Pikes Peak Chapter

SPECIAL POINT

IAAP Chapter Number 321130
OF INTEREST:

VOLUME SEPTEMBER 2011

Changes to
Certification and
Recertification Don’t LOCATION: The Mesa Conservation Center

LT forget to 2855 Mesa Road
pages 3 and 4 RSVP! Colorado Springs, CO 80904

DATE: Tuesday September 13th!!

TIME: 5:45p.m. Social Time
6:00 p.m. Chapter Meeting

INSIDE THIS
ISSUE:

PROGRAM: “Welcome to the 2011-2012 IAAP Year”

Pike’s Peak 2
gharf‘tjer’? MENU: Garden of the Gods Gourmet - Please [EILELEISETNEIT 8 AT
resident’s select one of the following choices: ) 5 ,
Message . Bobbie Pratts, CPS/CAP* Carol Hardin, CPS/CAP
° et e L LU Rl Paula O'Keefe, CPS/CAP Rita Banister, CPS/CAP*
Upcoming 3 . Chicken ) Gloria Viebrook, CPS Eileen Verosko, CPS
Changes to IAAP (incl a chocolate chunk cookie) Susan Farr, CPS* Lily Wright*
Certification (Sesame sweet chili soy sauce, edamame, green Angie Guerrero, CPS Carla Hall, CAP
. onions, carrots and red bell peppers all tossed Cheryl Sanfilippo Robin Petrovich
RCeIie & with chilled udon noodles and finished with Marilyn Sullivan, CPS* Amy Ferguson*

Changes to IAAP !
RE-Cgrtification toasted sesame seeds, all natural boneless Candice Albers, CPS/CAP

skinless chicken breast, oven roasted with olive N " .
2011 CWM 5 oil, salt and pepper) (Note: (*) indicates “without” meal)
Delegate’s Report

Pesto Turkey Sandwich (incl potato chips and a chocolate chunk cookie)

Birthdays/ 6 (Roasted turkey with pesto and provolone cheese served on freshly baked focaccia bread)
Anniversaries
“R‘_’Charge (R COST: $11.00/person. Checks (made payable to Pikes Peak Chapter IAAP) or cash (exact change
Attitude” appreciated) accepted.

“Exercise Your 6 DRINKS: Will be available for purchase at the meeting for $0.50 for all members.

Brian”

International IAAP 7 HOSTESSES: Cheryl Sanflllppo

President . .

Message GREETER: Angie Guerrero, CPS

Ambassador 9 RSVP: To Angie T. Guerrero, CPS, Chapter Liaison at angie.guerrero@peterson.af.mil or guerre-

Award Criteria roaf@comcast.net or call (719) 554-7801 during duty hours or (719) 550-9642 after 5:00 p.m. and week-
ends. You may RSVP to attend the meeting only (no meal). If this is your preference, please inform the
Chapter Liaison when you make your meeting reservation.

2011 EFAM 10

Report DEADLINE FOR RESERVATIONS: THURSDAY, September 8, 2010. Take a moment to RSVP now!
NOTE: Any member or guest who is unable to attend the meeting, must inform the Chapter Liaison to

Avery Great 17 cancel their reservation by the reservation deadline as noted above to avoid being billed for their meal.

Results Program Please note if your name is on the Permanent Reservation List, you must notify the Chapter Liaison if you

will not be attending.
Schedule 18
DIRECTIONS:
From 1-25 and points north, exit 145 for CO-38 E/Fillmore St. Turn right onto W. Fillmore St. Turn right
onto Mesa Road.
From 1-25 and points south, take exit 143 for Uintah St. Keep left at the fork, follow signs for Uintah St.
Turn left onto W. Uintah St, turn right onto Mesa Road.
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Pikes Peak Chapter President’s Message

Happy New Year!!

I know what you are thinking, and you do not have to look at your calendar —
you are right — this is September not January, but it is the start of the “New
Year” for the IAAP Pikes Peak Chapter and | have a lot of “new” items to tell
you about for this “New Year”.

New Board: June seems like years ago, so let me refresh your memory with
your “new” IAAP Pikes Peak Chapter Board of Directors for this “New Year”.
President: Bobbie Jaramillo Pratts CPS/CAP, Raytheon

President-Elect: Paula O’Keefe CPS/CAP, BAE Systems

Vice President: Gloria Viebrock CPS/CAP, World Arena/Pikes Peak Center
Secretary: Susan Farr CPS, School District 11

Treasurer: Cheryl Sanfilippo, Lockheed-Martin

Chapter Liaison: Angie Guerrero CPS, US Air Force

Parliamentarian: Marilyn Sullivan CPS, Memorial Health System Foundation

New Meeting Location: This “New Year” the IAAP Pikes Peak monthly chapter meetings will be
held at the Mesa Conservation Center — 2855 Mesa Road - 80904. Park in the rear of the building
and enter through the double doors at the rear of the building — our conference room is right inside
the doors on the left. On the night of the meeting, if you have any trouble locating the building, then
please call me (Bobbie Pratts) on my cell phone: 719-271-0290

New Programs: For the “New Year” you will see new exciting programs and special educational
opportunities (see the chapter website and the Cog newsletter for more details).

New Meeting Times: You will notice on the meeting agenda (available on the chapter website and
in the Cog newsletter) that we have trimmed the meeting times for the “New Year”. Our goal is to
shorten our meeting time each month depending on the topics for each meeting (you spoke and we
listened).

New Meeting Process / Format: This “New Year” we will be sending out the meeting minutes and
the monthly financial review ahead of the monthly chapter meeting and asking you to “approve” the
documents before the meeting. We hope this will assist us in streamlining our meetings. Of
course, questions or corrections that cannot be resolved on-line will be addressed at the monthly
meetings.

Lastly, | want to thank you for being a member of the IAAP Pikes Peak Chapter and | hope you all
had a great summer and you are ready to start the “New Year” and join us in our journey to “Make
the Leap to Remarkable” and make this the best “New Year” ever for the IAAP Pikes Peak Chapter.
| look forward to seeing all of you again on September 13th!

Thank you,

Bobbie Jaramillo Pratts CPS/CAP
2011-2012 IAAP Pikes Peak Chapter
President

719-637-7014 work / 719-388-1400 home
www.iaap-pikespeak.org
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UPCOMING CHANGES TO THE TAAP CERTIFICATION PROGRAM

IAAP’s Certification Program will be
changing effective November 2011.
In an attempt to answer as many
questions as possible, we've
developed this question & answer
sheet. We're excited about the
upcoming changes, and we hope that
you will be too. Our goal, as always,
is to maintain a vibrant program that’s
marketable to the professional
community. These changes will help
us achieve a much simpler system of
expansion with an understandable
and easier to explain certification
program. If you still have questions
after reviewing this sheet, email
certification@iaap-hg.org.

What ratings will now be available
from IAAP? IAAP is moving from a
two rating system to a one rating
system, with areas of specialty. The
base rating will be Certified
Administrative Professional, the CAP
rating. We will also offer a specialty in
Organizational Management, the OM.

When is this change effective?
November 2011.

How will this change affect me if |
am currently certified? After
November 2011, all active CPS
ratings will be changed to CAP, and
all active CAP ratings will be changed
to CAP-OM.

Will the exam format change? Yes,
the new CAP exam will become a
one-part exam, testing similar
material to our current three-part
exam. The OM exam will also be a
one-part exam, testing similar
material to the current Part 4 of the
CAP exam.

Will additional specialty areas also
be offered? Yes, in the future, there
could be a specialty in technology
and software, or in medical
administration, and more. At least
one year’s advance notice will be
given prior to each specialty

Effective November 2011

designation being available.

When will the Certification Review
Guide be updated? The preliminary
exam outlines are available now; we
anticipate new sample questions and
an updated bibliography by
November 2010.

Will review materials be available
to study for the new November
2011 exams? We will provide both
Pearson/Prentice Hall and Metcalf
Education with the revised
examination outlines by November
2010. Once they give us a revision
schedule, we will share that
information.

Please keep in mind, the IAAP
certification exams are not written
from the review materials. The exams
are written from the college texts
listed in the Certification Review
Guide. The review materials are
intended as an aid to review
something you already know, and are
not intended to teach everything that
is on the exams.

Who will be eligible to take the new
CAP exam? Applicants with no
college degree will need four years of
verified administrative experience;
applicants with an associate degree
will need three vyears of verified
administrative experience; and,
applicants with a bachelor's degree
will need two years of verified
experience. All experience must be
within the past fifteen years, and
must include twelve months
continuous with one employer within
the past five years. All experience
requirements must be met prior to
applying for approval to take the CAP
exam.

Will students be able to take the
CAP exam or OM specialty exam?
Students will be eligible only if their
experience requirements have been
met at the time they apply.

If | am a new candidate, how do |

attain the CAP rating and the
specialty designation? You can first
apply to take the one-part CAP exam,
and then after attaining the CAP
rating, come back and apply to take
the one-part Organizational
Management specialty exam. OR
You can apply initially as a candidate
for both the rating and specialty and
take the one-part CAP exam and the
specialty Organizational Management
exam at the same time.

Will the exams still be multiple
choice? Yes. There is no change in
the testing format. How many
questions will be included in the
exams? The one-part CAP exam will
be 300-350 questions. The one-part
Organizational Management exam
will be 150-170 questions.

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
candidate who has passed only one
part will automatically be moved to
the new CAP exam. Any CAP
candidate who has passed only one
part will automatically be moved to
the new CAP exam and
Organizational Management specialty
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.
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UPCOMING CHANGES TO THE IAAP RECERTIFICATION
PROGRAM
EFFECTIVE IMMEDIATELY!!!

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

e The number of points required for recertification will be reduced from 90 to 60.

e The Experience category will be renamed “Other Certifications.” 5 points will be awarded for
each certification, up to a maximum of 20.

e 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.

e 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.

e The Workplace Projects category will be eliminated.

e 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:

e 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

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. The Recertification Program Application, Directions and What Counts
and What Doesn’t Count have all been revised and are available on the website and in the web community.

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.
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2011 CWM Division Meeting Delegate’s Report

The 2011
Colorado-
Wyoming-
Montana
(CWM)
Division
Meeting was
hosted by the
Denver
Downtown

Chapter on
June 2-5,
2011 at Curtis
Hotel in
downtown
Denver,
Colorado.

Submitted by:
Gloria Viebrock

Chapter Vice- President and CWM

Division Delegate

There were 55 Chapter members in
attendance and 14 were Pikes Peak
Chapter members. Gloria Viebrock,
CPS served as the Pikes Peak
Chapter Delegate while Vice-
President Cheryl Sanfilippo served as
the Chapter Alternate Delegate.

The Friday educational seminars
offered a combined total of 6
recertification points. Seminar topics
included: “Windows 7 Tips. Tricks &
Techniques and Power Tips to Punch
Up Your PowerPoint Presentations”
presented by Dawn Bjork Buzbee,
the Software Pro® and a Microsoft
Office Certified Trainer; “Making
MVP’'s (Most Valuable
Professionals)” presented by Victoria
Ashford, and “It Doesn’t come With A
Title” presented by Nan S. Russell, a

nationally known speaker and
consultant.
Friday’s President Luncheon,

conducted by President-elect Eileen

Verosko, CPS

ICLER S A P was held for all
Denver, CO, the incoming
2011-2012

Curtis Hotel

Presidents and
officers who
chose to attend.

Friday evening events included a visit
from the Broncos Cheerleaders for
the Division RFT fundraiser. The
cheerleaders signed photo cards and
posters, and took pictures with the
attendees for a donation to the RFT
cause. Also on Friday, the winners of
the “Where’s the Beach Ball...Check
the Bylaws Contest” were revealed at
the closing of the Open House. The
Pikes Peak Chapter won 1° Place!

Saturday’s Business Session was a
full day of very important items.
Approximately 40 of the registrants
attended this session. There were 15
voting members with 11 chapters
having a Delegate to represent them.

10 Delegates, 0 Members-At-Large, 5
Division Officers with a total of 15
voting members, 1 International
Representative, 0 RTF NW District, 5
CWM Division Board Members, 33
Chapter Members, 0 MAL, 1 guest

Two more recertification points were
offered with Saturday’s seminars.
First Aid For Stress: How to Manage
Stress in the Workplace presented by
Kristi Rotvold, CPS/CAP. Northwest
District Director, and How to Create
and Manage a Strategic Plan, Let's
Go To The Beach presented by Tish
Neff, CWM Division President, and
Eileen Verosko, CPS, CWM Division
President-elect.

The Nominees for the 2011-2012
CWM Division Officers were each
nominated from the floor. The Vice
President position had more than one
nominee and a ballot vote was cast.

The incoming 2011-2012 CWM

Division Board of Directors are:

e President - Eileen Verosko CPS
(Pikes Peak Chapter)

e President-elect - Carol L Hardin
CPS/CAP (Pikes Peak Chapter)

e Vice President - Andrea Latine,
CPS (Denver)

e Secretary - Mary Lenhart (Union
Colony)

e Treasurer - Elizabeth Harms,
CAP (Denver Downtown).

All of the proposed Bylaws and
Standing Rules Amendments were
voted in by the Voting Members

Newsletter Awards — 1% place Rim
Rock Chapter, 2" place Denver
Chapter, 3" place Boulder Chapter

Website Awards — 1% place Cutting
Edge Chapter, 2™ place Old West
Chapter, 3™ place Boulder Chapter

RTF Donations — 1* Place Pikes
Peak Chapter, 2™ Place Old West
Chapter, 3™ Place Book Cliff Chapter

Traveling Exhibit Award - Silver
Medal (177 points) Pikes Peak
Chapter (Created by Angie Guerrero,
CPS)

Chapter Member Growth Award

1! Place Mountain View Chapter,
16.7% increase

2" Place HP Northern Chapter,
12.5% increase

3 Place Boulder Chapter,
increase

3.7%

The Invitation to the 2012 CWM
Division Annual Meeting in Ft. Collins
was presented by the Mountain View
and Union Colony Chapter.

The Bid to host the 2013 CWM
Division Annual Meeting was won by
a ballot vote of the Voting Members
by the Pikes Peak Chapter.

(Continued on page 8)



PAGE 6

WORD OF THE
MONTH:

ATTITUDE

“Attitude is a little
thing that makes a big
difference. ~Winston
Churchill

“If you aren't fired
with enthusiasm, you
will be fired with
enthusiasm.” ~Vince
Lombardi

I have never met a
man so ignorant that I
couldn't learn
something from

him. ~Galileo Galilei

COG ROAD
CHAPTER
NUMBER
321130

Oﬁqra{uélﬁ'm&/
September Birthdays:
Eileen Verosko, CPS—I Member Anniversary
Phyl Butler—16 ) ’
Pat Andries, CPSICAP— Milestones:
17 September

Christine Swanson,
CPS—22

Sue Dougherty—I yr
Kerstin Von Hoene CPS/
CAP—4 yrs
Robbie Smarr CPS—16 yrs

Recharge Your Attitude

Motivational speaker Sam Glenn was one of the big hits at this year's EFAM in Montréal.
Glenn’s memorable message about using humor to improve your life struck a chord with
many IAAP members, and his book — A Kick In the Attitude — was a popular purchase at
Book Nook. Members who want more of Glenn or who weren’t able to attend EFAM are in
luck. Visit Glen’s website listed below to download 12 free audio pieces and recharge your
attitude.

http://samglenn.com/store/audio/12-audio.php

Exercise Your Brian to Make
Your “Leap to Remarkable”

IAAP's 2011-2012 theme, "Making the Leap to Remarkable," can mean a variety of things
for our members, but this week's OfficePro Express focuses on tips to maximize your brain's
ability. For example, you may assume some people are born smarter than others. That's not
necessarily the case, according to, "Increase Your Intelligence: Five ways to maximize your
cognitive potential," from the Institute for Ethics and Emerging Technologies (IEET).

Check out the article here:

http://ieet.org/index.php/IEET/more/4830
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Message from IAAP’s International President

Wow! I'm still recovering from my time in Montreal. I'm sure those of you who
attended are doing the same thing. At EFAM we’re up early and go to bed late
with activities packed in every hour of the day. | enjoyed something different
about this year...no, I'm not talking about giving the incoming president’s
speech, although | did enjoy that. I'm thinking of my husband, Mark, who joined
me for EFAM for the first time this year. This was also the first time he’'d ever
spoken to a crowd that big. Last month held a lot of firsts for the Goodall family.

Now I'm home and back at work at the West Virginia Hospital Association,
gearing up for our own conference. In my day job | work for an association and
| help get everything organized for our annual conference so | know how much
work goes into it. Thanks to everyone who helped this year—staff and all the
volunteers! Connecting with members is always a highlight of every EFAM. I'm
already thinking about EFAM 2012 in Grapevine.

It's officiall We're Making the Leap to Remarkable. If you need the international theme logo, we have one
for you. Just visit the web community and go to the International Library. It's in the “Logos” folder.

Since this is the beginning of a new IAAP year, it's a good time for leaders in the association to review the
IAAP Process Plan. It's a fluid document, something we review and update every year. If you haven'’t read
it already, or if it's been a while, take a few minutes to look it over. You may get a fresh understanding
about our Leap to Remarkable.

Congratulations go out to everyone that participated in last year's Pathways to Excellence program. I'm
excited to see the numbers up this year. Good job to everyone that participated. Here are the final tallies
for 2010-2011:

Members of Excellence — 1,602 up from 1,488 last year

Chapters of Excellence — 212 up from 199

Divisions of Excellence — 25 up from 20

To complete the year, audits on submissions need to be done. Those who are randomly chosen for an
audit will be notified by August 15 and you will have until August 31 to return program verification to the
auditors. If you are chosen, all the information on procedures will be spelled out for you so you'll know
exactly what to do.

Fall Conference registration is open and filling up fast. This is our final Fall Conference and it's going to be
an excellent one in beautiful San Diego. Join us Oct. 9-12 at Fall Forward: Hot Topics for Tomorrow’s
Workplace. You can also sign up for an optional Sunday workshop from Annette Marquis of TRIAD
Consulting. Learn the latest in Microsoft Office, Google apps and how to combine the two for expert
proficiency.

Thank you for making the leap to serve as an IAAP leader this year. As leaders, you are helping to shape
the future of IAAP. Let’s do it together this year by Making the Leap to Remarkable.

Tamra Goodall, CPS/CAP
International President
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2011 CWM Division Meeting Delegate’s Report

session closed
with the passing
of the Gavel.

(Continued from page 5)
The evening

session was a o
buffet dinner with (Rt

the installation of [akkeadCCu ATl
2011-201210EEER0N AN

Officers fqllowed June 1-3, 2012
by entertainment
by a local DJ.
The evening

UPCOMING CHANGES TO THE TAAP
RECERTIFICATION PROGRAM
EFFECTIVE IMMEDIATELY!!!

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  J Continuing Education |60 (minimum 30)
Experience 30 Other Certifications |20

Leadership 30 Leadership 20

Elective 30
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Ambassador Award Criteria

The annual Pikes Peak Chapter Ambassador Award was created by the Chapter Board to recognize Pikes Peak
chapter members who are involved in and committed to the Chapter. This award is different from the Member of the
Year (MOTY) and Administrative Professional of the Year (APOTY) because members are not nominated for this
award.

The award is given based on a point system of how active a member is in the Chapter from July 1 to May 31.
The point system is as follows:

e 1 point each:
e Chapter Monthly Meeting Attended
Act as Hostess/Greeter Get recognized for

Standing Committee Chair or Co-Chair
Membership Committee Sub-Chair

e  Member of Excellence prior to May 31
e 3 points

e Hold a Chapter Board Position

e Sponsor a New Member
e 4 points

e |AAP Certification

[ ]
. Att.end Mempership Drive Meeting . your involvement
e Bring Potential Member to a Chapter Meeting or Chapter Event
e Attend Chapter Sponsored Social or Event Chair APW Sub-Committee OR
e Attend Administrative Professional Week Seminar Get involved and
e Attend Administrative Professional Week Luncheon .

o 2 points get recognized!!!!

A tie will be broken based on the larger number of years the member has been a member of IAAP (one point tie-
breaker).

To ensure fairness, once a member has received the Ambassador Award, they are not eligible to win it again. Prior
year’s recipient (or other previous winner designee) will chair this committee.

If you have any questions about the Ambassador Award criteria, please contact Gloria Viebrock,
CPS at gviebrock@worldarena.com or call (719) 322-8771/Cell, (719) 382-5588/Home or
(719) 477-2104/Work.
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(R ELNECERRYERN As you can see by the agenda
below, we had a full schedule
while we were at EFAM. |
arrived in Montreal late Friday
and left Thursday morning. |
stayed at the ‘official’
conference hotel (Hyatt)
and shared a room with
Paula O’Keefe (Pikes
Peak Chapter incoming
President-Elect and
Cheryl Sanfilippo (Pikes
Peak Chapter incoming
Treasurer). The actual EFAM
sessions were held at the Le
Palais des ¢ o n g convention
center (pictured above) about
a block and a half from the
hotel.

opportunity to get
the big picture of
IAAP and to
network with other
IAAP members and
vendors. | would
highly recommend

attendance at this

event for all chapter

board mem

Several workshops were
running concurrently during
each of the workshop time
slots, but | only showed the
workshops that | attended.
This was a great opportunity to
get the big picture of IAAP and
to network with other IAAP
members and vendors. |
would highly recommend
attendance at this event for all
chapter board members and
mandatory for the incoming
President and President-Elect,
although it would be beneficial
for any IAAP non-board
member to understand the
business side of IAAP and to
take advantage of the
educational opportunities.

Friday, July 22

4 p.m.-7 p.m.

On-site Registration/
Membership Office, Pre-
Registration Desk, Credentials
Desk

COG ROAD
CHAPTER
NUMBER
321130

Saturday, July 23

Montreal, Canada

7 a.m.-7 p.m. Registration

5p.m.-5:45 p.m.
First Timers Orientation

6 p.m.-6:45 p.m.
Member-at-
Large Meeting

July 24-27, 2011,

Sunday, July

2011 International Education Forum & Ann
Del egat eods

Re

opportunities available. Plan
to attend this enchanting
evening. Light snacks will be
served. Cash bars will be
available. Seating was very
limited, so | went back to the
hotel after about 30 minutes to
elevate my leg).

Monday, July 25

24

8 a.m.-8:30 a.m.
Delegates
Briefing

9a.m.- 12:00

Noon Business Session

1 p.m.-6 p.m.

Office Expo

1:30 p.m.-2:30 p.m.

District Caucuses

1:30 p.m.-5 p.m. Affiliate
Caucus/Focus Group

3:30 p.m.-4:30 p.m. Candidate
Forum (delegates and
alternates)

4:30 p.m.-5 p.m. Candidate
Forum (all attendees)

8 p.m.-10 p.m. Evening of
Welcome: An Evening in
Montréal.

You won’t want to miss this
year’s Evening
of Welcome, an |
annual favorite li‘l
at EFAM. .
Montréal is one &
of the most
vibrant cities to
visit in Canada
and we’'ll bring  §
the city indoors
for you. Dance
the night away
with your
favorite D.J.
You might even
see a moose out on the dance
floor. Grab a friend and have
fun with the many photo

7 a.m.-6 p.m. On-site
Registration/Membership
Office

7 a.m.-8 a.m. Pre-Registration
Desk

8a.m.-9a.m. 10 a.m.-10:45
a.m. 11:15a.m.-11:45 a.m.
Voting Polls

8 a.m.-11:30 a.m. Bylaws
Committee Office Hours

8:30 a.m.-1 p.m. Office Expo
12:30 p.m.-2 p.m. Leadership
Luncheon

Lead, Follow Or Get Out Of
The Canoe - Bob Abrames.
Leadership, leadership,
leadership! If you think you’ve
heard it all and can’t stand one
more “expert,” someone
comes along to fascinate,
captivate and educate. Don’t

)
MONTREAL2011

International
Education Forum
& Annual Meeting

Abrames. He takes an over-
worked topic and turns it into
(Continued on page 12)
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There’s still time to register!
Don’t miss this opportunity!!
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Top 10 Style
Mistakes Office
Professionals
Make In The
Office And How

To Avoid Them -

Clinton Kelly.

2011 I nternational

(Continued from page 10)

an adventure. Voyageur Bob will be your leader for an emotional and entertaining journey
about who leads and who follows. He’ll turn your “after lunch” speech into a career-building
expedition. Bob tells his fascinating real life story about nine men and women, who had to
lead, follow and paddle a 750 pound birch-bark canoe and a ton of supplies more than 3,000
km across the wilds of Canada. They paddled and portaged 12 hours a day and lived without
any modern amenities. How did they cope? How did they interact? Who led? Who followed?
Who cared! Don’t miss this canoe!

2:15 p.m.-2:45 p.m. Delegates Briefing

3 p.m.-6 p.m. Business Session

3 p.m.-5 p.m. Tech Workshop

Tuesday, July 26

7 a.m.-5 p.m. On-site Registration/Membership Office

8:30 a.m.-10 a.m. Keynote Speaker

Top 10 Style Mistakes Office Professionals Make In The Office And How To Avoid Them -
Clinton Kelly.

The image you project in the office is important, from how you dress, to the quality of work you
produce. Clinton Kelly, fashion icon, will tell you why it's important not to skimp on quality.
Improve your look, your image and your career by spending your budget on classic, quality
items that will last.

Clinton Kelly is one of America's top fashion consultants and media personalities. He is best
known for his role as a co-host on the makeover reality program What Not to Wear and as the
spokesperson and fashion consultant for multiple women'’s lines at Macy’s department stores
across the country. Clinton honed his fashion expertise during his tenure as a fashion
magazine editor for several noted publications. More recently, the veteran stylist has added to
his impressive portfolio with the debut of Denim & Co., his exclusive QVC clothing line with
sales soaring to $1.5M within a month of its release.

10:30 a.m.-11:30 a.m. Workshops

Cool New Software (And Websites) 2011 - Gini Courter.

This workshop is an EFAM favorite with new content every year. Learn about free or cheap
utilities, applications and websites (and the occasional piece of hardware) that fill the gaps in
the large applications suites. Take a tour of several hot new products that won'’t bust your
budget and might make you the manager’s hero.

1 p.m.-4:30 p.m. Workshops

Get The Most Out Of Office 2010 - Gini Courter.

Another year, another new version of Microsoft Office! Gini will show you the new features
built into the latest version of Office. Don’t miss this opportunity to see all that Office 2010 can
do for you and your organization.

5 p.m.-6 p.m. Keynote Speaker

A Kick In The Attitude: Recharge Your Team, Work And Life -
Sam Glenn.

Learn how to energize your team, work and life and how to get
people positively charged for taking action and achieving
positive results. Hear Sam Glenn, The Attitude Guy™, share
how he turned his life around. He’ll give tips on how to energize
your work and life, and how to get people positively charged for
taking action and achieving positive results. Sam’s experience,
advice and research are guaranteed to improve morale, create
happier and healthier work environments, decrease stress and
empower you to reach all the goals you set for yourself.

(Continued on page 13)
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Wednesday, July 27

7:30 a.m.-1 p.m. On-site Registration/Membership Office

8 a.m.-11:30 a.m. Workshops

Move To The Cloud With Google - Annette Marquis.

As some companies are switching from Microsoft Office to Google Apps, it's important to understand what Google
offers and how it compares with Microsoft Office. In this session, we’ll explore Google Apps and its key components:
Gmail, Google Calendar, Google Docs, Google Sites and the Google Apps Marketplace. (excellent workshop i |
can see several applications for our chapter)

1 p.m.-3 p.m. Workshops

Build An Effective Social Network - Annette Marquis.

In this session, discover how to use social networking tools, such as Facebook and Twitter, to build a social network
that will aid your career, bring in business and keep you connected to important trends.

3:30 p.m.-4:30 p.m. Workshops

Are You LinkedIn®? - Lynn Baldwin, Business Technology Instructor, Sponsor: Madison Area Technical College,
Madison, Wisc.

Come learn how to use LinkedIn to its potential in your professional career. See ways that this business-orientated
social networking tool can be a resource for you and those you support.

5:30 p.m.-6:30 p.m. Networking Reception

6:30 p.m.-9:30 p.m. Banquet

9:30 p.m.-11 p.m. International Board and RTF Trustees Reception

Thursday, July 28
8:30 a.m.-11:45 a.m. Post-EFAM Workshops (/ was only able to attend for about an hour before | had to head to the

airport)

Building A Remarkable Leadership Culture - Merelle Rodrigo.

Learn the skills to become a remarkable leader by exploring the qualities essential for leadership success. Today’s
leaders have to motivate, encourage and inspire. Topics include: sustaining enthusiasm (the formulation of new
ideas); the string theory of leadership (motivating with pull rather than push); creating the “host” mentality;
maintaining forward-moving momentum; reframing hits and misses—falling vs. failing; the costume of success and
many more interesting and vital components to successful leadership. Only open to chapter/division leaders and is
available for one representative per division and one representative per chapter.

General Business Highlights from the Business sessions:

The session started with a Delegate briefing at 8:00 am and was followed by the Business Session of the 2011
International Education Forum and Annual Meeting of the International Association of Administrative Professionals.
The meeting consisted of the Introductions of the Annual Meeting Coordinator followed by the Welcome message
then the Introductions of the International committee chairs. The International Trustees of the Retirement Trust
Foundation were then introduced.

During the time we were at EFAM we heard a couple of attendance numbers, but it was somewhere around 1050
which was down from the EFAM attendance last year. There were 220 first timers at 2011 EFAM and there were 99
District members at EFAM. We have two new chapters in the CWM district.

The Registration/Credentials Committee Chair presented their report as follows:

International Officers: 12
Division Delegates: 34
Chapter Delegates: 273
Chapter-at-Large Delegates: 1
Members-at-Large: 1
International Affiliate Representatives: 0
Delegates Eligible to Vote: 321

(Continued on page 14)
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Authorized Proxies 175

Delegates and Authorized Proxies: 496

Total Number Registered: 1221

The Registration/Credentials Committee report was adopted as presented.

The Annual Meeting Rules were adopted.

The Annual Meeting Program was adopted.

The Committee on Nominations report announced the 2011-2012 Candidates for Election to
the International Board of Directors and the Retirement Trust Foundation (RTF) Board of
Trustees.

The Committee on Nominations introduced each candidate for the International Board of
Directors and the RTF Board of Trustees and nominations were closed. Each candidate
running opposed gave a two minute speech and candidates running unopposed were
introduced.

State of the Association — International President, Mary Ramsay-Drow CPS/CAP
Changes for 2011-2012 Refining the Certification process

Redefine Association Sponsorship Guidelines

Chapter Educational programs

Increase in Webinars (70 this past year)

Scholarships for unemployed to attend EFAM at Grapevine

The RTF is winding down it’s fundraising for this upcoming year and the fundraising efforts are
going towards the Research and Educational Foundation. The RTF currently has more
money than applicants. Total contributions for this year were $79,378.42. RTF also wanted
to let the members know that Vista Grande is not for sale and currently is at 95% occupancy.
The official RTF report will be available mid-October on the International website.

We had a break for lunch and an opportunity to visit the Office Expo to see the vendors and
learn about their new (and old) products. The Delegates and Alternates then attended a
Candidate Forum to learn more about the candidates running for office. At the District Caucus
for the Northwest District the new Division Presidents were introduced and it noted that all five
divisions in the NW District received Division of Excellence. In the NW District there were also
200 Members of Excellence and 28 Chapters of Excellence.

Proposed amendments to the IAAP Bylaws & Standing Rules
Amendment # 1 - Failed - Regarding the minimum chapter size.
Amendment # 2 - Adopted - Regarding simplifying the dues structure.
Amendment # 3 - Adopted - Regarding discounting dues for a period of time for promotion.
Amendment # 4 - Adopted - Regarding waiving processing fees for returning members.
Amendment # 5 - Adopted - Regarding clarifying the board term.
Amendment # 6 - Adopted - Regarding striking the word "international" and adding
"Retirement Trust Foundation" trustee.
Amendment # 7 - Adopted as amended - Regarding the number of division candidates that
can be nominated for international office (amended to allow no more than one candidate
rather than the two as proposed).
Amendment # 8 - Failed - Regarding providing a list of delegates who failed to vote.
Amendment # 9 - Adopted - Regarding striking words from the IAAP bylaws that are now
shown in the RTF bylaws.
Amendment # 10 - Adopted as amended - Regarding adding the words "and Retirement Trust
Foundation Bylaws" that allow the IBSR Committee to review the RTF bylaws.

(Continued on page 15)
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Amendment # 11 - Regarding wording that was moved to the RTF bylaws.
Amendment # 12 - Adopted - Regarding adding the task of reviewing the RTF bylaws to the IBSR Committee.

Proposed amendments to the RTF Bylaws
Amendments # 1 thru # 6 - All adopted as written and presented.

The updated IAAP Bylaws & Standing Rules and the RTF Bylaws will be on the IAAP website in the very near
future.

IAAP 2011-2012 International Board of Directors

President - Tamra Goodall CPS/CAP (ascends automatically from President-Elect)
President-Elect - Karlena Rannals CPS/CAP
Vice President - Judith A. Yannarelli, CPS/CAP
Secretary - Antoinette Smith CPS/CAP
Treasurer - Wendy S. Melby, CPS/CAP

District Directors
Canada District: Lina Veglia
NE District: Bianca M. Constance (2nd year of 2 year term)
NW District:  Kristi Rotvold, CPS/CAP (2nd year of 2 year term)
SE District: Doris Goode
SW District:  Dortha Gray, CPS/CAP (2nd year of 2 year term)
Great Lakes District: Tammy S. Pierce, CPS/CAP
Affiliate Representative: Leanne M. Fisher, GradCert Bus, JP
RTF: Jean Bohinski and Pat Row

(Continued on page 16)
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IAAP 2011-2012 Retirement Trust Foundation Board

Chairman - Kelly Reggio, CAP
Vice-Chairman - Carolyn Prather, CPS
Secretary - Jean Bohniski, CPS/CAP
Treasurer - Wendy S. Melby, CPS/CAP
RTF Committee Liasion - Patricia Row, CPS/CAP
Trustee - Judith Yannarelli, CPS/CAP
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The installation of the 2011-2012 International Board of Directors and the RTF Board of Trustees
was conducted.

Mary Ramsey-Drow, 2010-2011 IAAP President commented on what is an IAAP Board Member
and how they serve the membership: |IAAP board officers are elected to represent all members at
the International level. Decisions such as this one are made after research and historical
information has been reviewed and significant discussion has taken place at board

meetings. Once a decision is made at the board level, we all support that decision, regardless of
what our original opinion might have been.

International board members are not confined by the geographic area from which they reside but
rather are elected to lead and put forth initiatives that are in the best interest of the entire
organization. We take the oath of IAAP office with the realization that there will be issues
advocated by the board that portions of the membership and their selected delegates may not
support or that some may consider controversial.

While an elected board member of a professional society like IAAP should always welcome
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feedback and constructive criticism, we should never feel intimidated by threats of retribution from within in our
own organization - especially when we feel we are challenging the status quo in an effort to help strengthen
IAAP for the future and for future members.

Finally, as with any organization based within the precepts of democracy, IAAP members - through their
delegates - have a voice at EFAM to express their opinion by approving, amending or not supporting the
recommendations of the board.

Avery Awards — they had a record number of submissions. There emphasis was on Certifications and
Excellence Programs. | do not trust my notes, so as soon as the award winners are posted on the headquarters
website, | will share that information with the chapter.

The Pikes Peak Chapter was recognized at the Northwest District Caucus for Chapter of Excellence and CWM
Division was recognized for Division of Excellence at the banquet on Wednesday night.

The announcement was made of future sites for the Educational Forum and Annual Meeting:
2012: Grapevine, Texas, July 22-25, Gaylord Texan Resort

2013: Anaheim, Calif., July 28-31, Anaheim Convention Center

2014: Milwaukee, Wis., July 27-30, Milwaukee Convention Center

2015: Louisville, KY, July 26-29, Kentucky Intl Convention Center

Avery Great Results Program

The Avery Great
Results  Chapter
and Division
Achievement
Awards Program
provides  great
prizes and interna-
tional recognition to chapters and a
division that display excellence in
specific areas of operations such as
outstanding educational programs,
promotion of professional certifica-
tions, and membership recruitment
and retention. This program began in
1989 to recognize chapters and the
division component was added in
2006. Each year Avery Dennison
awards five cash prizes to chapters
and one cash prize to a division. The
prize money is to be used for the de-
velopment of programs that focus on

AVERY ‘
DENNISON o

pertinent issues
facing the ad-
ministrative pro-
fession.
ne Divi-
Prestige
Award will be
presented to the one winning division.
® One Prestige Award will be pre-
sented to the overall chapter winner
with both chapter size categories
combined.
e Two Distinction Awards will be
presented to a chapter with less than
40 members and to a chapter with 40
or more members.
e Two honorable mention awards
will be presented to a chapter with
less than 40 members and to a chap-

ter with 40 or more members.

A consolation prize is given to each
chapter that submits an application
and is not the recipient of a cash
prize.

In recognition of the participation in
the 2011 Avery Great Results Chap-
ter & Division Achievement Awards
program, Avery has made donation to
the IAAP Research & Educational
Foundation in the name of each of
the 311 chapters that applied who
were not selected as winners, includ-
ing the Pike’s Peak Chapter. Thank
you to all of these outstanding chap-
ters!

Stay tuned for more information on
when we can apply for 2012!
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Chapter Meeting and Event Schedule

Date Topic Location

September 13, 2011 Welcome to the 2011-2012 IAAP Year The Mesa Conservation
Presenter: Bobbie Pratts, CPS/CAP, Center

President 2855 Mesa Road
Colorado Springs, CO 80904
} September 15, 2011 Excel (10) Old Colorado City Library
" (Computer Class) Presenter: David Rasmussen, PPLD— 2418 W. Pikes Peak
(7-8 p.m.) Information Specialist Colorado Springs, CO 80904
October 11, 2011 Strategic Planning The Mesa Conservation

Presenter: Carol Hardin, CPS/CAP Center
2855 Mesa Road
Colorado Springs, CO 80904

September 15, 2011 Powerpoint (10) Old Colorado City Library
(Computer Class) Presenter: David Rasmussen, PPLD— 2418 W. Pikes Peak

(7-8 p-m.) Information Specialist Colorado Springs, CO 80904
October 19, 2011 Enhance Your Career Raytheon

November 5, 2011 Certification Breakfast TBD

Provided for all Certified IAAP
Members or those who have registered
to test in November 2011 or May 2012

November 10, 2011  New Member Installation Penrose Library - Carnegie
Minding Your Business Room
Presenter: Terry Zarsky, PPLD 20 North Cascade
Colorado Springs, CO 80903
December 13, 2011  Holiday Social/ Silent Auction World Arena

3185 Venetucci Blvd.
Colorado Springs, CO

December 15, 2011  Digital Photo (10) Old Colorado City Library
(Computer Class) Presenter: David Rasmussen, PPLD - 2418 W. Pikes Peak
(7-8 p-m.) Information Specialist Colorado Springs, CO 80904
January 10, 2012 Past President Recognition The Mesa Conservation
Downloadable Devices Center
Presenter: Terry Zarsky, PPLD 2855 Mesa Road
Colorado Springs, CO 80904
February 14, 2012 New Member Installation The Mesa Conservation
Using Social Media to Advance Your  Center
Career 2855 Mesa Road
Presenter: TBD Colorado Springs, CO 80904
February 16, 2012 Excel Il (10) Old Colorado City Library
(Computer Class) Presenter: David Rasmussen, PPLD— 2418 W. Pikes Peak
(7-8 p-m.) Information Specialist Colorado Springs, CO 80904
(oo Nl Yol Wl March 13, 2012 People Reading - That Vital Role that  The Mesa Conservation
CHAPTER Active Lis_tenjng Plays in Effective Center
Communication 2855 Mesa Road
NUMBER Presenter: TBD Colorado Springs, CO 80904

321130
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Date

Topic

Location

March 15, 2012
(Computer Class)

PowerPoint Il (10)
Presenter: David Rasmussen, PPLD—

Old Colorado City Library
2418 W. Pikes Peak

(7-8 p.m.) Information Specialist Colorado Springs, CO 80904
April 10, 2012 Building Trust The Mesa Conservation Center
Presenter: TBD 2855 Mesa Road
Colorado Springs, CO 80904
April 12, 2012 Publisher (10) Old Colorado City Library
(Computer Class) Presenter: David Rasmussen, PPLD— 2418 W. Pikes Peak
(7-8 p-m.) Information Specialist Colorado Springs, CO 80904

April 23-27, 2012

Admin Professionals Week
Activities to be Announced

May 8, 2012 Election of 2012-2013 Officers The Mesa Conservation Center
New Member Installation 2855 Mesa Road
Feng Shui - Leapin’ Frogs! Colorado Springs, CO 80904
Presenter: Janet Marletto, FS Consultant

May 10, 2012 TBD (Previous Months Attendees Choice) Old Colorado City Library

(Computer Class) Presenter: David Rasmussen, PPLD— 2418 W. Pikes Peak

(7-8 p.m.) Information Specialist Colorado Springs, CO 80904

June 12, 2012

Installation of Officers

End of Year Awards

Presenter: Bobbie Pratts, CPS/CAP,
President

The Mesa Conservation Center
2855 Mesa Road
Colorado Springs, CO 80904




2011—2012 IAAP Leadership

Pikes Peak Chapter
Board of Directors

PRESIDENT:

Bobbie Pratts CPS/CAP
bjpratts@att.net
bjpratts@raytheon.com
W: (719) 637-7014

H: (719) 388-1400

PRESIDENT-ELECT:
Paula O’Keefe CPS/CAP
paula1004@comcast.net
W: (719) 594-8759

C: (719) 229-7876

VICE PRESIDENT:

Gloria Viebrock, CPS/CAP
dohertyone@msn.com

H: (719) 382-5588

C: (719) 322-8771

RECORDING SECRETARY:
Susan Farr, CPS
susan.farr@d11.org
farrfamily@elpasotel.net

W: (719) 520-2085

C: (719) 491-0067

CHAPTER LIAISON:

Angie Guerrero, CPS
angie.guerrero@peterson.af.mil
guerreroaf@comcast.net

W: (719) 554-7801

H: (719) 550-9642

TREASURER:

Cheryl Sanfilippo
Cheryl.a.sanfilippo@Imco.com
W: (719) 277-9914

H: (719) 265-5076

PARLIAMENTARIAN:
Marilyn Sullivan, CPS

CWM Division Officers

PRESIDENT

Eileen Verosko, CPS

Pikes Peak Chapter,

Co Springs, CO
everosko@officescapes.com
W: (719) 433-7311

H: (719) 439-8727

PRESIDENT-ELECT

Carol L. Hardin, CPS/CAP -
Pikes Peak Chapter,

Co Springs, CO
Carol.hardin@honeywell.com
W: (719) 637-6572

H: (719) 650-6506

VICE PRESIDENT

Andrea Latine, CPS—
Denver Chapter,

Denver, CO
Andrea.latine@netzero.com
W: (303) 730-1909 ext. 301
H: (303) 791-1685

SECRETARY

Mary Lenhart—

Union Colony Chapter,

Greely, CO
Mary.lenhart@greeleygov.com
W: (719) 433-7311

H: (719) 439-8727

TREASURER

Elizabeth Harms, CAP
Downtown Denver Chapter,
Denver, CO
Elizabeth,harms@us.gt.com
W: (303) 813-3477

H: (303) 726-9970

**Note: For more information,
visit the Division’s website at:
www.iaap-co-wy-mt.org

International Board of Directors

PRESIDENT

Tamra Goodall, CPS/CAP
H: (304) 757-9216

W: (304) 344-9744
tgoodall@wvha.org

VICE PRESIDENT

Judith Yannarelli, CPS/CAP
H: (843) 734-0120

W: (973) 449-8446
jyannarelli@iaap-hq.org

TREASURER

Wendy S. Melby, CPS/CAP
H: (262) 391-9611

W: (414) 906-7197
wmelby@iaap-hg.org

Director, Canada District
Lina Veglia

H: (519) 241-6112

W: (519) 740-4517 ext. 4620
wmelby@iaap-hqg.org

Director, Northwest District
Kristi Rotvold, CPS/CAP

H: (701) 235-1045

W: (701) 234-6091
krotvold@iaap-hq.org

Director, Southwest District
Dortha Gray, CPS/CAP

H: (281) 856-2726

W: (713) 651-6302

dgray@iaap-hq.org

PRESIDENT-ELECT
Karlena Rannals, CPS/CAP
H: (949) 498-8037

W: (858) 756-6014
krannals@iaap-hg.org

SECRETARY

Antoinette Smith, CPS/CAP
H: (314) 839-4789

W: (314) 233-8054
asmith@iaap-hg.org

Director, Great Lakes District
Tammy Pierce, CPS/CAP

H: (937) 879-3952

W: (937) 859-5121
tpierce@iaap-hq.org

Director, Southeast District
Doris Goode, CPS/CAP

H: (901) 837-3178

W: (901) 874-6802
doris.goode@navy.mil

Affiliate Representative

Leanne M. Fisher, GradCert Bus,
JP, FAIOP, HLM, AOP
(Australia)

H: 61-3-9744-6976

W: 61-3-8344-4721
Ifisher@iaap-hq.org




