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P E N N S Y L V A N I A   

D I V I S I O N  O F F I C E R S  

I am so glad that spring has finally arrived!  I just noticed our Virginia blue bells are making their grand 
appearance. 
 
Many thanks to all the chapters that submitted an Avery Chapter Achievement Awards Application!  Your 
efforts made it possible for the Division to meet Division of Excellence criteria #14 where we needed 60% of 
our chapters to submit their applications.  We exceeded this criteria with 71% of our chapters submitting 
their applications.  Best wishes for award winners from Pennsylvania! 
 
For the past several months, the International Board and the Division Board have been very busy with 
discussions on a very important topic of Tax Compliance.  It was realized that we have not been doing our 
due diligence in following the regulations as outlined by the IRS for 501(c)(6) organizations as it relates to 
member inurement regulations.  What prompted IAAP Headquarters to take action is their recognizing of a 
current trend among non-profit organizations that the IRS is being even more critical than they have in the 
past inasmuch as some organizations have had to dissolve.   
 
To keep IAAP out of the IRS spotlight and so we do not lose our not-for-profit status, there has been much 
discussion to learn about our current practices and what changes should be made to be in compliance with 
the IRS regulations.  In January, the Division Presidents participated in discussions with the International 
Board and Executive Director Don Bretthauer, CAE.  The discussions focused mainly on identifying some 
of the types of non-compliant member inurement issues, identifying resolutions, and developing a Q&A.   
 
In early February, the Division Board shared this critical information and a preliminary Q&A with the 
Chapter Presidents during a conference call and developed a few additional questions to be added to the 
Q&A.  The purpose of the Q&A is to assist members, chapters, and divisions with understanding the 
various types of member inurement situations so that we can modify our current practices as necessary to 
maintain compliancy with the IRS regulations.  To allow everyone access to the Q&A, this document and 
additional questions are being posted to the Treasurers eGroup.  The latest issue of the Q&A, posted by 
International Director Bretthauer, can be found as an addendum to this newsletter on the PA Division Web 

Community via this link: http://www.iaap-pennsylvania.org/IAAPHQ/PADivision/GetToKnowUs/
YourDivisionConnectionPADivisionNewsletter/Default.aspx  
 
Some of you may be asking, what is member inurement?  It is when one or a few members financially 
benefit from a chapter or division.  What’s important to keep in mind is that chapter and division funds 
belong to their members.  Therefore, when we provide programs and services for our members, we must 
ensure that all members are able to take advantage of the opportunity.  An example is our Division 
Professional Development Program.   
 
In the past, members could only receive benefits from this program two times in a four-year period.  By 
having this restriction, this means if a member received benefits in year one and two, this member is no 
longer permitted to receive program benefits.  Therefore, not all members are able to take advantage of the 
opportunity.  Please read the article later in this newsletter from the Professional Development Committee 
for more information regarding this program. 
 
(Continued on Page 2) 

A Message from the President... 
Catherine S. Hoke, CPS/CAP 
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Many thanks to our chapter and division leaders for their assistance with ensuring our chapters and the Division are compliant with IRS regulations.  
The Tax Compliance issue is such an important issue, so important that no chapter or division wants to be the reason that IAAP is no longer in 
existence for practicing non-compliant programs.  Therefore, it was my decision to push back the distribution of the Annual Meeting registration 
materials by two weeks compared to last year’s distribution date.   
 
Registration materials were emailed to members on March 4 utilizing the email address members identified as their preferred email address in their 
member profile.  If you did not receive an email from Division Annual Meeting Host Coordinator Lyndee Long, CPS/CAP, please check your "junk" 
folder.  Another possibility may be that your "preferred" email address in your Member Profile is not current.  To verify this information while logged 
in, select the Update your profile link toward the upper right of the screen, select the Edit Contact Information link, and make any appropriate 
changes. 
 
Thank you to the Annual Meeting Host Committee for their planning and coordination of a spectacular event!  We hope you will be joining us May 
20-22 for an ―Upscale – Down Home‖ weekend of education, networking & career enhancement – and some fun too!  
 
Your PASSION&PURPOSE is spreading! 
 
 

Retirement Trust Foundation (RTF) Update  
Jean M. Bohinski, CPS/CAP 
RTF Northeast Representative 

A Message from the President…(Continued) 
Catherine S. Hoke, CPS/CAP 
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In our November newsletter, I shared information about a ―friendly competition‖ among the districts.  Well – the competition is on! 
 
The Retirement Trust Foundation (RTF) Committee has challenged all districts with a friendly competition to determine which district can raise the 
most funds in March.  For the past few months, I have been sending direct communications to the chapter presidents and chapter RTF chairs 
promoting this initiative.  I’m sure you’ve seen information in your chapter newsletters or other member communications on how to ―Join the FOG.‖ 
 
At EFAM in Montreal, Quebec, two new RTF awards will be presented during the District Caucus for the efforts to the district with the highest 
contribution per capital for: 
 

1. The Family of Givers (FOG) Program.  
2. Total Contributions to the RTF. 

 
We encourage members and chapters to contribute to the RTF this March, hoping that PA Division 
receives one or both awards.  Wouldn’t that be fabulous?  In order for the PA Division to win these 
awards, members can contribute through the Family of Givers program by completing either of the 
contribution forms included in this newsletter.  Chapters can contribute through fundraisers.  Below 
are suggested fundraisers shared in the November newsletter.  Because we know our chapters are 
very creative, we are confident that they will make a significant impact toward the Total 
Contributions. 
 

 Hold a 50/50 raffle 
 Place ―tax bags‖ on dinner tables at your membership meetings.  Tax members for wearing or not wearing certain items (membership 

pins) and doing certain things that day. 
 RTF Bingo. 

 
Your continued support of the Trust is greatly appreciated. 
 
 

 

March RTF Challenge 
Lyndee Long, CPS/CAP 
RTF Committee Chair 
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The Pennsylvania Division Board arrived in my neck of the woods on January 14.  The meeting was held at the Holiday 
Inn, Clarion, site of the 2011 Pennsylvania Division Annual Meeting.  President Cathie Hoke, CPS/CAP called the meeting 
to order at 3:20 p.m. 
 
The better part of Friday afternoon and evening was devoted to the Division Annual Meeting, reviewing scripts and 
meeting sessions. 
 
Saturday morning the Board met with Pennsylvania Division Annual Meeting committee members.  Meeting Coordinator 
Lyndee Long, CPS/CAP greeted attendees and introduced Courtney Ortez, Marketing Coordinator at the Holiday Inn.  Ms. 
Ortez gave a tour of the hotel, including room accommodations, ballroom, courtyard, and hospitality room.  The attendees 
were pleased with the accommodations.  The one drawback may be that there is no elevator in the two-story hotel.  
Attendees who cannot climb the stairs will be reminded on the registration form to request a first-floor room. 
 
Following the tour, the group reviewed plans for the Upscale Down Home Weekend.  They have been working diligently to 
ensure a weekend of education and fun, including scheduling an upscale seminar presenter and keynote speaker, and a 
down home Evening of Welcome. 
 
After lunch with the committee, the Board reconvened their meeting.  The remainder of the afternoon and evening was 
spent reviewing Chapter and Committee updates, year-to-date financial reports, Avery Award application, Division of 
Excellence criteria and progress, and a Strategic Plan review and update. 
 
The Division Board had a very productive two days, conducting all the business of the Pennsylvania Division with Passion 
and Purpose and accomplishing their goals for the weekend. 

Winter Board Report 
Carol Lundgren, CPS/CAP 
Division President-Elect 
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Professional Development Program Modifications for 2011 
  
In order to be in compliance with the IRS Tax Compliance laws, changes to the Professional 
Development program have been made to revamp our grant program.  In order to be able to 
provide a benefit to all members of the PA Division, the PA Division Board and the Professional 
Development Committee will offer financial aid for one event this year.  That event will be the 
2011 PA Division Meeting.  This offer is extended to all members of the PA Division who wish to 
attend the 2011 Division Meeting by paying a portion of the registration fee not to exceed 50% 
of the total registration cost. 
  
Based on the number of requests received, the budgeted amount of $1,000 will then be 
divided equally among those members to be sent directly to the registration chair.   It will 
be the responsibility of the member to forward the remaining amount of the registration fee with 
their completed application to the registration chair.  
  
Members interested in accepting this offer must submit their name no later than end of day 
April 6, 2011.  Please forward your request via email to Sue Sipe, Professional Development 
Chair, ssipe@bonton.com. 
  
Notification will be sent to all recipients the day following the deadline announcing the amount 
of the grant to ensure you have plenty of time to send in the remaining registration fee with your 
application.  
  
Please only submit your name if you are seriously planning to attend.  If members submit their 
name and then decide not to participate in this opportunity after the grant amount has been 
communicated, the distribution amount will not be recalculated.    

Professional Development Update 
Susan Sipe, CPS/CAP 
Professional Development Committee Chair 

mailto:ssipe@bonton.com


P A G E  6  

Y O U R  D I V I S I O N  C O N N E C T I O N  

 
 

To Be the Premier Organization for Career-Minded Administrative 

Professionals in the Commonwealth of Pennsylvania 
 

— VISION — 

Broaden the scope of the Pennsylvania Division by meeting the needs  

of current and prospective members. 
 

 Communicate the value of membership 

 Promote the benefits of member in IAAP. 

 Educate current and prospective members via the Web Community (www.iaap-pennsylvania.org). 

 Encourage participation in community activities. 

 Present a broad range of educational and professional development programs at the  

Division and Chapter levels. 

 Provide programs to meet the needs of all members. 

 Recruit and Retain Members 

 Assist the Division Membership Committee with coordinating and implementing membership      

recruitment programs.  

 

 Achieve a streamlined, responsive, and flexible organizational structure. 

 Implement a leadership development program. 

 Streamline the chapter bylaws to allow maximum flexibility. 

 Ensure essential committees are in place. 

 Encourage participation in the Certification Program. 

 Provide members with information and encouragement in seeking certification. 

 Promote awareness of certification programs and their value in career development. 

 Provide chapters with educational resources. 

 Available (Division Board) to present and/or provide educational programs. 

 

Strategic Plan 

http://www.iaap-pennsylvania.org
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PA DIVISION COMMUNICATION 
To: Members of the Pennsylvania Division (Through Chapter Presidents) 
 Pennsylvania Division Members-at-Large 
  
From: Pat Clark 
 Pennsylvania Division Secretary 
  
Subject:   Notice of PENNSYLVANIA Division Annual Meeting 
  
PLEASE TAKE NOTICE that the Annual Meeting of the Pennsylvania Division, 
International Association of Administrative Professionals, will take place May 20, 
21 and 22, 2011, at the Holiday Inn in Clarion, Pennsylvania.  The Business 
Session is scheduled to begin on May 21, 2011, at 8:30 a.m. for the purpose of 
conducting any business that may properly come before the meeting. 
  
  
  

PROPOSED AGENDA 
Business Meeting 

  
Presentation of Annual Meeting Rules 

Adoption of Agenda 
Report of Division Treasurer 
Report of Division Officers 

Committee Reports 
Bylaws and Standing Rules Report 

Report of Committee on Nominations 
Introduction of Candidates for Office 

Voting for Officers 
Report of Tellerôs Committee 

Declaration of Duly Elected Officers for 2011-2012 
Selection of 2012 Meeting Site 

Unfinished Business 
Good of the Order (time permitting) 

Announcements 
Recess 



P A G E  8  

Y O U R  D I V I S I O N  C O N N E C T I O N  

Is your chapter being heard? 
 
If your chapter is unable to be personally represented at the International Education Forum 
& Annual Meeting (EFAM) by your Chapter Delegate, it is critical that your chapter is 
represented by proxy.  You may assign your proxy to any Delegate who is attending — 
either Division Delegate Carol Lundgren, CPS/CAP, or a Chapter Delegate. 
 
Why is it important for your chapter to be represented? 
Your chapter’s vote at the International Annual Meeting is very important.  While candidate information is 
provided in the EFAM promotional material, Delegates have an opportunity to pose questions of the 
candidates during the Delegate Meet and Greet session to learn more about their platforms.  If your chapter 
is unable to send a Delegate, the only way your chapter’s vote can be cast is by proxy vote. 
 
How does a chapter submit a proxy form? 
Headquarters will send proxy forms to Chapter Presidents in April.  This is a two-part form that does require 
submissions to be mailed — not emailed or faxed.  The submission deadline is typically the first week in 
July.  Any submissions after the designated date will not be accepted. 
 
If you have misplaced your form or if you do not receive a form by June 1, 2011, please contact 
Pennsylvania Division Delegate, Carol Lundgren, CPS/CAP. 
 
If you have any questions regarding chapter proxies, please contact your Division Board Mentor. 
 
 
Sincerely, 
 
Pat Clark 
PA Division Secretary 

International Education Forum & Annual Meeting (EFAM) 
Proxy Information 
Patricia Clark 
Division Secretary 
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DATE SAVERS!  
 

 
  

May 20-22, 2011 
PA Division Annual Meeting 

Holiday Inn 
Clarion, Pennsylvania 

 
July 24 -27, 2011 

Education Forum and Annual Meeting 
Montreal Convention Center 

Montreal, Quebec 
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March 2011 Issue 

Diana Comber, CMP - Editor 

Submissions:  dcomber@comcast.net   

We’re on the web... 

             www.iaap-pennsylvania.org  

2010-2011 Passion & 
Purpose International 
Theme Pins  
 

Order your 2010-2011 
International Theme Pin!  All 
proceeds benefit the 2011 
EFAM Host Committee.  The 
order form can be found in the 
Web Community Resource 
Library, Document ID #5618. 

 

 

Y O U R  D I V I S I O N  C O N N E C T I O N  

Submission Deadline for next issue is April 15, 2011!  Please send 
your submissions to the Editor at dcomber@comcast.net   


