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Pathways to Excellence
Criteria for Qualifying as Member of Excellence and Chapter of Excellence
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Program Principles
The Pathways to Excellence program was developed by the International Association of Administrative Professionals (IAAP) to give members, chapters, and divisions the opportunity to earn recognition for their efforts throughout the year as they set goals for their professional development.     
The program is based on the following ten (10) principles, each a fundamental part of what it means to achieve excellence in your administrative career.
Certification
Commitment
Communication
Education and Training
Fiscal Responsibility
Leadership Development and Roles
Marketing, Research, and Community Outreach
Programs and Participation
Recruitment and Retention
Strategic Planning

The Member of Excellence program for the 2011-12 IAAP year begins July 1, 2011, and ends June 30, 2012.     

Members who earn the Member of Excellence recognition will receive a certificate and Pathways to Excellence certificate cover for the first four years, and will receive a Member of Excellence pin when the recognition is achieved for the fifth year.     

Members of Excellence will in addition receive a logo to add to their e-mail signatures.  Member of Excellence logos can also be added to your signatures in the IAAP web community.     

Eleven criteria can be earned to achieve Member of Excellence.  Members are required to earn eight during the 2011-12 IAAP year to qualify for the recognition.     




Criteria for Member of Excellence

A Member of Excellence must attain a minimum of 8 of the following 11 criteria:
1. Hold a current IAAP Certification (CAP as prescribed by the new curriculum). 
If you are already a CPS or CAP holder, you will qualify for this criterion as long as you recertify regularly to maintain a valid designation. Once you have earned the CAP designation you can claim this Member of Excellence point annually as long as your designation remains current. Certification program changes will be taking place in November 2011, so please e-mail certification@iaap-hq.org for details of those changes. 

Those not yet certified may earn a certification during the 2011-12 IAAP fiscal year to meet this criterion.   You can find the relevant details under the certification tab on the IAAP home page.  The certification application and the certification exam guide are both available there.   The deadline for submitting the application in order to test in November 2011 is August 15, 2011.  The deadline for submitting the application in order to test in November 2012 is February 15, 2012.  The exam guide contains a bibliography for the study materials you can use to prepare for the exam.   For more information about getting certified please contact certification@iaap-hq.org. 

Once you have achieved this criterion, you will need to keep documentation on hand to submit for proof of meeting the criterion in the event your Member of Excellence submission is selected for audit.  For documentation of earning a designation, you can submit a copy of the certification certificate or plaque or a copy of the letter of congratulation for passing the exam.   For documentation of recertifying in the 2011-12 IAAP year, you can submit a copy of the letter of congratulation for recertifying or a copy of the recertification certificate.  Please remember that you will only be asked to submit this evidence if your Member of Excellence submission is selected for audit; however, you should have all documentation ready at the time you enter your submission for Member of Excellence and retain the documentation for a full year.  


2. Download the Member of Excellence Commitment form; sign and date the form.
By printing and signing the form, you will be demonstrating your commitment to professional growth through the IAAP.  This criterion is very simple to earn. Once you are logged in to the web community, just go to the Pathways page by clicking the Member Resources tab and then Pathways to Excellence. There you can find the commitment form under the Member of Excellence link. All you need to do is print the form and sign & date it. Then just keep it on hand for documentation in case your submission is later audited.
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3. Actively participate in the IAAP web community forum discussions or write an article (minimum 200 words) and have it published in an IAAP publication (chapter, division, or international level).  Recommending an author’s article does not count.
The criterion can be met in one of two ways:

The first way would be to post messages in the web community eGroups, or to post messages in the web community blogs.   To qualify, you must post more than once. Each time you post a message, make a copy of the posting and save it for documentation. You may also retrieve a list of all your eGroup messages by logging in to the web community, clicking on eGroups, and clicking My Messages.   Copies of the postings will need to be submitted for proof if your submission is audited.

The other option for meeting the criterion is to write an article and have it published in a chapter or division newsletter or in OfficePro magazine.   Another option is to have your article posted on your chapter or division web page. 

Your article must be at least 200 words, and it must be an original article.   The article should be related to the purpose of IAAP – a recipe, for example, would not qualify. Recommending someone else’s article will not qualify either.     

Once you have written an article, you may contact your chapter or division president to have it published in the relevant newsletter or IAAP headquarters to have it published in OfficePro.     

For documentation, simply submit a copy of the newsletter, web page, or Office Pro pages where the article appeared.
4. Attend at least one (1) professional educational workshop, seminar or conference (at least 60 minutes in length) and provide a short paragraph on how the training relates to your job or your role in IAAP.  It can be an IAAP or non IAAP workshop, seminar, or conference; however, it cannot be included in your calculations to meet the requirement of criterion 9.
To meet the criterion you must attend at least one workshop, seminar, or conference during the 2011-12 IAAP year.  The session you attend should be a minimum of 60 minutes in length and should be relevant to your work role.   

Some examples of qualifying topics are leadership, communication, and technical skills.  For documentation, you must submit a short paragraph describing how the workshop, seminar, or conference related to your work role or your IAAP role.
 
In addition, you must submit a copy of the certificate of attendance, a copy of a letter from your employer confirming attendance, or a letter from the education provider confirming participation.
5. Hold a degree, certificate or equivalent (a minimum of one year in length) from an accredited college or university or hold a Microsoft certification.
To meet criterion 5 you must earn a degree or certificate during the 2011-12 IAAP year or hold a degree or certificate from a prior year. 
You can also meet the criterion by earning a Microsoft Certification in the current year or holding a valid certification that you earned prior to the current year.     
For evidence that this criterion was met, simply send a copy of the diploma, or certificate, or a copy of the school transcript to the requesting auditor.
6. Pay membership dues on or before anniversary date - a mandatory requirement (waived in the case of new members joining IAAP in the current IAAP fiscal year who want to work towards becoming a Member of Excellence).
The criterion is mandatory, so it must be met to qualify for Member of Excellence.  Fiscal responsibility is an important standard of excellence, so members of excellence are expected to keep their IAAP membership active by paying the renewal dues on or before the paid-through date.  

New members can satisfy the criterion so long as their join date falls between July 1, 2011 and June 30, 2012.  The following year, they would be required to renew on time as specified in the criterion to qualify.     

The payment of your membership dues should be received prior to your renewal date in the 2011-2012 IAAP fiscal year for you to qualify.  So as long as your membership is renewed prior to your anniversary date falling between July 1, 2011 and June 30, 2012, you will meet the requirement.     

Whatever your paid-through date is during this year, your payment must be received at headquarters prior to that date, extending your membership for another year.  For example, if paid through date is January 1, 2012, you are required to pay your renewal prior to that date to qualify for Member of Excellence.  If you do not know your paid through date, your chapter president or membership chair can provide you with the information       (found on the chapter roster received from HQ each month). 

For documentation, submit a copy of the receipt showing the date of payment.  IAAP headquarters will confirm payment.

7. Serve as a chapter, division, or international officer, committee chair, or committee member; serve as an RTF Trustee; or serve on a student chapter advisory board or an academic institution's advisory board for the office administration program.
The criterion can be met by serving in any one of these capacities for the full 2011-12 IAAP year.     For evidence you served as a chapter or division officer or committee chair, submit a letter from the chapter or division president confirming participation at the chapter level or a copy of a chapter or division newsletter showing the list of officers or a copy of chapter or division’s “Officer and Committee Chair” report submitted to HQ or a copy of an official business card or copy of a “Certificate of Appreciation” issued by chapter or division at Annual General Meeting.

A letter from an international board member or international committee chair confirming your participation will suffice for confirmation of participation at the international level. 

For evidence you served on a student chapter advisory committee, submit a copy of meeting minutes from an Advisory Committee meeting, showing your name listed on the list of attendees.   A letter from the college confirming your participation on the Advisory Committee is acceptable for documentation as well. 

8. Conduct a public presentation, program or training at least 60 minutes in length.  The presentation does not need to qualify for recertification points.
Some examples of presentations are:  workplace training in a specific relevant skill, a presentation at a chapter, division, or international meeting, a presentation to students, or a presentation about IAAP to a group of potential members.   

Please keep in mind that the presentation should be presented to a group of people – a one on one does not qualify as a presentation.   Also, as stated in the criterion, it must be at least 60 minutes in length, but it does not have to qualify for recertification points.   The 60 minute requirement is per person, so a 60 minute presentation jointly given by 2 or more members does not qualify.

If your Member of Excellence submission is selected for an audit, the following would be appropriate evidence to submit: a copy of a conference brochure featuring your presentation, a copy of recertification points awarded for the session, a letter of appreciation or certificate of appreciation for your presentation, or a copy of an email confirming your invitation to speak and a copy of the presentation you gave.  (Handouts printed from a power point would suffice).


9. Attend a minimum of eight (8) IAAP chapter, division or international sponsored meetings, programs or events (any combination).  These meetings, programs or events cannot include an event used to meet the requirement of criterion 4.
Meetings & events that qualify  include monthly chapter meetings  (for your chapter or a neighboring chapter), monthly chapter board meetings, chapter recruitment meetings, a special chapter meeting such as an anniversary event, an APW or APD event, chapter or division leaders’ workshops, division board meetings, division annual meetings,  international conferences such as the Spring Conference, or EFAM.    

This criterion has changed for the 2011-12 IAAP year to specify that you cannot include the same workshop, seminar or conference you listed for meeting criterion 4. 

For documentation, you may submit a copy of a certificate of participation, a copy of receipt for payment at the meeting or event, or a letter from the chapter president or registration chair confirming attendance.

10. Recruit at least one new member.
You must recruit a new member during the 2011-12 IAAP year.   In case of an audit, you will need to provide the name and ID number of the member you recruited, and Headquarters will confirm it.   

Many of us feel uncomfortable with the process of recruitment, but try to think about how many people you meet on a regular basis.  When you are at the doctor’s office, or a school function, or any place where people gather, you can always look for opportunities to talk up IAAP.  Be sure to carry a membership application so you will always have one on hand if you get the opportunity to tell someone about IAAP membership.  

There is a place on the application for you to fill in your name and ID number as the recruiter, so when the potential member gets the application to fill out, your information will already be on the form.  

Be sure to  tell potential members about the “What’s in it For Me?” recorded webinar  on the IAAP home page at www.iaap-hq.org   Then be sure to offer to answer any questions they may have.   

Recruitment benefits everyone in the association through growth - as a bonus, it is a great opportunity to exercise your speaking skills and step out of your comfort zone for your own professional growth.     

You could set goals for recruitment to “stretch” yourself. For instance, if you recruited one member this year, you may plan to recruit two members next year ... then 3 members the next, and so on. In this way you may become more comfortable with the recruitment process and gain confidence in your networking skills.

11. Integrate IAAP membership and involvement into your annual performance plan or review.  (See page 12-13 for a sample individual development plan.)
When you prepare for your annual performance review with your employer, set goals for IAAP, set goals for your job, and set personal goals. The annual performance review is a great time to plan strategically for the coming year.  Your personal goal could be to earn a Professional Certification or to improve your public speaking skills through participation in your IAAP Chapter (as examples).  

Incorporate your IAAP involvement in your strategic plan.  Include your progression through the various IAAP roles showing your commitment to continuous learning and leadership training.  Include leadership skills you plan to learn as a result of your involvement, and include benefits you will be bringing back to your organization as a result of your involvement in IAAP.  

A copy of the portion of your Performance Plan that illustrates the incorporation of IAAP activity will suffice for evidence in case of audit. If your performance review must remain confidential and cannot be submitted for documentation, a letter signed by your manager outlining how you have incorporated IAAP activity and indicating the company’s support for your plans will serve as evidence.  If your company does not have a Performance Plan, fill out the Sample Individual Development Plan.  Just fill out the plan, discuss it with your manager and have him or her sign it for use as evidence the criterion was met. 

When all the required criteria are met and you are ready to submit your entry for Member of Excellence, go to the submission link online to submit. 

Use the Member of Excellence validation spreadsheet shown on pages 10 and 11.  The validation spreadsheet is also on the Pathways to Excellence site; use it to track your progress and then use it for reference as you enter your submission.  Information can be copied & pasted from the spreadsheet into the submission form.  

The deadline for entering your Member of Excellence submission is 11:59 PM Central Time on June 30, 2012.   Please do not wait until the last minute to submit, if possible, because web traffic will increase as the deadline nears.


Member of Excellence Worksheet


	Criteria  (8 out of 11 criteria must be achieved)
	Completion Date
	Score

	
1. Hold a current IAAP Certification (CAP as prescribed by the new curriculum).

	
	
	

	
	
	

	
	
	

	
	
	

	2. Sign on line Member of Excellence commitment agreement.

	
	
	

	
	
	

	
	
	

	
	
	

	3. Actively participate in web community forum discussions on submit an article for an IAAP publication.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	4. Attend at least one (1) professional educational workshop, seminar or conference (at least 60 minutes in length).

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	5. Hold a degree, certificate or equivalent (a minimum of one year in length) from an accredited college or university or hold a Microsoft certification.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	6. Pay membership dues on or before anniversary date (a mandatory requirement).  

	
	
	

	
	
	




	7. Serve as a chapter, division, or international officer, committee chair, or committee member; serve as an RTF Trustee; or serve on a student chapter advisory board or an academic institution's advisory board for the office administration program.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	8. Conduct a public presentation, program, or training at least 60 minutes in length.  The presentation does not need to qualify for recertification points.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	9. Attend a minimum of eight (8) IAAP chapter, division, or international sponsored meetings, programs or events (any combination).  These meetings, programs or events cannot include an event used to meet the requirement of criterion 4.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	10. Recruit at least one new member.

	
	
	

	
	
	

	
	
	

	11. Integrate IAAP membership and involvement into your annual performance plan or review.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	GRAND TOTAL = 



Sample Individual Development Plan 

	Goals for Successful Performance in Current Position.   The Individual Development Plan (IDP) is not just a tool to move individuals closer to their career goals - it should also be used to develop skills in their current positions.  This space is for goals that will help in current job/leadership responsibilities.









	Short-Term Career Goals.  A statement of what the individual hopes to achieve within the next three years.  Examples: Get a promotion, manage a project, achieve a certification in a professional program (such as CAP).









	Long-Term Career Goals.   A statement of what the individual hopes to achieve after three years or more.  Examples:  Become a department manager / become a division president; achieve a professional degree.










	Developmental Objectives.   Statements defining what the individual needs to do to achieve his or her short-term and long-term goals.  Examples:  Learn about time management; become a good public speaker.








	Developmental Assignments.   A list of the strategies the individual will use to achieve the developmental objectives.  Examples: Attend time management training; join Toastmasters.











	Proposed Dates.   A list of proposed dates when the individual will work on the specific development assignments and an intended deadline for completion.







	Estimated Costs.   A list of the approximate cost of each activity.  Examples:  Tuition fees, organizational dues.







	Date Completed.    A list of the actual dates each developmental assignment was completed.







	Notes.   Any additional comments appropriate to the IDP go here.






	Signature/Date.   The IDP should be signed and dated by the individual, showing the commitment to the process.






Audit Procedures for Member of Excellence

Beginning with the 2011-12 IAAP year, the audit process will be revised.  A higher percentage of Member of Excellence Submissions will be audited as every 20th submission received will be selected for audit immediately upon receipt. 

Individuals selected for audit will be asked for back-up documentation for each criteria earned within three weeks of submitting (in most cases). 

It will be important for all Member of Excellence candidates to have documentation ready when they submit in order to be prepared if selected for an audit. 

Should you fail to provide adequate documentation of the required criteria, you will not pass the audit and will lose the Member of Excellence recognition.  Therefore, it is imperative that you have all documentation ready when your submission is entered.     

As you achieve each criterion throughout the year, prepare your documentation and keep it in a file ready for use if your submission gets selected for an audit. 

Check the audit information in the web community.  Just click the Member Resources tab, click Pathways to Excellence, scroll down and click the Member of Excellence link, then click the link for Member of Excellence Audit Procedures.

Pathways Subcommittee
The Pathways to Excellence Subcommittee will be happy to assist with your questions.   The 2010-11 subcommittee members are listed here. You can also e-mail questions to membership@iaap-hq.org, or post questions in the Pathways to Excellence eGroup.
 
Dortha Gray, CPS/CAP, Southwest District Director
Doris Goode, CPS/CAP, Southeast District Director
Laura Giokas, IAAP Headquarters, and
Amy House, CPS/CAP, IAAP Headquarters
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Chapter of Excellence

Beginning July 2011, all 8 newly revised Chapter of Excellence criteria are mandatory and must be earned to become a Chapter of Excellence.

IAAP Headquarters Membership Department reserves the right to request documentation for criteria earned.

All forms and information must be received by the specific deadlines.

Revised Criteria as of July 1, 2011

A Chapter of Excellence will receive a podium banner (first year) and in subsequent years will receive a banner year patch.  Each year, the Chapter of Excellence award will include one of the following two (2) options:  a $100 IAAP gift certificate or $150 credit toward subscription to the IAAP Web Community.

Criteria
1. Chapter submits annual meeting calendar with education and/or training topics to the members with a copy to the division by October 1, 2011.
2. Chapter submits budget and annual financial review report to the members with a copy to the division by December 31, 2011.
3. Chapter holds at least one Membership Drive between July 1, 2011 and May 31, 2012.  Chapter submits completed Membership Drive Evaluation form to the division by June 1, 2012.
4. Chapter holds at least one New Member Orientation between July 1, 2011 and June 25, 2012.  New members in attendance must have joined IAAP within the 2011-12 IAAP fiscal year.  Chapter submits New Member Orientation form to the division by June 25, 2012.
5. Chapter develops and updates business plan.  Chapter submits plan to members with a copy to the division by April 30, 2012.
6. Chapter sends a delegate or submits a proxy (if allowed by division bylaws) to the Division Annual Meeting held in the current IAAP 2011-12 fiscal year.
7. Chapter sends a delegate or submits a proxy to the International Educational Forum and Annual Meeting held in the current 2011-12 fiscal year (EFAM Montreal 2011).
8. As of June 30, 2012, at least 7% of the chapter members (minimum of 2 members) qualify for Member of Excellence.  

Use the links below to access the Pathways to Excellence Program submission forms and other links. 

Pathways to Excellence Program

http://pathways.iaap-hq.org/IAAPHQ/Pathways/Home/


2011-2012 Pathways to Excellence Criteria

http://community.iaap-hq.org/IAAPHQ/IAAPHQ/Resources/ViewDocument/Default.aspx?DocumentKey=4435584b-dafc-4183-8eef-5b37322aa24d


Member of Excellence Commitment Form



Member of Excellence Worksheet



Sample Individual Development Plan



Audit Procedures for Member of Excellence



Frequently Asked Questions (FAQs)
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