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The hardest e-mail Iõve ever writtené 

I know I write well.  After all, Iõve gotten òAõsó in the 

classes Iõve taken; and, when in doubt, I check The 

Gregg Reference Manual (Tenth Edition) just to be sure 

my writings are correct.  Iõm also a good proof reader 

and I no longer rely on òF7ó to check my spelling.  

(Even though spelled correctly, to, too, and two have 

different meanings.)  Using òF7ó and the wrong 

correctly spelled word may change the intent of your 

message.  Iõm sure weõve all experienced that feeling 

of dread as we clicked send and saw an incorrect word 

in our e-mail.   

It seems I digress.  Has this ever happened to you?  

You start writing.  Minutes later, you discover youõre 

off topic and into a completely different train of 

thought.  This also happens in conversations.  You call 

someone with a specific question.  You open the 

discussion with pleasantries to establish or re-

establish rapport.  Conversation may flow from the 

playoffs, to childrenõs activities, or, possibly, to other 

work related issues.  Minutes later, youõve ended the 

conversation and your question was never asked.  You 

experience chagrin and redial. 

Letõs get back to the point.  As the Wisconsin Divisionõs 

vice president, one of my responsibilities is to contact 

presenters for our Annual Meeting and Education 

Forum (WDAM).  Potential presenters are selected by 

the Division Board based on the Membersõ program 

requests.  One frequent request is a business writing 

session and we are working to include this topic on 

this yearõs agenda.  Can you guess where Iõm going 

with this? 

There is a link to UpWrite 

Press.com on the Wisconsin 

Division Web site.  This company, located in 

Burlington, Wisconsin, has had a longstanding 

relationship with IAAP.  I make it a point to visit their 

booth during the Office Expo at Internationalõs 

Education Forum and Annual Meeting.  I also subscribe 

to UpWrite Press e-Tips. 

When the Division Board chose business writing as a 

session for WDAM, I immediately thought of using 

UpWrite Press for the presentation.  I called their 

offices and had to leave a voice mail message.  

Unfortunately, I wasnõt available when they returned 

my call.  They left me a voice mail message asking me 

to e-mail them with the particulars of the program.  

This is when I choked and my confidence in my writing 

skills dropped significantly.  It took a very long time 

for me to compose and send a simple 161 word e-

mail.  I read and re-read it.  I saved it as a draft and 

read it again.  Finally, I got the courage to hit send 

and away it went.  It truly was the hardest e-mail Iõve 

ever written.   

Has your curiosity been aroused?  Do you want to see 

the final draft of that message?  Would you like to 

enhance your writing skills and boost your self-

confidence?  Plan to join us at the Brookfield Sheraton 

Hotel on May 13-14, 2011, for the Wisconsin Division 

Annual Meeting and Education Forum.  (Details will be 

available very soon.)   

VICE PRESIDENTõS MESSAGE 
 

By Kathi Princeton, CAP 
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WISCONSIN DIVISION MEMBER SURVEY ALERT 

 

 

Wisconsin Division has prepared the annual member survey for this year.  Please take a few minutes to complete it - 

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 events, communications, and other 

aspects of IAAP involvement.  The board members read the responses, discuss the trends, and make decisions based 

on your responses.  You may notice that some of the questions are the same as last year's - these are being used for 

comparison data to see if our efforts have been successful.  The survey will remain open for 30 days - until March 11, 

2011.  Thank you for your feedback! 

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

(you may have to copy and paste the link into your browser) 

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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2010 - 2011 WI DIVISION BOARD CONTACT INFO 

 
 
JULIE THOMAS, CPS/CAP 
 PRESIDENT 
 UW Dept. of Human Oncology 
 600 Highland Ave., Room K4/334 
 Madison, WI 53792-3684 
 O: 608-263-5009 
 F: 608-262-6256 
 thomas@humonc.wisc.edu 
 
 
 
NANCY ARNOLD, CPS/CAP 
PRESIDENT-ELECT 
Madison VA Hospital 
2500 Overlook Terrace 
Madison, WI  53705 
O: 608-280-7092 
alohanra@aol.com 
 
 
 
KATHI PRINCETON, CAP 
VICE PRESIDENT 
American Family Insurance 
W236 N1402 Busse Road 
Waukesha, WI  53188 
O: 262-446-6501, Ext. 48528 
kprincet@amfam.com 
 
 
 
LYNETTE HIERONIMUS, CPS 
SECRETARY 
County Materials Corporation 
205 North Street 
Marathon, WI  54448 
O: 715-848-1365 
F: 715-443-3691 
lynette.hieronimus@ 
countymaterials.com 
 
 
IRENE SCALLON, CPS 
TREASURER 
WEA Trust 
PO Box 733 
Madison, WI 53707-733 
C: 608-833-5979 
F: 608-276-9119 
WiDivTreasurer@charter.net  

WI DIVISION BOARD MEMBER  

CHAPTER LIAISONS 

***************************************

******  

CHIPPEWA VALLEY 

Lynette Hieronimus, CPS 

DOWNTOWN MILWAUKEE 

Kathi Princeton, CAP 

FOX CITIES 

Kathi Princeton, CAP 

GREATER GREEN BAY 

Irene Scallon, CPS 

MADISON 

Lynette Hieronimus, CPS 

METRO NORTH MILWAUKEE 

Lynette Hieronimus, CPS 

MILWAUKEE 

Nancy Arnold, CPS/CAP 

SE WISCONSIN 

Nancy Arnold, CPS/CAP 

SWANI 

Kathi Princeton, CAP 

WAUKESHA 

Irene Scallon, CPS 

WAUSAU 

Irene Scallon, CPS 

WI DIVISION MEMBERS AT LARGE 

Nancy Arnold, CPS/CAP 

 

mailto:WiDivTreasurer@charter.net
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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 and discourteous behavior is on the 

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 and rude behavior. Angry commuters 

use their vehicles to take out their aggressions and deliberately cut others off in traffic. Customer service has diminished to 

the point where most would prefer to use the impersonal ATM machine than face an unhappy bank teller. Malicious political 

campaigns and tactics draw out the worst in even the most respected individuals. Children face tremendous fear and stress 

from bullies at school.  
 

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

The impact of such destructive behavior can be more psychologically damaging than open forms of abuse, such as harassment and violence. From a business 

and leadership perspective, the negative behavior happening outside of the workplace is trickling in -- affecting employee loyalty, organizational 

commitment and overall productivity. The pressures of everyday life can take their toll on employees who are already working under a great deal of stress. 

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 disagreement. Someone wants to be right, better or stronger. Someone 

wants to be heard. Sadly, that attitude often leads to a win-lose outcome.  
 

Itõs important to understand that conflict is a vital and necessary part of organizational success. Properly facilitated, disagreements lead to healthy, 

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 improved employee morale. It also helps to mitigate employee 

dissatisfaction that often results in such things as civil rights complaints and lawsuits. The economic impact related to litigation, turnover, productivity and 

customer dissatisfaction can be devastating to an organization.  

Some signs of an organization infected with incivility include:  
 

Å Higher than normal employee turnover in the entire company or in a specific department  

Å A large number of employee grievances and complaints  

Å Lost work time by employees calling in sick  

Å Increased consumer complaints  

Å Diminished productivity in terms of quality and quantity of work  

Å Cultural and communications barriers  

Å Lack of confidence in leadership  

Å Inability to adapt effectively to change  

Å Lack of individual accountability  
 

Civility is essential to defining the culture and establishing a foundation of proper business behavior. It is a value that successful organizations strive to 

achieve.  
 

To be able to build and maintain itself as a viable entity capable of reaching its full potential an organization must be able to manage its interpersonal 

relationships in a manner that promotes positive interactions that are civil and respectful. This is not an easy task considering the myriad personalities and 

individual circumstance that impact workplace interactions. But it can be accomplished with leadership commitment to fostering positive and meaningful 

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

Respect is inherent in the belief that although another person's beliefs may be different than yours, you should still honor their viewpoint and accord the 

other person due consideration. Taking someone's feelings, ideas, and preferences into consideration indicates that you take them seriously and that their 

position has worth and value, even if contrary to your own. In so doing, you validate the other person's individuality and right to a differing opinion. Respect 

is the most important step in building a relationship and reducing the potential for conflict. In an atmosphere of mutual respect, goals and concessions 

become easier to attain.  
 

CONTINUED ON PAGE 5 
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A RETURN TO CIVILITY - CONTINUED FROM PAGE 4 

By Danita Johnson Hughes, Ph.D. 

Restraint is simply a matter of exercising personal self control at all times. Therefore, you should know your triggers. Be aware of how your words 

and actions affect other people. Being aware of the things that make you angry or upset helps you to monitor and manage your reaction. Think before 

you act. Remember, you may not be able to control the things others say or do. But, you can control your response.  
 

Refinement is the quest for continual cultivation and improvement of relationships in the workplace. Just as the process of Continual Quality 

Improvement (CQI) has come to be known as a means to improve performance and increase efficiency in an organization, refinement of thought, ways of 

expressing those thoughts and the practice of continuously exercising appropriate decorum when relating to others can go a long way towards 

enhancing workplace civility. Improving and strengthening relationships requires effort and commitment.  
 

Achieving civility in the workplace requires the involvement of every employee from the top down. Going to work in an environment free from the back-

biting, rude employee behavior and the constant complaining that many are subjected to everyday is certainly not ideal. However, making the 

commitment to achieving and sustaining civility can be the key to a successful and thriving organization with high employee morale.  
 

You can and should make workplace civility a priority in your business by insisting that all employees exercise these practical ideas:  
 

Å Pursue understanding first  

Å Listen and respect other opinions  

Å Seek common ground, even if it's to agree to disagree  

Å Tune into what's happening around you; observe the climate  

Å Accept responsibility for your actions and the consequences of those actions  

Å Offer and willingly accept constructive feedback  
 

Workplace civility and common courtesy start with you. Take time to assess your own behaviors. Do you gossip or spread rumors? Have you ever raised 

your voice to make a point? Are you communicating important information to your team or co-workers, or withholding information they need? Set an 

expectation of workplace civility by "walking the talk" and being the change you want to see.  
 

 

About the Author: Danita Johnson Hughes, Ph.D. is a healthcare industry executive, public speaker and author of the forthcoming Turnaround. Through her work she inspires people 

to dream big and understand the role of personal responsibility in personal and professional success. In her first book Power from Within, Danita shares her "Power Principles for 

Success" that helped her overcome meager beginnings and achieve professional, community and personal success. For more information visit: www.danitajohnsonhughes.com, or 

write her at danitahughes@edgewatersystems.org. 

 òLOVE IS THE MASTER 

KEY THAT OPENS THE 

GATES OF HAPPINESSó 

 Oliver Wendell Holmes 

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

Reinstatement Fee Waiver 

In conjunction with the 2010-2011 Division Recruitment Award Program, beginning Jan. 1, IAAP will waive the $15 processing fee for any member who has dropped from 

active status in the last two years and reinstates his or her membership between Jan. 1, and March 31. If you know someone whose membership has lapsed, please 

share this information 

New Member Orientation Webinar 

The next New Member Orientation Webinar will be held Wednesday, Feb. 16. International President Mary Ramsay-Drow, CPS/CAP will lead the session. Please contact 

membership@iaap-hq.org if you 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 Organizational Management exams that are effective November 2011. The 

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 exams. The tentative schedule for their revisions is April to June 2011.  

 

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 of something you already know. They are not required study for the exams, and 

the exams are not written from these materials. 

 

Questions on certification matters?  Contact the certification department at certification@iaap-hq.org or call 816.891.6600 x2225, 2248, or 2227.  

EFAM 
To learn how to pronounce the words and phrases aloud, go to www.forvo.com. 

 

 

  **Find the answers on page 12 

Get your passport soon so that you can join us for this unforgettable EFAM event.  

1. Hello a. Au revoir ; Adieu 

2. Good bye b. Je ne peux pas 

3. Please c. Merci 

4. Thank you d. Où est 

5. A little e. Très bonne 

6. Very good f. Jõai le plaisir 

7. Where isé g. Bonjour 

8. Wait h. Un peu 

9. I am pleased i. Sõil vous pla´t 

10. I canõt j. Attendre 

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 

Monday - March 28, 2011 

Luther Midelfort Clinic, 1221 Whipple Street, Eau Claire 
Time ð 5:15 pm - Networking; 5:30 pm - Professional Development Program; 

6:30 pm - Business Mtg. 

RSVP To: Kathy Briggs at khbriggs@yahoo.com  

Reservations Deadline - 5 pm, Friday, March 25, 2011 

Womenõs Leadership Styles - Changes & Opportunities 

SpeakerñDr. Donna Stewart, UW-Stout 

Check their website at Home - ChippewaValleyChapter 

DOWNTOWN MILWAUKEE 
Tuesday - March 8, 2011 

Shops of Grand Avenue- East Plankinton Section - Second Floor  

(Above TJ Maxx ð Former Express store) 

165 West Wisconsin Ave., Milwaukee, WI 
Time ð 11:30am ð 12 pm Lunch, Networking, Brief IAAP Business Mtg.;12 ð 1 

pm Educational Program 
RSVP To: dmcrsvp@gmail.com 

Reservations Deadline - Fridayð March 4, 2011 

MS Office Power User Tips & Tricks 

Speaker - Panel Format 

Unleash the power of Microsoft Office by joining our panel of experts to 

discover new tricks and handy tools in Microsoft Word, Excel, and PowerPoint.  

Our panelists will share 15 tips for each program, including both 2003 an 

2007 versions. 

Check their website at Home - Downtown Milwaukee - Milwaukee, WI 

FOX CITIES 

Tuesday - March 15, 2011 

Location - Kimberly Clark 

Time - 5 pm  

RSVP To: Ashley Balding by Friday, March , 2011 at  

abaldwin@foxcitiespac.com 

Networking: Linked In 

Speaker - Yolanda Ruzicka 
Check their website at Home - Fox Cities (Appleton, WI) Chapter | IAAP 

GREATER GREEN BAY 

Monday - March 14, 2011 

Holiday Inn Hotel & Suites - Green Bay Stadium, 2785 Ramada Way, Green 

Bay, WI 

Time ð 5:00 pm - Networking; 5:30 pm - Dinner; 6:15 pm - Speaker; 7:15 pm - 

Business Meeting 

RSVP To: Christine.VanBoxtel@associatedbank.com; 

Reservations Deadline - 11:00 am on March 11, 2011 

The Executive Perspective  

Speaker - Colleen Pamperin, Vice President of Service Operations - 

Humana, Inc. 

Please join Colleen Pamperin, Vice President Service Operations, Humana 

Inc., as she shares her personal experience "climbing the corporate ladder," 

and takes us around to the other side of the desk for a look at the executive 

perspective.  Colleen will share the core competencies executives really want 

in today's top administrative professionals.  Get the inside scoop on the 

administrative role and what executives require in an assistant, and hear 

smart secrets for building partnerships with administrative professionals. 

You don't want to miss out!      

Cost-  $20.00 for  IAAP Chapter Member/IAAP Member/Student Rate (includes 

dinner/program); $25.00 for Non-IAAP Chapter Member (includes dinner/

program); $10.00 for IAAP Chapter Member and Non-IAAP Chapter Member 

(program only) 

Check their website at Greater Green Bay Chapter 

MADISON 

Thursday - March 17, 2011  

Sheraton Madison  

706 John Nolen Drive, Madison, WI 
Time -  5:15 - 6 pm - Business Mtg.; 6 - 7 pm - Dinner & Networking; 7 - 8 pm - 

Program 
RSVP To: Yvonne Wheeler at ywheeler@meadhunt.com  

Reservations Deadline -  9 am on March 14, 2011 

 

How To Improve E-Mail & Other Communication Skills 

Speaker - Steve Van Der Weide, WI School of Business, Executive Education  

Cost-  $20.00 for IAAP members; $25.00 for Guests, $10.00 for program only. 

Check their website at Home - Madison Chapter IAAP 

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 TOPICS - Continued From Page 7 

CHAPTER/DATE/LOCATION PROGRAM TOPIC/SPEAKER 

METRO NORTH MILWAUKEE 
Wednesday - March 16, 2011 

Village of Menomonee Falls, Lower Level Training Room 

W156 N8480 Pilgrim Road, Menomonee Falls, WI 

Time - Start at 6:00 pm 
RSVP To:  Jennifer Schied at jschied@ froedtertcommunityhealth .org or  

(414) 777-4643. 

Reservations Deadline -  Reservations canceled after the Friday before the 

Wednesday meeting date will be billed the program fee. 

Going Green 

Speaker - Platinum LEED Building Tour at Johnson Controls 

For more information check their website at Metro North Milwaukee       

Program Calendar 

MILWAUKEE 
Thursday - March 10, 2011 

Klemmerõs Banquet  Center 

10401 W. Oklahoma Avenue, Milwaukee, WI 
Time ð 5:15 pm Networking; 6:00 pm Dinner followed by Business Mtg. & 

Program 
RSVP To: Kristi Sanders at kristisandersvp@gmail.com 

Reservations Deadline - No information 

No info available 

For more information check their website at Home - Milwaukee Chapter 

SOUTH EAST WISCONSIN  

Thursday - March 3, 2011 

Location - Gateway Technical College,  Racine Campus 

Time -  5:30 pm -  Dinner; 6:30 pm - Program 

RSVP To: hoeflerheidi@yahoo.com 

Reservations Deadline - No information 

 

Be A Business Partner To The Boss: The Practical Art Of 

Managing Your Manager 

Speaker - Lynne Woida, CPS/CAP 

Todayõs professional involves much more than ticking off a daily list of 

duties handed down from a boss to a subordinate.  Admins are expected to 

be project managers, ambassadors, troubleshooters, gatekeepers and 

advisers to their executives.  Learn how to identify initiatives and find 

greater fulfillment in working shoulder-to-shoulder with your manager 

toward common goals. 

Check their website at Home - SE WI IAAP 

SWANI  

Tuesday - March , 2010 

Hhffrrggh Inn 

731 S. Wuthering Hills Drive, Janesville, WI 

RSVP To: lskarlupka@blackhawk.edu  

Reservations Deadline - Tuesday, March , 2010 

 

Designing Awe-Inspiring Publications 
For more information check their newsletter at Home - SWANI Chapter 

(Southern Wisconsin and Northern Illinois) IAAP 

WAUKESHA 

Thursday ð March 3, 2011 

Venice Club 

1905 N. Calhoun Road, Brookfield, WI 

Time ð 5:30 pm -  Networking; 6:00 pm - Dinner; 6:30 pm - Program; 7:30 

pm -Business Mtg. 

RSVP To:  iaapwaukesha@Yahoo.com  

Reservations Deadline - No information 

 

Are You Ready To Go Pro? 

Speaker - Julie Thomas, CPS/CAP - IAAP Wisconsin Division 

President 

Cost - $15.00 Students, $17.00 All Others 

For more information check their website at Home - Waukesha Chapter 

WAUSAU 

Wednesday - March 9, 2011 

Aspirus Wausau Hospital, Wausau, WI 

Hostð Sheila Rovang, CPS/CAP 

Time ð 5:15 pm - Networking; 5:30 pm - Dinner; 5:50 pm - Program; 6:50 pm 

- Business Mtg 

RSVP To:  www.iaap-wausau.org or via e-mail to Shirley@ aspirus.org 

Reservations Deadline - No information 

Business Law Basics 

Speaker - Ellyn Fuchsteiner 

Cost ð $7.00 for dinner.  No program charge. 

For more information check their website at Home - Wausau Chapter - 

Wausau, 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, CPS/CAP 
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DIVISION OF EXCELLENCE SCORECARD 

  Criteria Status 

#1 75% of the chapters offer programming that awards recertification points (9 

chapters are needed) 

As of Feb. 1, six chapters (36%) have submitted at least one 

recertification certificate (still need 3) 

#2 The division annual meeting offers a minimum of 3recertification points Planning for May 

#3 20% of the members in the division must hold the CPS and/or CAP certification; 

and the division recognizes new certification holders and those who recertify 

Testing in November and May; to be recognized in newsletter and 

at WDAM.  As of Feb. 1, we are at 23.7% 

#4 Download the Division of Excellence Commitment form, sign and date 

the form. 

Done 

#5 Publish a minimum of four newsletters/e-newsletters and participate 

in the IAAP Web Community 

Done  

#6 Provide leadership training for chapter and division leaders, which 

emphasizes the development of a chapter business (strategic) plan and 

succession planning.  This training shall last a minimum of 60 

minutes. 

Done 

  

#7 Create and maintain an annual budget; provide a quarterly financial statement to 

the chapter presidents; and submit the annual audit report to the International 

Treasurer, as per the information provided to Division Treasurer.  This criterion 

is mandatory. 

In Progress - Division Budget completed in August 

Quarterly financials to be provided to chapter presidents (1st Qtr 

done).  Annual audit report submitted to  International Treasurer 

#8 Maintain a full slate of division officers (minimum 4 offices); 100% of 

the chapters must submit their new officers and chair listing to HQ by 

July 1; and the division must submit their new officers and committee 

chair listing to HQ by July 1 

Done (thank you, chapters!) 

All chapters met the deadline - Information will be verified 

through records at Headquarters 

#9 Maintain chairpersons for the Bylaws, Certification, Education, and 

Membership committees 

DoneñWe have all appropriate chairs 

#10 Division member(s) serve on a international committee or serve on the 

international board of directors or as an RTF Trustee 

Done - Wendy Melby CPS/CAP, GLD Director and Mary Ramsay-

Drow CPS/CAP, International President 

#11 President-Elect attends the Incoming Division Presidentsõ Conference In April 

#12 Send a delegate or submit a proxy to the International Convention 

and Education Forum. This criterion is mandatory. 

Done - Julie Thomas attended EFAM in Boston as the Division 

delegate 

#13 Submit a completed application for the Avery Chapter and Division 

Achievement Awards Program 

Done 

  

#14 60% of the chapters submit a completed application for the Avery 

Chapter and Division Achievement Program or the Award for 

Excellence Program. 

Done (thank you, Chapters!) 

#15 90% of the chapters have a minimum of 15 members As of Feb. 1, 100% of chapters have 15 or more members 

#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 membership retention 

rate of at least 75% 

To be confirmed at end of year (as of Jan. 1, retention rate is 

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 with chapters; conduct a 

minimum of one business (strategic) planning session; and conduct a member 

interest/satisfaction survey. 

In Progress - Strategic Plan completed.  Survey sent out to 

Chapters and posted in the Division eGroup 
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MEMBERSHIP NUMBERS 


