
ADMINISTRATIVE  SERVICES 
NEWSLETTER  

The IMC has updated their website to include two fillable forms, a Creative  Print  Work Order 

and a Standard Work Order. The links are on the left side under Resources.  

The Creative Work Order is for design and printing services done by Jerad Moss. The form  

requires both a Dean’s / manager approval and approval from your area’s Vice President. Al-

so please remember this form and all necessary documentation needs to be turned in at least 

(3) three weeks in advance.  Notice: there are times that College jobs take priority such as 

Graduation and the Catalog, so plan ahead.  

To schedule an appointment with Jerad please call extension 5136. 

The Standard Work Order is for general duplication services. If you require color printing ser-

vices or any additional specialty services, i.e. laminating, binding, etc., an account number is 

required.   
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Food Services is currently serving from a 

trailer located alongside the Manzanita build-

ing  during the Lower Manzanita remodel. 

The addition of the trailer has enabled Food 

Services to make your food fresh as you wait. 

You can now order freshly made breakfast 

sandwiches or other grilled items such as 

hamburgers. Just complete an order form in 

the Bookstore, pay the cashier and take the 

order form to the trailer. Try it and you will be 

amazed at the quality of the food products…. 

Yum Yum.  

 



 

The Oak Pavilion roof was re-

sealed over the summer and 

what better way to check for 

leaks? 

Call out the Firehouse Crew 

and the Fire Academy’s new 

firetruck donated from Hayward 

Fire Department. Thanks 

Quentin, Zach and Shane. 

Help with the Oak Pavilion roof project.  

Budget News  

Columbia College 

Fund 11 actuals for 

2013-14, 2014-15, 

2015-16 and the 

budget for 2016-17. 

The College General 

Fund budget is slated 

to be reduced over the 

next three years be-

cause of FTES de-

clines over the past 

five years of 233.  

The College has been 

awarded  several new 

Federal grants for out-

reach and research, 

so stay tuned for more 

information.   

 


