill Secretary Moats 

























































































FOR BOARD ACTION 

I. SUBJECT: 

12/17/70 

A recommendation that one additional full-time staff member 
position be created in the Law Enforcement area. 

II. REASON FOR CONSIDERATION:

The Law Enforcement Program ha s grown from zero to a 324 
student enrollment (Fall 1970) in a matter of three years, making
it the second largest program in the State of Illinois in higher 
education. The program is presently staffed with one full-time 
and three part-time teachers. The full-time staff member also 
serves as a coordinator of the program in addition to teaching 
five classes. In the coordinator's realm, the staff member's 
responsibility includes that of working with more than 20 law
enforcement departments in various municipalities, recruitment 
and counseling of students, working with various State and Federal 
agencies, requests for development of proposals to obtain outside 
financing (Federal, State and other) and other duties. 

Further needs exist in studying the possibilities in satisfying 
several nee d s in the Law Enforcement area which include: 

A. 
B. 

A cadet program with Law Enforcement agencies. 
Updating and enrichment of employed Law Enforcement 
personnel. 

C. Further development of career programs and opportunities 
for intere sted prospective students. 

D. The more intensive co�:relation of effort between the Harper 
College program, other educational programs, and a police 
academy. 

The heavy demand upon the present full-time staff member's time, 
anticipated extra effort in program development and correlation, 
greater interest in the above-mentioned factors, and the require
ment for development of proposals to secure outside assistance in 
finance, it is felt that at least one more full-time person be added 
to the staff immediately. 

III. INFORMATION:

The addition of a second full-time staff position, effective immediately , 

would permit solicitation of personnel with appropriate background. 
Objective is to have a person hired by F ebruary 1, 1971, if c andidates

are available at this time. 

IV. RECOMMENDATION:

It is recommended that a full-time position be approved in the 
Law Enforcement program with a salary not to exceed $14, 000 
(pro-rated for the remainder of the fiscal year 1970-71). 



PROPOSED PLAN FOR FINANCING INTERCOLLEGIATE ATHLETICS 

Assumptions 

1. Football will be started in the fall of 1971.

2. The student contributions from the student activity fee fund
should not at any time exceed 50% of the total Intercollegiate
budqet less gate receipts.

3. No new sports will be added until a referendum is passed unless
funding is developed from sources other than the educational
fund.

4. The students agree to raise their contribution to the inter
collegiate athletic fund to 20% of the student activity fee
fund in 1972-73, and each year thereafter until a referendum
passes.

5. In 1971 all football gate receipts will go toward reducing the
cost of the program (in effect reducing the student's under
writing of the $4,343 deficit).

6. All gate receipts from intercollegiate athletics beginning in
1972-73 will be used to reduce the expenses of the athletic
budget.

7. Following passage of a referendum in the year in which such
monies are collected and available for use, the student's
contribution will revert to 15% of the student activity fee
for that year and thereafter will be maintained at that level
except that it shall not exceed 50% of the total intercollegiate
athletic budget.

8. The students will be guaranteed free admission to all home
athletic contests for their contributions.

9. The students will continue to carry full support of the college
Lecture-Concert Series (estimated to cost $25,000 for 1971-72),
and maintain their present level of support for the intramural 
program. (Students pay for all costs except released time for
faculty supervision.) 



FUNDING OF PROPOSED FOOTBALL PROGRAM 

The Student Senate has agreed to assume the full responsibility 

for the.start of an intercollegiate football program. In addition· 

they have agreed·to increase their contribution to the athletic 

fun d on a continuing basis. This additional funding will more 

than cover the expenses of the football program in succeeding 

years. 

1971-72 

Estimated Costs of Intercollegiate 
Football - $ 20,683 

Student Contributions for Football - 20,683 

Total Student Contribution to 
Athletic Fund- ($8,400 1970-71) - 29,083 

lif referendum passes
2If referendum does not pass

$ 

1972-73 1973-74 

13,594 $ 13,910 

13,594 13,910 

22,9281

30,5702
29,0701

36,2042



PROPOSED PLAN FOR STAFFING IF FOOTBALL IS ADDED IN 1971 

Assumptions and Aqreements 

1. Three football coaches will be employ ed. The head coach will be
.a Harper staff member. The two assistants will come from outsi9e
the Harper P. E. staff - possibly from off campus.

2. A new P. E. instructor will be employed and will be either head
basketball or head football coach.

3. All head coaches of major sports (football, basketball, baseball)
will be Harper staff members.

4. This year (1970-71) 12 contact hours (6 sections of P. E. 100) of
released time are taken by Harper P. E. faculty for coaching
assignments. Next year this will be reduced to 8 contact hours.
It is our goal to reduce this to zero within three years.

5. We agree to work toward the end that all coaching is done by
Harper staff members.

6. We agreed that each new P. E. staff member be qualified to coach
one sport and that he be given that opportunity.

7. A long range goal woul·d be to limit each P. E. staff member to one
coaching assignment on an overload basis.

8. All coaching assignments offered to non P. E. Harper staff members
must be approved by the appropriate supervisors and vice president.

Projected Coaching for 71- 72 

Sport Position Person Overload or Released Time 

Football Head Coach Gelch 6 hrs. (3 sections P. E. lOO) 

Football Asst. Coach Non P. E. Staff* 4 hr.s. (2 section� P. E�lOO) 

Footba 11 Asst. Coach Non P. E. Staff* 4 hrs. ( 2 sections p. E. 100)

Cross Country Head Coach Nolan 4 hrs. (2 sections P. E. lOO) 

Golf Head Coach Non P. E. Staff* 4 hrs. (2 sections P. E. 1 00) 

Basketba 11 Head Coach New P. E. Staff 8 hrs. (4 sections P. E. 1 00) 

Basketball Asst. Coach Non P. E. Staff* 4 hrs. ( 2 sections P. E. lOO) 

Wrestling Head Coach �·-Bessemer 6 hrs. ( 3 sections p. E. 100) 

Baseball Head Coach Hinton 6 hrs. (3 sections p. E. 100) 

Tennis Head Coach Kearns 4 hrs. ( 2 sections P. E. 100) 

Track Head Coach Nolan 6 hrs. ( 3 sections p. E. 1 00) 

Track Asst. Coach Non P. E. Staff* 4 hrs. ( 2 s-ections p. E. 100) 

*These positions could be filled by members of the Harper faculty and staff
outside of the P. E. area or from off campus.
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VICE PRESIDENT OF BUSINESS AFFAIRS 

The Vice-President of Business Affairs purpose within the college 
mission is to provide a high quality business affairs organiza
tion that operates on the basis of the latest management concepts 
in order to provide management information, efficient phy sical 
facilities, materials, and supportive services as its contribution 
to achievement of the college mission. 

I .  General Responsibilities 

This officer: 

A . Plans, co-ordinates, and directs the overall functions 
of the bus iness affairs administrative area in accor
dance with Board of Trustees' policy and as required 
by law. 

B. Exercises the authority delegated by the President in 
the financial, personnel, procurement and facilities 
functions of the business affairs administrative area 
and is accountable for its operation. 

c. Reviews with the President on a periodic basis the
purpos e, position descriptions, and objectives of
the business affairs administrative area. 

D. Communicates with and reports the needs and require
ments of the business affairs administrative area 
to the President. 

E. communicates regularly with all areas of the college 
to promote and improve services and to improve 
understanding of the purpose of the business affairs 
administrative area as it relates to the college 
mission. 

F. Delegates sufficient authority to business affairs 
managers to provide the right and freedom to take 
necessary action to obtain results for which the 
manager is accountable. 

G. comp letes or directs s pecial assignments as directed 
by the President. 
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I I . Admi ni st rat ive Re s po n s ibi li t i e s  

Th i s  o ff i cer : 

A . Di r ect s ,  co -ordi n at e s  and eval uate s th e com ptro ller 's 

adm i nistr at i ve are a o f  re spo ns ibi li t y. 

B. Di rec t s ,  co-ordi n at e s  and eva lu at e s  th e D irector o f  

Buildings and Grou nds administrativ� area of respo n

sibility, 

c. Di rector s ,  co-ord i nate s a nd evalu at e s  the D i r ector o f
Business Services administrative ar ea of �esponeib i li t y .

D. Direct s ,  co-ord i n a te s  and eval u at e s  the D i r ector o f  

Perso nne l's admi ni str at ive are a  o f  re spon s ib i li t y . 

E. Dir ec t s ,  co-ordi nate s  a nd evalu at e s  the D i r ector o f  
Book sto r e 's admi ni str at ive are a  o f  r e spo ns ib i lit y .

F . Di rects a nd co -o rdi nate s  the pre par atio n o f  the 
a nnu a l  co llege budget a nd per iodic revi ew of th e 
lon g -r a nge f i na nc i al p la n. 

G .  Direct s and c o-o rd i nate s  the an nu a l  rev i ew o f  the 

Bu s i ne s s  O f f i c e  Procedure Manu a l. 

H. Di rects and co-ordi nate s the an nu al revi ew o f  the 
Non-ac ademi c S t a f f  Perso nn e l  Manu a l . 

I .  Di rects and co-o rdin at e s  the a nnual revi ew o f  the
F ac i li t i e s  Manu a l, c ampu s Master P lan , a nd con s truc

t ion progr am. 

J. Directs a nd co -ordi n at e s  the r egu lar d i s tr ibuti o n  o f

bu s i ne s s  a f f a ir s  f i n a nc i al a nd manageme nt r e port s to 

the Pres ident , V i c e - Pr e s i dent s ,  a nd other appropr i at e  

admi ni s t r at ive are a s . 

K .  Di rect s and co -ordi nate s the prep ar ati o n  o f  spec i a l 

f i nanc i a l  and o ther s t at i s t i c a l  r eport s .

L. Direct s and co-ordin at e s  p lann i ng ,  f i na nc i n g ,  con tr act 

award s ,  and con s truct ion with H. E. W. ,  I . B . A . , and the 

Jun io r  Co llege Bo ard . 

M. Par t i c ipates o n  s tat e and nat ion al committe e s  th at

promo t e  the commun i t y  co l lege move me nt .  
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N. Attends professional meetings and keeps the college 
apprised of the most recent developments in the 
college business management area. 

0. Promotes a. professional developmental program for each 
manager that will increase managerial effectiveness 
consistent with the individual's potential and personal 
aspirations. 

III. Institutional Responsibilities 

This officer: 

A. Directs the annual Board of Trustees' election. 

B. Directs the recording, compilation, and permanent 
recording of the minutes of the Board of Trustees. 

c. Serves as Treasurer of the college, by Board of 
Trustees' appointment, and performs all duties in 
accordance with state statutes and Board of 
Trustees' policy.
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COMPTRO LLER 

The Comp troller's purp ose within the Business Affairs purpose is 
to provide financial services which are responsive to the needs 
of the various segments of the college and at the same time to 
meet all legal, reporting, and accountability requirements of a 
public institution. 

I .  General Responsibilities 

This officer: 

A. Plans, co-ordinates, and manages the accounting area, 
and maintains a financial accrual accounting system 
in accordance with Board of Trustees' policy and 
state and federal law. 

B. Exercises the authority delegated by the Vice
President of Business Affairs in the financial 
accounting area and is accountable for its operation. 

c. Reviews with the Vice-President of Business Affairs
on a p eriodic basis the purpose, p osition descrip
tions, and the objectives of the financial account
ing area. 

D. Communicates with the Vice-President of Business 
Affairs and reports the needs and requirements of 
the financial accounting area. 

E. Communicates regularly with approp riate areas of the 
college to promote and improve services and to 
improve understanding of the purp ose of the finan
cial accounting area as it relates to the purpose of 
the business affairs area. 

F .  Delegates sufficient authority in the financial 
accounting area to allow each position decision-making 
power within their area of responsibility . 

G. Prepares progress reports on a regular basis that 
set forth major projects and their current status. 

H. Completes special assignments as directed by the 
Vice-President of Business Affairs. 

- 7 -



I I . Managerial Responsibilities 

This officer: 

A. Manages the accounting function for the general funds. 

B. Manages the accounting function for the auxiliary 
enterprises fund. 

c. Manages the accounting function for the restricted
purposes fund.

D. Prepares financial statements and assists the Vice
President of Business Affairs in the areas of budgeting, 
cash p rojections, and long-range financial planning. 

E. Prepares and maintains financial accounting procedures 
on a current basis that reflect generally accepted 
accounting p rinciples and standards. communicates 
revisions or additions to procedures as they occur. 

F .  Annually revises financial accounting section of 
Business Office Procedure Manual and the Accounting 
Manual. 

G .  Prepares monthly financial statements for all funds 
and divisional budget statements. 

H. Maintains an internal control system and performs 
internal auditing p rocedures on a periodic basis. 

I. Manages and establishes procedures for invoice pay
ment, p rep aration of pay roll checks, and maintenance 
of p ayroll records. 

J. Manages and establishes p rocedures for the receipt 
and collection of cash and p reparation of bank 
deposits. 

K . Establishes and maintains p rocedures that control the 
receipt and disbursement of funds. 

L. Prepares financial reports for governmental agencies 
and special reports as directed by the Vice-President 
of Business Affairs. 

M. Forecasts cash requirements and notifies the college 
treasurer of opp ortunities for investment of funds. 
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N. Assists individuals having budget responsibility with 
problems regarding availability of funds and account 
classifications. 

0. Establishes procedures that will prevent the expendi
ture of funds from budget categories that do not have
a budget balance. Co-ordinates budget transfers.

P. Audits financial transactions based upon established 
procedures and returns documents that do not conform 
to these procedures. 

Q. Maintains the college insurance register. 
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DIRECTOR OF BUILDINGS AND GROUNDS 

The Director of Buildings and Grounds1 purpose· within t he Business
Affairs purp ose is to p rovide efficient physicol plant facilities
wherein citizens of the community may explore and pursue to their 
satisfaction the broad offerings of the college. 

I. General Responsibilities 

This officer: 

A. Plans, co-ordinates, and manages the buildings and 
grounds area in accordance with Board of Trustees' 
policy and in accordance with law. 

B. Exercises the authority delegated by the Vice
President of Business Affairs in the buildings and 
grounds area and is accountable for its operation. 

C. Reviews with the Vice-President of Business Affairs 
on a p eriodic basis the purpose, position descrip
tions, and the objectives of the buildings and 
grounds area. 

D. Communicates with the Vice-President of Business 
Affairs and rep orts the needs and requirements of 
the buildings and grounds area. 

E. Communicates regularly with ap prop riate areas of the 
college to p romote and imp rove services and to 
improve understanding of the purp ose of the buildings 
and grounds area as it relates to the purpose of 
the business affairs area. 

F. Delegates sufficient authority in the buildings and 
grounds area to allow each p osition decision-making 
p ower within their area of responsibility . 

G. Prepares p rogress rep orts on a regular basis that 
set forth major projects and their current status. 

H. Completes special assignments as directed by the 
Vice-President of Business Affairs. 

II. Managerial Responsibilities 

This officer: 

A. Administers the custodial and grounds operation for 
all p hysical facilities of the college. 
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B. Is responsibl e for the repair and maintnnance of 
the physical facilities of the college. 

C. Supervises and co-ordinates the construction of any 
new facil ities of the college. 

D. Prepares and maintains pertinent fil es concerning 
the l ayout, design, specifications and cost of 
maintaining all facilities of the college. 

E. Fosters and maintains good relationships with 
departments served. 

F. Evaluates work requests as received from departments 
as to feasibility, priority and fiscal requirements 
and expedites as required. 

G .  Initiates and impl ements a safety and fire protec
tion policy for t he college and is responsible for 
its constant eval uation and review. 

H. Is responsible for the security and t raffic regula
tion services of the col l ege and provides for the 
protection of col lege property and all persons 
therein. 

I. Interviews personnel for employment through the 
personnel department and recommends annual wage and 
sal ary rates. 

J. Initiates training programs for all staff. 

K. co-ordinates the scheduling of building space for 
evening, hol iday , and week-end use. 

L. Supervises the col lege vehicl e pool . 

M. Provides maintenance for all college equipment, 
except for special ized instructional equipment. 

N. Maintains a key control system. 

0. Maintains a property accounting and inventory system.

P. Supervises the operation of the ut il ities department . 
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Q. Supervises the operation of the shipping and 
receiving department. 

R. Assists in the preparation of the annual building 
fund budget. 

S. Prepares cost estimates and specifications for proposed 
remodeling projects. 

T. Annually revises appropriate section of t he Business 
Office Procedure Manual. 

U. Maintains appropriate insurance records and files 
claims. 

V. Prepares and maintains building and grounds procedures 
on a current basis. communicates revisions or addi
tions to procedures as they occur. 

W. Promotes the service concept as it applies to the 
buildings and grounds area and assists individuals 
with maintenance or remodeling problems. 
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DIRECTOR OF BUSINESS SERVICES 

The Director of Business Services1purpose within the Business
Affairs purpose is to provide the regularly expected services of 
procurement, facilities planning, duplicating and mail, plus special 
services, in the most efficient manner possible within the limita
tions of the monetary and physical resources available, while at 
the same time being on the alert for the inclusion of new services, 
or the expansion of present services through new methods or some 
innovative approach. 

I. General Responsibilities 

This officer: 

A. Plans, co-ordinates and manages the business services 
area in accordance with Board of Trustees' policy and 
as required by law. 

B. Exercises the authority delegated by the Vice-President 
of Business Affairs in the business services area and 
is accountable for its operation. 

c. Reviews with the Vice-President of Business Affairs on
a periodic basis the purpose, position descriptions,
and the objectives of the business services area. 

D. Communicates with the Vice-President of Business Affairs 
and reports the needs and requirements of the business 
services area. 

E. Communicates regularly with appropriate areas of the 
college to promote and improve services and to improve 
understanding of the purpose of the business services 
area as it relates to the purpose of the business 
affairs area. 

F. Delegates sufficient authority in the business services 
area to allow each position decision-making power within 
their area of responsibility. 

G. Prepares progress reports on a regular basis that set 
forth major projects and their current status. 

H. Completes special assignments as directed by the Vice
President of Business Affairs. 
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II . Managerial Responsibility 

This officer: 

A. co-ordinates and directs, through the Buyer, pur
chasing procedures in accordance with Board of 
Trustees• policy and the educational goals of the 
college. 

B. Initiates new and reviews established purchasing 
procedures to help insure that the operation is 
efficient and makes use, where practical, of new 
business practices. 

c. Assists in the establishment and operation of
inventory control and identification of materials
purchased under state or federal grants.

D. Assists in the establishment and operation of 
capital assets inventory. 

E. co-ordinates the establishment of standards cover
ing equipment and furnishings used throughout the 
college. 

F. Recommends cost reducing procedures in the general 
operating areas of the college. 

G. co-ordinates and direct� through the Supervisor of 
Campus Services, the centralized duplicating, mail
roam, telephone, and secretarial services. 

H. Initiates new and reviews established campus services, 
to help insure that the operations are efficient and 
make use, where practical, of new equipment and 
procedures. 

I. Prepares, maintains and up-dates the college master 
plan. 

J. Acts as liason between the college and its archi
tects for planning and new construction. 

K .  Prepares construction reports and information for 
H.E.W., I.B.A., and the Illinois Junior College Board. 

L. co-·ordinates the faculty in the preparation of 
educational specifications for new facilities. 
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M. Prepares speciticatlons tor equlpment ana rurnlsnlngs 
for new facilities. 

N. Assists the Director of Physical Plant on projects 
involving completed facilities. 

0. Prepares cost studies and budget allocations for new
facilities.

P. Maintains the college's facilities inventory system. 

Q. Annually revises appropriate sections of the Business 
Office Procedure Manual. 

R. Prepares and maintains business services procedures 
on a current basis. Communicates revisions or addi
tions to procedures as they occur. 

S. Establishes procedures that will prevent the expendi
ture of funds from budget categories that do not have 
a budget balance. 
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DIRECTOR OF PERSONNEL 

The Director of Personnel's purpo�e within the Business Affairs pur
pose is to provide well balanced personnel services in the non
academic area that foster employee satisfaction based upon modern 
personnel practices. 

I. General Responsibilities 

This officer: 

A. Plans, co-ordinates and manages the non-academic per
sonnel program in accordance with Board of Trustees' 
policy and in accordance with law. 

B. Exercises the authority delegated by the Vice
President of Business in the non-academic personnel 
area and is accountable for its operation. 

c. Reviews with the Vice-President of Business Affairs
on a periodic basis the purpose, position descrip
tions, and the objectives of the personnel area.

D. communicates with the Vice-President of Business 
Affairs and reports the needs and requirements of 
the personnel area. 

E. communicates regularly with appropriate areas of 
the college to promote and improve services and to 
improve understanding of the purpose of the personnel 
area as it relates to the purpose of the business 
affairs area. 

F. Delegates sufficient authority in the personnel 
area to allow each p osition decision-making p ower 
within their area of responsibility. 

G. Prepares p rogress reports on a regular basis that 
set forth major projects and their current status. 

H. Completes special assignments as directed by the 
Vice-President of Business Affairs. 

II. Managerial Responsibilities 

This officer: 

A. Employs non-academic employees in cooperation with 
the appropriate supervisor. 
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B. Develops and administers. a job classification system 
for all non-academic employees. 

c. Performs a record-keeping function for academic pay
roll and benefit records.

D. Complies with the requirements of the Fair Labor 
Standards Act and serves as the Equal Opportunity 
Employment officer for new construction or other 
federal grants. 

E. Supervises recruitment, testing, reference checks, 
placement and orientation of non-academic employees. 

F. Administers the fringe benefit program for all college 
employees; prepares publications to assist all 
employees in the understanding of fringe benefits 
available; conducts studies of fringe benefits and 
assists in bidding specifications. 

G. Formulates and recommends personnel policies to be 
incorporated annually in the non-academic employees' 
handbook. 

H. Recommends promotion and transfer of qualified person
nel in cooperation with the appropriate supervisors. 

I. Conducts in-service training programs for non-academic 
employees, in order to raise skill levels and acquaint 
employees with the overall goals and objectives of 
the college. 

J. Initiates and conducts pay administration and other 
statistical studies as required; recommends appro
priate salary levels bas ed upon these studies. 

K. Advises and assists in disciplinary matters, super
visory problems, and formal grievance procedures for 
non-academic employees. 

L. Advises and assists in the planning and coordination 
of labor negotiations. 

M .  communicates regularly with the non-academic staff in 
order to promote employee morale, explain college 
policies and institutional goals, and to act as their 
representative. 
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N. Supervises the personnel office and establishes a 

record system compatible with data processing; 
establishes record retention policies; provides 
personnel information and statistics for appropriate 
administrative faculty. 

0. Screens all employment contracts or notices to meet
college standards for consistency, policy, and
budget allocations.

P. Supervises annual and periodic college district 
elections. 

Q. Annually revises appropriate section of the Business
Office Procedure Manual. 

R. Prepares and maintains personnel procedures on a 
current basis. Communicates revisions or additions 
to procedures as they occur. 
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D I RECTOR O F  THE BOOKSTORE 

Th e D i rector o f  th e Book stor e 's pu rpo s e  w i th in the Bu s i ne s s  Af fairs  
purpo se i s  to provide the e duc a tional mate r ials and ser vic e s  to the 
col l ege commu nity nec e s sary in the l e arn ing proce s s , and to con

tr ibut e  to th e col lege spi r it wh il e prov i d i ng the s e  ser vi c e s .  

I . G ener al Re spo n s ib il i t i e s  

Th i s  o f f i cer : 

A.  P l an s , coo rd i nate s, and m a nag e s  the book s tore are a  i n
accor danc e  wi th Bo ar d o f  T ru st e e s ' pol icy an d as 

r equired by l aw .  

B . Exe rc i se s  the author i ty de l eg a te d  by the V i c e- P r e s iden t  

o f  Bu s ine ss i n  the book store a nd c e n tral s tore s ar e a s
and i s  ac cou nt ab l e  for th e ir operation s .  

c. Revi e ws wi th the V i c e-Preside nt o f  Bus i ne s s  Af f a i r s

o n  a per io di c  bas is the purpo s e , po s it io n  de s c r ip

t io n s , and the ob jective s  o f  the book s tore are a. 

D. Commu n i c at e s  w i th the V i c e - Pr e side nt o f  Bu si ne ss 

A f f air s an d r epo r ts the ne eds and requ i r ement s  o f  the 
book stor e  are a. 

E .  Commu nic ate s r egul arly with appropr i a te are as o f  the 
c o l l ege to p romote and improve ser vi c e s  and to 

imp rove under stand i ng of the purpo s e  of the book sto re 

are a  as it r e l at e s  to the pu rpo s e  of the bu sine ss 

af f a ir s  are a. 

F. D e l eg ate s su f f i c i e nt author it y  i n  th e book stor e ar e a  

t o  a l l ow e ach po s i t ion dec i sion-mak ing power with i n  

the i r  are a  o f  re spo nsibi l ity. 

G .  Prep ar e s  pro gr e ss report s on a regul ar basi s  th at 

set for th maj o r  pro jec ts and th e i r  cu rrent s t atu s. 

H .  Comp le t e s  spec i al a ssi g nmen ts as d i rected by the 

V i c e - Pre sident o f  Bu si ne s s  A f f a ir s .  

II. Mana ge r i al Re s po n sibil it i e s  

Th is o f f icer : 

A . P l an s , organiz e s , and ad mini ste r s  the ope r at ion o f  the 

book stor e .  
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B. Deve lop s r equ ir eme nts and qu al i f i c a ti o ns for per so nnel 
under h i s supervi s io n  

c. Emplo ys , tr a ins , and supervi s e s  per so nn e l . Mak e s
recommendation s  r e l at ive t o  h i r ing , p romo ti ng , a nd 

mak i ng s al ary adj u s tme nts .

D .  Has r e spo ns ib il ity for the procu rement a nd r e s al e  o f  

tex tbook s ,  s tude nt suppl i e s , and r e l ated col l ege 
merch and is e .  

E .  E s t abl ishe s  and ma inta i ns order ing a nd rece ivi ng 
po l i c i e s  a nd proc edur e s , i nventory control s a nd s al e s  

records . 

F. Appro ve s  for p ayme nt al l invo i c e s  pertaini ng to 

book store purch a s e s .  

G . D irec ts the oper a ti o n  o f  c en tr al S tore s ,  wh ich inc lude s 

the purch a s e  and d istribu tio n o f  al l suppl i e s  to var iou s 

o f f ic e s  throughou t the c ampu s  and the di s tr ibut io n  o f

a suppl i e s  c atalog.  

H .  Co nsul ts wi th f acu l ty and staf f o n  book requ i r eme nts 

and r e l a ted mater ial s .  

I . H a s  respo n s ib i l i ty for mai nta in in g  c ash rece ip ts and 

al l accoun ting i n format io n  requ ired by the Bus ine s s  

O f f ic e . 

J. Promo t e s  i nc r e a s ed s al e s  through adver ti s i ng .

K. E s t ab li sh e s  and mai ntai ns book s tore po l i c i e s .

L. Repurch a s e s  textbook s b a s ed upo n the i r  co nd i tio n. 

M .  Pl a ns spac e a n d  merch and is in g  l ayou t s .  

N. E s t ab l ishe s procedures  to l imi t the f t  o f  book s to re 
merch and is e .  

o. Prepar e s  the an nu al budg e t  a nd s al e s  p ro j ec ti on s .

P .  Mai ntai ns adequate s to ckroom l evel s o f  merch andi s e .  
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BUYER 

Th e Buyer i s  di r ectl y r e spo ns ibl e fo r the day-to-day oper atio n  o f  

the Purchilsinq Dep;wtmont and for th e imp rove men t of th e op era

tions through the Lnit iatio n o f  n ew metho ds and p roc e du re s , un d
the re view o f  e s tob lishe d metho ds an d proc edure s .

Th is st a f f  member : 

A .  E s tabl i sh e s  and supervi se s  pr ac ti c a l  and e f f i c i e nt 

purch a s i ng proc e dur e s  i n  acco rda nce wi th Bo ar d 

po l i cy and the e duc at ional go al s o f  the co l l eg e . 

B .  D e s i g ns a nd, a fter approval , pu rch as e s  nec e ssary 
form s  for the i mp l ementat i o n a nd ope r a tion o f  a ny 

pro ce dur e s  e st abl i sh e d  by the Pu rch a si ng Dep ar tme nt. 

c. Supp l i e s  co st e s t imate s , and gen e ral in fo rmation to
st a f f  membe rs.

D. comp i l e s  a nd mai ntai n s  a c at alog re fe re nc e  f i l e , 

pr op er l y c ro ss- re feren c e d so that de s c r i p tio ns , 

pr i c e s  an d o ther pert i n e nt i nforma tion a re avai l ab le 

to s ta f f  membe rs. 

E .  Superv is e s  the ope n purch a se o r der f i l e  a nd prepare s 

"Recommen da tion s fo r pu rch a s e s  fo r Bo a rd ac tio n. "  

F .  A nnu al ly r evi se s  appropr i ate s ectio n o f  Bu si ne s s  

Of f i c e  Pro c e du re Manu al . 

G. co nt i nu e s  a s e l f- improveme nt pro g ram th rough co l l ege 

stu di e s , seminar s, wo rk shops o r  sel f- study . 

H. As si sts i n  o th e r  are a s  o f  the Bu si ne s s  S e rv i c e s  
fu nction whe neve r nece ssa ry .  

I . Pe rforms re l ated du ti e s  a nd spe c i al p ro jec t s  a s  

a ssi gn e d. 
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S UPE RVI S O R  C AMP US SE RVI CES 

The S upervi sor of c ampu s S ervi c e s  i s  d i rec tl y  r e spon sibl e fo r the 
d ay- to - d a y  oper ation o f  the C ampu s Se rv ic e s  an d fo r imp roveme nt 

o f  the se operatio ns, th rough the i n i ti ation o f  new me thod s  a nd

p roc e dure s and th e rev i ew o f  e st ab l i shed me thods and proc edu re s. 

Th is st af f member : 

A . E st ab l ishe s and superv ise s th e p rac ti c a l  and 

e f f ic ie nt p ro cedu re s  i n  the oper at ion o f  the 

c e n tral iz e d  dupl ic at i ng ,  tel epho ne , m ai l room and 

sec ret ar i al poo l  servic e  are as. 

B . Recommend s for app roval new eq uipme nt and me thod s 
for improveme nt o f  ex i sting serv ic e s  and for the 
e xp an sion o f  se rv i c e s. 

c. Recomme nd s  time and co st reduc t io n  me thod s for h i s

are a.

D . I ni tiate s and mai ntai n s  a pro g ram o f  train i ng h is 
per sonnel to be pro f ic i e nt in v ari ou s  ar e a s  o f  h i s 

oper ati on . 

E. Cont i nu e s  a sel f- improveme nt prog ram th rough

col lege stud ie s, semin ar s, work shop s o r  se l f- stud y. 

F .  A ssist s in o ther a re as o f  the B u si n e ss S ervic e s  
func tion whereve r n ec e ssar y. 

G . Annu al l y  revise s app rop riate sec tion o f  the B u si ne ss 
O ff i c e  Pro cedu re s  Manu al . 

H. Per form s r e l ate d dut ie s  and spe c ial pro je c t s  a s  

assigned.  
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C USTODI AL S UPERVI SO R 

The cu stodi al S uperv i sor i s  directly r e spo nsibl e for the organ i z a 
tion , p l a nn i ng a nd supervi sion o f  a l l  funct i o n s  r e l at i ng to 
cu stodi al a nd hou sekeeping activi t i e s. 

Th i s  st a f f  member : 

A .  D i r e c ts and coordi nate s  th e act iv i ty o f  the 

cu stodi al group . 

B . I s r e spo n s ib l e  for s tock cont ro l  r e l ating to 

c u stod ial suppl i e s .  

c. Prep ar e s  r eport s and authent i c at e s  time reports.

D. E stabl i sh e s  work sch edu l e s .

E. Recommen d s  employmen t,  promo tion , tr an s fer , and 
d i scharge o f  l e s s er gr aded employee s.  
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MAINT ENANCE S UPE RVI S O R  

The Mai nten a nc e  Superv isor is d irectly re spo n sibl e fo r the mai n

ten an c e  o f  bu il di ngs a nd faci l i t i e s .  

This st af f memb er :  

A. P r epar es and impl ement s  preventat ive mainten an c e

sc hedu l e s  in th e are a s  o f  e l e ct r ic al e qu ipment ,  

ex cept i ng pr imary pr ivate s ervi c e  l i ne s , plu mb i n g  

to th e bu i l dings shut-o f f , water an d s an it a ry 

servi ce . 

B . Superv i se s  p a int i n g  and deco r at in g  and repair o f  
furn itu r e , mov abl e  and no n-movab l e equ ipme nt 

normal ly found in side buil d i ngs.  

c. E st abl ishe s wo rk schedu le s  a s  di rec t e d.

D. Authent i c at e s  time r eport s. 

E. Reco mmend s  emplo ymen t , t ran sfer , promo t io n, and

di sch a rge o f  l e sser gr aded employee s. 

F. Per form s  o ther dut ie s  as directed.  
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PO WE R  P LANT S UPERVI SOR 

The Po wer P l ant Supervisor is d ir ectly re spo ns ible for the coor din a
t ion , direct ion , an d superv is i o n  o f  the act iv ity o f  the Powe r Pl ant 

and s t e am distr ibut ion sy stem ,  el ectric al sys tem , conden s ate system ,  
water s erv ic e sy stem to main val ve shut-o f f ,  s ew age and s to rm water 
dr ain sys tem , na tur al g as and fu e l  o il sy stem .  

This staf f memb er1 

A .  Reco mmen ds emp loymen t, promo t io n , tr ans fer and 

terminat io n o f  l e s s er gr aded emp loyee s . 

B . I s  re spo ns ibl e for tr aining and o r ie nt atio n o f  
al l ut il it ie s  perso nn e l . 

c. S ubmit s ut il it i e s  r eports and u til it ie s co nt ro l  
stu die s . 

D. E s t ab l ishe s  work s chedu l e s . 

E. In it iate s an d coordin at e s  prevent at ive mai nten ance
sche dule s for all ut ilit ie s syst em s .  

F. Maint ain s invento ry .

G .  Is r e spo ns ib l e  for hou s ek eeping in Po wer Pl an t ,  

ut il it ie s  tunn e l , and o ther u t il it ie s l o c at io ns .
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GRO UNDS S UPE RVI SO R 

The Groun ds Superviso r i s  directly re spo nsibl e fo r the coor di n a
t io n , direc t io n  a nd superv i sio n o f  the act ivi t ie s  o f  the Ro ad s  
an d Groun ds Department . 

Th is st a f f  me mber : 

A . Recommends employment , p romotio n, tr a nsfe r and 

term i n at io n  o f  l e sser g ra de d  e mploye e s. 

B . I s r e spon sib l e  for ma intenan c e  o f  al l p l a nt ro a ds 

an d snow r emoval . 

c. I s  r e spo nsibl e fo r veget ati o n  contro l , l andscap i ng ,

pl ant ing , pru ni n g  a nd p l a nt di se a se eradi c a tio n.

D .  Submi t s  r epo rt s  a s  dir ecte d. 

E. E st ab l ishe s wo rk sche du l es.

F. Superv ise s  fe rt i l iz at ion , p l a nt i ng ,  and c ar e  o f  tree s, 
flower s, pl a nts an d gr a ss. 

G. D irect s act iv ity o f  l abo r poo l . 

H. S uper vis e s  movemen t  o f  suppl ie s  a nd equ ipme nt from

rec e iv ing to l o c at i o n and coor d in at e s  act ivi t y  with 

Storek e epe r .  

I .' Rep ai r s  ro a dway s, d ri ve s, curb ing a nd sidewalk s. 

J. Prov i de s  i nsec t  a nd p e st co ntr o l  servi c e  for
grou nds a nd bu i l di ng s. 
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S AFET Y S UPE RVISO R 

The S a fety S uper visor i s  d irect ly re spon sib l e  fo r the coo r dinat ion , 

direc tio n and super vi sio n o f  the act ivi ty o f  the S afe ty Dep a rtmen t . 

Th is sta f f  me mber : 

A .  I s  r e spon sib l e  for the sel ec t io n , tr a ini n g , promo t io n , 

tr an sfer and term i n a ti o n o f  le sser gr aded emp loye e s. 

B. Is re spon sibl e  for month ly f ire a nd safety 

in spec ti o ns . 

c. Submits repor ts to the D ir ec to r  o f  Bu i ld i n g s  and

Groun ds .

D .  I mp l emen ts the sa fe ty po li c i e s  o f  the a dmi n i str at i o n  

a s  direc ted . 

E. Coordi na te s  act i vity w ith and mai nt a in s  c l o se 
l iai son w ith loc al l aw e nfor c ement age nc i e s .  
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SHI PPING AND RECE IVI NG C LE RK  

The Sh ippin g  an d Rec e iv in g  C l e rk is r e spon sible fo r the ope ra tion 
o f  c entr al rec e iving an d sh ipp ing warehou se an d pl an t  sto reroom .

Th is st a f f  me mber : 

A. Re ce ive s, sh ip s, dist r ibu te s  an d d isbu rse s 
propert y. 

B. Main tain s i n vento ry .

c. I mp l e me n t s  purch a sing- r e c e iv in g ,  proper ty con trol

and de l ivery proc edure s.

D. I n i tiate s  purch a se reque stio ns for mate rial s an d

suppl ie s  u se d  b y  the Ph ysic al P l ant D iv isio n  a s  

directe d. 
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A 
DUP LI CATI NG DE P ARTME NT 

Mu l t il ith O f f se t  C o pie s 

C opi e s  C op ie s C opi e s  
1968 -69 1969-70 1970-7 1 

Ju ly . . . . . . . . . . . . . . . 4 1,344 102, 244 198 ,183 

August . . . . . . . . . . . . . 1 29,528 187,152 492,584 

September . . . . . . . . . . 2 2 2, 258 187,152 5 1 1,577 

Oc tober . . . . . . . . . . . . 230,356 187,15 3 491, 2 21 

November . . . . . . . . . . . 217,351 187,408 3 13,6 23 

Dec ember . . . . . . . . . . . 106,066 202,09 2 

Ja nuary . . . . . . . . . . . . 154,366 202,093 

February . . . . . . . . . . . 106,133 6 20,516 

March . . . . . . . . . . . . . . 168, 147 215,72 2  

Apr i l  . . . . . . . . . . . . . . 94,023 271,753 

Ma y . . . . . . . . . . . . . . . . 13 1,402 158,741 

June . . . . . . . . . . . . . . . 134,845 233,62 2  



,, • of
Copies 

tJ-10 

11-20 

21-30 

31-40 

41-50 

51-60 

61-70 

71-BO 

81-90 

91-100 

HARPER COLLEGE 

DUPLICATING AND PRINTING DEPARTMENT 

B 

Charges for 1 to 10 pages up to 100 copies (over 100 copies, 15¢ for 50 or 30¢ per 100) 

l 2 3 4 5 6 7 8 9 10 

20 40 6o 80 1.00 1 .20 1.40 1.60 1. 80 2.00 

25 50 75 1 .00 1.25 1.50 1.75 2.00 2.25 2.50 

30 6o 90 1 .20 1 .50 1.80 2.10 2. 40 2.70 3.00 

35 70 1.05 1.40 1. 75 2.10 2 . 45 2.80 3.15 3 .50 

40 80 1.20 1.60 2.00 2.40 2.80 3.20 3 .60 4.00 

45 90 1.35 1 .80 2.25 2 . 70 3.15 3.60 4 . 05 4.50 

50 1 . 00 1.50 2.00 2.50 3.00 3 . 50 4.00 4.50 5.00 

55 1.10 1 . 65 2.20 2.75 3.30 3.85 4.40 4.95 5.50 

60 1.20 1.80 2.40 3 .00 3.60 4 .20 4.80 5. 40 6 .00 

65 1.30 1.95 2.60 3 .25 3.90 4.55 5.20 5 .85 6.50 

Above costs are computed for standard 8� x 11, white school grade bond paper, 20 lb. 

ADDITIONAL CHARGES must be made for additional supplies or services, as follows: 

(8\� x ll) A. Colored Paper - 8� x 11, 20 lb. school grade bond • • • • • • • •  5¢ per hundred sheets 

(8� X 14) 

3 H.P. 

xollate 

�taple 

Specials: 

B. 

( on large orders, more than 800 • • • • • • • • 40¢ per thousand she ets ) 

Card Stock - 8'1!i x 11, 65 lb., -- white vellum bristol •• 75¢ per hW'ldred 
8� x 11, 65 lb., colored Radar Vellum •••• 90¢ per hundred 

C. Index Stock- 8� x 11, 110 lb., colored • • • • • • • • • • •• • • • • $1.00 per hundred 

D. Carbonless Paper (NCR) 8� x 11, prscollated, 2 part
3 part 
4 part 
5 part 

• •• 

••• 
••• 
.... 

60¢ per hundred (50 sets )
65¢ per hundred (33 sets)
70¢ per hW1dred (25 sets)
75� per hundred (20 sets)

E. Letterhead, 8� x 11, black ink, standard 20# bond white •• 50¢ per hundred (.5¢ per pg
DeLuxe Letterhead, 8� x 11, grey ink, 20# rag bond white. 80¢ per hundred (.8¢ per pg 

Legal s ize , 8�2 x 14 , white, 20# school grade bond • •• • •• 

Legal size, 8� x 14, colored, 20# school grade bond •••• 

3 Hole Punched, white or colored 20# bond •• • • • • • • • • • • •• • 

(on large orders, more than BOO •• • • • • •• 

Collation of 8� x 11, 20# bond, • • • • • • • • • • • • • • • • • • • •• • •• 

10¢ per hundred or fraction 
15¢ per hW'ldred or fraction 

(on total order) 
5¢ per hundred or fraction

4o; per thousand sheets )
5¢ per hW'ldred or fraction 

Stapling or saddle stitching • • • • • • • • •• • • • • • • • • • • • • • • • • •• 25¢ per hW1dred sets 

Special prices will be quoted on special jobs with metal plates, padding, cutting and 
saddle stitching with two and three staples, etc . Effective December 1, 1970. 



January 
February 
March 
April 
May 
June 
July 
Aug. 
Sept. 
Oct. 
Nov. 
Dec. 

TOTALS 

1967 --
MONTHLY 

-
48 

53 

50 

48 

59 

314 

32 8 
339 

269 

201 

142 --

1851 

CUM. 

-
48 

101 

'151 

199 

258 

572 

900 

1239 

1508 

1709 

1851 

PURCHASE ORDERS 

1968 --
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217 1327 286 1620 
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453 2043 269 2132 
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278 2903 225 2831 -- --
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COMPTROLLER ' S  DEPARTMENT MONTHLY REPORT

MONTH OF NOVEMBER 1 9 7 0  

Che cks Proc e s sed Number o f  Check s  Amount 
EDUCATIONAL FUND 2 1 4  $ 108 , 6 2 2 . 7 8 
BUI LDING FUND 68 2 9 , 080 . 9 5 
S I TE & CONSTRUCTION FUND 7 7 , 547 . 97 
AUXILIARY FUND 10 9 26 , 3 2 2 . 26 
TRUST &

. 
AGENCY FUND 1 14 1 51 , 08 5 . 98 

BOND & I NTERE S T  FUND -o- -o-
5 1 2 $ 3 2 2 , 6 5 9 . 9 4 

IMPRES T FUND 4 2 1  1 6 , 348 . 26 

PAYROLL CHECKS 1 3 58 2 3 9 1 i 6 1 3 . 0 2 
TOTAL 2 29 1  $ 7 3 0 , 6 2 1 . 2 2 


	31

