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I N S I D E  T H I S  I S S U E  . . .  

If you have any sugges�ons, ques�ons, concerns or require any addi�onal informa�on, please 

contact the following individuals. 

How do you use your membership?  I ini�ated a new member into the 

chapter at our November general mee�ng.  When I was going through 

the script for that ini�a�on it made me think about my membership and 

how I am using my membership and what I really want to get out of 

belonging to IAAP. 
 

The par�cular piece of the ini�a�on that I am referring to goes as     

follows; 
  
“As we welcome our new member, we are reminded that every level of 

IAAP carries responsibility. The more you exercise the privileges of your 

membership, the more you will derive from it. The strength of the      

associa�on is dependent upon the combined efforts of all members. By 

par�cipa�ng in associa�on ac�vi�es, you contribute to the growth of 

IAAP and the administra�ve profession.” 
 

So, how am I using my membership?   I ac�vely par�cipate in the      

chapter by a%ending as many of the chapter general mee�ngs as I can 

and I am proud to say that in the last three years I have missed only one 

mee�ng.  I have started as a commi%ee member, helping when and 

where I could and then I moved up to chair posi�ons and the last three 

years I have been on the execu�ve board. 
  
In the script it talks about the privileges of your membership, do you feel 

it is a privilege to belong to IAAP?  I certainly do my employer does not 

pay for me to a%end any mee�ngs or conferences and it takes work on 

my part to get them to pay (some�mes) for my membership.  I have 

inserted into my own performance appraisal IAAP.  I do all this because I 

truly believe in my membership and the benefits I receive because I 

belong to a premier organiza�on. 
 

This is an exci�ng �me for our chapter, we have increased our          

membership and we are now the second largest chapter in Western 

Canada only behind Vancouver.  This is fantas�c, we are moving        

onwards and upwards and it is a great �me to be a member. 
 

We have commi%ee’s to join, events to plan and we are always looking 

for new and fresh people and ideas.  So, if you want to make the most of 

your membership – let me know and I will help you in any way that I can. 

 

I want you to be as excited as I am to belong to the Calgary Chapter of 

IAAP. 

November 2010November 2010November 2010   

  

The Calgary The Calgary   

ExchangeExchange  

President:   Cheryl Gathercole          Vice President:  Terri Peters, CPS 

Treasurer: Lucinda (Cindy) Sharlow, CPS/CAP             Secretary:  Lisa Adam, CPS 
 

Your 2010-2011 Commi%ee Chairs are: 

Cer�fica�on Chair:   Lucinda (Cindy) Sharlow, CPS/CAP 

Membership Chair:  Karen Savinkoff 

APD Chair:   Lucinda (Cindy) Sharlow, CPS/CAP 

Communica�ons Chair:  Jen Makin 

Website  Chair:  Marianne Velcic 

Re�rement Trust Founda�on Chair:  Rose D’Aversa 

Please Note:  there are addi�onal Commi�ee Chair posi�ons open and available.       

If you are interested, please advise your Calgary Chapter Execu�ve.  
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November	President’s	Message:		IAAP	Membership	

CALGARY CHAPTER MEETINGS 

NEW LOCATION:   35th Floor Conference Centre  -  Interna'onal Hotel Calgary (220—4 Avenue SE) 

MEETING DATES:  Every 2nd Wednesday of the Month (September to June) 

MEETING START TIME:  5:30PM 

- Cheryl Gathercole, Calgary Chapter President 



Calgary Chapter of Excellence (COE) 
 
As men�oned previously, the Calgary 
Chapter is par�cipa�ng to achieve our 
Chapter of Excellence dis�nc�on.   
 
We are making progress, we now have 
achieved 6 Criteria and have 8 Criteria in 
progress.  There is a total of 19 Criteria 
and a minimum of 14 are required to be 
achieved to receive our Chapter of       
Excellence.  The Chapters progress is    
presented at each Chapter Mee�ng.  

2010-2011	Pathways	to	Excellence	Update	
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- Terri Peters, CPS, Calgary Chapter Vice President 

Member of Excellence (MOE) 

 

Have you signed your Member of           
Excellence Commitment Form yet?  It 
would be great to have a majority of our 
Calgary Chapter Members working        
towards achieving their Member of      
Excellence.   

 

For your Member of Excellence there are 
a total of 11 Criteria and a minimum of 8 
criteria must be a%ained (Criteria #6 is a 
mandatory requirement).   
 
Remember that you will need to keep all 
of your documenta�on for each of your 
achieved criteria in the event of an audit, 
this includes your signed Member of     
Excellence Form.   

 
 
See Page 3 of this newsle%er for examples 
to assist you in thinking of ways that you 
can achieve your Member of Excellence 
Criteria.   
 
If you have any ques�ons regarding the 
Member of Excellence process or need 
any addi�onal informa�on, please contact 
me at (vicepresident@iaap-calgary.org) 
and I would be happy to assist you.  Or 
you can also find great resources on the 
IAAP Headquarters website        
(www.iaap-hq.org) aJer logging in to view 
member only content, under the Member 
Resources tab, then  Pathways to          
Excellence and 2010-2011 Pathways to 
Excellence informa�on tab. 

IAAP Mission 
 

Enhancing the success of        

career-minded administra�ve 

professionals by providing      

opportuni�es for growth 

through educa�on, community 

building and leadership           

development. 

IAAP Core Values 

 

         Integrity:    We demonstrate this cornerstone of our profession through honesty, accountability and high  

   ethical standards. 

         Respect:    We create respect within our profession and associa�on through listening, understanding and  

   acknowledging member feedback. 

     Adaptability:   We ensure the success of our associa�on by embracing posi�ve change and by nurturing diversity,  

   crea�vity and visionary thinking. 

  Communica�on:  We cul�vate and maintain excellence by remaining approachable at all levels, communica�ng  

   openly and building strong rela�onships. 

    Commitment:   We are steadfast in our goals to develop learning opportuni�es for career-minded administra�ve  

   professionals and to strengthen efficiency and effec�veness. 



2010-2011	Member	Of	Excellence	(MOE)		

		-		Examples	to	Assist	you	in	Achieving	your	Criteria	
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- Terri Peters, CPS, Calgary Chapter Vice President 

When paying via PayPal for 

your Chapter Mee�ng Fees, 

you pay an addi�onal $2.00 

for service fees. 
 

Have you thought about the 

Calgary Chapter Mee�ng     

Savings Card yet?  You can 

achieve a cost savings of $25 

and the card en�tles you to 5 

Calgary Chapter Mee�ngs at 

the reduced rate. 
 

Contact:  

treasurer@iaap-calgary.org 

DID YOU 
KNOW ... 

Microsoft	Of�ice:		Tips	and	Tricks	
	
This	 is	 sure	 to	 be	 a	 very	 informative	
presentation	with	bene�its	that	you	can	take	
back	to	your	workplace	 -	you	won’t	want	to	
miss.	
	

Recer�fica�on Point:  TBA 

Our	Next	Meeting		 DECEMBER	8	2010	

#1:  Be a current CPS and/or CAP holder. 

If you currently hold your CPS or CAP designa�on you have achieved this criteria.  If you 

just wrote the exam on the first weekend of November and you receive your exam     

results and pass—you have achieved this criteria. 

#2:  Download the Member of Excellence Commitment Form; sign and date the form. 

If you downloaded the form or took one of the hardcopies of the form provided at the 

October and November mee�ngs and signed and dated the form you have achieved this 

criteria. 

#3:  Ac'vely par'cipate in the IAAP web community forum discussions or write an   

ar'cle and have it published in an IAAP publica'on (chapter, division or interna'onal 

level). 

You could write and submit an ar�cle for the Calgary Chapter Newsle%er “The Calgary 

Exchange” and once it is published you have achieved this criteria.   

#4:  A>end non-IAAP professional educa'onal workshops, seminars or conference. 

If your workplace offers a workshop, seminar or conference that you can a%end—you 

will achieve this criteria.  Or if you a%end a workshop, seminar or conference which is 

offered by any other organiza�on besides IAAP, you will have achieved this criteria.   

#5:  Hold a degree, cer'ficate or equivalent (a minimum of one year in length) from an 

accredited college or university or hold a MicrosoB cer'fica'on. 

If you a%ended a college or university and earned a degree for your studies your will 

have achieved this criteria, or holding a MicrosoJ cer�fica�on will earn you this criteria. 

#6:  Pay membership dues on or before anniversary date.  This is a mandatory          

criterion. 

As long as you have paid for your membership prior to your anniversary date—you will 

have achieved this criteria. 

#7:  Serve as a chapter, division or interna'onal officer, commi>ee chair, or commi>ee 

member; or serve as an RTF Trustee; or serve on a Student Chapter advisory board or 

the school’s Advisory Board for the Office Administra'on Program. 

Help the Calgary Chapter out by serving in one of the many open posi�ons and you will 

also be achieving this criteria. 

#8:  Conduct a public presenta'on, program or training at least 60 minutes in length.  

(Note that the presenta'on does not need to qualify for recer'fica'on points). 

Do you give presenta�ons to your co-workers, or provide a training program at your 

community level?  If yes and the presenta�on or training program is 60 minutes in 

length you will have achieved this criteria.                                          Con�nued on Page 3 ... 

Passion & Purpose Passion & Purpose Passion & Purpose Passion & Purpose Passion & Purpose Passion & Purpose Passion & Purpose Passion & Purpose 
Pins are available for Pins are available for Pins are available for Pins are available for Pins are available for Pins are available for Pins are available for Pins are available for 
purchase from the purchase from the purchase from the purchase from the purchase from the purchase from the purchase from the purchase from the 
Calgary Chapter Calgary Chapter Calgary Chapter Calgary Chapter Calgary Chapter Calgary Chapter Calgary Chapter Calgary Chapter 
Treasurer.  Purchase Treasurer.  Purchase Treasurer.  Purchase Treasurer.  Purchase Treasurer.  Purchase Treasurer.  Purchase Treasurer.  Purchase Treasurer.  Purchase 
yours at the next yours at the next yours at the next yours at the next yours at the next yours at the next yours at the next yours at the next 
meeting.meeting.meeting.meeting.meeting.meeting.meeting.meeting.        



Considering	Additional	or	a	Higher	Education?	
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- Wendy Fitzpatrick, CPS, Calgary Chapter Member 

Accomplishing the impossible 

only means that the boss will 

add it to your regular du�es.   

EXCELLENCE 

~ Douglas Adams 

TIME IS AN ILLUSION, 

LUNCHTIME DOUBLY 

Are you considering addi�onal or a higher educa�on?  If the answer is yes, I 

have a �p for you.  You may also want to re-evaluate your Chapter involvement 

and consider volunteering for the Calgary Chapter.  

 

I used my IAAP “volunteer” experience (leadership) as part of my assessment 

for Thompson Rivers University Applica�on.  I’ve been accepted and received 6 

credits free!  That’s a value between $1,500 and $2,000 worth of courses      

towards higher educa�on.  I think that if I’d gone further to the District level, I 

would have been able to receive more for the “global” or “na�onal” exposure.  

IAAP is definitely a fabulous source of personal growth and development as 

well as recogni�on in our careers.   

2010-2011	Member	Of	Excellence	(MOE)		

		-		Examples	to	Assist	you	in	Achieving	your	Criteria	

- Con�nued from Page 3 

#9:  A>end a minimum of eight (8) chapter, division or interna'onal level sponsored 

mee'ngs, programs or events (any combina'on). 

There are a total of 10 Chapter Mee�ngs each year, with 7 mee�ngs remaining this year. 

You gain many benefits from a%ending your Chapter Mee�ngs, and by a%ending 8 of 

them you will achieve this criteria. 

#10:  Recruit at least one new member. 

Do you know of other Administra�ve Professionals that could benefit from joining IAAP?  

Invite them to come to one of our Chapter Mee�ngs as a guest to see what we have to 

offer and then encourage them to complete the membership applica�on to become an 

IAAP Member. 

#11:  Integrate IAAP Membership and involvement into annual performance plan or 

review. 

This will assist your boss to understand and support or con�nue to support your IAAP 

membership and involvement and you will also achieve this criteria.   

Static	cling on your pants? Put a safety	pin on the inside between your leg and the fabric. Science lesson: the metal will        

neutralize the ions that is causing the electric static in your clothes. 
	

Popped	 button? Use a paper	 clip to weave through the holes, and bend the clip on the inside of 

your clothing to secure the hold. Then line     double-stick	 tape around the inside edges near the 

popped button to close any garment gaps. 
	

Run	in	your	panty	hose? We all know the clear nail polish trick, but glue works in the same way. Use a 

light layer over the tear to stop the run. Be sure to let the glue dry before moving around too much.  If 
the hem	of	your	pants	comes	undone and you don’t have a sewing kit, you’ll need to resort to         

desperate measures. First try using double-stick	 tape to keep up the de-threaded garment. If that 

doesn’t work, just staple the darn thing together! Take note, however, that this will put two small holes 

in the cloth. That means you must be very careful when removing the staple to avoid any tears. Camou4lage the silver-on-a-

totally-different-color piece by coloring the metal with a Sharpie that more closely matches the color of your pant. 

Of+ice	Supplies	to	the	Rescue	...	 - excerpts from Ways to Beau�fy Yourself with Office Supplies 



Calgary	IAAP	Chapter	Website:		h%p://www.iaap-calgary.org/ 

Headquarters	Website:		h%p://www.iaap-hq.org/	

Newsletter	Articles	Submissions	/	Suggestions	Email:		vicepresident@iaap-calgary.org 	

Calgary	Chapter	President	Email:		president@iaap-calgary.org 	

Calgary	Chapter	Vice	President	Email:		vicepresident@iaap-calgary.org	

Calgary	Chapter	Treasurer	Email:		treasurer@iaap-calgary.org 	

Calgary	Chapter	Secretary	Email:		secretary@iaap-calgary.org	
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~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

 

The next important dates to keep in mind for CPS and CAP  Applica�ons and Exams are:   

 

   EXAM DATE  APPLICATION DEADLINE 

   May 6 & 7, 2011 February 15, 2011 

 
The CPS and CAP Exams are administered on the first consecu�ve Friday and Saturday, every May and November. 

Part 4 of the CAP Exams is administered on Friday a1ernoon.  Parts 1-3 of the CPS and CAP Exam are administered on 
Saturday. 

 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

Certi+ication	Exam	Dates	

Melanie Hokea 

The deadline for newsle%er ar�cle submissions is the 12th of each month.  

The newsle%er will be published on or around the 15th of every month. 

 
Send your newsle3er submissions to: 

Terri Peters @  

vicepresident@iaap-calgary.org 

Newsletter	Publication	Dates	
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  December 1, 2010 Execu�ve / Commi3ee Chair Mee�ng 

 

  December 8, 2010 December General Chapter Mee�ng 

 

  January 5, 2011  Execu�ve / Commi3ee Chair Mee�ng 

 

  January 12, 2011 January General Chapter Mee�ng 

 

  February 2, 2011 Execu�ve / Commi3ee Chair Mee�ng 

 

  February 9, 2011 February General Chapter Mee�ng 

 
 

Chapter  Orienta�on Dates:  January 13 2011 — March 19 2011 — May 14 2011 
 

Please Note:  If you are interested in registering for any of the above Chapter Orienta�on Sessions, please email Cheryl 
Gathercole, Calgary Chapter President at president @iaap-calgary.org.  

Upcoming	Events,	Mark	Your	Calendar	

Items noted on the calendar above in ORANGEORANGE, , pertain to all members. 

Items noted on the calendar above in PURPLEPURPLE, pertain to the Board of Directors only. 

Items noted on the calendar above in PINKPINK, , pertain to all members are denote our Chapter Orienta�on Dates. 


