
 
 

 
 

September 18, 2025 
Lincoln Trail College 

 
1. The meeting convened at 9:00 am in Williams Hall at Lincoln Trail College.  

a. Present were Chris Simpson, Jamie Henry, Mary Johnston, Lyn Huey, and Hayley 
Breeden. 

b. The minutes from the August 28, 2025, meeting were reviewed and approved. The 
agenda for the meeting was discussed. 
 

2. There was a review of the Dual Credit Billing Meeting held on September 16th. There were no 
concerns expressed by the business officers. 
 

3. The topic of accepting electronic signatures for certain documents was proposed to reduce 
the need for printing and scanning and to improve efficiency. This practice is used on some 
campuses and not on others. Jamie Henry is going to communicate with IT staff to facilitate 
this process and communicate with others when it is completed. 
 

4. Bookstore manager job descriptions are under review and will be revised as roles and 
responsibilities have changed due to the partnership with eCampus. Each bookstore 
manager has some unique duties based on the campus, but there were six Essential 
Functions identified to be consistent in each bookstore manager job description. Those 
include: 

a. Develop and implement procedures for profitable operation of the bookstore. 
b. Facilitate the textbook buy-back process on your campus. 
c. Maintain accurate records of receipts and expenditures. 
d. Maintain an accurate and current inventory of merchandise and institutional 

supplies. 
e. Prepare monies to be deposited with the Director of Business. 
f. Order, price, and display school and office supplies, general merchandise, and 

apparel. 
 

5. The spring semester timeline for textbook adoptions and the opening of the online 
bookstore was reviewed. This timeline is being reviewed by the Academic Affairs Division 
and will be communicated to all when it is finalized. Registration for the spring semester 



 
 

begins on October 21st, so the window for faculty adoptions is open. The date for the online 
bookstore to open for students to purchase spring textbooks and course materials has been 
proposed to be the first week of November so that fall financial aid has ended. 

 
6. The agenda and schedule for the Business Operations Division Workshop was discussed. 

This workshop will be held on October 10th from 9:00 am – 3:30 pm at Olney Central College 
in the Banquet Room. The specific details of the agenda are still under development and 
will be shared with staff in the Business Operations Division soon. 

 
7. There was a review of LOIs for international students and the taxes due on any part of a 

scholarship. The LOI indicates that the student is responsible for the taxes. It was 
determined that each campus business office will make the necessary adjustments in 
Banner to reflect the accurate amount. 
 

8. Business Procedure 300.1.20 was reviewed for feedback to submit to the district office. 
There were a couple of questions about a form and the student files that were referenced in 
the procedure. Otherwise, there were no concerns with the procedure. 

 
9. During open discussion, the topic of the POS system for campus bookstores was 

discussed. The contract with MBS expires at the end of the calendar year, so a new POS 
needs to be selected very soon. 
 

10. The next BOLT meeting will be held at 9:00 am on Thursday, October 23rd at Olney Central 
College. 

 
 

 

 

 


