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WELCOME to the Boulder Chapter IAAP Meeting!

What:

Monthly Chapter Meeting & Program



Social/Networking:

5:30 pm

             Business Meeting:

6:00 pm


Dinner:
 


7:00 pm




When:

Thursday, February 15, 2007




(Every third Thursday of the month)

Where:

LaHacienda Restaurant



1606 Conestoga



Boulder, Colorado



303-440-8565

Cost:

$12.00, Members and Guests

RSVP:

Robin Trader by 5:00 p.m., on Tuesday, February 13, 2007



Email: 
robin_trader@comcast.net


Phone:  303.651.0928
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(Standing Members:  You will be responsible for the dinner cost of $12 unless                 
cancellation is received by Robin on Tuesday at 12:00 Noon.)



PROGRAM SPEAKER, Terri Hamner
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My profession work experience includes positions as a Personal Banker, Financial Analyst and for over 9 years held positions as an Executive Administrative Assistant with a recent promotion to Marketing/Public Relations Coordinator.

While at a ColorLink I have taken several graphics and development classes including Photoshop, Illustrator, HTML, Dream Weaver and JavaScript to name a few within a two year period. New Horizons Computer Training offers fast paced classes at reasonable package rates. 

I have accumulated a multitude of skills and performed a variety of tasks while assisting management over the years. I am a creative person and was able to utilize a lot of creativity in my style for numerous tasks including: Reports, Charts, Presentations, Marketing Media, Company /Team Events, Icebreakers and etc.  

I am currently employed at ColorLink and started out as the EA to the President/CEO in 2004. One of the most challenging projects I was given was to fully manage all phases of redesigning our very out dated and generic website for a roll out in less than three months. I enjoy traveling, reading, playing guitar, art, photography and dancing.  

Chapter Members currently on Standing dinner list are .  Jenny Cayton, Vicky Judish, Patti Lovato, Laurie Molinare, Joyce Teter PRP, Robin Trader CPS/CAP, 

President’s Corner

Boulder Chapter of IAAP

PRESIDENT’S MESSAGE NOT AVAILABLE AT PRESS TIME
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Boulder Chapter IAAP 

Meeting Minutes

January 18, 2006
The regular monthly meeting of the Boulder Chapter of the International Association of Administrative Professionals (IAAP) was called to order at 6:10 pm on January 18, 2007, at La Hacienda Restaurant in Boulder, Colorado.  President Patti Lovato and Secretary Vicky Judish were on duty.       

MEMBERS PRESENT:  Vicky Judish, Patti Lovato, Vi McNew CPS/PRP, Robin Trader CPS/CAP, Kathy Kramer, Jenny Cayton, Julia Burton, Tommie Diaz CPS, Joyce Teter PRP.

GUESTS PRESENT:  Nancy Upchurch CPS/CAP, Past President of Union Colony Chapter and past Chairman for the IAAP Retirement Trust Foundation, Evelyn Trumble, guest of member Kathy Kramer, and Kay Smith, guest of member Jenny Cayton.

The Minutes of the December 2006 meeting were presented.   President Lovato asked members to review and comment.  The Minutes were approved and will be filed.              

REPORTS OF THE BOARD:
PRESIDENT:    President Patti Lovato extended a warm welcome to all guests.  Patti announced the 2007 Avery Great Results Chapter and Division Achievement Awards Program.  Chapters are encouraged to submit an application.

VICE PRESIDENT & PROGRAM CHAIR:   Vice President Kramer announced that the program speaker for tonight’s meeting will be Jan Keller of JTK Training and Consulting.  Carol Steinbreinner of Cabbie Clothes was rescheduled for the March meeting and Judith Martin will be speaking on Websites at a later meeting, along with Peter Braun on investments.  Kathy has contacted Elizabeth Frick for the February meeting.

SECRETARY:  Secretary Judish sent a get well card to member, Billie Willey on behalf of the Boulder Chapter (Billie recently fell and broke her hip).

TREASURER:   The Treasurer’s Report for December was presented by Treasurer Robin Trader and will be filed.  One bill for flowers sent on behalf of the Chapter for member, Billie Willey CPS, was presented by Vicky for $47.87.  The bill was approved to be paid.  

PARLIAMENTARIAN:  Joyce Teter PRP encouraged members to take part in the Parliamentary Learning Opportunity Division conference call on January 22nd.

REPORTS OF STANDING COMMITTEES:
Newsletter:   Newsletter Editor Julia Burton informed members the February newsletter deadline for submissions is Thursday, February 8th.  Julia also announced she has left McKesson and will be starting a new job on January 29th.  Her home email address has changed to: jaeburton3@msn.com.

Membership:  Membership chair, Robin Trader did not have any updates to report.

Publicity:   Chairman Tommie Diaz, announced she was given two publications for submitting meeting announcements.

Bylaws & Standing Rules:  Vi McNew reported no changes suggested.
Chapter History:  Vi McNew requested more input from Chapter members; she has received a few.
Report of Special Committees:  APW:  Vi McNew moved that Boulder Chapter join Union Colony Chapter, Denver Chapter, and Denver Downtown Chapter in hosting the Administrative Professionals Week recognition on April 27 at the Ramada Plaza Denver North, and that Boulder Chapter pay the $250 required.  The motion passed. President Lovato will discuss this with Lori, ADF Chairman.
Ways and Means:  Chairman Jenny Cayton will be selling raffle tickets tonight during dinner recess.

NEW BUSINESS: 

`
 - No new business was reported. 

ANNOUNCEMENTS:


- The January Boulder Chapter Board Meeting will be held on Wednesday, February 7, 2007, at the Canopy Grill located at 95th & Arapahoe, east of Boulder.  All members are welcome.  


- Vi McNew presented an Orientation Booklet on officers and committee chairmen prepared by the Union Colony Membership Committee for review by the Board to be considered as an item to be included in the New Member Packet.  It would require updating to include the Boulder Chapter name, etc.

- Nancy Upchurch invited Boulder Chapter members to the Mountain View Chapter 60th Anniversary Celebration being held on February 12th.

GOOD OF THE ORDER:  President Lovato presented a gift (Crocs!) and thank you on behalf of the Boulder Chapter to Jean of LaHacienda for her outstanding contributions to the Boulder Chapter meetings.

Program:  Speaker:  Jan Keller of JTK Training and Consulting
The meeting was adjourned at 8:00 pm

Vicky Judish  

Secretary, Boulder Chapter IAAP

Boulder Chapter IAAP 

Calendar of Events

February 15, 2007 

2007 CPS/CAP Registration Deadline


March 4-7, 2007

Spring Professional Education Conference





Hyatt La Jolla Hotel -  San Diego, CA


April 25, 2007

Administrative Professional’s Day


April 23-27, 2007

Administrative Professional’s Week


May 4-5, 2007

Spring 2007 CPS/CAP Exams


June 1-2, 2007

CWM Division Annual Meeting

July 29-August 1

AAP International Convention & Education Forum




Tampa Convention Center, Tampa, FL


August 15, 2007

CAP/CPS Exam Registration Deadline


October 2007

Certification Conference





Hyatt Regency San Antonio - San Antonio, TX


March 2-5, 2008

Spring Professional Education Conference





Charleston Riverview Hotel – Charleston, SC


July 20-23, 2008

International Convention & Education Forum





Hilton New Orleans Riverside – New Orleans, LA


Oct. 19-22, 2008

Certification Conference





Grand Hyatt Hotel – Denver, CO


July 26-29, 2009

International Convention & Education Seminar

Convention Center –Minneapolis, MN

July 18-22, 2010

International Convention & Education Forum




Hynes Convention Center - Boston, MA
July 18-22, 2011

International Convention & Education Forum





Montreal Convention Center - Montreal, QC

July 22-25, 2012

International Convention & Education Forum





Gaylord Texan Resort – Grapevine, TX
Retirement Trust Foundation 
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A Brief History of The Trust

Believe it or not, The Trust is more than just pins and fundraisers. Read on for a brief history of IAAP’s own 501(c)3 charitable foundation!

At a meeting of the Memphis chapter of Secretaries International, Della Herring asked why secretaries didn’t have a retirement home. She proposed establishing just such a center, and contributed the first dollar to a fund toward that end. The project continued, and in 1951, when the National Secretaries Association merged with Secretaries International, the project was continued. At approximately the same time, it was decided that the project warranted its own organization, and the National Secretaries Home Association was formed.

In 1958, the NSA membership took perhaps the most important step in the RTF’s history: the National Secretaries Association and the National Secretaries Home Association boards were directed to execute a Declaration of Trust. This Trust gave the NSHA the authority to independently manage the fund.

The NSHA continued to take donations and look for possible sites on which to build their retirement center, and in 1967, approximately 6.7 acres of land were acquired in Rio Rancho, New Mexico. Soon after, the NSA Retirement Center became the official name of the world’s first retirement center for secretaries.

December 1970 saw a flurry of activity. The NSHA signed a contract with a construction company, an FHA-insured loan was signed, and construction began on the new retirement center. Less than one year later, the first residents, Jess and Arthur Wignal, moved into their new home. In 1971, the name of the retirement center was changed to what we know it as today: Vista Grande.

In 1983, the trust was renamed to Professional Secretaries International Retirement Centers Trust, abbreviated to RCT.

In 2001, the International Convention delegates of IAAP approved dissolving the RCT and created the Retirement Trust Foundation. The Internal Revenue Service approved operation as a 501 (c) 3 charitable foundation one year later.
Today, the RTF’s mission statement is forthright: The mission of the IAAP Retirement Trust Foundation is to assist needy, elderly administrative professionals. The RTF now has programs in addition to Vista Grande, including a financial assistance program for retired IAAP members, RTF ReVisions, a quarterly newsletter, and a monthly e-newsletter ReVisions 2.0. Our programs benefit everyone, retirees and future retirees.

The Trust’s Newest Program for Retirees

Since its inception, The Trust’s mission has been simple: to assist elderly and needy administrative professionals.

As a result, IAAP, through The Trust, has been able to do something that very few associations have ever done: build and maintain its own retirement center. What’s more, Vista Grande (the world’s only retirement center for administrative professionals) was built entirely through donations to The Trust, with no corporate or association sponsorship.

However, The Trust realizes that not every elderly or needy administrative professional can (or wants to) live at Vista Grande. As a result, in 2003, the Foundation’s Board of Trustees began a new program: the Financial Assistance Program.

Through this new service, a retired administrative professional living in a retirement community can receive financial assistance to be used toward housing costs. To qualify, applicants must meet HUD financial guidelines. Assistance can be a part of or all of rent (depending on funds available and need).

When Della Herring stood up at a meeting of NSA in 1947, she thought it was deplorable that secretaries had no retirement home to call their own. She contributed the first dollar toward such a cause, and today, the Trust has built and maintains just such a center.  Through the Financial Assistance program, we can ensure that Della Herring’s dream lives on.

Like Vista Grande, the Financial Assistance Program is funded through your contributions. Please see your Division or Chapter RTF Chairman to see how you can help.

Certification Update

CERTIFICATION UPDATE (06/07 #2)
A publication for Chapter and Division Certification Chairs
(with courtesy copy sent to Chapter and Division Presidents)
Congratulations on your efforts the first quarter of the 2006-2007 year. Approximately 1,600 candidates sat for the CPS and CAP exams on November 3-4, and others are preparing for the May 2007 exams.
In this issue of the Certification Update you will find upcoming deadline and exam dates, tips on preparing for the exams, dates and preliminary information on the 2007 Certification Conference, and helpful information on recertification. 
As Certification Chair for your Chapter or Division, you will want to continue promoting the certification programs and supporting those who are studying. Information in the Certification Update will help you do your job.
UPCOMING DEADLINE AND EXAM DATES
The deadline for applying to take the May 4-5, 2007, CPS or CAP exam is February 15, 2007. New candidates will find the Certification Application Packet at www.iaap-hq.org/Cert/CertAppPacket.pdf. Eligible retake candidates will receive a personalized Registration Form by the end of January.
TIPS ON PREPARING FOR THE EXAMS 

1. Obtain the latest Certification Application Packet and Exam Center Listing for complete requirements, application forms, fees, etc. This Packet is available on the IAAP website under www.iaap-hq.org/Cert/CertAppPacket.pdf, through the Certification Department, or through the Distribution Department. Pay close attention to deadline dates and proper fees. 

2. Obtain the Certification Review Guide available on the IAAP website at www.iaap-hq.org/Cert/examrevw.pdf. This Guide, which should be used to direct any course of study, includes the outline, bibliography, and sample questions. Comparing the outline with your own background helps you determine what course of study will work best for you. 

3. Obtain at least one or two comprehensive textbooks in the areas tested (these are listed in the bibliography). Check public libraries, college libraries, publishers, Amazon.com, etc., for these references. It is important to use several sources when studying for the CPS and/or CAP exams. References listed in the bibliography are actual college texts used to write examination questions.

4. Plan your study schedule for each area tested. Plan to spend 8-10 hours per week dedicated to intensive study of each area. If you have a good background in the areas tested, a minimum of 2-4 weeks will be required for a review of materials previously learned. Without a good background, candidates may need 3-6 hours of course work at community college level in the areas covered on Parts 1-3 of the CPS and CAP exams. For Part 4 of the CAP exam 6-9 hours of upper division management courses are recommended, or the equivalent in on-the-job management training courses.

5. If you prefer to study in a group, some IAAP chapters and local colleges provide review courses. These courses are intended strictly as a review of materials previously studied. Review courses the Certification Department has been made aware of are listed on the IAAP website (www.iaap-hq.org) under Professional Certification, then CPS/CAP Review Products/Courses.

6. Review materials by Prentice Hall (Pearson) and Metcalf Educational Services can be used in preparation for the exams. However, these materials are not required by the Institute for Certification, and should always be used in conjunction with other references listed in the Certification Review Guide. These materials are not intended to cover everything that will be on the exams; and they are not used to write the actual examination questions.

7. Keep in mind that no one source is intended to provide all materials tested on the CPS or CAP examination. Each candidate must decide which method or methods of preparation work best for them. Whatever methods of study used, take notes, re-read chapters, highlight and make notes in the margins of books you have purchased. Quiz yourself after completing the study of each area.

8. After completing your initial study for an area, again compare what you've studied with the outline found in the Certification Review Guide. Make sure all areas in the outline have been covered. Quiz yourself.

Watch for more tips in the next Certification Update.

AREA REVIEW COURSES
Is your chapter giving a review course for the CPS or CAP exams? Are you aware of other CPS or CAP review courses in your area? 

Please send this information to the IAAP Certification Department. We are interested in knowing 

· the location of the course (city and state where the class meets)

· who is instructing the course (are these local CPS or CAP holders, educators, or practitioners?)

· the class schedule (how many times a week, how many hours, how many months, how long before the exam does the class start?)

· the class structure (what is the breakdown of the course per exam part?)

· what materials are used in the class (college texts listed in the Certification Review Guide, the Prentice Hall review manuals, the Metcalf review materials, or something developed by the course coordinator?)

· who would interested parties contact about the class? (name, e-mail and phone numbers)

Please send information to Jennifer Mead CPS/CAP, Assistant to the Certification Manager, at jmead@iaap-hq.org. Thank you for your assistance.

RECERTIFICATION
CPS and CAP holders are required to recertify every five years. Those who do not remain current through recertification have their rating marked inactive on the IAAP database and are no longer afforded the privileges of certification.

To assist members and guests to attain these needed points, have your program chairman request recertification points for your chapter and division educational programs. The educational programs (business meetings are not eligible for recertification points) must be at least one-hour in length and must cover topics relevant to the exam outline. 

Details on requesting recertification points for chapter and division educational programs can be found at www.iaap-hq.org/Cert/recertification_prog_app_dir.htm, or requested from the Certification Department at certification@iaap-hq.org. Please submit the request 2-4 weeks prior to the program. Programs cannot be approved after the fact.

The Recertification Brochure found at www.iaap-hq.org/Cert/recertification.pdf includes the application for recertification and the categories to use in earning recertification points. The Certification Department also makes available a helpful spreadsheet to use in recording points earned. The spreadsheet is found at www.iaap-hq.org/Cert/Recertification_Spreadsheet.xls.

2007 CERTIFICATION CONFERENCE
Mark your calendars to attend the 2007 Certification Conference, October 14-17, on the historic River Walk. Hotel reservations can be made now at the Hyatt Regency San Antonio; phone 800.233.1234. Identify yourself as an attendee of the IAAP Certification Conference to receive our room rates of $175 single/$180 double (plus taxes).

Watch the website at www.iaap-hq.org/Cert/cert_conf for program details as they become available. The 2007 Certification Conference will provide top-notch educational sessions, valuable networking opportunities, and a time to relax and have some fun.

Questions about the CPS and CAP programs can be directed to the Certification Department at IAAP: phone 816.891.6600 x2248, 2225, 2227; or e-mail certification@iaap.hq.org.

Boulder Chapter Member’s Corner
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Boulder Chapter – IAAP

Newsletter Editor, Julia Burton   E-mail:  jaeburton3@msn.com


IAAP Officers Roster for 2006 - 2007

International Board – go to www.iaap-hq.org
	[image: image6.jpg]



	President


Sandra P. Chandler CPS

Orlando FL

Sandy.Chandler@SunTrust.com
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	President-Elect

Judy McCoy CPS/CAP

Bellingham WA

judymccoy@mail.com
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	Vice President

Tia Theriaque CAP


Alexandria VA

ttheriaque@nhcaa.org
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	Secretary


Barb Horton CAP

Surrey BC


blhorton@telus.net
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	Treasurer


Susan K. Shamali CPS/CAP

Grand Rapids MI

susan.shamali@us.pwc.com
	
	

	Great Lakes Dist:
	Sam W. Gill III CPS

	Detroit, MI
	sgill@kpmg.com

	NE District:
	Marie (Gerry) Brunell CPS/CAP
	North Atteboro, MA

	gerry.brunell@bearingpoint.com 

	NW District:

	Teresa G. Bennett CPS
	Boise, ID

	teresa.bennett@hp.com

	SE District:
	Tamra L. Goodall CPS/CAP
	Hurricane, WV
	tgoodall@wvha.org

	SW District:
	Karlena Rannals CPS/CAP
	San Clemente, CA
	rannals@rsf-fire.org

	Canada:
	Kathryne A. Hampton CPS/CAP
	Calgary, CANADA 

	kathy.hampton@paramountres.com

	Affiliate Rep:
	Leanne M. Fisher AOP/JP

	Brookside Centre, Queensland
	lgfisher@iprimus.com.au

	International Retirement
	Linda M. Cook CPS/CAP, Vice Chairman
	Seatac, WA
	linda.m.cook@boeing.com

	Trustee Foundation (RTF)
	
	
	

	
	Northeast District – 
	Marilynne Donnelly
	marilynne.donnelly@sca.com

	
	Northwest District –
	Kathy L. Morgan CPS
	kmorgan@stoller.com

	
	Southeast District – 
	Janice L. Thornton
	janicethornton32935@yahoo.com

	
	Southwest District –
	Carolyn L. Prather CPS
	cprath1@hallmark.com

	
	Canada District - 
	Michelle Rose
	mirose@serha.ca

	Colorado-Wyoming-Montana Division Officers – go to www.cwmdivision.org/

	President
	Cory Scarbrough CPS/CAP
	
	

	President-Elect
	Kyle Sheldon-Chandler
	
	

	Vice President
	Margaret Hartl
	
	

	Secretary
	Jennifer Borland CPS
	
	

	Treasurer
	Jalane Glasglow CPS/CAP
	
	

	Parliamentarian
	Debra L. Brown CPS/CAP/RP
	
	

	Boulder Chapter Officers - go to www.orgsites.com/co/boulderiaap

	President

	Patti Lovato
	plovato@ball.com

	303-939-6676

	Vice President
	Kathy Kramer
	kramer@colorlink.com
	720.987.4176

	Secretary
	Vicky Judish
	vicky.judish@comcast.net
	303-379-3125

	Treasurer
	Robin Trader, CPS/CAP
	robin_trader@comcast.net
	303-651-0928

	Parliamentarian
	Joyce Teter PRP
	jteter2@aol.com
	303-776-2793

	Boulder Chapter – Committees

	Admin. Prof. Day

	Laurie Molinare & Board
	LMolinare@Spectralink.com
	

	Bylaws
	Vi McNew CPS, PRP
	videlmcnew2@aol.com
	

	CPS/CAP
	Patti Lovato
	plovato@ball.com
	

	Directory
	Linda Smith CAP
	ldsmithcap@hotmail.com
	

	Historian
	Vi McNew CPS, PRP
	videlmcnew2@aol.com
	

	Membership/Hospitality
	Robin Trader, CPS/CAP
	robin_trader@comcast.net
	

	Newsletter
	Julia Burton
	julia.burton@mckesson.com
	

	Program Chair
	Kathy Kramer
	kathykramer5053@aol.com
	

	Publicity
	Tommie Diaz
	diaz.f@comcast.net
	

	Ways & Means
	Jenny Cayton
	goldrushairedale@earthlink.net
	

	Webmaster
	Robin Trader, CPS/CAP
	robin_trader@comcast.net
	


Visit the website of the International Association of Administrative Professionals:  www.iaap-hq.org
Visit the Boulder Chapter website:  www.orgsites.com/co/boulderiaap




















































































The Boulder Chapter raffle gift was won by Patti.  Patti will donate a gift to be raffled at the March meeting.


Tickets are $.50 each or 3 for $1.00 and can be purchased at the meeting from Jenny Cayton� during the dinner break.
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CONGRATULATIONS!





Mountain View Chapter’s  60th Anniversary February 7, 2006
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