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North Suburban Chapter
Board Meeting Minutes

July 8, 2009

The meeting was called to order by President Barb Tripp at 5:37pm at the Embassy Suites Board Room.

Board Members Present

President – Barb Tripp

President-Elect – Nena Andor-Wuollet CPS/CAP

Secretary – Debbie Wolfe

Treasurer – Judy McHugo CPS/CAP

Director – Natalie Maczka

Director – Lori Wagner

Immediate Past President – Linda Hampton

Other Members Present

Karen Albu CPS

Gina Overacker CAP

Cher Bakken CAP

Treasurer’s Report:  Treasurer Judy McHugo CPS/CAP presented her report as she needed to leave the meeting immediately after.  The balance of the account as of 5/31/2009 was $2,690.45.  The balance of the account as of 6/30/2009 was $2,844.01  Total Inflows $624.61 – Total Outflows $471.05.

Judy also provided a spreadsheet showing budget vs. actuals for each of the areas.  

The Audit of the financials needs to be completed prior to the August 11 Board Meeting.  Carole Blowers CPS will lead the audit with the assistance of Debbie Wolfe.  For 2009-2010 Debbie Wolfe had offered to be the Chair of the Audit Committee.

**Action – Website Committee needs to change the Committee Chair on the Website for the Audit Committee.

**Action – Judy will contact Carole and Debbie with a suggested date/time to meet to do the Audit.

Motion by Nena, seconded by Natalie to approve the Treasurer’s Report as presented.  Motion Carried.

Judy left the meeting.

Review Agenda:  Gina requested the subject of the shawls be added to the agenda.  Karen said she had some various items to discuss.

Motion by Nena, seconded by Natalie to approve the agenda as revised.

Review & Approve Minutes:  Karen stated she would correct the June Board Meeting Minutes since she took them.  

Linda said the www need not be included with the website address.  Natalie noted she had donated 2 eggs which should be included on the in-kind donation list.

**Action – Karen will update the minutes and distribute to the Board Members.

**Action – Debbie will update the official minute book upon receipt.

**Action – Barb will contact Judy to amend her in-kind donation list.

Motion by Debbie, seconded by Nena to approve the minutes as revised.

Membership:  Lori stated she has requested information from IAAP HQ on what forms they suggest to be used for recruiting members.  Some of these forms may have a cost associated with their use. 

The suggestion was made that these type of things be put in a “private” folder on the website that only the Board can access.

**Action – Cher will add a private folder to the website for Board Use Only and communicate to the Board when this has been done.

Cher distributed Website Login Procedures.

**Action – Cher will authorize those members needing access to the website as an editor and notify those affected.

It was suggested business cards be done up including our website address and the names of the Boardmembers and contact information.

**Action – Barb offered to create the business cards after Lori provides her with a mock-up.

Lori stated that she and Debbie would be attending a Brainstorming Breakfast during EFAM where ideas for recruiting would be discussed.

Lori suggested the Board think about incentives that could be offered to current members for bringing in new members.

Karen suggested events such as the Maple Grove Expo be looked at, as well as other events, may be a way of getting the IAAP name out there.  North Star (the new chapter being formed in Rogers), is manning a booth at the Maple Grove Business Expo.

Karen mentioned that when she helped staff an IAAP table at North Hennepin Community College, their administrator asked for information packets from IAAP that they could hand out to their students who enroll in their Administrative Assistant program.

The rebate report, showing current members, is sent to the Treasurer each month and should be passed onto Debbie and the Membership Committee.

**Action – Judy will pass on the rebate report to Debbie and the Membership Committee each month.  

**Action – Debbie will update the chapter database after receiving the report.

Barb passed out a report she received from HQ showing membership.  There was discussion about duplication of effort and it was agreed Debbie will keep the only database for the chapter and will provide reports as needed and requested.  There were many discrepancies between the two reports and it was agreed the database kept by Debbie would be the “official” list.

A list of non-active members was distributed to those present in the hopes some personal contacts can be made to non-active members known personally.  Updates on status should be given to Debbie.

**Action – All will review non-active list and make contacts if possible encouraging them to rejoin or finding out why they let their membership lapse.  If lack of company support was issue, please communicate that to Debbie.

Natalie provided Debbie with the names of two new members she had received membership cards for.  It was agreed any new membership cards received would be mailed immediately to the member – the suggestion was made of possibly Barb writing a welcome to the chapter letter to accompany new member cards.

**Action – Barb will draft a “welcome to the chapter” letter to be used for new members.

**Action – Barb will find out about a Division Dinner during EFAM and communicate the information to the Boardmembers.

**Action – At the chapter meetings, the Membership Committee will make a point of touching base with the new members at their first meeting and introducing them to others.  

Suggestion was made of somehow identifying board members, new members and guests at each meeting.

**Action – Think about how new members and guests could be identified at meetings.  

**Action – Gina will look to see if she has the ribbons for the Board Members to put on their nametags.

Lori suggested she contact some area colleges, tech schools, employment agencies to provide info on the chapter.

**Action – Newsletter Committee will include new member names and those members who have renewed their membership in the newsletters each month.

**Action – Debbie will scan all previous minutes and put on cd’s to avoid storing the bins of the minutes books from Diane Swanson.  Those for 2007 – 2008 – 2009 will be posted on the website by Cher.

Shawls:  Gina stated there are approximately 93 shawls.  She will put logos on ½ of them.  She will have a sewing session at her home on 7/13/09 at 5:30pm.

**Action – Contact Gina if you are interested in helping sew on the logo’s.

**Action – Gina will develop a plan for coordination of the sale of the shawls during International and communicate it to those attending.

**Action – Debbie will send out a survey to the membership asking who’s attending International.

**Action – Barb will send out an email to those attending (list will come from Debbie) asking whether they’d like to sit at the chapter table(s) during the banquet.  Cost is $18.50 per person payable to Barb.

The suggestion was made for the chapter to utilize paypal for payments to the chapter for meetings, etc. 

**Action – Barb mentioned International was perhaps looking at this.  She will research and report back to the Board.

Items for discussion per Karen:  Karen suggested putting the NSC Newsletter on the Division website.  She offered to read the other chapters’ newsletters monthly and bring any items of interest to the board.

Karen mentioned the Division is changing their bylaws regarding the President Elect automatically succeed the President.  Nena mentioned our chapter bylaws already reflect that change.

Barb suggested we look at IAAP bumper magnets.  It was mentioned the use of the IAAP logo without International’s permission is not permitted.  

**Action – Barb will contact International about using the IAAP logo on bumper magnets and will report back.

Nena suggested maybe a chapter pin (using one of Lori’s designs) may be more appropriate as a fundraiser.

Nena announced there would be volunteer t-shirts for $15/each for sale at EFAM and they are encouraging members to wear them to the Evening of Welcome.

Barb Tripp has purchased two tables for the banquet.  Cost is $18.50 per person payable to Barb Tripp.  They are Tables #21 and #22.  

The meeting was adjourned at 7:10pm.

Respectfully Submitted By,

Debbie Wolfe

Secretary

