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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  

Welcome to the Passion & Purpose year! 
 
Since the close of our Annual Meeting in May, the Division Board has been extremely 
busy.  We are committed to Passion & Purpose and to making this another successful 
year in PA Division history. 
 
Congratulations to the PA Division on achieving ―Division of Excellence‖ for the second 
year! We were proud and loud as 2009‑2010 Division President Diana Comber, CMP, 
proudly accepted a patch to be affixed to our banner that will be on display at the 2011 
Annual Meeting.  We also are proud of our 5 chapters that achieved ―Chapter of Excellence‖ this past year.  
Congratulations to the Altoona, Montgomery County, Pittsburgh, White Rose, and Wyoming Valley 
Chapters for this significant achievement! 
 
Congratulations is also extended to the 36 members of the PA Division who attained the ―Member of 
Excellence!‖  This is an increase of 3 members from last year.  Their names are listed later in this 
newsletter.  Thank you for your commitment to excellence in 2009-2010! 
 
The PA Division currently has 508 members.  This means that only 7% of our members are 2009‑2010 
Members of Excellence.  I know we can realize an increase in this program.  Here’s why.  Below are 
possible reasons why many members are not participating in this program: 
 

Don’t understand how to manage the program – There are several options available to assist you with 
understanding this program; i.e., the Pathways to Excellence Web site, the Pathways to 
Excellence eGroup, and your chapter officers.  The eGroup contains a wealth of information 
contributed by members and members of the 2010‑2011 Pathways to Excellence Subcommittee.  

You may also pose your questions and comments to your chapter and division officers. 

Don’t take time to complete submission form – This form only takes about 15 minutes out of our very 
busy schedules to complete.  You deserve to be recognized for your efforts and dedication.  Don’t 

deprive yourselves of this opportunity.  I know you can find the 15 minutes. 

Don’t care – You don’t care?  Where’s your passion and commitment for you and your own career?  
This is a program about you.  This program is designed to assist members with maintaining and 
increasing their marketability as career‑minded administrative professionals.   

 
I know more than 7% of our members can and will qualify for Member of Excellence in 2010‑2011.  To help 
you get started, sign the ―Member of Excellence Commitment Form‖ within this newsletter.  Maintain the 
signed original in your personal Member of Excellence file. 
 
There was much discussion surrounding Passion & Purpose during EFAM and after.  When we have 
passion for something, we are enthusiastically determined to drive results.  Our passion is contagious as it 
inspires others to pursue same or similar aspirations. 
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In order for the purpose of our programs and services to be appealing, it’s important to routinely evaluate them.  Do they contain outdated 
beliefs and practices?  As International President Mary Ramsay-Drow, CPS/CAP, mentioned in her International President Incoming 
Speech, ―… keep it appealing to the next generation of admins—who are not like the current demographic in our association.  If we don’t 
adapt and change—we go away.‖ 
 
When we’re in our comfort zones, things are comfortable, routine, and we don’t grow.  These comfort zones tend to impede us from 
letting go of outdated beliefs and practices.  How comfortable is your chapter?  Is your chapter ready to take its success to a new level? 
 
International President Ramsay-Drow also mentioned in her speech about us being in the midst of a culture change and that IAAP is not 
a club.  Many members join IAAP because they are proud to be a member of a ―professional‖ organization.  Likewise, there are members 
who drop their memberships because they became disappointed with their new view of the organization/chapters as being club oriented.   
 
Many of us heard and probably even made statements about how administrative professionals are not respected.  People’s perceptions 
of our behaviors, how we conduct ourselves and our meetings can be so profound.  By not including all members, current and new, 
members might perceive they are being ignored.  When meetings lack structure, the meeting facilitator is typically perceived as not 
having control of the meeting.  Also, what and how we say things and how we act affects the perceptions that others have of us. 
 
Here are a few suggestions to increasing professionalism: 
 

 Meeting location.  Change the meeting location from a restaurant’s public area to a private room where it’s more 
conducive for educational programs to be presented. 

 Use and follow an agenda.  Regardless of your chapter size, not only should you have an agenda, you should follow your 
agenda.  Agendas provide structure and allow meetings to be conducted in a professional manner. 

 Perceptions.  We develop perceptions of others through our conversations and actions.  Likewise, others develop 
perceptions of us.  What and how we say things and how we act is part of our brand. 

 
Is your chapter representative of a professional organization or a club? 
 
Let’s have an exciting year filled with PASSION&PURPOSE! 
 

Regards, 

 
Catherine Hoke, CPS/CAP 

PA Division President 

A Message from the President… 
(Continued) 

“When patterns are broken, new 

worlds emerge.” 

— Tuli Kupferburg 
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The new IAAP year is just beginning, but it’s not too early to start thinking 
about next spring and running for an office on the division board.  The 
Pennsylvania Division has a wonderful succession plan in place, which in fact 
has been a model for other chapters and divisions and has also been viewed 
by the international board as a solid plan.   
 
This is how it works.  The Division is divided into five council areas:  
Northeast, Southeast, Southcentral, Western A, and Western B.  Ideally, there 
is one officer from each council area who mentors the chapters in the council.  
More on mentoring later.  Officers may serve no more than two consecutive 
terms in any office, except for President-Elect and President, who shall serve 
one term only.  The President-Elect automatically succeeds to the office of 
President.  Even though we have this succession plan in place, it doesn’t 
mean that the secretary and treasurer automatically serve for a second term, 
or that that they automatically move to Vice President.  Nor does the Vice 
President automatically move to President-Elect.  They are voted into office 
by the delegates at the Division Annual Meeting.  Anyone can be a candidate 
for secretary, treasurer, or vice president if they meet the qualifications and 
following the nomination process outlined in the division bylaws.  In the 15 
years I’ve been a member of IAAP, I don’t recall there ever being more than 
one candidate for office, but it could happen. 
 
This year, there will be an opening for a Treasurer as Maria Carney, CPS/
CAP, AIS, will have completed two consecutive terms in that office.  The 
vacancy will be in the Southcentral Council.  That position is currently 
occupied by Division President Cathie Hoke, CPS/CAP who will be going off 
the board.  There is nothing written in stone, or in the bylaws, that prevents 
more than one officer being from the same council area.  In fact, currently 
there are two officers from the Southcentral Council.  There was no candidate 
for office from the Northeast Council in 2009; therefore, Juanita Mort, CAP, 
chose to run for office and is the mentor for that council.  Having one officer 
from each council is really a matter of logistics, which will become more clear 
shortly. 
 
Now the part on mentoring.  One of the responsibilities of a division officer is 
to mentor the chapters in their council.  In this capacity, the mentor is 
available to assist in answering questions and addressing concerns of the 
chapter as well as offering assistance when requested.  The mentor is also 
responsible for making one official visit each year to the chapters in their 
council and for providing an update on IAAP happenings.  The mentor may 
also conduct an educational program during the official visit if requested by 
the chapter. 
 
Other responsibilities of division officer include: 
 
 Attend Pennsylvania Division Annual Meetings.  The President, of 

course, conducts the business sessions and the other officers give 
reports and assist as needed.  First time candidates for office and those 
running opposed are required to give a short talk  on their qualifications.  

 Attend Summer Board Meeting.  This meeting is held within 45 days of 
the Division Annual Meeting in a location that is central to all officers.  
Planning for the upcoming year is conducted. 

 Attend EFAM.  The current Division President attends as the Division’s 
Delegate, with the President-Elect as Alternate.  If either of these 
officers is unable to attend, another Division Officer will be appointed to 
serve as Delegate or Alternate. 

 Attend Council Meeting.  This meeting is held in the fall, and the council 
mentor is responsible for conducting the workshop. 

 

 Attend Winter Board Meeting.  This meeting is held in January at the 
hotel where that year’s Division Annual Meeting will be held.  Annual 
meeting planning takes place at this meeting. 

 Attend IDPC.  The President-Elect should attend the Incoming Division 
Presidents Conference in Kansas City, MO, which is usually held in 
April.  This allows the President-Elect the opportunity to begin strategic 
planning for the Division based on the concepts learned surrounding the 
incoming International President’s theme and goals. 

 
Each officer has additional responsibilities specific to that office.  If you would 
like a copy of these, please contact your chapter’s division mentor. 
 
Benefits provided to Division Officers: 
 
 Travel expenses.  Mileage is paid, at a rate determined by the PA 

Division Board, and tolls are reimbursed to attend one official visit 
yearly, summer board meeting, council meeting, winter board meeting, 
and Division Annual Meeting. 

 Registration for the Division Annual Meeting and council meetings.  
These costs are covered by the host chapter(s). 

 Hotel accommodations are paid for the Division Annual Meeting, 
summer board meeting, and winter board meeting. 

 EFAM costs.  The Division Delegate is reimbursed for registration, 
airfare, shuttle, hotel accommodations, and food based on a per diem 
set by the Division Board. 

 Travel and lodging expenses to attend IDPC.  These costs are covered 
by IAAP headquarters. 

 
Of course, these are just the monetary benefits.  There are many rewards 
associated with being a Division Officer.  I especially enjoy traveling to my 
council chapters for official visits and getting to know the members. 
 
Regarding one officer from each council, I believe you can see by the amount 
of travel and reimbursement for such, that it makes sense for the mentor to be 
from that council.  It would be unrealistic for me, for example, being from the 
western side of the state to mentor the Northeast or Southeast councils.  It 
would be 200 miles and take 3.5 hours for me to travel to the northeast, and 
300 miles and 5.5 hours to travel to the southeast.  It would be a hardship on 
the Division to pay this much in travel reimbursement and probably lodging, 
especially several times a year in order to attend each chapter’s meeting.  
With Juanita Mort, CAP, living relatively close to the Northeast Council area, 
she doesn’t have any farther to travel for official visits than either Maria 
Carney, CPS/CAP, AIS, or I have to travel within the Western Council.  
 
Hopefully this information was helpful for everyone who ever wanted to know 
but was afraid to ask, and especially for those of you considering candidacy 
for a Division office.  

 

 

Submitted by 

Carol Lundgren, CPS/CAP 

PA Division President-Elect 

Responsibilities and Benefits of a Division Officer 
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The Pennsylvania Division Summer Board Meeting was held in Clearfield, Pennsylvania, on June 25, 
26, and 27. 
 
President Cathie Hoke, CPS/CAP, distributed binders with information that was reviewed throughout 
the weekend. The Officers Guidelines and Responsibilities were updated and officers were assigned 
chapters and committees that they will mentor for the 2010-2011 year, and given newsletter 
assignments.  President Hoke reported on the Incoming Division Presidents’ Conference. 
 
We will focus on increasing Member and Chapter participation in the ―Pathways to Excellence‖ 
Program.  Council Meetings and possible topics were discussed. The Northeast Council will be hosted 
by Lehigh Valley, Western Council by Pittsburgh, Southcentral Council by Susquehanna Valley 
Chapter, and Southeast Council by Bucks County. 
 
The Division Annual Meeting was discussed. The evaluation forms were reviewed,  and the majority of 
the responses fell into the ―excellent‖ and ―good‖ categories.   Other comments will be taken into 
consideration and used as opportunities for improvement.  Division Awards were reviewed and 
revisions were made to some of the criteria.  Treasurer, Maria Carney, CPS, AIS  presented the 
Division financials and presented the proposed budget.  After discussion, minor changes were made 
and the budget was approved. 
 
Committee Responsibilities and Guidelines were drafted for all committees.  We realize that we may 
not have captured everything.  If committees have updates to this document, notification should be 
made to the committee board mentor. 
 
The voucher system was reviewed.  After discussion, minor changes were made to the voucher 
system.   The board will also be have an electronic recordkeeping utilizing an external hard drive.  This 
will help with transitioning new board members.   
 
The International Education Forum and Annual Meeting in Boston was discussed. President Hoke will 
be attending as the Division Delegate, with President-Elect Carol Lundgren, CPS/CAP, as Alternate. 
Candidates for office were reviewed as well as proposed bylaws amendments. 
 
Other upcoming events for discussion were Winter Board Meeting, scheduled for January 14, 15, and 
16, 2011.  
 
This was a very productive Board Meeting, and we are off to a great start.  Change is good, which will 
be demonstrated throughout this new year by living a life filled with Passion & Purpose.   
 
 

Respectfully submitted, 
Maria Carney, CPS, AIS 

Summer Board Report 

Standards of Integrity 
 

The International Board 
revised the Code of Ethics 
almost two years ago to 
align with the five core 
values determined to be 
the most important for 
membership.  They are 
now called the Standards 
of Integrity.  You may find 
a copy of this document in 
the Resource Library in the 
Web Community.  Select 
Resources | Search Li-
brary | enter 5275 in the 
Document ID field | select 
SEARCH.  
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What Leadership Is (And Isn’t) 

 
At some time or another, all of us choose to step into a leadership role or get conscripted to do so. Sometimes our 
style reflects that of the person who served before us; sometimes we model what we believe a good leader is or 
should do; and then there are times we don’t know what to do, so we simply play it by ear. Well, the good news is that 
there are leadership approaches that work for most of the people most of the time.  
 
Here are some hallmarks of good leaders.  
 

 They have a vision in line with the mission, can articulate it to others, and get them to join efforts to advance 
the organization or project toward it. 

 They don’t just show up and adlib. They identify a best expected outcome and work toward making it happen. 
They are goal-directed. 

 They work to build a consensus. They don’t use a vote to divide the group, but rather find common points to 
create harmony and agreement.  

 They don’t just ―tell people what to do.‖ They generate buy-in so others want to participate and they never 
ask group members to do something they wouldn’t be willing to do themselves. 

 They don’t micromanage. They know that many roads lead to a final destination and people don’t have to do 
it the leader’s way, but can choose what works best for them. 

 Today, time is our most precious commodity and is oft cited as the main reason people won’t volunteer. True 
leaders don’t waste time – for themselves or others – and will never call a face-to-face meeting unless it is 
truly necessary and can’t be handled by conference call or e-mail. They are purpose driven and respectful of 
volunteer needs. If one person can handle the job, they never require a committee to do it. 

 They don’t play the martyr and either do everything themselves or endlessly tout how hard they have worked 
and how much they have contributed. They are positive about the leadership experience and engage others. 

 They realize that part of the role of leader is grooming others to develop new skills and stretch themselves. 
They allow people to learn from mistakes and improve the process. 

 They will never utter the words, ―We did it before and it didn’t work…‖ or ―This is the way it’s always been 
done.‖ They are open to new ideas and want to learn new things – they keep growing along with their 
members. 

 They praise often and aren’t critical. They use every opportunity as a learning experience.  

 

So, does the leader have to be the oldest, wisest, and most experienced of the group? No. They needn’t have all the 
answers, they just need to know the right questions to ask, and then trust their team to get the job done with their 

support. 

Susan Fenner, PhD 

Manager, Education and Events 
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The 2010 International Education Forum & Annual Meeting was held July 18 – 22, 2010 in Boston, 
Massachusetts. I was honored to represent the PA Division as Division President and as Division Delegate. 
 
On Friday, July 16, I arrived in Boston before noon.  Upon checking into the hotel, I received a welcome message 
on my cell phone from Northeast District Director Judie Yannarelli, CPS/CAP.  On Saturday, PA Division 
President‑Elect Carol Lundgren, CPS/CAP, and I went to Credentials Check-In to receive our registration 
materials.  I also exchanged the my proxies for voting tickets. 
 
EFAM began on Sunday, at 8:00 a.m. with the Parliamentarian Briefing with Delegates.  Parliamentarian Jeff 
Nerauter has a way with explaining the responsibilities of delegates and alternates and parliamentary procedure 
so that it is more easily understood.  His humor also makes is more enjoyable. 
 
The Opening Business Session opened at 9:00 a.m. with the Parade of Nations. The session was called to order 
by International President Susan Shamali, CPS/CAP.  Introductions of the Annual Meeting Coordinators followed 
and then the National Anthem was sung by 2009-2010 New York Division President and 2010-2012 Northeast 
District Director Bianca Constance.  She is a very talented singer; and brought tears to the eyes of many. 
 
Lyndee Long, CPS/CAP, Registration and Credentials Committee Chair, reported 322 total International Officers 
and Delegates and 107 Authorized Proxies for a total of 429 and 160 registered Alternates with a total of 1,221 
total Registered Attendees. 
 
The Committee on Nominations presented the candidates for the 2010-2011 year.  There was only one 
nomination from the floor – the position of International Secretary, which was accepted.  Introductions and 
speeches were presented.   
 
President Shamali presented her International President’s Address where she explained the importance of 
passing the baton.  The commitment and progress made in one year should not be lost.  We should make a 
smooth transition by passing the baton to the next one in line.  President Shamali further explained changes to 
the certification program beginning with the fall 2011 exam.  The first change to the number of points required for 
recertification.  Beginning immediately, it will only take 60 points rather than 90 points to recertify.  However, 
some of the criteria has changed.  Be sure to review the criteria.  Another change will be to the designations.  
Holders of the CPS designation will be changed to CAP.  Holders of the CPS/CAP and CAP designations will be 
changed to CAP-OM designation.  More information can be found on the Certification Web page in the Web 
Community.  She concluded by reminding us to ―Believe that walking the talk matters, because it does.  Believe 
that you can make a difference, because you can.‖ 
 
Kathy Hampton, CPS/CAP, Chairman of the Retirement Trust Foundation reported on some of the changes that 
the RTF has made over the past year, including updating their mission statement and discontinuing ReVisions 
and ReVisions 2.0. RTF.  Awards were presented to the Michigan Division (under 600 members) and to the 
Illinois Division (over 600 members) for their contributions to the RTF. 
 
The Avery Great Results 2010 Chapter and Division Achievement Awards were announced. Those winners are: 

 Chapter Prestige Award for $3,000 – Sunny Isles Chapter, Nassau, Bahamas 
 Chapter Distinction Award (40+) for $1,500 – Nashville Chapter, Nashville Tennessee 
 Chapter Distinction Award (under 40) for $1,500 – Big D Chapter, Dallas, Texas 
 Chapter Honorable Mention Award (40+) for $500 – Oak Ridge Chapter 
 Chapter Honorable Mention Award (under 40) for $500 – Hawthorn Chapter, Springfield, Missouri 
 Division Prestige Award for $1,000 – Missouri Division 

 
Continued on Page 7 

2010 Education Forum and Annual  
Meeting Delegate’s Report 

EFAM 2011 –  

Passports Required 

 

Passports are required 
to travel to Canada.  For 
more information on 
passports, visit these 
links:   

 

Travel.State.Gov 

 

USPS 

 

United States Post Of-

fice FAQ's About Pass-

ports 

http://travel.state.gov/travel/cbpmc/cbpmc_2223.html
http://www.usps.com/passport/
http://faq.usps.com/eCustomer/iq/usps/request.do?create=kb:USPSFAQ&view()=c%5Bc_usps0720%5D&varset(source)=sourceType:embedded
http://faq.usps.com/eCustomer/iq/usps/request.do?create=kb:USPSFAQ&view()=c%5Bc_usps0720%5D&varset(source)=sourceType:embedded
http://faq.usps.com/eCustomer/iq/usps/request.do?create=kb:USPSFAQ&view()=c%5Bc_usps0720%5D&varset(source)=sourceType:embedded
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Avery also announced the Avery Box Tops Challenge in which they will award an education grant in the amount of $2,000 to the chapter 
(less than 40 members) and to the chapter (40 members and over) that collects the largest number of Box tops coupons in support of the 
program.  An education grant in the amount of $500 will be awarded to the chapter (less than 40 members) and to the chapter (40 
members and over) collecting the second largest number of Box Top coupons in support of the program.   
 
After the Northeast District Caucus concluded, we met to have our PA Division photo taken by Convention Photographer Jacky Price.  
Unfortunately, due to a lack of signage, not everyone made it in the photo.  So, another photo appointment was arranged prior to the 
Awards Banquet.  You guessed it; not everyone made it in this one either.  Between the two, I think we have captured everyone from the 
PA Division who attended EFAM 2010. 
 
Take Me Out to The Ballgame was the venue for Sunday’s Evening Of Welcome.  The Pennsylvania teams were well represented.  We 
snacked on peanuts and popcorn and even played a few mid‑way games and some really danced the night away.   
 
Monday started at the voting polls.  The Northeast District only had to vote the first ballot.  While delegates had the option to receive a text 
message advising whether they needed to vote an additional ballot, I did call each delegate to ensure all were aware. 
 
Since my voting responsibilities were completed, President-Elect Lundgren 
and I went through the Office Expo visiting the booths, gathering samples, and 
providing our business cards hoping for one of those fabulous vendor gifts – 
no such luck! 
 
Following the Delegates Briefing Session, President Shamali reconvened the 
Business Session at 3:05 p.m.  Lyndee Long, CPS/CAP, Registration and 
Credentials Committee Chair, reported 333 total International Officers and 
Delegates and 116 Authorized Proxies for a total of 449 and 170 registered 
Alternates with a total of 1,221 total Registered Attendees. 
 
Dortha Gray, CPS/CAP, Bylaws and Standing Rules Committee Chair, 
presented the committee’s report with seven proposed Bylaws Amendments to 
the International Bylaws and Standing Rules and ten proposed Bylaws Amendments to the Retirement Trust Foundation Bylaws and 
Standing Rules.  The following are the results: 
 
International Proposed Bylaws Amendments 
 

 Proposed Amendment 1 - Article VIII – International Officers, Qualifications, Nomination and Election, Terms and Duties, Section 
2. para A.  “A candidate for international office, at the time of nomination and election, shall be employed in accordance 
with the IAAP definition of an administrative professional.”  Deleted the ―full time‖ employment requirement for candidates 
for International office as full time employment varies in its definition in many industries.  ADOPTED 

 
 Proposed Amendment 2 - Article VIII – International Officers, Qualifications, Nomination and Election, Terms and Duties, Section 

2, para B.  “A candidate for president or president‑elect shall have served as vice president, treasurer or secretary for a term of at 

least one year.”  Skill setos, expertise, knowledge of IAAP governance and board of director experience are necessary prior to 
serving in the executive board positions.  Future candidates will be required to have sufficient experience as well as knowledge 
of the association’s current and future strategic and business initiatives.  At these office levels, succession development for 
efficient association leadership is vital for the success of IAAP.  ADOPTED 

 
 

Continued on Page 8 
 

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

2010 Education Forum and Annual  
Meeting Delegate’s Report  - Continued 
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 Proposed Amendment 3 - Article VIII – International 
Officers, Qualifications, Nomination and Election, Terms 
and Duties, Section 2, para C.  “A candidate for vice 

president, treasurer or secretary shall have served at least 

one term as a district director.”  Skill sets, IAAP expertise, 
knowledge of IAAP governance, and previous Board of 
Director experience are necessary prior to serving in the 
Executive Board positions.  This ensures that candidates 
have sufficient knowledge and experience to incorporate 
better succession development for association leadership.  
ADOPTED. 

 
 Proposed Amendment 4 - Article VIII – International 

Officers, Qualifications, Nomination and Election, Terms 
and Duties, Section 2 para D.  “A candidate for district 

director shall have served at least one full year as a division 

president.”  Skill sets, experience and IAAP expertise are 
gained from serving as a division president and leading 
multiple chapters in a division prepares the candidates to 
lead their respective districts.  This also sets the foundation 
to incorporate better succession development for future 
association leadership.  ADOPTED 

 
 Proposed Amendment 5 - Article XII – Standing 

Committees, Section 3, para A, subpara 5.  “Shall forward 

proposed amendments and/or resolutions together with the 
proposer‟s reasoning to headquarters for distribution to the 

chapters and divisions by April 15.”  Delete the reference to 
including the committee’s recommendations and reasons for 
those recommendations because the committee should 
remain neutral and should not offer an opinion of support or 
opposition.  The amendment is then presented to the voting 
delegates for vote without bias.  ADOPTED. 

 
 Proposed Amendment 6 - Article XIII – Meetings, Section 1, 

para A.  Deleted – EFAM will continue to be booked in 
advance but not constrained by a bylaw requiring six years.  
This amendment was proposed in response to the current 
economy and the history of venue area changes/updates 
from the time of booking to the execution of the actual 
event.  ADOPTED. 

 
 Proposed Amendment 7 - Article XIII – Meetings, Section 3.  

“Representation.  Delegates and alternates must be members 
of the unit they are representing.  The voting membership of 
IAAP district/regional conferences and annual meeting shall 

be:”  Clarifies who may be a delegate or alternate for a 
chapter or division.  A member cannot represent a unit as a 
delegate unless they are a member of that unit. 

 
 
 

 
 
 

 

Retirement Trust Foundation Proposed Bylaws Amendments 
 

 Proposed Amendment 1 – Title.  “Bylaws of the Retirement 

Trust Foundation.”  Since the Retirement Trust Foundation 
is a corporation as titled in Article I, Articles of Incorporate of 
Retirement Trust Foundation in the State of Missouri, ―the 
name of the Corporation is Retirement Trust Foundation,‖ it 
is a separate entity of IAAP.  ADOPTED 

 
 Proposed Amendment 2 - Article II – Purposes, page 1.  

“This Corporation is formed and shall be operated exclusively 
for the purpose of providing assistance for housing to 
administrative professionals age 55 and older, who are in 
need.  Neither the Corporation nor earnings there from shall 
be used for the benefit or profit of any individual.  It shall not 
be a purpose of the Corporation and board of trustees shall 
have no authority to engage in carrying on propaganda or 
otherwise attempting to influence legislation and the board of 
trustees shall not participate in or intervene in any political 
campaign on behalf of any candidate for public office.  In the 
event that the Corporation shall at any time terminate or be 
discontinued, or in the event the purposes herein provided 
shall be abandoned, than all corporate funds and properties 
shall be delivered to some other entity organized and 
operated for similar purposes and no part of the corporate 
funds or properties shall ever be delivered or made available 
to any individual for his/her own use and purposes.  The 
board of trustees shall not engage in or permit any 
transaction which constitutes a „prohibited transaction‟ under 
the provision of Section 503(c) of the Internal Revenue Code 
of 1954, or any amendments thereof, nor shall they 
unreasonably accumulate income in violation of the 
provisions of Section 504 of said Internal Revenue Code of 

1954, or any amendment thereof.‖  This will align with the 
Retirement Trust Foundation Mission Statement.  
ADOPTED 

 
 Proposed Amendment 3 - Article III – Board of Trustees, 

page 1.  “ARTICLE III—BOARD OF TRUSTEES, 

QUALIFICATIONS, NOMINATION AND ELECTION, TERMS.”  
These proposed changes are to better define this particular 
section.  The title and wording align the qualifications, 
nomination and election, terms and duties under one article, 
thereby clearly defining the criteria.  ADOPTED 

 

 
Continued on Page 9 
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 Proposed Amendment 4 - Article III – Board of Trustees, 
Section 1.  “The number of trustees to constitute the board of 

trustees shall be six (6). Four international trustees, no two of 
whom shall be from the same IAAP district, shall be elected 
from the professional and professional-merited membership of 
IAAP.  Two international trustees shall be elected each year to 
serve for a term of two years.  No international trustee shall 
serve more than two consecutive two-year terms. The 
president and treasurer of the International Association of 
Administrative Professionals (IAAP) shall each serve as a 
member of the board of trustees during their respective terms.”  
These changes were proposed to better organize this section 
and clearly define the criteria.  ADOPTED 

 
 Proposed Amendment 5 - Article III – Board of Trustees, 

Section 2.  ”Qualifications. To serve as a member of the board 

of trustees a candidate must have served at least one year as 
(i) a member of the IAAP International or Division Retirement 
Trust Foundation Committee, (ii) an IAAP division or 
international officer, or (iii) a member of an IAAP international 
standing committee and be registered to attend the annual 
IAAP International Education Forum and Annual Meeting at 
which such individual is a candidate for membership on the 
board of trustees. No member of the board of trustees (a) shall 
reside in any retirement center under the control of the 
Corporation, (b) shall have received any assistance from the 
Corporation in the preceding five years or be eligible to receive 
any assistance for two years following service as a trustee, nor 
(c) shall serve as an officer in any IAAP regular chapter or 

division.‖  These changes were proposed to better organize 
this particular section.  The wording aligns the qualifications 
under one section, thereby clearly defining the criteria.  
ADOPTED 

 
 Proposed Amendment 6 - Article III – Board of Trustees, 

Section 3.  “Nomination and Election.  A. Nominations for 

trustees shall be processed by the IAAP International 
Committee on Nominations in the same manner as 
nominations for IAAP international officers.  B. Trustees shall 
be elected by ballot by a plurality vote of the delegates and 
international officers voting at the IAAP annual meeting except 
the IAAP International Bylaws.  C. f the two candidates 
receiving the most votes are from the same district, the one 
receiving the most votes is elected, and there will be a second 
ballot among the remaining candidates from the other districts, 
with each delegate and international officer casting one vote.”  
These changes were proposed to better organize this 
particular section.  the wording aligns the nomination and 
election under one section, thereby clearly defining the 
criteria.  ADOPTED 

 
 
 
 

 Proposed Amendment 7 - Article III – Purposes, Section 6.  
“Meetings.  Meetings of the board of trustees shall be held at 
least once per year at such place or places as may be 
acceptable to a majority of the trustees.  Each trustee shall be 
duly notified in advance of any meeting so as to afford 
reasonable opportunity to attend, but a notice of fifteen (15) 
days shall be sufficient in any case.  A majority of the entire 
board of trustees present in person shall constitute a quorum.  
At any meeting at which a quorum is present, any decision or 
action of the board of trustees shall be by  
a majority vote of those present and voting.  Any action which 
is required to be or may be taken at a meeting of the board of 
trustees, or of any committee of the board of trustees, may be 
taken without a meeting if consents in writing, setting forth the 
action so taken, are signed by all the members of the board of 
trustees or of the committee as the case may be.  Members of 
the board of trustees or of any committee designated by the 
board of trustees may participate in a meeting of the board of 
trustees or any committee thereof by means of conference 
telephone, e‑mail or similar technology.  Participation in a 
meeting in this manner shall constitute presence in person at 

the meeting.”  Advance technology allows the Trustees more 
options in order to conduct business.  E‑mail is a standard 
method of communication today, and this option allows more 
routine business to be conducted in an efficient and effective 
manner.  ADOPTED. 

 
 Proposed Amendment 8 - Article IV – Officers.  “Section 1.  

Officers.  The officers of the Corporation shall be a chairman, a 
vice chairman, a secretary, a treasurer, and Retirement Trust 
Foundation Committee (RTFC) liaison.  Section 2. Election and 
Term. The officers, other than the treasurer, shall be elected 
annually by the board of trustees and shall hold office at the 
pleasure of the board of trustees until their successors are 
elected and qualified for until their earlier resignation or 
removal.  The IAAP International Treasurer shall be the 
treasurer of the RTF.  Section 3. Vacancies. If any office, other 
than treasurer, becomes vacant by reason of death, 
resignation, removal or otherwise, the board of trustees shall 

fill the vacancy.”  Section 1 – The RTFC liaison is elected by 
the trustees to be the direct contact with the RTF committee 
and is an officer.  Section 2 – This clarifies the role of the 
IAAP International President and International Treasurer.  
Section 3 – It is not an option but a duty of the trustees to 
have all vacant positions filled.  ADOPTED 
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 Proposed Amendment 9 - Article V – Duties of Officers.  
”Section 3. Treasurer. The treasurer or designee shall keep 
custody of the corporate funds and securities; and keep the 
financial records of the Corporation, including, without 
limitation, an accurate accounting of the receipts and 
disbursements of the Corporation.  Section 5. RTFC Liaison. 
The RTFC liaison shall work with the RTF Committee 
members representing each of the districts of IAAP to ensure 
consistent information is flowing to and from members.”  
Section 3 – The treasurer works with a designee, usually 
the IAAP Controller, on fiscal matters.  Section 5 – The 
RTFC Liaison is elected by the trustees to be the direct 
contact with the RTFC and is an officer.  ADOPTED 

 
 Proposed Amendment 10 - Article VIII – Amendment.  

“Section 1.  Bylaw Amendments.  These bylaws may be 
amended by the affirmative vote of two-thirds (2/3rds) of 
IAAP‟s registered delegates present at IAAP‟s annual 
meeting.  Section 2. Corrections. Automatic grammatical, 
punctuation, and correlation corrections in these bylaws 
which in no way alter the intent of the respective bylaw shall 
be affected by the IAAP International Bylaws and Standing 
Rules Committee, subject to approval by the Retirement Trust 

Foundation Trustees.”  Section 1 – Bylaw Amendments has 
been added for organizational purposes.  Section 2 – 
Corrections is added to give the IAAP International Bylaws 
and Standing Rules Committee license to correct grammar 
and punctuation to these bylaws.  ADOPTED 

 
The election results were announced, and the new 2010-2011 
International Board and International Retirement Trust Foundation 
Trustees were installed. 
 
International Board 

Mary Ramsay-Drow, CPS/CAP – President 
Tamra L. Goodall, CPS/CAP – President-Elect 
Karlena Rannals, CPS/CAP – Vice President 
Antoinette Smith, CPS/CAP – Secretary 
Judith A. Yannarelli, CPS/CAP – Treasurer 
Sharron Buttler, CPS/CAP – Canada District Director 
Bianca M. Constance – Northeast District Director 
Kristi Rotvold, CPS/CAP – Northwest District Director 
Dortha W. Gray, CPS/CAP – Southwest District Director 
Leanne M. Fisher, GradCert Bus/JP – Affiliate Representative 

 
 

 

 

International Retirement Trust Foundation Trustees 

Kelly A. Reggio, CAP – Chairman 
Lynda Boulay, CPS/CAP – Vice Chairman 
Kathryne Hampton, CPS/CAP – Secretary 
Carolyn L. Prather, CPS – RTFC Liaison 
Mary Ramsay-Drow, CPS/CAP – Trustee ** 
Judith A. Yannarelli, CPS/CAP ** 

 
** Trustees by virtue of IAAP Office 

 
Following the installation, future EFAM sites and dates were 
announced: 
 
July 24-27, 2011...Montreal, Quebec – Montreal Convention Center ** 
July 22-25, 2012...Grapevine, TX – Gaylord Texan Resort 
July 28-31, 2013...Anaheim, CA – Anaheim Convention Center 
July 27-30, 2014...Milwaukee, WI – Milwaukee Convention Center 
July 26-29, 2015...Louisville, KY – Louisville Convention Center 

** Passports required for travel from United States to Canada 
 

Monday evening I attended the Northeast District Dinner with nearly 
130 other members of the Northeast District.   This was a phenomenal 
opportunity for everyone to network and get to know others outside 
the PA Division.  This was the first time a dinner of this magnitude 
was coordinated for the district, and lessons were learned.  However, 
much gratitude is extended to Sandy Costa, CAP, Greater Boston 
Chapter, for her great negotiating skills.  She was able to obtain a 
great price and encourage Maggiano’s to provide additional space so 
that more Northeast District members could attend the dinner. 
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On Tuesday morning, our keynote speaker left us inspired.  Vernice Armour, our country’s first African 
American female combat pilot and the first black woman to wear the gold wings of a Marine Corps aviator 
presented Who Needs A Runway?!? in which she encouraged everyone to acknowledge the obstacles, 
and don’t give them power.  Further, refuse to settle, even in the smallest of members.  Demand the life 
you deserve and that which you are willing to work for.   
 
Following the morning keynote, there were educational workshops before the second keynote speaker 
with Erin Brockovich.  Yes – the real Erin Brockovich!  She is a very expressive and entertaining 
individual.  She stressed the importance in being persistent and maintaining your personal integrity at all 
costs.   
 
Wednesday started with day of education and finished with the Awards Banquet.  We had the pleasure of sitting at a reserved table 
sponsored by the executive of PA Division Treasurer Maria Carney, CPS, AIS, and his donation to the Greater Boston Food Bank.  During 
the Awards Banquet, President Shamali announced the total number of registered attendees was 1,456!  Later, the Adecco Mentor Award 
was presented to Marlene Wilson.  The IAAP Award for Excellence was presented to Oak Ridge Associate Universities (less than 1,000 
employees) and to Pfizer, Inc. (more than 1,000 employees).  It was exciting watching Past Division President Diana Comber, CMP, accept 
our Division of Excellence patch!  Pennsylvania Division was 1 of 3 Divisions in the Northeast to achieve this recognition and 1 out of 20 
Divisions overall.  It is through the commitment of the PA Division members that we have achieved this recognition for the second year – 
congratulations to all of us! 
 
2010-2011 International Treasurer Judith Yannarelli, CPS/CAP, and 2010-2011 International Vice President Karlena Rannals, CPS/CAP, 

gave an entertaining introduction of 2010-2011 International President Mary Ramsay-Drow.  During her 
inaugural address, she introduced her Passion & Purpose theme and shared that change is good while 
sometimes difficult. She also shared one of her favorite phrases introduced by Peter Druker – Purposeful 
Abandonment.  This makes sense – when we have limited resources, we should quit doing those things 
we’ve always done just because we’ve always done them and look at other programs and services we 
need instead.  She is a phenomenal woman with amazing leadership qualities.  I encourage all members to 
read her speech that is posted in the Web Community (search criteria:  Ramsay-Drow Speech).  The 2010 
Education Forum and Annual Meeting Business Session adjourned at 9:30 p.m. on Wednesday, July 21, 
2010. 
 

Thursday morning I attended the post-Leadership Workshop in which we received several educational presentations.  The first presentation 
was fiscal responsibilities presented Vice President Rannals.  The next presentation was on Conflict Resolution presented by 2010-2011 
International President-Elect Tamra Goodall, CPS/CAP.  The final presentation was Embrace Your Lazy Leader for Outrageous Results 
presented by Cynthia D’Amour, MBA.  Cynthia’s presentation focused on how we should act as a leader and not be the person who does all 
the work.  Further, when we hear ―I don’t have time,‖ we learned ways to turn it around so the response is ―I can’t wait to volunteer.‖   
 
This is the end of EFAM 2010.  It was an awesome experience of networking and education on many levels.   
 
Montreal, Quebec, is next, and we hope there will be many from the PA Division who will be able to make the trip.  Save the dates –  
July 24-27, 2011 – and remember your passports! 
 
Respectfully submitted, 

 
Catherine Hoke, CPS/CAP 

PA Division President 
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As a career-minded 
administrative professional, I 
commit to maximizing the 
value of my IAAP membership 
through the pursuit of 
continuous personal and 
professional development, 
access to information 
networks, and leadership 
opportunities in order to 
achieve measurable standards 
of excellence as a member of 

IAAP. 

I will, to the best of my ability, 
demonstrate professionalism 
and continually advance a 
positive image of the 
profession to my employer and 

others in the business world.   

Extracted from the Member of 

Excellence Commitment Form 

Allegheny Valley Chapter Altoona Chapter  

Katherine M. Astleford, CPS/CAP Lyndee M. Long, CPS/CAP  

   

Bucks County Chapter Clear-Penn Chapter  

Kathryn O’Connor, CPS/CAP Carol Lundgren, CPS/CAP  

   

Harrisburg Chapter Lehigh Valley Chapter  

Debra S. Feinberg, CAP Maryann Muschlitz, CAP  

Jessie Grove, CPS/CAP Linda D. Schmoyer, CPS  

Catherine S. Hoke, CPS/CAP   

Katherine C. Hook, CPS/CAP Montgomery County Chapter  

Diane M. Kunkle, CPS/CAP Mary Anne Agnew, CPS  

Juanita M. Mort, CAP Diana Comber, CMP  

Colette Walacavage, CPS/CAP Tria S. Cook, CPS  

 Tanya H. Fuhrmeister, CPS  

Pfizer Collegeville Chapter Darlene J. Lee, CPS  

Maureen Galie, CPS/CAP Karen M. Repino, CPS/CAP  

Mary M. McDevitt, CPS/CAP   

Doris A. Moroskie-Blewitt, CPS/CAP  Pittsburgh Chapter 

  Jodi L. Allison, CPS/CAP 

Presque Isle Chapter  Nancy J. Bowman, CPS/CAP 

Maria Carney, CPS  Deborah Douglass, CAP 

Karen L. Jendruczak, CPS/CAP  Lori A. Field, CPS 

  Linda D. Schroeder, CAP 

Susquehanna Valley Chapter  Elspeth A. Wissner, CAP 

Sheri L. Hoffman, CPS  Charlotte Wlodkowski 

Laura F. Seward   

  White Rose Chapter 

Wyoming Valley Chapter  Sonya J. Grim, CPS/CAP 

Jean Bohinski, CPS/CAP  Leslie B. Pioro, CPS 
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Certification Update 

The May 2010 CPS and CAP examination results are in.  Congratulations Certification Chairs for all of your efforts 
for the 2009-2010 year. 
 
Congratulations to the following Pennsylvania Division members who have attained the CPS and CAP designation. 
 

CPS Designation 
 

 Mary Anne Agnew, CPS 
 Melanie A. Conrad, CPS 
 Katherine A. Hillyard, CPS 
 Tina M. Mozingo, CPS 
 Christine A. Rasch, CPS 
 Nona M. Rumsey, CPS 
 Deb Weischedel, CPS 

 
CAP Designation 
 
 Barbara T. Choma, CPS/CAP 
 Nancy O. Deibler, CAP 
 Kelley L. Kramer, CPS/CAP 
 Candace J. White, CPS/CAP 

 
Once professional certification is attained, recertification is required to maintain the CPS and CAP designations. 
 
Congratulations to the following Pennsylvania Division members who have attained recertification from January 1 
through June 30, 2010. 
 

 Michelle A. Darr, CPS 
 Betty E. Hofacker, CPS/CAP 
 Sheri L. Hoffman, CPS 
 Katherine C. Hook, CPS/CAP 
 Sherry A. Hoover, CAP 
 Juanita M. Mort, CAP 

 
Upcoming Events 

 
CPS and CAP Examinations: 
 
The CPS and CAP examinations will be held November 5-6, 2010 at various testing facilities.  We wish the candi-
dates sitting for the November 2010 examinations all the best in attaining professional certification! 
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Certification Update (Continued) 

Upcoming Events (Continued) 
 

Fall Conference: 
 
The Fall Conference will be held October 17-20, 2010 in Louisville, KY at the Seelbach Hotel.  The conference pro-
vides you the opportunity to network, share ideas, problems, and solutions with other administrative professionals.  
The topic for the Fall Conference is ―The Core Characteristics of a Champion‖.  If you are an active CPS and/or 
CAP holder you will receive recertification points for attending. 
 
If you would like additional information, please click the following link: 
 
www.iaap-hq.org/events/certification 
 

Certification and Recertification Program Changes 
 

IAAP’s certification program changes will be effective for the November 2011 examinations and the Recertification 
Program changes are effective immediately. 
 
We are sure you are asking yourself how these changes will affect me and that you have questions.  Following is a 
publication produced by International Headquarters to assist in answering your questions.  To keep up-to-date on 
the changes, please monitor the International Headquarters website. 
 

UPCOMING CHANGES TO THE IAAP CERTIFICATION PROGRAM 
 
IAAP’s Certification Program will be changing effective November 2011. In an attempt to answer as many ques-
tions as possible, IAAP-HQ’s Certification Department has developed a question and answer sheet.  See the Q&A 
sheet attached at the end of the newsletter.  
 
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 sim-
pler system of expansion with an understandable and easier to explain certification program. If you still have ques-
tions after reviewing this sheet, e-mail certification@iaap-hq.org  
 
 
Pennsylvania Division Certification Committee: 
 
Katherine Astleford, CPS/CAP Co-Chair     Sheila Lidwell, CPS/CAP Co-Chair 
kmacps@yahoo.com        sheila.lidwell@lrkimball.com 
Allegheny Valley Chapter      Altoona Chapter 
 
     Elizabeth Griffin, CPS 
     egriffin@ppg.com 
     Pittsburgh Chapter 
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Certification Changes (Continued) 
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Your Division Connection 

September 2010 Issue 

Diana Comber, CMP - Editor 

Submissions:  dcomber@comcast.net  

We‟re on the web... 

             www.iaap-pennsylvania.org  

 

SAVE THE DATE! 
 

2010 Council Meetings 

 
October 2 

Northeast Council Meeting 
Holiday Inn 

Fogelsville, PA 
Hosted by:  Lehigh Valley Chapter 

  
October 9 

Southcentral Council Meeting 
Community Health Education Center 

Evangelical Community Hospital 
Lewisburg, PA 

Hosted by:  Susquehanna Valley Chapter 
  

October 16 
Western Council Meeting 

Hyatt Hotel 
Cranberry Township, PA 

Hosted by:  Pittsburgh Chapter 
  

November 6 
Southeast Council Meeting 

Days Inn Hotel 
Horsham, PA 

Hosted by:  Bucks County Chapter 

2010-2011 Passion & 
Purpose International 
Theme Pins 
 

Place your order your 2010-
2011 International Theme Pin.  
All proceeds benefit the 2011 
EFAM Host Committee.  The 
order form can be found within 
this newsletter. 
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