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CE PRESI DENTOS

By Kathi Princeton, CAP

The hardestei | | dv e ev e Thereisa libhWrite

_ Press.comthe WiscGiiou, u
I know | write welpivisionWeb site. This company, locatéde
classes | dve t &hee rpyrington, Wisconsin, has had a lon@stark
Gregg Reference Manual (jlesttio BeiSol re|ationship with IAAP. | make it a point to
my writings are CChooth during the Q@f
and | no |l onger r €gducation Forum and Annual Meeting. 4 &

(Even though spelled correctly, to, t00, oupmrite Pragsse
di fferent meanings N nd

correctly spelled word may change the When the Division Board chose business v
message. I 8 m s ur esessionfor WDAM, | immediately thoughtr
of dread as we clicked send and saw ar UpWrite Press for the presentation. | calle
in ourmwail. offices and had to leave a voice mail mess

) , Unfortunately, I wa
It seems | digress. Has this ever happe my call. They left me a voice mail messag:
You start writi ng.toaenailthem with the particulars of the ¥r®
off topic and into a completely different Thjs is when | choked and my confidence i
thought. This also happens in conversé skills dropped significantly. It took a very I
someone with a specific question. You for me to compose and send a simple 161
discussion with pleasantries to establist mail. | read amhdeit. | saved it as a draft a
establish rapport. Conversation may flc read it again. Finally, | got the courage to |

playoffs, to chil candawayitwent. Ittruly was dmahartest®
wor k related i ssUE€gyerwriten. r,

conversation and your question was ne

experience chagrin and redial. Has your curiosity been aroused? Do you
. the final draft of that message? Would you

Let 6s get back t o enhanceyour writing skills and boostydur

vice president, one of my responsibilitie confidence? Plan to join us at the Brookfie

presenters for our Annual Meeting and Hotel on May12011, for the Wisconsin Div

Forum (WDAM). Potential presenters & Annual Meeting and Education Forum. (D
t he Division Boar Cavailableverysoon.) mb e

requests. One frequent request is a bu
session and we are working to include t
this yeards agende
with this?
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WISCONSIN DIVISION MEMBER SURVEY

Wisconsin Division has prepared the annual memidease/@akéoa tfas yagautes te cor
there are just 13 questions, so it shouldn't take long.

The survey is one of many tools the Division Board uses to plan and improve event
aspects of IAAP involvexmdrd members read the responses, discuss the trends, a
on your respolfeesmay notice that some of the questions are thbasernarab sy e
comparison data to see if our efforts havé hesnrseyoedsfalnain open toitiBMdests 1.

2011Thank you for your feedback!

https://www.surveymonkey.com/s/wi_div_survey

(you may have to copy and paste the link into your browser)
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http://www.packers.com/media-center/photo-gallery/Super-Bowl-XLV---Packers-vs-Steelers---Pre-Game/b90c1838-4467-4c01-af13-a472979d72a9
https://www.surveymonkey.com/s/wi_div_survey
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20102011 WI DIVISION BOARD CONTACT INFO
WI DIVISION BOARD MEMBER
PR THOMAS, CPS/CA CHAPTER LIAISONS
g(\)/g Ble pl’;tlaonde)Al\J\/rgacho)glc’:n )kkkkkkkkkkkkkkkkkkkkkkhkhkhkhkhkhkhhkhhkhkkhkkkx
%/Iaglsonésov(-_\)/é-sﬁ . *kkkkk
F: 68855256
thomas@humonc.wisc.ed CHIPPEWA VALLEY
Lynette Hieronimus, CPS
NANCY ARNOLD, CPS/C DOWNTOWN MILWAUKEE
PRESIDENECT L
Madison VA Hospital Kathi Princeton, CAP
2500 Overlook Terrace
Madison, WI 53705 FOX CITIES
O: 6B 092
alohanra@aol.com Kathi Princeton, CAP
GREATER GREEN BAY
\51%T§IIDII?QFI§|SI\=8E1I\-I?N ';;,-.: i Irene Scallon, CPS
American Family Insuran s
W236 N1402 Blsse Roads MADISON
gafgﬁ%]gowllgg?}%%% * Lynette Hieronimus, CPS
Kprincet@amfam.com METRO NORTH MILWAUKEE
Lynette Hieronimus, CPS
LYNETTE HIERONIMUS, C
SECRETARY , MILWAUKEE
County Materials Corporatio
205 North Street Nancy Arnold, CPS/CAP
Marathon, WI 54448
g_: 77%%&8{’ SE WISCONSIN
lynette.hieronimus
gountymaterials.co(r@n Nancy Arnold, CPS/CAP
SWANI
%RREE'\AESB%E%ON’ CPS Kathi Princeton, CAP
PG Box 733 WAUKESHA
Madison, WI83307
C: 688%F979 Irene Scallon, CPS
F: 6687®119
WiDivTreasurer@charter.ne WAUSAU
Irene Scallon, CPS
WI DIVISION MEMBERS AT LARGE

T‘ﬁ? B
awar Division

of Excellence

Nancy Arnold, CPS/CAP
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A RETURN TO CIVILITY
By Danita Johnson Hughes, Ph.D.

Sometimes you might wonder if we truly live in a civilized society. It seems that rude L Viol
rise. The modern workplace can be an incubator for such incivility if left unchecked.

Both inside and outside the workplace, we see a rash of disrespectful, discourteous
use their vehicles to take out their aggressions and deliberately cut others off in trafi ., 1S di
the point where most would prefer to use the impersonal ATM machine than face anﬁ” : lalic
campaigns and tactics draw out the worst in even the most respected individuals. CF 5 fee
from bullies at school.

The examples of an uncivilized society are too numerous to recount and the workplace is a microcosm of socie

The impact of such destructive behavior can be more psychologically damaging than opemlence. 6irabyuadyLsin
and leadership perspective, the negative behavior happening outside-affdutingpetpfogég tungimgational
commitment and overall productivity. The pressures of everyday life can take their toll oméngptpgecsediobstre
Consequently tempers get frayed and patience and tolerance are thrown out the window.

It's time for a change.

But, understanding precedes change. What typically leads to uncivil behavior is a disaijgeenstmnGEmBo me o
wants to be heard. Sadly, that attitude ofteseleatsotna win

Il tds i mportant to understand t hat c oagdemants lead tobealthy, v
constructive conversations that translate into creativity, innovation and a shared sense of accomplishment.

Encouraging civility in the workplace promotes a low stress work environment and impraotigete erplopgeenorale.
dissatisfaction that often results in such things as civil rights complaints and lawsugdonh&storernpcothypEtne
customer dissatisfaction can be devastating to an organization.

Some signs of an organization infected with incivility include:

o'y «

A Higher than normal employee

A A Iarge number of empl oy

A Lost work time by employ

A Ilncreased consumer compl

A Diminished productivity

A Cultural and communicat.i

A Lack of confidence in |e

A Ilnability to adapt effec

A Lack of individual accou

Civility is essential to defining the culture and establishing a foundation of proper bosssédsobghiaziatiolssserivalt

achieve.

To be able to build and maintain itself as a viable entity capable of reaching its fullgpbtevatine geeniter gepipeEisanal
relationships in a manner that promotes positive interactions that are civil and respeaiftiheTinigriachpeesopabiies.
individual circumstance that impact workplace interactions. But it can be accomplished psilite zated shgaoomyfoitr
interactions among employees.

Creating a civil workplace boils down to 3 basic principles: respect, restraint and refinement.

Respetd inherent in the belief that although another person's beliefs may be different thareyims ayolesicoudtitsa
other person due consideration. Taking someone's feelings, ideas, and preferences ith@teasnlesiytiandribdatates
position has worth and value, even if contrary to your own. In so doing, you validateght @tluiifgrémgooysnictivide:
is the most important step in building a relationship and reducing the potential for cpefticjosiseamatcursps=iond |
become easier to attain.

CONTINUED ON PAGE 5
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A RETURN TO CIVGONTINUED FROM PAGE 4
By Danita Johnson Hughes, Ph.D.

Restrains simply a matter of exercising personal self control at all times. Therefore, you shoulgpkinevergtsur trigg
and actions affect other people. Being aware of the things that make you angry or upseelatips. yihirtk bedortor a
you act. Remember, you may not be able to control the things others say or do. But, you can control your respc

Refinemeis the quest for continual cultivation and improvement of relationships in the workplaaky Just as the pr
Improvement (CQI) has come to be known as a means to improve performance and increddetlediicbtyoyagsaofo
expressing those thoughts and the practice of continuously exercising appropriate decuyuay wiheardslating to otl
enhancing workplace civility. Improving and strengthening relationships requires effort and commitment.

Achieving civility in the workplace requires the involvement of every employee from themejpfic@mrno divegiackor
biting, rude employee behavior and the constant complaining that many are subjected &v/@adipdeires certainly r
commitment to achieving and sustaining civility can be the key to a successful and throsi#eg organization with hic

You can and should make workplace civility a priority in your business by insisting tredicelhemployees exercise |

A Pursue understanding first

A Listen and respect other opinions

A Seek common ground, even if it's to agree to c
A Tune into what's happening around you; observe
A Accept responsibility for your actions and the
A Ooffer and willingly accept constructive feedbese

Workplace civility and common courtesy start with you. Take time to assess your own b&hHawéoysulayoragessif
your voice to make a point? Are you communicating important inforkexsontevitbhotemg iofepratied? Set an
expectation of workplace civility by "walking the talk" and being the change you want to see.

About the Authbranita Johnson Hughes, Ph.D. is a healthcare industry executive, public speaker and autioeofté rehicemines peord
to dream big and understand the role of personal responsibility in personal and profesaioniVebiry d3anita lstafiest ek eawwePrincip.
Success” that helped her overcome meager beginnings and achieve professional, commianty aisiyeyaaralaobosesaghes oomjo,

write herdanitahughes@edgewatersystems.org

OLOVE S
KEY THAT OPENS

GATES OF
Oliver Wendell Hol



http://www.danitajohnsonhughes.com
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TIDBITS FROM IAAP HEADQUARTERS

Reinstatement Fee Waiver

In conjunction with £@120D¥ision Recruitment Award Program, beginning Jan. 1, IAAP will avgivedh &d &ipodtas slnopfes
active status in the last two years and reinstates his or her membership between Jan. loseme ivilaecbh3i hidy tapkedypteas
share this information

New Member Orientation Webinar
The next New Member Orientation Webinar will be held Wednesday, Feb. 16-Dntevn&io8ATIRRekrillle red¥sionRAleasy cont
membership@iagapifyou would like to participate.

Study materials for the new exams
Below are links to the new content outlines and bibliographies for the new CAP and Orgi@irati dialdvidvegzdidniTéreams |
bibliographies are the actual college texts used to write the exams.

Content Outline and Bibliography for Certified Administrative Professional Exam

Content Outline and Bibliography for Organizational Management Specialty Exam

Metcalf Educational Services will be updating their review materials for the new exarsigmsTiseNeriftaoieseH@iile for their r
Prentice Hall will not be providing review materials for the new exams.
Metcalf and Prentice Hall continue to make available review materials for those testing in May 2011.

Please remember that the Metcalf and Prentice Hall materials are strictly for a review efstomethiad ytudglfeathelaramg,h
the exams are not written from these materials.

Questions on certificatioCoratersRe certification degertificationt@tappry call 816.891.6600 x2225, 2248, or 2227.

'|E'(I): ﬁ;l;/lm how to pronounce the words and phvastEmalazango to
1. Hello a. Au revoir ; Adieu
2. Good bye b. Je ne peux pas
3. Please c. Merci
4. Thank you d. Ou est
5. Alittle e. Tres bonne
6. Very good f. Joai l e plaisirtr
7. Where isé g. Bonjour
8. Wait h. Un peu
9. 1 am pleased i. SO6il wvous pla’t
10. I canodt j. Attendre

**Find the answers on page 12

Get your passpamtso that you can join us for this unforgettable EFAM event.


mailto:membership@iaap-hq.org
http://www.iaap-hq.org/prodev/certification/Content_outline_Bibliography_new_CAP.pdf
http://www.iaap-hq.org/prodev/certification/Content_outline_Bibliography_new_OM_specialty_exam.pdf
mailto:certification@iaap-hq.org
http://www.forvo.com
http://travel.state.gov/passport/
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MARCH CHAPTER MEETING TOPICS

CHAPTER/DATE/LOCATION

PROGRAM TOPIC/SPEAKER

CHIPPEWA VALLEY
Mondalylarch 28, 2011

Wo me nds L e-&€hbhrgess&iOpportusittesy | e
SpeakérDr. Donna StewartSthiit

Luther Midelfort Clinic, 1221 Whipple Street, Eau ClaijeCheck their welbsiter&@hippewaValleyChapter

Timé5:15 piNetworking; 5:3@rpfassional Development
6:30 piBusiness Mtg.

RSVP To: Kathy Briggs at khbriggs@yahoo.com
Reservations DeaglineFriday, March 25, 2011

Program,;

DOWNTOWN MILWAUKEE

Tuesdaylarch 8, 2011

Shops of Grand-Eeshankinton -Ssxterd Floor
(Above TJ Meaasmer Express store)

165 West Wisconsin Ave., Milwaukee, WI

pm Educational Program
RSVPdhacrsvp@gmail.com
Reservations DeladtiggMarch 4, 2011

MS Office Power User Tips & Tricks

SpeakePanel Format

discover new tricks and handy tools in Microsoft Wor

| Excel,

Unleash the power of Microsoft Office by joining our qanel of

Our panelists will share 15 tips for each program, incl@ding bc
Timé&11:30a@M2 pm Lunch, Networking, Brief IAARSRUFIR883 Megsidas.

Check their welb$itmd@iowntown Milwddikeaukee, WI

FOX CITIES

Tuesdaylarch 15, 2011

Locatiakimberly Clark

Timeb pm

RSVP To: Ashley Balding by Friday, March , 2011 at
abaldwin@foxcitiespac.com

Networking: Linked In
SpeakelYyolanda Ruzicka
Check their welbsita&iox Cities (Appleton, WI) Chapte)

| IAAP

GREATER GREEN BAY

Mondalylarch 14, 2011

Holiday Inn Hotel &G3ed¢aBay Stadium, 2785 Ramads
Bay, WI

Timé&5:00 piNetworking; 5:3Dipner; 6:159peaker; 7:15
Business Meeting

RSVPdkyistine. VanBoxtel@associatedbank.com
Reservations Deatlidteam on March 11, 2011

Ha
Ppy P z\g »

74
‘63 @I]ti"e 'y Dat

The Executive Perspective
SpeakelColleen Pamperin, Vice President of Service (
\Mamabiednc.

Dperatio

Please jOinlleen Pampgevyiite President Service Operati

ns, Hu

pmc., as she shares her personal experience "climbingjthe cor

and takes us around to the other side of the desk for
perspecti@alleen will share the core competencies ex
in today's top administrative prGkstsieriaside scoop on
administrative role and what executives require in an
smart secrets for building partnerships with administr
You don't want to miss out!

Cost$20.00 1&AP Chapter Member/IAAP Member/Sty
dinner/program); $25.a84d? Bbapter Member (include

look at
cutives
the

ssistan
ive pro

dent Re
5 dinnel

program); $10.00 for IAAP Chapter-Méialehapte Ndapber

(program only)
Check their weltGitatir Green Bay Chapter

MADISON

Thursdayarch 17, 2011

Sheraton Madison

706 John Nolen Drive, Madison, WI

Time5:156 prrBusiness Mitg.pBDinner & Networ8rmn1
Program

RSVP To: Yvonne Wiissddsrdd meadhunt.com
Reservations De8ddimeon March 14, 2011

How To Improvddd & Other Communication Skills
SpeakeiSteve Van Der Weide, WI School of Business
Cost$20.00 for IAAP members; $25.00 for Guests, $1
Check their wathsiterdvladison Chapter IAAP

Execut
D.00 for

CONTINUED ON PAGE 8



http://www.iaap-chippewavalley.org/IAAPHQ/ChippewaValley/Home/Default.aspx?C=54b973be-b02e-4079-b6aa-b4e38019fcbd
mailto:dmcrsvp@gmail.com
http://community.iaap-hq.org/IAAPHQ/DowntownMilwaukee/Home/Default.aspx
http://www.iaap-foxcities.org/IAAPHQ/FoxCitiesAppletonWI/Home/Default.aspx?C=00000000-0000-0000-0000-000000000000
mailto:Christine.VanBoxtel@associatedbank.com
http://community.iaap-hq.org/IAAPHQ/GreenBay/Home/Default.aspx
mailto:Yvonne.wheeler@meadhunt.com
http://community.iaap-hq.org/IAAPHQ/Madison/Home/Default.aspx
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MARCH CHAPTER MEETING TOPsitinued From Page 7

CHAPTER/DATE/LOCATION

PROGRAM TOPIC/SPEAKER

METRO NORTH MILWAUKEE
Wednesddarch 16, 2011

Village of Menomonee Falls, Lower Level Training Rgdfor more information check thMetwebéoehaMilwaukee

W156 N8480 Pilgrim Road, Menomonee Falls, WI
TimeStart at 6:00 pm

RSVP To: Jennifer Schied at jschied@ froedtertcomnunityhealth .org or

(414) #¥g43.
Reservations De&dservations canceled after the Frig
Wednesday meeting date will be billed the program f

ay before the
be.

Going Green

SpeakePlatinum LEED Building Tour at Johnson Coptrols

Program Calendar

MILWAUKEE

Thursdayarch 10, 2011

Kl emmer 6 s Banquet Cent 4
10401 W. Oklahoma Avenue, Milwaukee, WI

Timé5:15 pm Networking; 6:00 pm Dinner followed bl Business Mtg.

Program

RSVP To: Kristi Sanders at kristisandersvp@gmail.cpm

Reservations Deldlingormation

No info available

For more information check theionvdbisitatkee Chapt
.

o

r

SOUTH EAST WISCONSIN

Thursdayarch 3, 2011

Locatie@ateway Technical College, Racine Campus
Time5:30 pnDinner; 6:36AYogram
RSVPhbeflerheidi@yahoo.com

Reservations Delddlinéormation

Be A Business Partner To The Boss: The Practical A
Managing Your Manager
Speaketynne Woida, CPS/CAP

Todayods professional i n

't Of

ol v

duties handed down from a boss to a subordinate. Admins &

be project managers, ambassadors, troubleshooters
advisers to their executives. Learn how to identify in
greater fulfillment in workingpshoulder with your mang
toward common goals.

Check their welbsiter&E WI IAAP

gateke
liatives
ger

SWANI

Tuesdayiarch , 2010

Hhffrrggh Inn

731 S. Wuthering Hills Drive, Janesville, WI
RSVPIdlarlupka@blackhawk.edu
Reservations Deadérday, March , 2010

Designing Almspiring Publications
For more information check theiHoemSMfeXbChapte
(Southern Wisconsin and Northern lllinois) IAAP

WAUKESHA

Thursdalylarch 3, 2011

Venice Club

1905 N. Calhoun Road, Brookfield, WI

Timé5:30 priNetworking; 6:0Dipner; 6:30Ryogram; 7:3P For more information check theionvéiaitkegha Chapt

pmBusiness Mtg.
RSVP idapwaukesha@Yahoo.com
Reservations Deldlingormation

Are You Ready To Go Pro?

Speakedulie Thomas, CPSIBAP Wisconsin Division
President

Cost$15.00 Students, $17.00 All Others

4

r

WAUSAU

Wednesddarch 9, 2011

Aspirus Wausau Hospital, Wausau, WI
HostSheila Rovang, CPS/CAP
Timé5:15 piNetworking; 5:3Dipner; 5:560Ryogram; 6:50
-Business Mtg

RSVP Weow.iaa@usau.oryiat@ail t8hirley@ aspirus.or
Reservations Delddlinéormation f

Business Law Basics

SpeakeEllyn Fuchsteiner

Cosb $7.00 for dinner. No program charge.

For more information check theionétisiteaat Chapter

Pviausau, WI



http://www.iaap-metronorth.com/Program_Calendar.htm
http://www.iaap-metronorth.com/Program_Calendar.htm
http://www.iaap-milwaukee.org/IAAPHQ/MilwaukeeChapter/Home/Default.aspx?C=00000000-0000-0000-0000-000000000000
mailto:hoeflerheidi@yahoo.com
http://www.iaap-wisconsin.org/IAAPHQ/SWANI/Home/
mailto:lskarlupka@blackhawk.edu
http://www.iaap-wisconsin.org/IAAPHQ/SWANI/Home/
http://www.iaap-wisconsin.org/IAAPHQ/SWANI/Home/
mailto:iaapwaukesha@Yahoo.com
http://www.iaap-waukesha.org/IAAPHQ/WaukeshaWI/Home/Default.aspx?C=00000000-0000-0000-0000-000000000000
http://www.iaap-wausau.org
mailto:Shirleye@aspirus.org
http://www.iaap-wausau.org/IAAPHQ/Wausau/Home/Default.aspx?C=00000000-0000-0000-0000-000000000000
http://www.iaap-wausau.org/IAAPHQ/Wausau/Home/Default.aspx?C=00000000-0000-0000-0000-000000000000
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FOX CITIES CHAPTER 50TH ANNIVERSARY CELEBRATION
Pictures By Ann Dahlke, ICAP . /
I p72G rqfu/affon&,
|
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DIVISION OF EXCELLENCE SCORECARD
Criteria Status
#1 | 75% of the chapters offer programming that awards recertificatibReimidtss{? chapters (36%) have submitted at |

chapters are needed)

recertification certificate (still need 3)

#2 | The division annual meeting offers a minimum of 3recertifidalaomipgifits May
#3 | 20% of the members in the division must hold the CPS andlestiafircéttfieativer; amct Meyggnized in newdletter
and the division recognizes new certification holders and frais¢/whdIreéeartify-eb. 1, we are at 23.7%
#4 | Download the Division of Excellence Commitment form, Sigbosed date
the form.
#5 | Publish a minimum of four newsletersietters and participatBone
in the IAAP Web Community
#6 | Provide leadership training for chapter and division leadeysDwaiéch
emphasizes the development of a chapter business (strategic) plan and
succession planning. This training shall last a minimum df 60
minutes.
#7 | Create and maintain an annual budget; provide a quarterlylfinargiat sRitesiemBiodget completed in August
the chapter presidents; and submit the annual audit repott @uihedriefinataies to be provided to cHayiper [presids
Treasurer, as per the information provided tohissiotefiogadurer Annual audit report submitted to Interngtional
is mandatory.
#8 | Maintain a full slate of division officers (minimum 4 officeq) DdK¥4gtbtink you, chapters!)
the chapters must submit their new officers and chair listing to HQ by o _ N
July 1; and the division must submit their new officers and Adréhapters met the -detmthimetion will be verifigd
chair listing to HQ by July 1 through records at Headquarters
#9 | Maintain chairpersons for the Bylaws, Certification, Educgtioondnwe have all appropriate chairs
Membership committees
#10 | Division member(s) serve on a international committee or S2oreWethdy Melby CPS/CAP, GLD Director §nd Me
international board of directors or as an RTF Trustee Drow CPS/CAP, International President
#11 | Presiddnt ect attends the I ncomihApgl Di vi si on Presi delnt s
#12 | Send a delegate or submit a proxy to the International Conizamelulie Thomas attended EFAM in Boston|as the
and Education Forum. This criterion is mandatory. delegate
#13 | Submit a completed application for the Avery Chapter andl Dipigion
Achievement Awards Program
#14 | 60% of the chapters submit a completed application for tHeDwrasythank you, Chapters!)
Chapter and Division Achievement Program or the Award for
Excellence Program.
#15 | 90% of the chapters have a minimum of 15 members As of Feb. 1, 100% of chapters have 15 or m¢re me
#16 | Sustain a net increase in membership of 8% As of Feb. 1, decrease of 13%
#17 | Retain 90% of the chapters within the division and attain a Treeb@eostiiprretbationd of year (as of Jan. 1, fetentic
rate of at least 75% 79.4%)
#18 | Sustain an increase of at least one new IAAP Professional Chapter or one new
Student Chapter
#19 | Establish a division business (strategic) plan and share witmdhaqgersSt@tegict Blan completed. Survey gent oL

minimum of one business (strategic) planning session; arj

dCreetect amaepaesd in the Division eGroup

interest/satisfaction survey.
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MEMBERSHIP NUMBERS

PASSION
PURPO

WISCONSIN DIVISION




