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ASMC San Diego will be hosting the Professional 

Development Institute (PDI) in 2006.  As you 

know, we had a very successful and profitable PDI 

in 1999.  

 

 

Attached you will find a description of the various 

committees alon

g with the list of committees and 

the vacancies we still have for a few Chairs and 

 

Co

-

Chairs.

 

 

If you are not interested in any of the committees 

as Chairs or Co

-

Chairs, please consider being a 

member of the team as just a volunteer.   You will 

find this 

evolution a great experience, meet new 

people and make new friends.

 

 

If you have any questions, please feel free to 

contact me at (619) 545

-

9863 or email:  

prsande@nsgasd.navy.mil

 .

 

______________________________________________________________________________________________________
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PRESIDENT’S CORNER

 Gregory Martin

President’s Page

Sep 2004

I suspect this will be my last Corner in the newsletters, since I am not running for reelection because (a) as of September 1st I am officially retired from the Navy, and (b) my next career may not be related to DOD finance.
As I leave you in the hands of a very capable team of officers, I will share some thoughts and reflections – the highs and lows of the last two years.
On the plus side . . .
· The time and work put into the workings of the chapter by the officers and committee chairs, particularly those who stepped up to fill unexpected vacancies.  What chapter members see is only the tip of the iceburg – so much goes on behind the scenes to make events and programs happen.
· The diversity of and response to the luncheon/meeting speakers – local celebrities and military leaders, professional leaders, ex-principal DEPUNDERSEC Charlie Nemfakos, ex-POW John Carey, and USMC’s Colonel John Pomfret, just back from the ground war in Iraq.
· The very positive reception by National and the other chapters to our Chapter Grant program.
· Implementing a process to ensure that every EDFM course seat is filled
· The super team of more than two dozen general and corporate members, under Chair Jane Sumabat, who put together our very successful Mini- PDI.
· The great fun of the National PDI Chapter Fairs.
· The successful Toys-for-Tots drives.
· The ideas generated in the Strategic Planning Day.
· And the overall growth in general membership.
On the side of “could use a little more” . . .
· The leadership finds recurring frustration in the level of active participation of the general membership. I’ll site some examples.
· The chapter has a very small core of a dozen or so dedicated folks who have carried the chapter’s operating and administrative load for years – and I thank them and acknowledge all they have done. That said, one of the first things I did when I took the role of President was to survey the membership of more than 500. Among the feedback (written and in discussion) was the recurring perception that the chapter leadership was something of a clique and was not particularly open to new blood.  The chapter responded by making every elected position available to the members without the risk of having to unseat an incumbent. How did the membership respond? By putting current officers in the position of putting themselves on the ballot to fill the positions because not enough members stepped forward. And by leaving one position vacant.
· I’ve been looking for a webmaster for our site for about six months
· The lack of response to my request for general membership participation in fleshing out and implementing the ideas from the Strategic Planning day.
I know we all have busy lives and time consuming jobs, but I also know that we, as professionals, need professional organizations like ASMC.  I leave you with a plea for you to elevate your level of participation in the chapter – give as you get, actively help the chapter become a better organization for you and take advantage of the leadership opportunities.
Gregory Martin
President
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PDI 2006 COMMITTEES

CHAIR:             Patricia Sanders

Deputy-Chair:  Al Parra
Executive Secretary: (1) Chair



                     (2) Co-Chair
Program Support:     (1) Chair



                     (2) Co-Chair:    Wendy Morasse

Special Events:      (1) Chair:       Sherry Major  

                     (2) Co-Chair:    Tony Embrey                 

Open/Closing

 Ceremonies:

(1) Chair:       Bill Johnson



                 (2) Co-Chair

Chapter Fair:         (1)Chair:  

Jane Sumabat

 (2)Co-Chair:    Catherine Prario

Technology:           (1) Chair:       Edgar Deguzman



                      (2) Co-Chair:    Rose Holmes                  

Administration:       (1) Chair:       Karen Dalton

                 

(2) Co-Chair:    Jorgi-Anne Stever                  

Protocol:             (1)Chair:  

May  Hayes

                      (2)Co-Chair: 
Cecilia Galvan-Cardona

Transportation:       (1) Chair



                      (2) Co-Chair:    Pem Smith                

Hospitality:


(1) Chair



                      (2) Co-Chair:    Sandra Dubin
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The PDI Chairperson and Deputy Chair are the conduits that hold the PDI planning committee 

together. They will serve as the liaison between the chapter, National HQ and the planning 

committee. They serve as oversight of the planning co

mmittees and many times will deal with 

conflict and problem resolution. If the Chairperson cannot or does not wish to deal with a 

situation, it may be escalated to the Executive Director for resolution. Executive Secretary 

works with the Chairperson and De

puty Chair in conduct of the duties listed below.

 

 

Responsibilities for Chairperson and Deputy Chair

 

 

·

 

Approve and circulate for use of the logo and the theme of the PDI.

 

·

 

Develop and maintain the committee work and pre

-

PDI meeting schedule. 

 

·

 

Record and dist

ribute minutes of committee meetings.

 

·

 

Coordinate advance planning meetings.

 

·

 

Provide local committee input to the pre

-

registration mailer and on

-

site program book.

 

·

 

Conduct a daily action meeting during event.

 

·

 

Coordinate an after

-

action meeting.

 

·

 

Coordinate a

n after

-

action report, to be provided to the Executive Director by 15 July.

 

·

 

Attend food tasting for meals at PDI.

 

·

 

Coordinate with Meeting Planner.

 

·

 

Arrange and coordinate with National for Volunteer Training in Mid April.  Possibly use of 

VTC from main site

 to other locations when there are multiple Chapters involved in the PDI.

 

·

 

Plan Pre

-

PDI Volunteer Party.

 

 

Responsibilities for Executive Secretary

 

 

·

 

Recruit volunteers to assist various committees during week of PDI.

 

·

 

Determine whether or not any committee "u

niform" will be used such as identifiable shirts.

 

·

 

Plan, develop and coordinate all volunteer assignments and orientation for all committees.

 

·

 

Maintain PDI volunteer database.

 

·

 

Maintain volunteer list/schedule to include at a minimum name, committee assignmen

t, 

hotel/home telephone numbers, availability for temporary reassignment to other 

activities/committees during actual PDI.

 

·

 

Maintain on

-

going list of committee members and others that will need hotel rooms, day of 

arrivals and departures, who they will shar

e with, and which hotels they will stay at.  

Coordinate with meeting planner. Host chapter will receive approximately 25 comp rooms.

 

·

 

Recruit additional chapter members for emergency/stand by assignments during PDI.

 

·

 

Provide list of names for host chapter co

mp rooms (approximately 25) to meeting planner.

 

·

 

Coordinate with Executive Committee the volunteer gifts and recognition.

 

·

 

Ensure “25 Hour” work minimum.

 

 


Program Support Committee
Responsibilities
· Works with Meeting Planner distributing signs.

· Serve as the point of contact for all speaker arrangements and coordinate program participant requirements with applicable subcommittees and meeting planning firm (i.e., Facilities/Audiovisual/ Accommodations, Transportation, Protocol, etc.)

· Prepare thank you letters for approved program participants 

· During PDI provide daily program updates/changes to Publicity committee for distribution to conferees and to Facilities committee for sign changes.

· Develop a cadre of instructional assistants (AIs) who will assist visiting speakers in conducting workshops or other training activities.  This includes the general session speakers. Instructional assistants should have knowledge of the subject to be taught, the student audience, and the facility surrounding the instructional site.  As a minimum escort duties include:

Advance contact with speaker

"Steerage" of workshop leader

Knowledge of overall PDI

Facility and logistical preparation (Room set-up, handouts ready, etc)

Disaster response (blown bulbs on overhead projector)

Package/reproduce individual presentation material to be distributed by committee members during PDI breakout sessions

· Staff Speaker Registration Room, where all speakers will sign in. (coordinate requirements with Admin committee)

· Submit recommendation for speaker gifts to Host Chapter Executive Committee and procure approved gifts/certificates

· Ensure AIs are not assigned seminars/workshops back to back.

· Responsible for collecting all audio visual forms 

· Provide hall monitors during all seminar/workshop sessions.

· Provide AI support to Plenary Speaker on-site logistics. (Arrival, departure, audio visual, book signing, etc.)

· Responsible for Service Day Support and Seminar/Workshop Support.

Administration Committee
This Committee has total administrative control as well as many operational duties for the PDI. The Chairperson should be immediately available to the PDI Host Chapter Chair. 

Responsibilities
The primary responsibilities of the Admin committee include pre-PDI record keeping, maintaining the command center and the technology center, and general administrative functions. 

All Command Center requirements will be determined by the Admin Committee, based on specific needs of other committees, National, Prestige, etc. (i.e. DSN lines, telephones located in required areas within the Command Center, message board outside Command Center, phone directory for all PDI activities, and other duties as they arise).

· Develop stationery (electrons)  and envelopes to be used during months preceding PDI.

· Develop a master sign list to include session signs, banners, welcome signs, directional signs, etc. Negotiate the production of said signs with appropriate graphics. Arrange for backup sign making capability.

· All printing and reproduction requirements will be submitted by other Committee Chairs and included with Admin's requirements, (i.e. newsletter printing, workshop handouts if necessary).

· Arrange a Technology Center to include computers, fax machines and software.

· Arrange for the loan or rental required equipment such as computers, copy machines, fax machines and computer equipment. Other Committee Chairs will submit their equipment list to Admin for consolidation into master list, which then will be forwarded to Prestige. Arrange and provide hardware and software for on-site PDI activities.  

· Purchase supplies and arrange for rapid repurchase as required. Supplies include pencils, pen, paper, rubber band, paper clips, scissors, etc.

· With the meeting planner coordinator develop a walkie-talkie policy (how many instruments, who will carry, check-in/out procedures)

· Arrange for and provide staffing for a message center and use of Bulletin boards.

· Maintain control of the Command Center.

· Prepares Banquet Seating.

· Staff Message Center.  Arrange for cards/pins for message board. 

· Together with the meeting planner develop the layout of the command center.

· Coordinate "thank-you" letters to be written at conclusion of program to: (See ATCH)


Speakers


Hotel and Convention center staff


Other suppliers


Committee members and volunteers


Others

                                                Chapter Fair Committee
Responsibilities
The primary responsibility of the committee is to plan the Thursday evening chapter event and concurrent entertainment.  This committee will work closely with Prestige Accommodations, the contracted decorator and National Headquarters.  

· Establish theme for Chapter Fair, based on overall PDI theme, and forward to Executive Committee for approval.  

· Organize, promote and host Chapter Fair

· Coordinate requests for booth space and facilities requirements with participating chapters and National Headquarters. 

· Develop guidelines for chapter booths, such as awarding prizes, etc.

· Work with Meeting Planner in determining location of various booths before final assignment is made.

· Work with Meeting Planner in determining entertainment.

· Communicate booth fees, supplies available, etc with Chapters.

· Enforce teardown guidelines.

· Enforce set-up guidelines.

· Provide name badge ribbons to attendees on registration day for Chapter sticker and pin exchange.

Hospitality Committee
Responsibilities
· Establish information tables at hotels (Tuesday and Wed until Noon), commercial airport (Monday from noon and all day on Tuesday) and convention center.

· Schedule volunteers to man the information tables.

· Design a twenty-question list of frequently asked PDI questions.  Train the volunteers who will be manning the hospitality tables.

· Order “Ask Me” Buttons.

· Ensure Welcome Signage gets to the airport and hotels.

· Staff doors for lunches and all evening activities.

· Coordinate needs of attendees per ADA requirements.

Opening/Closing Ceremonies Committee
Responsibilities
· Select Honor Guard 6 to 9 months prior to PDI consisting of representatives from all services for posting/retiring of colors.  Ensure service flags (with stands) are in place during entire PDI.

· Coordinate scripting with Executive Director and Meeting Planner.

· Arrange for performance of National Anthem (i.e. singer/music).

· Select/invite Chaplain to offer invocation.

· Arrange for band 6 to 9 months prior to PDI.

· Ensure any special needs are met for Band.

· Ensure particular stage arrangements are coordinated with Meeting Planner, (i.e. service flags, seating for Band, etc.)

· Oversee all opening ceremonies.

· Plan stage rehearsal with all participants of opening ceremony.

· Responsible for Service Banners and deliver in conjunction with Transportation Committee.

· Attend rehearsals.

· Develop thematic presentation by November on-site meeting.

· Responsible for Letters of Confirmation with all participants (singer, band, honor guard, drill team, chaplain, etc.)  Ensure letter references rehearsals dates and times.

· Write Script.

· Find Voice Of God (Narrator).

· Program to last not more than 20 min.

· Arrange for state flags if necessary.

· Arrange for augmented participation if required. IE, Drill team, honor guard, drum and bugle, Old Guard, etc.

· Arrange dinner for Honor Guard at Banquet.

· Rehearsal prior to banquet.

Protocol Committee
Responsibilities
· Obtain list of invited VIPs from National Headquarters (in February) whom have been sent special letters of invitation. 

· Obtain list of registered VIPs and guests from Registration HQs on a regular basis.

· Operate VIP Lounge during PDI. 

· Ensure that VIP needs are met during PDI.

· VIP registration is held in the lounge. Lounge hours should be the same as registration hours.

· Provide VIP escorts to level one VIPs.

· Select amenities for attending VIPs (differs according to VIP level designation).

· Coordinate VIP transportation requirements with Transportation Committee.

· Obtain biographies and photos of level one VIPs.

· Invite local area commanders.

Special Events Committee
Responsibilities
· Arrange for special optional events for registrants and guests.

· Coordinate arrangements with individual organizations/companies.

· Coordinate with a destination management company for optional activities/special events.  

· Arrange Health Fair.

      a). Identify local health care providers 9 months prior to PDI that can provide people and          resources on Tuesday, for 6 hours.

       EXAMPLE:  Insurance Company

                           Major Drug Companies (Pfizer)

                           Chiropractic Schools

                           Hospitals

                           Red Cross

                           Pharmacy (Pharmacists)

                           Dental School or Dentist

                           Medical Schools, etc.

      b). Confirm in writing. (see ATCH)

      c). Send all requirements to meeting planner (ie, tables, chairs, electricity, etc.)

      d). Provides the names of Health Care Providers to meeting planner for signage    

      preparation.          

· Arrange a Volksmarch.

     a). Contact local volksmarch Club via World Wide Web and obtain maps and assistance.

     b). Staff Registration Table.

     c). Obtain T-Shirts.

     d). Obtain donations, ie. Water, fruit, etc.

     e). Letter of Commitment.

·  Arrange a 5K Fun Run/Walk.

     a). Establish location and obtain permits.

     b). Obtain EMT.

     c). Police Requirements.

     d). Mark Course.

     e). Numbers for runners.

     f). Liability Waiver (See ATCH)

     g). Obtain T-Shirts.

     h). Obtain donations, ie. Water, fruit, etc.

     i). Busing requirements.

· Arrange MWR ticket sales.

· Arrange community service activity. Designate with the entire PDI committee an official charity.

      a). Identify charity of choice.

     b). Contact charity and find out their needs.

     c). Perform “Hands On” activities on Tuesday.

     d). Staff Table.

     e). Busing requirements.

     f). Notify all Chapter Presidents with charity needs via automated letter (See ATCH)

    g). Arrange for Charity Rep and booth for the week of PDI.

· Consider optional Tuesday planned activity. Discuss with entire committee, National and Meeting Planner at first on-site planning meeting. Example: Baseball Game.

· Assemble PDI registration packages (i.e., name tags, meal tickets, official program, facility layout, city advertisements, local establishment coupons, flyer for next year PDI, etc.). This is the stuffing of bags prior to PDI.

Technology Committee
Responsibilities
· Arrange for set up of NetCafe with Meeting Planner.  Meeting Planner orders computers for center.  Approximately 15 computers with 2 printers and 2 computers with docking stations. 

· Provides internet access and a ISP provider.

· Provides blank CD Roms and Blank Discs.

· Coordinates with Meeting Planner for Technical Support from Computer Company and from their committee members to staff shifts.

· Request from Meeting Planner a blank phone line for personal laptops usage.

· Ensures area is roped off and controls flow.

· Limits user time to 10 minutes.

· Provides paper for printers.

Transportation Committee
Responsibilities
· Identify military installation designated for PDI military air traffic.

· Coordinate VIP transportation with Protocol Committee.

· Arrange transportation needs for all Committees.

· Transport PDI material to and from various locations before, during and after PDI.

· Notify Meeting Planner of Special Needs requirements.

· Notify Meeting Planner of Military Air schedule.

· Contact Military Air Airport and get permission in writing for buses to drive onto tarmac.

· Prepare baggage tags.

· Obtain volunteers for loading and unloading baggage.

· Interface with Bus Company after Meeting Planner provides information.

· Rent cars, trucks, vans, etc, using ASMC recommendations.

· Arrange drivers.

· Contact Airport Shuttle for discount coupon and furnish National to place on the website.

· Volunteer staffing/drivers should remain in Command Center when not driving so easily contacted.

· Develop VIP folders for drivers for Level 1 attendees.

· Need to volunteers per trip to the airport when picking up Level 1 attendee, as heightened security allows no short-term parking/standing. Therefore the driver can drop off the greeter and circle the airport while that person goes into the airport and finds the individual. 

SAN DIEGO CHAPTER

AMERICAN SOCIETY OF MILITARY COMPTROLLERS

Invites you to attend its
   October Luncheon
Date:  Tuesday, 26 October 2004

Time:  11:30 a.m. – 1300/1330

Place:  Tom Ham’s Lighthouse, Harbor Island

Buffet Lunch:  Baked Ham, Fried Chicken, Cheese Enchiladas served with salad bar, rice and vegetable
Service begins promptly at 1130
Members:  $14.00

Non-Members:  $16.00
PROGRAM
Installation of New Chapter Officers

Installation Officer (TBD)

Short Program:    (TBD)

* * * * *

Deadline for reservations:  1530, Thursday, 21 October 2004.  Make reservations and pay through your command representative.  Command representatives: FAX reservation sheet to: Pat Sanders, 545-9246.   Include command, names of persons attending, status (member/non-member) and phone number of person making reservations.  Don’t forget to provide the meal choices! (If unable to provide info via fax, call Pat Sanders at 545-9863 or e-mail to prsande@nsgasd.navy.mil.

If no command rep, individual reservations may be submitted to the above numbers, include command, name of person attending, member or non-member, and phone number. 
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AMERICAN SOCIETY OF MILITARY 

COMPTROLLERS

 

 

Invites you to attend its 

 

Annual “Toys for Tots” December 

Luncheon

 

 

SPECIAL GUESTS INCLUDE:

 

 

Mr. Joe Lizura, NBC 7/39 Meteorologist

 

Ms. Isabel Valdéz, Community Relations Manager, 

NBC 7/39

 

A

 Marine Corps Representative for the Toys for Tots 

Program

 

 

Please bring an unwrapped “new” Toy

 

 

Every member that brings an unwrapped gift to the 

luncheon will get a ticket for a free special drawing.

 

 

Date:  9 December 2004

 

Time: 11:30 AM

 

 

Place:  TBD

 

Me

nu

 

TBD

 

Members:  TBD

 

 

Non

-

Members:  TBD

 

* * * * * * * * *

 

Deadline for reservations:  

1400, Thursday, 2 December 2004

.  

Make reservations and pay through your command representative

.  

Command representatives: FAX reservation sheet to: Pat 

Sanders, 545

-

9246

.

  Include command, names of persons attending, 

status (member/non

-

member) and phone number of person making 

reservations.  

(If unable to provide info via fax, call Pat Sanders 

at 545

-

9863 or e

-

mail to “prsande@nsgasd.navy.mil”.) 

 

 

If no command rep, 

individual reservations may be submitted to 

the above numbers, include command, name of person attending, 

member or non

-

member, and phone number.
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ASMC SAN DIEGO CHAPTER CHARITY CHOICES

Our ASMC San Diego Chapter would like to give the membership the chance to touch people in the community that need help.  Please submit your nominations to Sheila Jackson by October 20,  2004 at sheila.r.jackson@navy.mil., phone (619) 437-2953.

Think about how you can make a difference in the life of someone served by charities.  Tell us why your charity should be chosen.  You may nominate as many charities as you like.  One charity will be chosen per quarter.

Member Name:

Member Phone Number:

Member E-mail:

Charity Name:

Charity Phone Number:

If possible, charity e-mail address:

If possible, charity point of contact:

WHAT DOES THE CHARITY DO:

ASMC San Diego Chapter should support my charity because:

MEMBERSHIP CORNER

[image: image5.wmf]
A dues increase, was effective with on 1 August date. 

National dues for individual members will be $26 for one year, or $75 for three years. Corporate dues will be $250. With this dues increase, ASMC Headquarters will also begin to accept credit cards for membership dues. 

You can be the top recruiter next year.  The ASMC San Diego Chapter membership drive runs from 1 Apr 04 to 31 Mar 05.  The first place prize is a 2005 PDI registration held next year in Salt Lake City, 2nd prize is 2005 Accounting Day registration and 3rd prize is $25.00 cash.

If you have any membership questions, please contact Sheila Jackson at 437-2953 or contact her at sheila.r.jackson@navy.mil

Certified Defense Financial Manager
Did you know that, the National PDI "Virtual Library" is now available for your use?  

If you attended the PDI, you may now earn CPE for some of the workshops you were not able to attend.  

If you didn't attend the PDI, you have the opportunity to share the "PDI experience" and earn important CPEs.  

While there are many more presentations available for viewing, thirteen are structured so that after viewing you can take a short quiz and if you have a score of 80% or higher you will be awarded 1.5 CPE for that viewing. If you don't have an adequate score you may continue viewing that workshop and taking the quiz until you've achieved the necessary score.  

Up to 19.5 CPE are possible.  However, if you attended the specific workshop at the PDI and were awarded hours in your CPE letter you will not be able to count the additional CPE for CDFM renewal purposes.  

Best news of all, these CPEs are FREE.  

      American Society of Military Comptrollers

San Diego Chapter

MEMBERS' CONTINUING EDUCATION

NOMINATION FORM

PART I:  Personal Information
A. Applicant's Name:   _________________________________________________________________                                                  

FIRST                             MIDDLE INITIAL                       LAST

B. Applicant's Address:   

___________________________________________________________________

 




STREET

                                                                                                                                                                                                                                                                                                                               __________________________________________________________________

CITY            


STATE        

ZIP CODE 

C. Employing Agency and Address:  

___________________________________________________________________

D. Office Phone No. (COMM):  _____________________  (DSN): _______________

E.     Current position:  _______________________________  Series:  ______________

E. Date of Application:   _________________________________________________

Part II:  Course Information

Course Title:  ____________________________________________________________

Course #:  ____________

Units:                           Start Date: ________________   Completion Date: ____________

Statement of Content (provide copy of course description from school catalog):

American Society of Military Comptrollers

San Diego Chapter

MEMBERS' CONTINUING EDUCATION

NOMINATION FORM 

(Cont’d)
Part III:  Applicant Disclosure Statement:

I am  _____    am not ______  receiving educational assistance in the amount of  $_______   (For example, scholarship(s), GI Bill, Cal Vet, Korean Orphans, Etc.)

Signature    ______________________________________________   

Date  ___________________________

PART IV:  Statement

I am current enrolled in the ______________________________________ program 

working towards a degree in _____________________________to be completed 

by____________________________. 

I have completed ___________________units of college work with GPA of  _______  of 

which_______of these completed units are in the field of my major.                                             

To the best of my knowledge, the information contained units are in this application is true and correct.

Signature ________________________________________________________________                                                                                                  

Date ______________________

American Society of Military Comptrollers

San Diego Chapter

MEMBERS' CONTINUING EDUCATION

NOMINATION FORM 

(Cont’d)
CHAPTER ENDORSEMENT (Chapter Officer) DATA:

Name:  

________________________________________________________________________  Rank/Grade  

               First      

      M.I.         

    Last

Date Application Received:  ____________________________________

Signature: __________________________________________


Date: ________________________

Chapter Name and Address:  ________________________________________________

________________________________________________________________________

COMM Telephone No.:  _______________________     DSN:  ____________________

PART V:  APPLICANT INSTRUCTIONS

1.       The applicant must provide a letter of recommendation from his or her current organizational supervisor or academic institution official.

PART V:  APPLICANT INSTRUCTIONS

1.       The applicant must provide a letter of recommendation from his or her current organizational supervisor or academic institution official.

2. Mail completed application package and letter of recommendation to: DEBBIE ANN WIGNALL

San Diego ASMC Chapter Secretary, 5156 Avenida Playa Cancun, San Diego, CA 92124, (619) 556-2273

JOB OPPORTUNITY


[image: image6.wmf]     

Commander, Naval Surface Force, U.S. Pacific Fleet (COMNAVSURFPAC) located at NAB Coronado has a GS-560-12 Budget Analyst vacancy that is being recruited in the next couple weeks (via Resumix system).

The position is in the Comptroller shop, and will work directly for the Budget Officer as the Expense Lim, Combat Operations Support & Civilian Labor Budget Analyst (primary duties).
Individuals who are interested, please ensure your resume is updated and active in the Resumix system for the 560 series. 
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WE ARE STILL TRYING TO REACH YOU….


Our attempts to assemble a valid contact list to reach all our members is not an easy task.  I am certain we do not have a complete list and therefore are not reaching everyone as we should be.  Please assist me by sending me back your command and your command rep’s name and number so that I can get this list in order.  This is a very important list we use as our communication tool for distribution of all information to our chapter’s members.

I would be ever so grateful and appreciative to receive feedback for who you as a member go through for ASMC information.  A name and number or email will help to create this important tool for our Chapter.Thanks for your cooperation!        

Sherry Major

Special Events Coordinator 

Newsletter Editor

Comm Phone 619 532 – 1109  DSN 522
Fax 619 532 - 1184

	ASMC BOARD MEMBERS

	For 2003/2004

	POSITION TITLE
	OFFICER NAME
	COML #
	DSN
	FAX
	E-MAIL ADDRESS

	PRESIDENT
	CDR GREGORY MARTIN
	619-216-

9376
	 
	n/a
	Glmartin1@cox.net

	EXECUTIVE VICE PRESIDENT
	PATRICIA SANDERS
	619-545-9863
	735
	619-545-9246
	prsande@nsgasd.navy.mil

	ADMINISTRATIVE VICE PRESIDENT
	SHEILA JACKSON
	619-437-2953
	577
	619-437-3872
	sheila.r.jackson@navy.mil

	SECRETARY
	DEBBIE WIGNALL
	619-556-2273
	526
	619-556-2294
	Deborah.Wignall@navy.mil

	TREASURER
	EDGAR DEGUZMAN
	858-616-5096
	669
	858-616-5670
	edgar.deguzman@dfas.mil

	NATIONAL CHAPTER REP
	PAMELA HERMAN
	619-556-2304
	526
	619-556-2294
	Pamela.Herman@navy.mil

	COMMITTEE LEADERS

	NEWSLETTER
	BETTY PADGETT
	619-532-3722
	522
	619-532-1048
	betty.padgett@navy.mil

	INFORMATION TECH
	Vacant
	
	
	
	

	PHOTOGRAPHER
	AL PARRA
	619-553-0785
	553
	619-553-9014
	alberto.parra@navy.mil

	ACCOUNTING DAY /AWARDS/SPECIAL EVENTS
	SHERRY MAJOR
	619-532-1109
	522
	619-532-1184
	sherry.major@navy.mil

	CDFM COORDINATOR
	PAMELA ALDERMAN
	 619-553-8417
	 553
	619-553-9389
	alderman@nhrc.navy.mil
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EXECUTIVE VICE PRESIDENT’S NOTES


ASMC San Diego will be hosting the Professional Development Institute (PDI) in 2006.  As you know, we had a very successful and profitable PDI in 1999.  


Attached you will find a description of the various committees along with the list of committees and the vacancies we still have for a few Chairs and 


Co-Chairs.


If you are not interested in any of the committees as Chairs or Co-Chairs, please consider being a member of the team as just a volunteer.   You will find this evolution a great experience, meet new people and make new friends.


If you have any questions, please feel free to contact me at (619) 545-9863 or email:  prsande@nsgasd.navy.mil .
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AMERICAN SOCIETY OF MILITARY COMPTROLLERS


Invites you to attend its 


Annual “Toys for Tots” December Luncheon


SPECIAL GUESTS INCLUDE:


Mr. Joe Lizura, NBC 7/39 Meteorologist


Ms. Isabel Valdéz, Community Relations Manager, NBC 7/39


A Marine Corps Representative for the Toys for Tots Program


Please bring an unwrapped “new” Toy


Every member that brings an unwrapped gift to the luncheon will get a ticket for a free special drawing.


Date:  9 December 2004


Time: 11:30 AM


Place:  TBD


Menu


TBD


Members:  TBD

Non-Members:  TBD


* * * * * * * * *

Deadline for reservations:  1400, Thursday, 2 December 2004.  Make reservations and pay through your command representative.  Command representatives: FAX reservation sheet to: Pat Sanders, 545-9246.  Include command, names of persons attending, status (member/non-member) and phone number of person making reservations.  (If unable to provide info via fax, call Pat Sanders at 545-9863 or e-mail to “prsande@nsgasd.navy.mil”.) 


[image: image5.wmf][image: image6.wmf][image: image7.wmf][image: image8.wmf][image: image9.wmf]If no command rep, individual reservations may be submitted to the above numbers, include command, name of person attending, member or non-member, and phone number.
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PDI Planning Guide



Executive Committee


The PDI Chairperson and Deputy Chair are the conduits that hold the PDI planning committee together. They will serve as the liaison between the chapter, National HQ and the planning committee. They serve as oversight of the planning committees and many times will deal with conflict and problem resolution. If the Chairperson cannot or does not wish to deal with a situation, it may be escalated to the Executive Director for resolution. Executive Secretary works with the Chairperson and Deputy Chair in conduct of the duties listed below.


Responsibilities for Chairperson and Deputy Chair


· Approve and circulate for use of the logo and the theme of the PDI.


· Develop and maintain the committee work and pre-PDI meeting schedule. 


· Record and distribute minutes of committee meetings.


· Coordinate advance planning meetings.


· Provide local committee input to the pre-registration mailer and on-site program book.


· Conduct a daily action meeting during event.


· Coordinate an after-action meeting.


· Coordinate an after-action report, to be provided to the Executive Director by 15 July.


· Attend food tasting for meals at PDI.


· Coordinate with Meeting Planner.


· Arrange and coordinate with National for Volunteer Training in Mid April.  Possibly use of VTC from main site to other locations when there are multiple Chapters involved in the PDI.


· Plan Pre-PDI Volunteer Party.


Responsibilities for Executive Secretary


· Recruit volunteers to assist various committees during week of PDI.


· Determine whether or not any committee "uniform" will be used such as identifiable shirts.


· Plan, develop and coordinate all volunteer assignments and orientation for all committees.


· Maintain PDI volunteer database.


· Maintain volunteer list/schedule to include at a minimum name, committee assignment, hotel/home telephone numbers, availability for temporary reassignment to other activities/committees during actual PDI.


· Maintain on-going list of committee members and others that will need hotel rooms, day of arrivals and departures, who they will share with, and which hotels they will stay at.  Coordinate with meeting planner. Host chapter will receive approximately 25 comp rooms.


· Recruit additional chapter members for emergency/stand by assignments during PDI.


· Provide list of names for host chapter comp rooms (approximately 25) to meeting planner.


· Coordinate with Executive Committee the volunteer gifts and recognition.


· Ensure “25 Hour” work minimum.


Program Support Committee


Responsibilities


· Works with Meeting Planner distributing signs.


· Serve as the point of contact for all speaker arrangements and coordinate program participant requirements with applicable subcommittees and meeting planning firm (i.e., Facilities/Audiovisual/ Accommodations, Transportation, Protocol, etc.)


· Prepare thank you letters for approved program participants 


· During PDI provide daily program updates/changes to Publicity committee for distribution to conferees and to Facilities committee for sign changes.


· Develop a cadre of instructional assistants (AIs) who will assist visiting speakers in conducting workshops or other training activities.  This includes the general session speakers. Instructional assistants should have knowledge of the subject to be taught, the student audience, and the facility surrounding the instructional site.  As a minimum escort duties include:


Advance contact with speaker


"Steerage" of workshop leader


Knowledge of overall PDI


Facility and logistical preparation (Room set-up, handouts ready, etc)


Disaster response (blown bulbs on overhead projector)


Package/reproduce individual presentation material to be distributed by committee members during PDI breakout sessions


· Staff Speaker Registration Room, where all speakers will sign in. (coordinate requirements with Admin committee)


· Submit recommendation for speaker gifts to Host Chapter Executive Committee and procure approved gifts/certificates


· Ensure AIs are not assigned seminars/workshops back to back.


· Responsible for collecting all audio visual forms 


· Provide hall monitors during all seminar/workshop sessions.


· Provide AI support to Plenary Speaker on-site logistics. (Arrival, departure, audio visual, book signing, etc.)


· Responsible for Service Day Support and Seminar/Workshop Support.


Administration Committee


This Committee has total administrative control as well as many operational duties for the PDI. The Chairperson should be immediately available to the PDI Host Chapter Chair. 


Responsibilities


The primary responsibilities of the Admin committee include pre-PDI record keeping, maintaining the command center and the technology center, and general administrative functions. 


All Command Center requirements will be determined by the Admin Committee, based on specific needs of other committees, National, Prestige, etc. (i.e. DSN lines, telephones located in required areas within the Command Center, message board outside Command Center, phone directory for all PDI activities, and other duties as they arise).


· Develop stationery (electrons)  and envelopes to be used during months preceding PDI.


· Develop a master sign list to include session signs, banners, welcome signs, directional signs, etc. Negotiate the production of said signs with appropriate graphics. Arrange for backup sign making capability.


· All printing and reproduction requirements will be submitted by other Committee Chairs and included with Admin's requirements, (i.e. newsletter printing, workshop handouts if necessary).


· Arrange a Technology Center to include computers, fax machines and software.


· Arrange for the loan or rental required equipment such as computers, copy machines, fax machines and computer equipment. Other Committee Chairs will submit their equipment list to Admin for consolidation into master list, which then will be forwarded to Prestige. Arrange and provide hardware and software for on-site PDI activities.  


· Purchase supplies and arrange for rapid repurchase as required. Supplies include pencils, pen, paper, rubber band, paper clips, scissors, etc.


· With the meeting planner coordinator develop a walkie-talkie policy (how many instruments, who will carry, check-in/out procedures)


· Arrange for and provide staffing for a message center and use of Bulletin boards.


· Maintain control of the Command Center.


· Prepares Banquet Seating.


· Staff Message Center.  Arrange for cards/pins for message board. 


· Together with the meeting planner develop the layout of the command center.


· Coordinate "thank-you" letters to be written at conclusion of program to: (See ATCH)



Speakers



Hotel and Convention center staff



Other suppliers



Committee members and volunteers



Others


Chapter Fair Committee


Responsibilities


The primary responsibility of the committee is to plan the Thursday evening chapter event and concurrent entertainment.  This committee will work closely with Prestige Accommodations, the contracted decorator and National Headquarters.  


· Establish theme for Chapter Fair, based on overall PDI theme, and forward to Executive Committee for approval.  


· Organize, promote and host Chapter Fair


· Coordinate requests for booth space and facilities requirements with participating chapters and National Headquarters. 


· Develop guidelines for chapter booths, such as awarding prizes, etc.


· Work with Meeting Planner in determining location of various booths before final assignment is made.


· Work with Meeting Planner in determining entertainment.


· Communicate booth fees, supplies available, etc with Chapters.


· Enforce teardown guidelines.


· Enforce set-up guidelines.


· Provide name badge ribbons to attendees on registration day for Chapter sticker and pin exchange.


Hospitality Committee


Responsibilities


· Establish information tables at hotels (Tuesday and Wed until Noon), commercial airport (Monday from noon and all day on Tuesday) and convention center.


· Schedule volunteers to man the information tables.


· Design a twenty-question list of frequently asked PDI questions.  Train the volunteers who will be manning the hospitality tables.


· Order “Ask Me” Buttons.


· Ensure Welcome Signage gets to the airport and hotels.


· Staff doors for lunches and all evening activities.


· Coordinate needs of attendees per ADA requirements.


Opening/Closing Ceremonies Committee


Responsibilities


· Select Honor Guard 6 to 9 months prior to PDI consisting of representatives from all services for posting/retiring of colors.  Ensure service flags (with stands) are in place during entire PDI.


· Coordinate scripting with Executive Director and Meeting Planner.


· Arrange for performance of National Anthem (i.e. singer/music).


· Select/invite Chaplain to offer invocation.


· Arrange for band 6 to 9 months prior to PDI.


· Ensure any special needs are met for Band.


· Ensure particular stage arrangements are coordinated with Meeting Planner, (i.e. service flags, seating for Band, etc.)


· Oversee all opening ceremonies.


· Plan stage rehearsal with all participants of opening ceremony.


· Responsible for Service Banners and deliver in conjunction with Transportation Committee.


· Attend rehearsals.


· Develop thematic presentation by November on-site meeting.


· Responsible for Letters of Confirmation with all participants (singer, band, honor guard, drill team, chaplain, etc.)  Ensure letter references rehearsals dates and times.


· Write Script.


· Find Voice Of God (Narrator).


· Program to last not more than 20 min.


· Arrange for state flags if necessary.


· Arrange for augmented participation if required. IE, Drill team, honor guard, drum and bugle, Old Guard, etc.


· Arrange dinner for Honor Guard at Banquet.


· Rehearsal prior to banquet.


Protocol Committee


Responsibilities


· Obtain list of invited VIPs from National Headquarters (in February) whom have been sent special letters of invitation. 


· Obtain list of registered VIPs and guests from Registration HQs on a regular basis.


· Operate VIP Lounge during PDI. 


· Ensure that VIP needs are met during PDI.


· VIP registration is held in the lounge. Lounge hours should be the same as registration hours.


· Provide VIP escorts to level one VIPs.


· Select amenities for attending VIPs (differs according to VIP level designation).


· Coordinate VIP transportation requirements with Transportation Committee.


· Obtain biographies and photos of level one VIPs.


· Invite local area commanders.


Special Events Committee


Responsibilities


· Arrange for special optional events for registrants and guests.


· Coordinate arrangements with individual organizations/companies.


· Coordinate with a destination management company for optional activities/special events.  


· Arrange Health Fair.


      a). Identify local health care providers 9 months prior to PDI that can provide people and          resources on Tuesday, for 6 hours.


       EXAMPLE:  Insurance Company


                           Major Drug Companies (Pfizer)


                           Chiropractic Schools


                           Hospitals


                           Red Cross


                           Pharmacy (Pharmacists)


                           Dental School or Dentist


                           Medical Schools, etc.


      b). Confirm in writing. (see ATCH)


      c). Send all requirements to meeting planner (ie, tables, chairs, electricity, etc.)


      d). Provides the names of Health Care Providers to meeting planner for signage    


      preparation.          


· Arrange a Volksmarch.


     a). Contact local volksmarch Club via World Wide Web and obtain maps and assistance.


     b). Staff Registration Table.


     c). Obtain T-Shirts.


     d). Obtain donations, ie. Water, fruit, etc.


     e). Letter of Commitment.


·  Arrange a 5K Fun Run/Walk.


     a). Establish location and obtain permits.


     b). Obtain EMT.


     c). Police Requirements.


     d). Mark Course.


     e). Numbers for runners.


     f). Liability Waiver (See ATCH)


     g). Obtain T-Shirts.


     h). Obtain donations, ie. Water, fruit, etc.


     i). Busing requirements.


· Arrange MWR ticket sales.


· Arrange community service activity. Designate with the entire PDI committee an official charity.


      a). Identify charity of choice.


     b). Contact charity and find out their needs.


     c). Perform “Hands On” activities on Tuesday.


     d). Staff Table.


     e). Busing requirements.


     f). Notify all Chapter Presidents with charity needs via automated letter (See ATCH)


    g). Arrange for Charity Rep and booth for the week of PDI.


· Consider optional Tuesday planned activity. Discuss with entire committee, National and Meeting Planner at first on-site planning meeting. Example: Baseball Game.


· Assemble PDI registration packages (i.e., name tags, meal tickets, official program, facility layout, city advertisements, local establishment coupons, flyer for next year PDI, etc.). This is the stuffing of bags prior to PDI.


Technology Committee


Responsibilities


· Arrange for set up of NetCafe with Meeting Planner.  Meeting Planner orders computers for center.  Approximately 15 computers with 2 printers and 2 computers with docking stations. 


· Provides internet access and a ISP provider.


· Provides blank CD Roms and Blank Discs.


· Coordinates with Meeting Planner for Technical Support from Computer Company and from their committee members to staff shifts.


· Request from Meeting Planner a blank phone line for personal laptops usage.


· Ensures area is roped off and controls flow.


· Limits user time to 10 minutes.


· Provides paper for printers.


Transportation Committee


Responsibilities


· Identify military installation designated for PDI military air traffic.


· Coordinate VIP transportation with Protocol Committee.


· Arrange transportation needs for all Committees.


· Transport PDI material to and from various locations before, during and after PDI.


· Notify Meeting Planner of Special Needs requirements.


· Notify Meeting Planner of Military Air schedule.


· Contact Military Air Airport and get permission in writing for buses to drive onto tarmac.


· Prepare baggage tags.


· Obtain volunteers for loading and unloading baggage.


· Interface with Bus Company after Meeting Planner provides information.


· Rent cars, trucks, vans, etc, using ASMC recommendations.


· Arrange drivers.


· Contact Airport Shuttle for discount coupon and furnish National to place on the website.


· Volunteer staffing/drivers should remain in Command Center when not driving so easily contacted.


· Develop VIP folders for drivers for Level 1 attendees.


· Need to volunteers per trip to the airport when picking up Level 1 attendee, as heightened security allows no short-term parking/standing. Therefore the driver can drop off the greeter and circle the airport while that person goes into the airport and finds the individual. 
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