KING FAHD UNIVERSITY OF PETROLEUM & MINERALS
Information Technology Center

 Managers' Meeting # ITC-1-2005-01
Tuesday, November 29, 2005 
Started at 08:30 AM -- Concluded at: 10:00 AM  
Present:
1. Dr. Sadiq Sait Mohammed, Director

2. Mr. Hamed Kadry, ITC

3. Mr. Nabil El-Halmoushi, SOS

4. Mr. Jaweed Yazdani, CSS

5. Mr. Hassan Al-Salem, ADIS 

6. Mr. Sultan M. Al-Otaibi, ACIS

7. Mr. Hamed Alya, BSO

Major Discussion Items:
· Incremental ITC Re-Structuring: Prof. Sait briefed managers about new ITC incremental re-structuring. All Smart Class Rooms support will now be handled by EduTech. For HW/SW requirements, EduTech is to request ITC to procure. Other re-assignments of ITC personnel   announced. New Press Director is assigned.  
· Confidentiality of Managers' Discussion Items: ITC Director urged all managers to strictly abide with  confidentiality the items that are discussed in the meetings..

· ITC Training Center: A training plan for ITC staff is announced. Managers to nominate staff for courses of interest. Attendance of each staff should not exceed 2 sessions daily.
· ITC Outsourcing Contracts: Contract coordinators to strictly follow the University regulations regarding contracts. Absolutely no violations by any means are tolerated.
· Dammam Community College (DCC) Requirements: Director explained in detail college requirements and ITC role. An Ad Hoc Committee is assigned to prepare nominations.
· ICT Awareness Activity:  Prof. Sait reviewed the preparations for the event scheduled Dec. 19-20, 2005. These include: Sponsors, Keynote speaker, program, presentations, H. E. Rector tour, Website and publications.
· ITC Delay for Preparation of PR for Academic Departments:  Prof. Sait reviewed the preparations procedures of such PRs. Process need a revision.

· ITC Staff Vacation Schedule (Year 2005-2006):  Managers to submit their vacation schedules for their staff with potential backup employees.

· ITC Presentations to University Higher Administration:  Prof. Sait suggested an awareness attractive program for the higher administration. Seminars to be scheduled on bi-weekly basis on the Rec. Center. Plan to be developed including budget, topics, infrastructure, notebooks and volunteers instructors. 
· ITC Outsourcing Hajj Holiday Schedule: A discussion for the schedule is held. ITC Director asked Kadry to announce the schedule. 

· Office Timings for ITC Staff: Prof. Sait urged managers to notify all staff about observation of office timings.
Action Items Summary Table: ITC-1-2005-1-AI-x


Updated Status of the Managers' Meeting Action Items ITC-1-2005-1

	S.N.
	Action Item & Expected Deliverables
	Responsibility
	Deadline
	Remarks

	1-AI-1
	ITC Staff Loading and Percentage: Managers to update staff loading sheets. 
	Managers
	On-going
	

	1-AI-2
	ITC Training Center: Training plan for ITC staff is announced. Managers to nominate staff for courses of interest.


	Managers
	Wednesday, Nov. 31, 2005
	

	1-AI-3
	Evaluation of ITC Outsourcing Staff:  ITC committee for evaluating outsourcing staff to meet and review all staff.
	Jaweed
Nabil

Kadry (Coordinator)
	Dec. 28, 2005
	

	1-AI-4
	Dammam Community College (DCC) Requirements: An Ad Hoc Committee is assigned to prepare nominations.

	Sultan

Jaweed

Nabil

Kadry (Coordinator)
	Sat. Dec. 3, 2005
	

	1-AI-5
	ICT Awareness Activity:  Progress to be reported regarding the preparations for the event scheduled Dec. 19-20, 2005. These include: Sponsors, Keynote speaker, program, presentations, H. E. Rector tour, Website and publications.


	 ICT AA Committee 
	On-going

Weekly Reporting
	

	1-AI-6
	ITC Delay for Preparation of PR for Academic Departments: Process needs a revision. Mr. Jaweed to present to managers the current process.


	 Jaweed

 
	Next Managers'Meeting
	

	1-AI-7
	ITC Staff Vacation Schedule (Year 2005-2006):  Managers to submit their vacation schedules for their staff with potential backup employees.


	Managers 
	Dec. 15, 2005
	


Updated Status of the Managers' Meeting Action Items ITC-1-2005-1 (Continued)
	S.N.
	Action Item & Expected Deliverables
	Responsibility
	Deadline
	Remarks

	1-AI-8
	ITC Presentations to University Higher Administration:  An awareness attractive program for the higher administration to be developed. Seminars to be scheduled on bi-weekly basis on the Rec. Center. Plan to be developed including budget, topics, infrastructure, notebooks and volunteers
	Jaweed

Asad Nafees
	On-going
	

	1-AI-9
	ITC Outsourcing Hajj Holiday Schedule: Engr. Kadry to announce the schedule. 


	Kadry
	Wednesday, Nov. 31, 2005
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