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Vicki’s Views
 
HAPPY NEW YEAR!
  I hope everyone enjoyed their holidays as I know I sure did.  
Here’s a recap of our programs
 from September 2010 through February 2011.  
 We are almost midway through the year and I hope 
you have been able to take advantage of these great meetings.  This is an easy summary to copy and past into your performance review and/or to add to next year’s development plan.  If you don’t have a formal program just print and show it to your boss prior to your evaluation.
Please notice that our 
January meeting 
has
 a new date, time and location
 and I hope you 
plan to 
join us.
Sept. 15, 2010, Wednesday 11:30 AM
Luncheon
 
“ODAM and EFAM Attendees Panel for Q & A”- Panel
…
Marie Blodgett,
 CPS/CAP-
ODAM Delegate and Libby Farley, 
CPS/CAP-ODAM Alternate-June 2010
Vicki Hohm, EFAM Delegate and Karen Allen, 
CPS/CAP-EFAM Alternate-July 2010
Barb Smith, 
CPS/CAP-
ODAM attendee
Angela Arledge,
CPS/CAP-
ODAM and EFAM attendee
Melissa Sharp,
 CPS/CAP-
 ODAM and EFAM attendee
Connie Switts, 
CPS/CAP, CWCA as Master of Ceremonies
October 20, 2010, Wednesday 8:00 AM
Breakfast and Bosses Day Recognition
 
Presentation:  “
Mutual Dependency in the Public-Private Partnership”
 
by
Colleen 
Gilger, City of 
Dublin
 
Economic Development Administrator
- coordinated by Tammy Brown
 
Nov. 17, 2010, Wednesday 11:30 AM
Luncheon
 
Presentation:  
“Market like a Pro”
 
by
Chrissy Blackwell, CPS/CAP, Ohio Division President
*received 1 recertification point
December 15, 2010, Wednesday 11:30 AM 
Luncheon
Presentation:
  
“
Enabling Others to Achieve their Dreams
” 
by
Linda Mettle CAP, 
Ohio
 Division
 
Corresponding Secretary
*received 1 recertification point
January 26, 2011, Wednesday 
12:00 PM (new location, date and time)
Luncheon
Presentation:  
“Admin2Admin Mentoring” by
Brenda Mason, CPS/CAP
, CWCA, Dublin Chapter Vice President
*applied for 1 recertification point
)
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Forward Moving!

December  2007		Volume 6, Issue 3
 (
Committees
Join a committee  –
call the chairperson today!
Awards & Recognition
Nora Erb CPS
249-5506
Audit 
Pat
 
Towns
 CPS/CAP
249-8088
Budget
Chris Horn CPS
854-3831
Communications/website/
Publicity         
Marie Blodgett CPS/CAP
844-4524
Certification
Brenda Mason CPS/CAP
435-0297
History
Rhonda Justice
435-7016
Membership/Mentoring
Melissa Sharp CPS/CAP 249-9985 Elaine Riley CPS 435-1910
Education & Program
Betty O’Leary
854-3076
Program/Hospitality
Betty O’Leary
854-3076
Seminar 
Melissa Sharp CPS/CAP
249-9985
Social Events
Julie Stoltz
249-7387
Ways & Means
OPEN
Retirement Trust Fund
Dodie Winebrenner
             435-0044
)

	Page 1	Barbara Smith editor
	Page 14	Barbara Smith, CPS/CAP editor
 (
February 16, 2011, Wednesday 11:30 AM
Luncheon 
Presentation:  “
Communicating Effectively With Your Boss
”
 by
Dr. Margaret Marshall
*applied for 1 recertification point
With Passion and Purpose, Vicki Hohm, 
Dublin Chapter 
President
 2010-2011
Dublin Chapter Strategic Plan for 2010-2011
 - We reviewed in several board meetings 7/13/10 thru 9/8/10 and decided no changes were necessary from the previous year. Here's a copy of our plan for your records for the Chapter of Excellence Awards. Thanks!
  
 
Ohio Division Chapter Presidents
, 
LAN Coordinators & Division Committee Chairs, 
 
DO YOU HAVE CARING AND SHARING NEWS?  INFO ABOUT YOUR CHAPTER?  AN ARTICLE YOU WANT PUBLISHED IN THE BUCKEYE BROADCASTER?
 
 This is a reminder to submit your news and information for the next issue of the Buckeye Broadcaster.  Articles, news about your chapter, invitations for upcoming events, Caring & Sharing items.  Send them to me as soon as possible for inclusion in the next issue.
 
 










Did you know that submitting information for the 
Buckeye Broadcaster
 is another great form of networking?  When you share what your Chapter is doing, perhaps another Chapter might want to brainstorm with you for more information on how you attained your success.  Your Ohio Division Officers are interested in hearing from you, too.
 










As the elected leaders of your respective Chapter and LAN, your bi-monthly newsletter submission is a great way to demonstrate your
 
Passion and Purpose
 to your Chapter members as well as your Division Officers! 
 
Below are the deadlines for your 
Buckeye Broadcaster
 submissions during the remainder of the 2010-2011 IAAP year: 
 
Remember – The deadline for the January/February issue is January 20, 2011.  Please send your submission (
in a Word document format
) to either 
mettle@grangeinsurance.com
 or 
Linda.Mettle@gmail.com
)
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Camera/Pictures     
Helen George
Sunshine Committee
  Marica Phipps
Student Chapter 
            
Renee Jeffers
,
 CPS/CAP
P
AST PRESIDENTS
:
2009-10 Marie Blodgett, CPS/CAP
200
8
-09 Melissa Sharp
,
 CPS/CAP
2007-08 Elaine Riley
,
 CPS/CAP
2006-07 Dodie Winebrenner
2005-06 Dodie Winebrenner
2004-05 Kathy Egger
,
 CPS/CAP
200
3
-0
4
 Brenda Mason
,
 CPS/CAP
,                    CWCA
200
2
-0
3
 Brenda Mason
,
 CPS/CAP
, CWCA
)

The Dublin Chapter of the 
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Date:		Wednesday, January 26, 2011
	
Time:	NOON – we will begin promptly at NOON

 (
Yes – a new location!
)Where:	Nationwide Insurance
	Conference Room C – First Floor			
	5100 Rings Road
	Dublin, OH 43017
	

Agenda
Admin2Admin Mentoring
Presented by Brenda Mason, CPS/CAP, CWCA
Dublin Chapter Vice President
Approved for 1 recertification point

Box Lunch selections:  Smoked Turkey Breast Sandwich, Mediterranean Veggie, or Chopped Chicken Cobb Salad
 (
1
)
 (
2
)E-mail confirmation to Karren Martin-Huth - Karren.Martin-Huth@cardinalhealth.com by 01/21 - NOON
		
		Mail payment to:
		Karren Martin-Huth
		854 South Section Line Rd.
		Delaware, OH 43015

No shows are responsible for the cost of their meal.
 (
Do not forget to bring your items for our Gree
n Fundraiser 
/ Recycling 
)[image: MCj04398470000[1]]



Support the Retirement
Trust Fund



[image: IAAP Logo]REGISTRATION FORM

Dublin Chapter Meeting

Admin2Admin Mentoring 
Presented by Brenda Mason, CPS/CAP, CWCA
Dublin Chapter Vice President
Approved for 1 recertification point
January 26, 2011
NOON – 1:00 PM
No shows are responsible for the cost of their meal.
Holiday Inn Express / 5500 Tuttle Crossing Blvd / Dublin, OH

Name:  							CPS, CAP or CPS/CAP

Address: 											

City, State, Zip: 										

E-mail Address:										

Phone:											 

Amount Enclosed: 						($11.00 per lunch)
		Please make checks payable to: Dublin Chapter IAAP
Registration Deadline: January 21, 2011 - NOON
[image: Pathways to Excellence_Long]E-mail your selection (Smoked Turkey Breast Sandwich, Mediterranean Veggie, or Chopped Chicken Cobb Salad) to:
Karren.Martin-Huth@cardinalhealth.com
Mail payment to: 
Karren Martin-Huth
854 South Section Line Road
Delaware, OH 43015
 (
Questions or Special Dietary Needs?
Contact Connie Switts @ 
614-435-6762
swittsc@nationwide.com
)	





 (
How to Update Your Profile
Go to IAAP website - 
http://community.iaap-hq.org/IAAPHQ/IAAPHQ/Home/
Click - Login to see members only content
Login with your username and password
Click - Update your profile
Click – Edit Contact Information
Click – Submit when finished updating your profile
Click – Edit Contact Information
Click – Submit when finished updating your profile
)






	
	



To obtain this month’s issue of the Buckeye Broadcaster, please follow these instructions:  
Go to www.iaap-ohio.org   
Go to the upper right-hand corner to log-in (it will take you back to the home page once you’ve signed in)  
To Access the Buckeye Broadcaster 
Click Ohio Division 
Click Members Only (on the left side of the screen) 
Click Publications 
Click Buckeye Broadcaster 
From here, you can click on any issue of the Buckeye Broadcaster listed with a hyperlink on this web page, which will take you out to the Professional Resources Document Library in the Web Community for the Ohio Division.  
If you have any questions or need additional information, please don’t hesitate to contact me directly.  
Linda Mettle CAP 
2010-2011 Ohio Division Corresponding Secretary 
[image: ]
[image: ]


Avery Great Results Award Applications Due February 1
                                                                                                                                                                   

Avery Dennison and IAAP are excited to announce the call for entries in the 2011 Avery Great Results Chapter and Division Achievement Awards Program. Great prizes and international recognition for this program will be awarded to chapters and a division that display excellence in specific areas of operations such as outstanding educational programs, promotion of professional certifications, and membership recruitment and retention. If your chapter and division exhibit excellence in these areas, then your chapter and division should apply. 
Avery Dennison will award five cash prizes to chapters and one cash prize to a division. The prize money is to be used for the development of programs that focus on pertinent issues facing the administrative profession. 
One Division Prestige Award of $1,000 will be presented. This award will be presented to the one winning division. 
 One Prestige Award of $3,000 will be presented. This award will be presented to the overall chapter winner with both chapter size categories combined. 
 Two Distinction Awards of $1,500 will be presented.  These two awards will be presented to a chapter with less than 40 members and to a chapter with 40 or more members. 
 Two Honorable Mention Awards of $500 will be presented. The awards will be presented to a chapter with less than 40 members and to a chapter with 40 or more members. 
Every chapter that enters is a winner. Each chapter that submits an application and is not the recipient of a cash prize will have a donation made on its behalf to the IAAP Research and Education (R&E) Foundation.  Divisions are not eligible to receive the consolation prize of the R&E Foundation donation made on its behalf. 
Deadline submission for the applications is February 1, 2011. Applications must be received at IAAP Headquarters by February 1, 2011.  Submit only one application per chapter/division; revisions or additions will not be accepted.  Applications can be submitted via e-mail (lgiokas@iaap-hq.org), fax (816.801.1379), postal mail (PO Box 20404, Kansas City MO 64195-0404) or overnight carrier (10502 NW Ambassador Drive, Kansas City MO 64153).  
Finalists will be selected by a panel of judges and forwarded on to representatives of Avery Dennison for the final selection.  The Prestige Award, the Distinction Award and the Honorable Mention Award winning chapters and the Division Prestige Award winning division will be notified by Avery Dennison and announced on Administrative Professionals Day®, April 27, 2011. The winning chapter and division names will be published in an issue of OfficePro magazine, and in the online Connections newsletter. Those winning chapters and division will receive their awards at the 2011 IAAP Education Forum and Annual Meeting in Montreal, Quebec. 
Applications and additional information can be found under document ID 2808 in the IAAP International Library.  Just log in at http://community.iaap-hq.org and click Resources – Search Library to get started.  (01/11/11 – Due to website upgrades, you can now find this information in the Membership Folder under Resources – IAAP International Library.) 
We encourage ALL CHAPTERS and ALL DIVISIONS to apply for the 2011 Avery Great Results Chapter and Division Achievement Awards.  Your chapters and divisions work hard to achieve great results, and we want to recognize both for its accomplishments.  Don’t forget that chapters and divisions who submit a completed application meet one of the criteria for the Chapter of Excellence/Division of Excellence Recognition Programs so submit your application. 
Questions concerning the 2011 Avery Great Results Chapter and Division Achievement Awards Program can be directed to Laura Giokas at lgiokas@iaap-hq.org.
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	International Association of Administrative Professionals

Dublin Chapter Presidents


2002-2003		Brenda Mason, CPS/CAP, CWCA

2003-2004		Brenda Mason, CPS/CAP, CWCA

2004 – 2005	Kathy Egger, CPS/CAP

2005 – 2006	Dodie Winebrenner

2006 – 2007	Dodie Winebrenner

2007 – 2008	Elaine Riley, CPS/CAP

2008 – 2009	Melissa Sharp, CPS/CAP

2009 – 2010	Marie Blodgett, CPS/CAP

2010 – 2011	Vicki Hohm

 (
Great Administrative Assistant
Ringmaster - Keeps track of everything (meetings, files, schedules)
Fortune teller - Can look ahead on the schedule – make adjustments as necessary
Acrobat - Flexible and can adjust in any direction
Fire eater - Can take the heat
Clown - Able to laugh at it all – not take things too seriously
Strong (wo) man - Can push back on boss and others as needed
Lion tamer - Keeps the boss and others calm and in control
Juggler - Knows how to keep multiple balls in the air at all times – able to prioritize
)



 (
Punctuation-Commas for Items in a Series
www.upwritepress.com
 (January 2011 series)
Commas are used to separate three or more items (words, phrases, or clauses) in a series.
The best workplace chair is one with a padded seat, an adjustable backrest, and a lumbar support system.
Do not use commas when all the items in a series are connected with or, nor, or and.
Vision problems can be caused by improper lighting or by computer glare or even by letters that are difficult to read.
The best workplace chair is one with a padded seat and an adjustable backrest and a lumbar support system.
)












IAAP Important Dates and Deadlines

Buckeye Broadcaster

January 2011
January 15 Deadline for Nominations for International Officers or RTF Trustee
February 2011
February 1 Deadline for Submitting Proposed Bylaws & Standing Rules Amendments to Division Bylaws &
Standing Rules Committee
February 15 Postmark Deadline to Apply for May CPS and CAP Examinations
March 2011
March 1 Notification of Proposed Bylaws & Standing Rules Amendments by Division Bylaws & Standing
Rules Committee
March 1 Deadline for Chapter and Division Officer Nominations to Nominations Committee
April 2011
April TBD Deadline for Annual Chapter & Division Committee Reports to Division Board Contact and
Division Vice President
May 2011
May 7-8 CPS and CAP Examinations (Various Locations)
July 2011
July 1 Deadline for Submitting Division and Chapter Officer Forms to IAAP Headquarters

TBD by the International Board of Directors
Deadline for Submitting Recommendations for Appointment to International Committees to IAAP Headquarters
Deadline for Submitting Pathways to Excellence to IAAP Headquarters (Division, Chapter & Member)

	


 






Certification News

CPS/CAP - Candidates will receive their letters around December 24 concerning the results from their November 5 & 6 exams.

CONGRATULATIONS Brandi Moore on passing your CPS exams and receiving your certification.
CONGRATULATIONS Angela Arledge on passing your CAP exams and receiving your certification.
GREAT Job Ladies!!
IAAP - Chapter Achievement - Dublin Chapter members who have completed any community service, please e-mail Brenda Mason CPS/CAP (masonb1@nationwide.com) your details.

December 2010 IAAP: Certification Update
The November 2010 certification exams have been administered and candidates will be receiving their Performance Reports near the end of the month. The scheduled mailing date from Kansas City is December 21.  Performance Reports are mailed directly to each candidate and are not available on the web, via fax, or via email. Please continue to encourage members as they await their results. 
As you are aware, changes to the IAAP certification and recertification programs were announced at EF

FOR CURRENT CANDIDATES

How will these changes affect current CPS and CAP candidates?
Current candidates, and those applying for the November 2010 and May 2011 exams, will have through
May 2011 to complete all parts of the existing exams.
After the May 2011 exams, any CPS or CAP candidate who has passed only one part will automatically be
moved to the new CAP exam; any candidate who has passed two parts will be given through November
2011 to complete their final parts.
Complete details will be provided individually to all eligible retake candidates before both the May 2011
and November 2011 exams.

UPCOMING CHANGES TO THE IAAP RECERTIFICATION PROGRAM

How will the recertification requirements change?
Here is a list of the largest changes to IAAP.’s recertification program:

The number of points required for recertification will be reduced from 90 to 60.
The Experience category will be renamed .“Other Certifications..” 5 points will be awarded for
    each certification, up to a maximum of 20.
The Leadership category will award points for officer or chair positions for committees active
   for at least 7 of the 12 months in the IAAP year. 5 points will be awarded for each position held,
    up to a maximum of 20.
The Education category will be renamed Continuing Education and will tightly follow the exam
   outline; credit will only be given for education in these areas. 30 points will be a minimum
   requirement in this area.
The Workplace Projects category will be eliminated.
The Elective category will be eliminated.

When will these changes become effective?
These changes are effective immediately. However, the Certification Department will accept
applications under either the new guidelines or the old guidelines until April 1, 2011.

What topics are covered in the exam outline?
While it.’s impossible to be exhaustive in a document such as this, the general categories are:
Computer hardware, systems & configuration
Document layout, design & reproduction
Software
Managing Physical Resources
Records Management
Communication
Human Resources
Accounting Procedures & Analysis
Time Management
Organizational Planning
Advanced Administration
Team Skills
Advanced Communication

Ohio Division Certification Committee: 
Chair:                Melinda Chappell, CPS/CAP                            melinda.chappell@cchmc.org 
Members:       Juanita Hunter, CPS/CAP                                  hunter.jm@cchmc.org 
                           MaryAnn Meyer, CPS/CAP, MOS                  meyer.ma.3@pg.com 
                           Laura Snyder, CPS/CAP                                     laura.snyder@cchmc.org 
                           Connie Switts, CPS/CAP                                    swittsc@nationwide.com 
Board
Contact:               Jennifer Stoff, CPS/CAP                                Jennifer.Stoff@resservices.com

How does this change affect programs that chapters and divisions submit for recertification credit?
With the elimination of the Elective category, chapters and divisions should adhere closely to the exam
outline when submitting programs for recertification approval. Look for new application documents
soon from the Certification Department.

What IAAP committees .“count.” in the Leadership category?
With a very few exceptions, the committees recognized and tracked by the Membership Department
will count as fulfilling the requirement. Please consult the .“Officers & Committee Chairmen.” listing,
Document #531 in the Web Community Resource Library, for a list. As a general rule, the committee
must be a standing one (active for at least 7 of 12 months) and its work must be far-reaching; not
limited to a singular, time-based project or event.

Why is IAAP changing the requirements for recertification?
There are many reasons for the changes. First, to bring our program more in line with generally
accepted standards for recertification across the board; most programs require 60 hours per
recertification period. Over the years, we have also noticed the frustration applicants have had with the
nebulous quality of some of our recertification categories. This change attempts to combine these two
changes to make for a more tightly defined program that adheres more closely to accepted principles.

Here is a table showing the current system and the changes:
	Previous Recertification Categories & Points
	Revised Recertification Categories & Points

	Points Required
	90
	Points Required
	60

	Category Title
	Max Points Allowed
	Category Title
	Max Points Allowed

	Education
	90 Points (Minimum 30)
	Continuing Education
	60 (minimum 30)

	Experience
	30
	Other Certifications
	20

	Leadership
	30
	Leadership
	20

	Elective
	30
	
	




Both Connie and Brenda are currently teaching CAP classes that began in August.  If you would be interested, please contact Brenda Mason CPS/CAP at 677-1566 or Connie Switts CPS/CAP at 435-6762.

You can find the Certification Application Packet on the main website under Professional Development > Certification > Exams, or in the IAAP International Resource Library on the web community. While you’re there, print a copy of the Certification Review Guide, which will help you form your study plan.

Recertification 
If you are looking for ways to gain those 90 required recertification points, the 50-Minute books and OPTIONS program are a great way to earn points. Provide information on the OPTIONS program to your employer, and show him/her how those courses can benefit your company. Your employer can invest in you and your worth to the company (and gain a full year's education) for $199. Point out to your employer that by providing the OPTIONS program they are helping you gain 24 of the required 90 recertification points. It’s a win-win for you and your employer.

For additional information on the OPTIONS program, contact education@iaap-hq.org.
The Recertification Application Packet, Recertification Spreadsheet, and What Counts and What Doesn’t are all available on the IAAP website at www.iaap-hq.org under Professional Development > Certification > Recertification, and on the web community in the IAAP International Resource Library.  

	
For questions or additional information regarding CPS/CAP Certification or Recertification contact:

	Brenda Mason CPS/CAP (masonb1@nationwide.com - 677-1566) or Connie Switts (swittsc@nationwide.com - 435-6762).



Future Exam Dates and Deadlines 

Following are the dates and deadlines for future CPS and CAP exam administrations:

 		 Exam Dates			Deadline Dates
November 5-6, 2010		August 15, 2010
May 6-7, 2011			February 15, 2011
November 4-5, 2011		August 15, 2011

The CPS and CAP exams are administered on the first consecutive Friday and Saturday every May and November. 
Part 4 of the CAP exam is administered on Friday afternoon. Parts 1-3 of the CPS and CAP exams are administered on Saturday. 
Note: Certain international centers have been approved to administer the CPS and CAP exams on days other than Friday and Saturday. Refer to the Exam Centers Listing for exam days. 
Below are links for applying to take the exams, forms to be submitted and information for review materials and courses. 

Certification Application Packet (PDF) 
Certification Review Guide (PDF) 
Exam Centers Listing (PDF) 
Job Function & Employer's Statement (PDF) 
Review Materials and Courses


Anyone interested in a CAP review, please notify Brenda Mason or Connie Switts at masonb1@nationwide.com or 614-677-1566; or swittsc@nationwide.com or 614-435-6762.







Dublin Chapter of IAAP
2010-2011 Participation Opportunities

	Business Planning – Board Liaison – Vicki Hohm, president

	By-Laws and Standing Rules
	Business Plan
	Nominating


	
	Officers – Board Members
	

	Pat O’Dell, CPS/CAP
	
	Marie Blodgett

	
	Past President -
Marie Blodgett, CPS/CAP  
Parliamentarian –
Karen Allen, CPS/CAP
	

	Community Service – Board Liaison – (TBD)

	Civic & Social

	Retirement Trust Foundation – Libby Farley, CPS/CAP

OTHER Community Service Opportunities -


	Customer Service – Board Liaison – (TBD) president elect 

	Historian
	Membership/Mentoring

	Open
Helen George – camera / pictures
	
Angela Taulbee


	Event Planning – Board Liaison – (TBD) vice president 

	Securing Speakers
	Bosses Day Breakfast 
	 Seminar & Holiday Social

	Securing Location & Catering

	Connie Switts, CPS/CAP,
CWCA
	
Tammy Brown and
The City of Dublin admins (4)

	(Seminar) - 
Renee Jeffers,CPS/CAP


	Connie Switts, CPS/CAP, CWCA





	Financial Planning – Board Liaison – Karren Martin-Huth, CPS/CAP - treasurer

	Audit
	Ways & Means

	
Helen George
	



	Marketing -- Board Liaison – Barb Smith, CPS/CAP - secretary

	Newsletter 
	Publicity/Publication
	Webmaster

	
Susan Blankenship
Barbara Smith, CPS/CAP
	(Sunshine Cards) –
Marica Phipps

	
Marie Blodgett, CPS/CAP




	Personal Development – Board Liaison – (TBD)

	Certification/Education
	Student Chapter
	Awards/Pathways to Excellence

	
Connie Switts, CPS/CAP, CWCA
Brenda Mason, CPS/CAP, CWCA

	
Renee Jeffers, CPS/CAP


	
Vicki Hohm
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