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Whether you are a òseasonedó mem-
ber or shiny new to the organization, 
there are many things that you can 
do to aid IAAP in òMaking the Leap to 
Remarkableó.   
 

For those new to IAAP, donõt be afraid 
to get your feet wet!  Start by helping 
out on a committee or two...learn as 
much as you can about the process 
and always ask questions!  You may 
be surprised to find talents and 
strengths you didnõt know you had. 
For those òseasonedó members, share 
the wealth; become a mentor!  The 
chances for success with succession 
planning dramatically increase when 
we  share our knowledge and experi-
ences with others.   

 

Everyone has something to contrib-
ute.  You get out of IAAP as much as 
you are willing to put into it.  Develop 
your passion, find your purpose and 

thené 

Make that Leap to Remarkable!  

Making the Leap to Remarkable; What Can You Do?  
~ Beth Hoss, CPS/CAP  

òMaking the Leap to Remarkable.  
Remarkable is not a destination, 
but rather a journey. The path 
changes constantly. We cannot re-
main in one place. What is remark-
able today, may not be remarkable 
next week or next year. We have to 
be brave. Rather than fear change, 
we must go forth and make our 
mark. Making the Leap to Remark-
able is also about us thinking and 
acting in a remarkable way each 
and every day. Remarkable is de-
fined as worthy of being noticed, 
something uncommon or extraordi-
nary. As situations arise and as 
we work with one another, we 
need to constantly ask ourselves ð 
is this remarkable thinking or a 
remarkable behavior? Am I acting 
and projecting a remarkable atti-

tude and synergy?ó 

The above excerpt from 2011 -2012 In-
ternational President, Tamra Goodall, 
CPS/CAP at EFAM 2011 offers each of 
us wonderful inspirations to start this 
new term...this new journey with IAAP.  

Let it be known throughout the land : 
To all loyal  IAAP members of the Virginia - West Virginia     
Division, make your voices heard!  Your participation is     
humbly requested in the official naming  of our Division news-
letter.  Forward all entries along with a brief reason supporting 
the selection to Beth Hoss, CPS/CAP (topsail03@cox.net).  All 
submissions must be  received by  the eleventh day of October 
in the year of our Lord, two thousand eleven.  Entries will be 
anonymously submitted to the Royal Court (Executive Board) 
for the final Royal Decree.   

The victorious entry will be revealed in  the November edition. 

Here Ye!  Here Ye! 



growth.  Our Leadership Forum 

was held in Lynchburg on August 

20 in which chapters and division 

gained a better understanding of 

the IAAP mission and changes 

that have been incorporated dur-

ing the past year.  The Board is 

exploring the possibility of future 

Leadership Forums which all 

members will be invited, and donõt 

forget to mark on your calendar 

the Professional Development 

Seminar in Richmond on October 

29.   
 

International President Tamra 

Goodall, CPS/CAP, reminded eve-

ryone at her installation ceremony 

in Montr®al that, òRemarkable is 

not a destination, but rather a 

journey, and the path changes 

constantly. We cannot remain in 

one place. IAAP will have to con-

tinue to change and grow so we, 

rather than others, will be chal-

lenging and defining remarkable 

not only in our Association but in 

our profession.ó   
 

Keep in mind that success is a 

conscious decision ñif itõs to be, 

itõs up to you.  Your Executive 

Board stands ready to assist in 

any way possible.  Hereõs wishing 

you an absolutely remarkable 

year.   

 

Shirley  

 

The 2011 -2012 Making the Leap 

to Remarkable year is off to a 

great start, and I want to begin 

by saying thanks to you the 

members for allowing me to 

serve on the Executive Board.  It 

is certainly a privilege to be your 

division president and work 

alongside each of you.  As we 

continue to build on the founda-

tion that has been established 

by our predecessors, it has never 

been more apparent that we 

must continue to offer training 

opportunities and programs that 

align with the IAAP mission.   
 

Just in the first three weeks of 

our new year, membership in-

creased by seven.  Increasing 

our numbers is a critical element 

to being successful as every 

member is essential in contrib-

uting to chapter goals.  But 

equally important is retaining 

our current members.  All mem-

bers and chapters are encour-

aged to follow the Pathways to 

Excellence agenda and make 

sure deadlines are met to obtain 

the Excellence designation at 

yearõs end.  Your efforts in this 

program will assist the division 

in achieving the Division of Ex-

cellence.  You can do it ñand we 

can do it together!  
 

Your IAAP membership offers 

opportunity in personal and pro-

fessional development, latest 

technology trends, networking, 

certifications, and leadership 
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òAbility is what you're 

capable of doing.  

Motivation determines 

what you do.  Attitude 

determines how well you 

do it.ó ~ Lou Holtz (Hall-

of-Fame Football Coach) 

Message From The VA -WV Division President  
~ Shirley Fuller, CPS/CAP  



 Division News  
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Did you know there are 700 members in the Virginia -West Virginia Divi-
sion?  Did you also know there are approximately 150 of those 700 
members who have completed their profile and who take an active part 
in the Web Community?  One of the goals this year for the Web Commu-
nity Team is to get more of the VA -WV Division members actively using 
it.  To do that, we are planning to host Saturday learning sessions 

across the states.  During the learning sessions, we will take pictures to add to your profile, 

help you complete your bio, and show you all around the Web Community.  The sessions will 
take place in one of the many computer labs across the states so multi -members will be able to 
learn at the same time ð it will be a complete hands -on experience.  So look for a training ses-
sion coming to your area.  If you would like to schedule one for your chapter or combine with 
several chapters, send us an email.  
 

We are also asking that if you have any information you want posted on the website, that you 
complete the new òWeb Content Request Form.ó  It can be found in the Virginia-West Virginia 
Division library.  Click on this link to go directly to the form:  
http://community.iaap -hq.org/viewdocument/?DocumentKey=b18b8fb6 -3af6 -4a62 -87e2 -
d20a4a325407 . 
 

Share your chapter news with other chapters across the Division.  We want to hear from you.  

Your website team is:  
Gerri Richards, CPS/CAP ð grichards@myvalleybank.com  

Tammie Smith, CPS/CAP ð tjsmith@vt.edu  
Kemetia Foley, CPS/CAP ð kmkfoley@gmail.com  

Karen Mason, CPS/CAP, MOS ð Karen.Mason@dhgllp.com  

Leadership Forum - Lynchburg, VA August 20, 2011  
~ Shirley Fuller, CPS/CAP  

What a great day we had in Lynchburg at our Leadership Forum, and a special thank you to all 
in attendance.  Approximately 60 of our IAAP members traveled to Central Virginia Community 
College to learn more about our organization and the changes taking place this year.  What a 
privilege to have our International President Tamra Goodall, CPS/CAP, share the S.E.L.F. Social 
Dimensional Descriptors.  Thank you, Tamra.  
 

Some positive comments received regarding the forum were from Juanita Wolfe -Cersley, CPS/
CAP, President of Tri -City Chapter:  òIt was well attended and very informative.  Kudos to all who 
worked on making that event possible.ó 
 

And from Cynthia Robinson, CAP, Old Dominion Chapter President:  òThe forum was enlighten-
ing, educational, inspiring, and fun! In addition, it was a great day of professional development, 
networking, and shopping!  
 

To all the presenters ña wonderful job. And a special thanks to the Past Presidentôs Advisory 
Council for their assistance: Teresa Henderson, CAP, MJ Surina, CAP, and Doris England, CPS/
CAP; and the Lynchburg Chapter for providing dessert.  
 

Hereõs wishing everyone a great year as we engage in Making the Leap to Remarkable . 

Web Community Update ~ Gerri Richards, CPS/CAP  

http://community.iaap-hq.org/viewdocument/?DocumentKey=b18b8fb6-3af6-4a62-87e2-d20a4a325407
http://community.iaap-hq.org/viewdocument/?DocumentKey=b18b8fb6-3af6-4a62-87e2-d20a4a325407
mailto:grichards@myvalleybank.com
mailto:tjsmith@vt.edu
mailto:kmkfoley@gmail.com
mailto:Karen.Mason@dhgllp.com


Have you updated your profile on the Division website yet?  
MAKE THAT COMMITMENT  

go to www.iaap -va-wv.org now, sign in and create/update your profile today!  

Another year, another dollar to spend on your Division Ways and Means projects and do we 
have some goodies to entice you!  The Board will be selling 50/50 tickets ð 20 (long stretch) for 
$5!  What a deal!!  You can only buy from a Board member or at a Division event ð 
PDS/LAN/Annual Meeting.  Drawing will be at Annual Meeting and winner doesnõt have to be 
present so see a Board member for your tickets.  Remember ð this òpotó has ranged from $125 

- $300+.  A great help for expenses to International.  

 

In addition, we will still be having the latest fashions from Magic Scarf - jackets ð crop pants ð 
long pants ð skirts, etc.,   Plan to add some new additions to your wardrobe.  Great items for 

trips ð so easy to pack and mix and match.  

 

We are also bringing back Jewelry by Leslie.  We had her jewelry several years ago and, if you 
have been at International, you have seen her display.   We will have a great variety starting at 
Leadership and PDS so start checking your Christmas list and get a jump on holiday shop-

ping.  

 

We are conducting a clearance sale on our Division shirts ð only $18.  Great to wear to the  
Division and International events thus letting everyone know youõre a member of the best       

Division in the Organization!  
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Division Ways & Means  ~ JoAnn Panuska  

Up Close & Personal  
Getting to Know Your 2011 - 2012 Division Board  

Shirley Fuller, CPS/CAP - President  

ď Birthday:  July 18th  
ď Where you were born:  Amherst, VA  
ď City you live in:  Amherst (have come full circle)  
ď Anything about family:   4 siblings, 3 children, 4 grandchildren  
ď Work for:  Lynchburgõs Police Chief as Executive Assistant  

ď Hobbies/Interests:   Travel & more travel ð historical places, reading  
ď Favorite Quote:  What goes around comes around (heard all my life 

from my Mother)  
ď Favorite Movie:  Forbidden with Jacqueline Bisset, Jurgen Prochnow 

(based on a true story, The Last Jews in Berlin)  
ď Member of IAAP since:  1998  
ď Pet Peeves:  Unfulfilled promises & commitments  

ď What you want to be remembered for:  The way we judge our lives is in most cases the 
affect we have had on our families and friends. I would like to be remembered as someone 
who cared about others and tried to make a difference. If we are missed when we are gone, 
then just maybe we did something right.  
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2011 -2012 DIVISION OF EXCELLENCE  

 CRITERIA  
Date 
Due  

Date  
Completed  

* 1  
Division submits Chapter Education/Training Evaluation form to IAAP 
Headquarters Membership Department  

10/15/11    

        

2 

a.  Division submits division budget and annual division financial re-
view/audit report to the International Treasurer by December 31.  

12/31/11    

b.  Division submits Chapter Financial Evaluation form to IAAP Headquar-
ters Membership Department by January 15.  

1/15/12    

        

3 
Division submits completed Chapter Membership Drive Evaluation form to 
IAAP Headquarters Membership Department by June 15  

6/15/12    

        

4 
Division submits completed Chapter New Member Orientation Evaluation 
form to IAAP Headquarters Membership Department by June 30  

6/30/12    

        

5 

a. Division develops and updates the divisionõs business plan. Division 
submits business plan to International President -Elect by April 30.  

4/30/12    

 b.  Division submits completed Chapter Business Plan Evaluation form to 
IAAP Headquarters Membership Department by May 15.  

5/15/12    

        

6 
Division submits a completed Division Annual Meeting Credentials Verifi-
cation form to IAAP Headquarters Membership Department by June 30.  

6/30/12    

        

7 
Division sends a delegate or submits a proxy to the International Educa-
tion Forum and Annual Meeting held in the current IAAP fiscal year.  

  7/24/11  

        

8  

As of June 30 of the current IAAP fiscal year, at least 20% of the divisionõs 

chapters qualify for Chapter of Excellence and at least 7% of the division 
members qualify for Member of Excellence  
A/O 1 Jul 2011:  # of chapter:  19; 20% = 4  
A/O 1 Jul 2011: # of members: 792; 7% =56  

6/30/12    

This year, with YOUR help, we will make that Leap to Remarkable and attain the Division of     
Excellence!  During the 2011 EFAM 25 OF 35 division representatives walked across the stage 
to accept congratulations from Mary Ramsey Drow, CPS/CAP, 2010 -2011 International    
President.  It all starts with the individual member - Members of Excellence build Chapters of      
Excellence which build Divisions of Excellence.  I'm ready to make that leap - are you?  
 

*  Note:  Criteria #1  inputs  are  due  NLT September 30, 2011 to  
Tammy A. Trietch, CPS/CAP, ttrietch@cox.net  

              

Visit www.iaap -va-wv.org/VAWVDivision/AboutUs/  
to download the new Virginia -West Virginia Division brochure   
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My goal this year is to address some basic 
parliamentary procedures that are routinely 
used during our meetings.  While serving as 
both chapter president and division presi-
dent, I can remember feeling uneasy with the 
prospect of falling short when it came to mak-
ing sure the meeting ran efficiently and fol-
lowed not only our established bylaws but 
also Robert's Rules of Order.  Having my par-
liamentary advisor close by eased my fears 
and helped me to learn a lot along the way.  
Maintaining order during meetings is always 
important.  A well -run meeting is productive 

and builds confidence in the Board.  
 

Ever wonder how presiding officers remember 
every step in the motion making process?  
While it's certainly the case that many presid-
ing officers have a complete understanding of 
parliamentary procedure and know exactly 
what to say in almost every circumstance, a 
lot of presiding officers rely on what some 
might call "cheat sheets" but in the parlia-
mentary world are called "scripts."  They read 
from a prepared document which tells them 
exactly what they need to say and do for any 
particular motion.  Below is a script of what 
you should say in processing a main motion. 
It is meant to make you more comfortable in a 
meeting.  Take it to meetings with you that 
you chair so you are prepared to say it cor-
rectly.   
 

Member:  I move that [state the motion]. Exact 
wording of motions is important for clarity 
and recording in the minutes.   
 

Chair:  Is there a second to the motion?  
 

Second Member: I second the motion.   
 

Chair:  It is moved and seconded that [state 
the motion]. Is there any discussion?  [Since 
the maker of the motion has first right to speak 
on the motion, the chair should call on the 
maker of the motion first.]   
 

[It is during this time that a motion is consid-
ered pending and secondary motions may be 
applied to it.]  
 

[After Discussion] Is there any further discus-

sion?  Are you ready for the question?  [Pause]  
The question is on the adoption of the motion 
to [clearly restate the motion].   
 

Voice Vote:  Those in favor, aye.  [Pause for 
response.]  Those opposed, say no.   
 

A two -thirds vote in the affirmative is neces-
sary for adoption of the motion.   
 

I hope that this rudimentary ôlessonõ will be 
helpful to those of you who may not be famil-
iar with the motion making process and that 

it will serve as a refresher ôcourseõ to others. 
 
 
 

Parliamentary Puzzler  
Hereõs a chance to show that you learned a 
thing or two about motions and procedure!  
 

1. A main motion  
a. brings business before the assembly  
b. cannot be amended  
c. is the highest ranking motion  

 

2. If a member makes a motion that is not    
    in order  

a. he should be censured  
b. he should be ruled out of order by the 

chair  
c. the chair may suggest an alternate mo-

tion  

 
 

Parliamentary Picks  ~ Judy Pazerski, CPS/CAP  
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Certification Congratulations!!  

NAME  DES DATE  

Alvis, Debra CPS 5/7/2011 

Ball, Melissa CPS 5/7/2011 

Bentley, Nora CPS 5/7/2011 

Borkowski, Kimberly CPS 1/31/2011 

Boynton, Frances CAP 5/7/2011 

Burton, Christina CPS 5/7/2011 

Chaffin, Kayla CPS 5/7/2011 

Cliborne, Carole CPS 5/7/2011 

Craft, Allison CPS 5/7/2011 

DelaRosa, Michelle CPS 5/7/2011 

Fleming, Katherine CPS/CAP 5/7/2011 

Gamble, Cornelia CPS 5/7/2011 

Garriott, Kimberly CPS 5/7/2011 

Glassco, Carolyn CPS 5/7/2011 

Green, Harold CAP 5/7/2011 

Henderson, Vicky CPS 5/7/2011 

Henderson, Valerie CPS/CAP 5/7/2011 

Hubbs, Cheri CPS 5/7/2011 

Jackson, Michele CPS/CAP 5/7/2011 

Kalber, Karen CAP 5/7/2011 

Law, Vanessa CPS/CAP 5/7/2011 

Lichliter, Kathryn CPS/CAP 5/7/2011 

Marshall, Sonya CPS/CAP 5/7/2011 

Mitchell, Cynthia CPS 5/7/2011 

Norris, Naoma CPS 5/7/2011 

Pegues-Johnson, Valerie CPS 5/7/2011 

Powell, Yolanda CPS 5/7/2011 

Reed, Susan CAP 5/7/2011 

Robinson, Norma CPS 5/7/2011 

Sales, Kevin CPS 5/7/2011 

Scott-Hill, Cynthia CPS 5/7/2011 

Shively. Susan CAP 5/7/2011 

Sikorski, Heidi CAP 5/7/2011 

Slaughter, Patricia CPS 5/7/2011 

Sorensen, Larcy CPS 5/7/2011 

Taylor, Pamela CPS/CAP 5/7/2011 

VanBuren, Lesha CPS 5/7/2011 

Wallace, Christina CPS 5/7/2011 

Wentworth, Joanna CPS/CAP 5/7/2011 

NAME  DES 
RECERT 

DATE  

Carmichael, Judy CPS/CAP 5/31/2011 

Davis, Judith CPS/CAP 5/3/2011 

Feathers, Amy CAP 1/3/2011 

Fridell, Joan CAP 5/11/2011 

Fulcher, Valerie CPS/CAP 5/24/2011 

Fuller, Shirley CPS/CAP 5/31/2011 

Gary, Teresa CPS 3/15/2011 

Goodall, Tamra CPS/CAP 3/22/2011 

Holloway, Simone CPS/CAP 5/11/2011 

Husser, Brenda CPS/CAP 1/18/2011 

Jackson, Sherri CPS 3/10/2011 

Jones, Margaret CPS 5/25/2011 

Lantz, Cheryl CAP 5/23/2011 

McGloon, Brenda CPS/CAP 2/8/2011 

Osborne, Mary CAP 5/31/2011 

Ovadia, M CAP 4/11/2011 

Phoenix, Sybil CPS/CAP 4/28/2011 

Salinas Ibarra, Cari CPS 5/17/2011 

Simpson, Robin CAP 4/11/2011 

Surina, Mary Jane CAP 4/14/2011 

Swineford, Charmaine CPS 3/28/2011 

Wells, Pamela CPS 5/23/2011 

West, Brenda CPS 6/7/2011 

Williams, Jeff CAP 4/13/2011 

Williams, Michelle CPS 5/31/2011 

Wilson, Priscilla CPS 3/28/2011 

Wray, Marolyn CPS 5/31/2011 

- CPS recipients who certified with the 05/11 examination  
- CPS recipients who previously passed the exam and completed their experience between 11/10 ð 05/11  
- CAP recipients who certified with the 05/11 examination  
- CPS and CAP recertification recipients from 01/01/11 ð 06/30/11  



Peninsula Chapter 2011 -2012 Installation  
 

Ceremony Held :  June 9, 2011  
Officers :  (l to r) Colette Quinn, CPS/CAP, Secretary; JoAnn Panuska, 
Vice President; Debi Cross, CC/CL, President (absent - Tyronda 
Womack, Treasurer)  

Officiated by :  Bev Ware, CPS/CAP  
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Chapter Chat  

Roanoke Chapter 2011 -2012 Installation  
 

Ceremony Held :  June 28, 2011  
Officers :  (l to r) Donna Wheeler, CPS/CAP, Vice President ; Mary 
Lutz, CPS/CAP, Secretary; Lesha VanBuren, CPS, Treasurer; Glenda 
Bramlet, CPS/CAP, President  
Officiated by :  Shirley Fuller, CPS/CAP, VA -WV Division President  

Booz Allen Hamilton Chapter 2011 -2012 Installation  
 

Ceremony Held :  June 1, 2011  
Officers :  (l to r) Tina Lustre, President, Vicki Day, Vice President, 
Christiane DeFilipps, Secretary, and Maureen Magee, Treas-

urer.   Gail Harman, CPS conducted our induction ceremony.  

Officiated by :  Gail Harman, CPS  

OfficeTeam Recognizes BAHõs Kathie Sjovall, CPS/CAP at EFAM 2011 

Kathie Sjovall, a member of the Booz Allen Hamilton Chap-
ter,  was selected from over 300 nominations as a runner up for 
"The Administrative Excellence Award.ó 
 

Kathie is Booz Allenõs guru for coordinating the Lunch ônõ Learn 
brown bags.   As Program Chair for the chapter, she is tasked 
with identifying educational topics to bring to the Administra-

tive Professionals.  
 

 

Kathie was honored for her contributions to her employer and 
the administrative profession as well as for having displayed 
her enthusiasm for ongoing education by pursuing certifica-
tions, having obtained both the CPS and CAP ratings.  
 "The Administrative Excellence Award nominations received 

this year are outstanding and illustrate the value administrative staff bring to their organizations 
each day," said Robert Hosking, executive director of OfficeTeam, a leading staffing service spe-
cializing in the placement of highly skilled administrative professionals.  
  

OfficeTeam congratulated the winner, Deborah Carter,   and the other honorees for their dedica-

tion and drive.  
 

 More information about the nomination process, judging criteria and prizes can be found at 
www.officeteamaward.com/ .  

( Ubah Hussein, Branch Manager-Robert Half International,  

Brian Lloyd, Division Director, Office Team,  

Kathie Sjovall ð Executive Assistant at BAH,  

Mike McConnell ð Senior Vice President at BAH) 

http://www.officeteamaward.com/
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Are you  interested in learning about a skill set that adds 'Oomph!' to  your annual review or re-
sume? If you are looking to add  a competitive skill to your  toolbox as an administrative profes-
sional in the Washington DC Metro area ..then look no further.  
 

The Old Town Alexandria Chapter brings you a special educational session  dedicated to mas-
tering the protocol of scheduling Capitol Hill visits.   This is a must for any association or gov-

ernment/government contract employee!  
 

Jonathan Nurse ð Director of Government Affairs, American Association for 

Dental Research will host us at IADR on Thursday, September 15, 2011 at 
6pm.  
 

Jonathan is a double alumnus of The George Washington University, earning 
a BA in Political Science in 1999, and a Masters in Public Policy in 2001. He 
joined the American Association for Dental Research in March 2011 after 
helping to lead the federal relations program of the     University of Washing-

ton consistently one of the top three academic institutions nationally in drawing federal re-
search funding. Jonathan has a strong background in advocacy for increased federal research 
investments, developed over the course of a decade in representing public and private institu-
tions. Jonathan is a 16 -year resident of Washington, DC, originally from New Jersey.  

September 15, 2011  

$20.00+ for members*      $30.00 for non -members  

   *Dinner is included in registration cost.  

Link to register is http://schedulethehill.eventbrite.com/ . 

OTA:  Mastering The Protocol of Scheduling Capitol Hill  

Challengesé.or Opportunities? ~ Karen Mason, CPS/CAP, MOS  

helping hand.  It will not only get them to 

where they  are going, but it will also help you  to 
see that being a member of IAAP is more than 
being just a numberéyou belong because you 

want to make a difference in your life 
and the life of others.  
 
Sir Winston Churchill once said, òA 
pessimist sees the difficulty in every 
opportunity; an optimist sees the op-
portunity in every difficulty.ó 
We need to face our challenges, a.k.a. 
opportunities , with a more positive out-

look.  By doing so, we have a better 
perspective and a better chance at 

success.  
 
Letõs help make the VA-WV Division and its 
members  successful in 2011 -2012.  Letõs start 
by Making the Leap to REMARKABLE.  

With the new IAAP fiscal year come many new 
challengeséchallenges that may involve your 
Chapter, career, family, health, or spiritual 
life.  Challenges make us stronger and help us 
prepare for the future.  However, 
when you think of challenges as op-
portunities , the glass is half -full, not 
half -empty.  Opportunities are a 
more positive way of looking at lifeõs 
challenges.  We are given opportuni-
ties to grow, improve, and learn new 
skills and abilities, which we might 
not learn otherwise.  

 
As members of the VA -WV Division and our 
local chapter, we need to knit together as a 
team to help each other through these oppor-
tunities.  If you have been òdown that roadó 
before, you can help a fellow member face 
their challenge...eréopportunity, by offering a 

http://schedulethehill.eventbrite.com/
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Colonial Chapter Holds 3rd Annual Retreat  ~ Becky West  

The Colonial Chapter IAAP held its 3 rd  annual retreat 
on July 16 th  at the James City County/Williamsburg 
Community Center.  We kicked off with networking 
and light refreshments then settled down to work.  
Becky West, President, presented a program, Care 
Compass from Victoria Ashford, which helped mem-
bers identify not only their own personal style but also 
the style of those around them.  It is crucial to have a 
balance of personalities in your lifeésages for wisdom 
and experience, cheerleaders to keep you motivated, 
moms to comfort and empathize with you and drill ser-
geants to hold your feet to the fire.   
 

 

Members were challenged to name these personalities in their personal as well as professional 
lives.  This activity was followed by updating our strategic plan for 2011 -2012.  After some lively 
discussion and super ideas, a plan was finalized and assignments undertaken.  Chapter Binders 
were presented to each     member, and the one guest who was present.   
 

These binders contain the Chapter Calendar of Events, Bylaws and Standing Rules, Program info 
as well as sections for Division News, HQ News, MOE and COE criteria and timeline for achieve-
ment.  Time was then spent personalizing (read: decorating) our binders.  What creative members 
Colonial has!  Once binders were completed, members were treated to a mini spa with Debbie 
Carroll of Lemongrass Spa.   
 

After all that hard work, the members deserved a little TLC and pampering!  Fabulous door prizes 
were then awarded and the members adjourned to the Long Horn Steak House in Williamsburg 
for networking and lunch.   
 
This retreat was motivating and energizing.  It also provided an opportunity to work together in a 
casual, creative environment, setting the stage for a productive year.  

Food For Thought  

No matter how insignificant the thing you have to do, do it as well as you 

can, give it as much of your care and attention as you would give to the 

thing you regard as most important, For it will be by those small things 

that you shall be judged. 
 
Mahatma Gandhi (1869 -1948)  
Selections From Gandhi , 1948  
Chapter 16 "The Life Of The Satyagrahi"  
compiled by N.K. Bose  
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Certification - Whatõs In It For You? ~Jan Szych, CPS/CAP  

On Tuesday, August 9, the Old Town Alexandria Chapter (OTAC) held the first of its CAP ® study 

group sessions. Nine participants signed up for the class, and there were five different chapters 
represented at the meeting ... a great turnout! But, what made these brave souls want to take on 
the beltway quitting -time traffic to make the long trek to Old Town, giving up some of their pre-
cious evening hours when they could be relaxing at home with their families? What would make it 
worthwhile for you?  
 

People sit for their CAP certification for a variety of reasons. The most obvious may be that it can 
enhance your professional profile and lead to recognition and promotion at work é perhaps a sal-
ary increase or bonus. However, even if your company does not recognize your achievement, you  
know how much effort went into getting that certification, and you can rightfully feel proud of 
your accomplishment. Participating in a study group is a great way of keeping your knowledge 
and skills current, and a successful attempt at the certification test is one way of proving (even if 

only to yourself) that you've still "got it".  
 

For those of us who have been in this profession for a number of years, certification is a way of 
showing that not only are we still on the cutting edge, but that we are also committed to improv-
ing our own abilities and the perception of the profession as a whole. If we lead by example, then 
we can encourage less experienced IAAP members (or prospective members) to also become certi-
fied, showing by our actions just how important it is to continually strive for self -improvement, 
and that by doing so we enhance our own level of professionalism and that of the administrative 
field in general.  
 

I commend anyone who commits their time and energy to studying for CAP certification. Despite 
the fact that it is challenging to fit the required amount of study time into a hectic work and pri-
vate schedule, the benefits are well worth it.  
 

The OTAC study group will meet every Tuesday from 6 ð 8 pm from now until the May 2012 certi-
fication test. The meetings are free, and everyone is welcome to attend. For more information on 
the study schedule and location of meetings, please check out the certification page on our Web 
site at https://sites.google.com/site/alexvaiaap/certification -1. Come join us!  

Exams and Deadlines  
Exam Dates     Deadline Dates  

                                 Nov. 4 -5, 2011                   Aug. 15, 2011  
                                    May 5, 2012                             Feb. 15, 2012   
 

For November 2011, the new exams will be administered on Saturday; select retake candidates 
will test Friday and Saturday. For May 2012, all exams will be administered on Saturday.  

 
 TOP TEN STATES - ACTIVE CPS HOLDERS  

Tennessee - 2,936   Texas - 2,353  California - 1,340  Illinois - 1,176  

Florida - 1,154   Missouri - 1,098  Ohio -990  Michigan - 962  

Georgia - 885   Virginia - 769   

TOP TEN STATES - ACTIVE CAP HOLDERS  

(Counts include those who have CPS/CAP designation)  

Texas - 556   Ohio - 284  Virginia - 249  Florida - 248  

Tennessee - 194   Georgia - 188  California - 181  Minnesota - 174  

Missouri - 166   Illinois - 140   

Results as of Jan 2011  

https://mail3.iadr.org/exchweb/bin/redir.asp?URL=https://sites.google.com/site/alexvaiaap/certification-1


Itõs All About You!  ~ Beth Hoss, CPS/CAP  

couraged on the days where nothing seems to 
go right and having that positive thought, liter-
ally in your face, helps put things into perspec-
tive when things seem to spiral out of control.  
Out of the blue, my youngest son (17) emailed 
me at work with this note, òI just wanted to 
take this time to email you and say, you are the 
smartest woman I know, and the best mom 
there is on this planet, loooove ya!ó  I cannot 
tell you how many times that one little note has 

carried me through a bad day.  

Exercise .  It is common knowledge that we 

should all eat right and exercise.  But even if 
you canõt get to the gym, there are things you 
can do to keep the blood circulating.  Stand up 
and stretch, take the stairs instead of the eleva-
tor or even something as simple as not watch-
ing that TV reality show and taking a walk 
around the block.  Letõs not forget that we need 
to exercise our brain as well.  Find a good book; 
engage your mind in something that interests 
you.  Toning your òmind muscleó is just as im-
portant as toning any other muscle in your 

body!  

Start a journal .  Although this has been one of 
the harder habits for me to create, I have found 
that being able to express my thoughts and 
feelings in this venue provides me with an op-
portunity to release some tension and anxiety 
for those times when I just needed to get it out.  

It also serves as a reminder of how my feelings 
were provoked by certain situationséboth good 
and bad, and how I handled them.  It can be 
used for lessons learned as well as celebrating 
milestones in our lives.  While others may be a 
witness to your actions, a journal serves as a 

witness to your thoughts and feelings.  

While some of these suggestions may not work 
for all, the point is to find something that works 
for you.  In order for you to be able to take care 
of important things in your world, you must 

take care of yourself first.   Rememberé. 

 

YOU are your most valuable asset!  

How many times have 
you started a project 
only to have it quickly 
get placed on the 
back burner?  Admin-
istrative professionals 
in general tend to 
pride themselves on 
being able to take on 
multiple tasks while 
efficiently producing a 

quality product for the customer.  It can be-

come extremely frustrating when things that 
we look forward to doing take a back seat on 
our òto doó list.  When this happens, the risk of 
losing our passion and drive increases.  What 
can we do to prevent this from happening?  
How can we hold on to that zest that drives us 
to want to do our best work?  As a mother, 
wife, daughter, friend and an administrative 
professional, wearing so many hats can liter-
ally drain a person over time.  There never 
seems to be enough time in the day to take 
care of the world around you much less being 
able to set some quality time aside for yourself.  
Ask yourself, how many times have you put off 
something that you wanted because someone 
or something else demanded your time, atten-
tion or resources?  It happens all too often, es-
pecially for those of us who are caregivers at 

our core.  While there will always be someone 
or something that is demanding of your time, I 
have found the following to be important rein-
forcements in my load -bearing wall of respon-

sibilities.  

Breathe.   Set aside at least 15 minutes a day 
just to catch your breath.  Get away from eve-
ryone and everything, find your quiet place and 
take deep, cleansing breaths.  This not only 
calms your senses, but it delivers oxygen to 
your brain which in turn will help with your 

thought processes.  

Keep inspirations visible.   If someone sends 
you a thank you or gives you a compliment, 
write it down and put it where you can see it 
anytime without effort.  It is so easy to get dis-
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Scrapbook - Annual Meeting 2011  
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Scrapbook - EFAM 2011 Canada  
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