COORDINATION

CONCEPTUAL FRAMEWORK WORKSHOP

· Called trade center about non-refundable deposit and total amount for services

· Sent Bill email about lack of teleconference capability for workshop.

· Coordinated with CERL and Phone Company to get phone hook-up at conference center

· Sent workshop agenda with installation revisions to Bill

· Attended Workshop

SERDP SYMPOSIUM

· Borrowed Theresa's slides from ITAM presentation for SERDP symposium

· Created more bullets to go with slides

· Sent out info to Fort Benning P.O.C.'s on arrangements for symposium

· Faxed registration form to Fort Benning P.O.C.'s for SERDP symposium

· Coordinated with Teresa Aden on hotel, flight, and symposium registration

· Sent CERL's group's pictures to Teresa for use in poster

· Faxed travel documents to John and Pete

· Attended Symposium

SEMP

· Met with DPW representative to discuss process for obtaining GSA vehicle

· Went to Motor Pool to clarify procedure for vehicle

· Typed and faxed memo per Motor Pool's request to submit vehicle request 

· Scheduled with Colonel Buck's office per John Brent to take him to water monitoring site-canceled

· Met with John Hall and John Brent about slides for framework workshop

· Typed slides from workshop and sent to John Brent

· Sought alternative to copying current burn map-none found

· Addressed Teresa's email about SEMP website

· Made comments to John Brent's slides for SERDP Symposium

ORNL

· Coordinated with Auburn on Defensive Driving Course (DDC) and submitted letter to DDC office

· Coordinated field work for Auburn

· Coordinated trip to install water monitoring equipment in December
· Addressed Virginia's email as to their plans for 2000
SREL
· Coordinated meetings with Forestry burn manager and timber harvest manager Coordinated with Forestry burn manager and meeting with SREL

· Sent Forestry burn manager recent SREL proposal

ECMI

· Coordinated with Forestry burn manager and meeting with Rose

· Rescheduled November 8 ECMI meetings

U OF F

· Coordinated with U of F for November 18

FIELD WORK

ORNL

· Fieldwork with Auburn-all sites successfully established 

ECMI

· Replaced batteries in hydrolab at Bonham Creek

SREL

· Provided tour of installation for SREL
GENERAL

· Read SAB

· Posted SREL, Auburn, and U of F visits to DENIX

· Read ICAP

· Had RFMSS installed on PC so I can now schedule access to training areas electronically


Obtained password

MEETINGS AND CONFERENCE CALLS

· Met with Pete to discuss listserve and NRMB activities.

· Held meeting with Fort Benning P.O.C.'s to discuss framework workshop

· Prepared for meeting to discuss workshop slides

· Met with Pete to discuss SREL visit

· Sent Theresa update from week of November 1 meetings

· Coordinated SREL meetings November 10


Meeting with Forestry burn manager


Meeting with Forestry timber harvest manager


Meeting with Chief Wildlife Biologist

· Conference call to discuss workshop agenda and installation comments on the conceptual requirement document

· Meeting with John Brent about slides for workshop

ADMINISTRATION

· Ran Norton every two weeks

· Updated antivirus every two weeks and additionally at DoT's request

· Sent TNC requested information on SEMP

· Sent office supply order to HGL

· Office Depot-bought office supplies


OD unable to copy burn map

· Typed notes and follow-ups from November 3 teleconference

· Backed up PC every two weeks

· Typed directions to Columbus Convention Center

· Informed Fort Benning P.O.C.'s of all posted events to DENIX

· Drafted statement of need for assistant per Eileen's request
