ELMIRA CORNING CHAPTER IAAP
BUSINESS PLAN

OUR VISION
To inspire and equip all office professionals to attain excellence. 

OUR MISSION
To be the acknowledged, recognized leader of office professionals and to enhance their individual and collective value, image, competence, and influence. 

OUR PURPOSE
To provide education and training, and set standards of excellence recognized by the business community in our marketing area (Chemung, Schuyler, Steuben~ as well as the northern tier of Pennsylvania). 

I. Achieve a streamlined, responsive, and flexible organizational structure. 

a. Streamline the committee roster to include only those committees essential to accomplishing our purpose/goals, i.e.: Bylaws and Standing Rules, Membership, Program and Education, and Committee on Nominations.

Such a bare bones administrative approach covers the essentials necessary for the operation of the chapter while it ensures that select committees will have enough interested, working members to follow assignments efficiently. 

b. Develop orientation programs including: Committee Chairman Orientation~ Officer Orientation, and New Member Orientation. 

Present Committee Chairman and Officer Orientation as soon after the beginning of the year (June) as possible.  Schedule New Member Orientations as appropriate. 

It will be the duty of the Vice President to develop, update and implement all orientation programs. 

c. Streamline the bylaws to allow for maximum flexibility. 

II. Open the membership base.  . 

a. Plan/create programs and services to meet the needs of an expanded membership base. Pinpoint the real needs of these categories through questionnaires. 

Follow through with well planned, professionally presented seminars and mini-programs to address the needs notes. 

III. Communicate the value of membership loud and clear, to our entire membership 

a. Communicate/clarify both the tangible and intangible benefits of membership.

b. Significantly improve the overall communications of the chapter through the chapter website and monthly newsletters. 

c. Establish an annual membership recruitment goal.

1. Clarify that membership recruitment and retention is each member’s responsibility.

IV. Meet the educational and professional development needs of current and prospective members. 
a. Encourage participation in Certified Administrative Professional, Organizational Management Specialty and Member of Excellence Programs.  

1. Provide a presentation to be given to industry, and educational institutions explaining the benefits of Certified Administrative Professional and Organizational Management Specialty to their organization during Administrative Professional Week.  

2. Provide a broad range of educational and professional development programs at chapter meetings throughout the year. 
3. Include a short educational mini-presentation as part of each meeting 
4. Make use of printed publications available from International either as part of a presentation or as handouts. 

5. Utilize the chapter Membership Committee to identify, plan and implement at least one membership recruitment program a year, involving all chapter members.

V. Increase influence with management and educators to enhance the image, prestige [image: image1.png]


and financial stability of the chapter and its members
a. Develop corporate sponsorships through Administrative Professionals Week.  

1. Solicit corporate sponsorships to advertise on our chapter website. 

2. Research the eligibility of any proposed activities for grants such as the Avery Dennison Award and apply for it. 

b. Become a recognized and utilized management resource.  
1. Create expanded programs and services to meet the needs of all members. 

2. Keep a current list of programs, services and products available from Headquarters that would be of interest to executives and educators and develop a strategy to increase awareness of these materials within the community.

3. Utilize the certification programs to gain recognition by publicizing newly earned CAP, OM and/or Member of Excellence awards. 

4. Offer access to association programs and products to educators for their classrooms.

c. Develop a marketing strategy that will incorporate managers, educators, students, and all executive assistants/support staff 
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