FY11   Chair: Jianyu Huang 

OAA: Diane Gaylord  

Duties: 

Community Duties 

· Obtain the speaker 

· Give the name, etc to the chair 
Chair Duties 

· Keeps track of calendar & revisions
· Email each calendar revision to PCN OAA & host 

· Sends speaker a standardized letter of invitation along with * “no fee agreement” 
Host Duties

· Obtains abstract from speaker
· Sends abstract to PCN OAA 
· Works with the chair to choose date for speaker 
· Submits the * badge request to the badge office or submits the FNR (submit info to host’s secretary well in advance so they can enter into Enterprise System)
· Reserves a projector 
· Works with the speaker to submit non-employee expense voucher* (It is usually best if the visitor pays for their expenses on their own credit card) 
· If speaker is from out of town, host picks up the visitor & drives them on base
· Introduces the speaker 

* If host is unfamiliar with forms refer to your department OAA. 
PCN OAA Duties 

· Reserve Conference Rooms throughout the year (every Wed 8:45-11:00 am) 
· Obtain speaker abstract from host. Sends the host reminder if abstract has not been received. 
· Email abstract to PCN distribution list 

· Maintain copies in PCN binder 

· Schedule Outlook appt. for David Lang to set up conference room 1 day before PCN 

· Send notices if PCN has been canceled 

· Send reminders the day before upon request
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