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The IAAP Pathways to Excellence 
Recognition Program is designed to raise 
your value as a career-minded 
administrative professional by becoming 
a Member of Excellence, a Chapter of Excellence and a Division of Excellence.  The Definition of 
Excellence:  (n) a state of possessing value.  I believe we all possess value.  Let’s bring it out and share!  
The program is based on ten principles.  

- Certification    - Leadership Development and Roles 

- Commitment   - Marketing, Research, and Community Outreach 

- Communication   - Programs and Participation 

- Education and Training  - Recruitment and Retention 

- Fiscal Responsibility   - Strategic Planning 

You can participate in the program in three ways: 

- Member of Excellence 

- Chapter of Excellence 

- Division of Excellence 

These principles are all skills and traits that we as professionals should strive to possess in our careers 
and in our lives.  While this new program may seem daunting at first glance, really it has attainable 
goals, not only for the Rim Rock Chapter, but for ourselves.   

Here are the basic outlines for both the Chapter and Member of Excellence.   

CHAPTER OF EXCELLENCE 

A Chapter of Excellence will receive a podium banner (first year), banner 
year patch, and either $100 cash or $150 credit toward subscription to the 
IAAP Web Community.   

A Chapter of Excellence will attain a minimum of 14 of the following 19 
criteria: 

1. Sixty percent of the chapter meetings offer recertification points  
2. At least one member of the chapter obtain their CPS and/or CAP 

certification during the current IAAP fiscal year  
3. Sign the online Chapter of Excellence Commitment agreement  
4. Publish at least six newsletters/e-newsletters  
5. Participate in the IAAP Web Community  
6. Publish annual meeting calendar with education and/or training topics by 

September 1 and establish marketing plan to encourage members to attend chapter, division, and 
international meetings and events  

(Continued on page 3) 
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7. Create and maintain an annual budget; provide a monthly financial statement to the membership 
and submit annual audit report to the division treasurer  

8. Maintain a full slate of officers (minimum four offices); maintain committee chairmen for the 
Bylaws, Certification, Education and Membership Committees; and submit new officers and 
committee chairmen listing to HQ by July 1 deadline  

9. A minimum of four officers and chairmen of the Bylaws, Certification, Education and Membership 
Committees; participate in at least one IAAP Leadership/Succession Planning training event  

10. Send a delegate to the division annual meeting and a delegate or submit a proxy to the 
International Convention and Education Forum  

11. At least one member serve in a division office or committee; or serve on an international 
committee; or as an international officer or as an RTF Trustee  

12. Sponsor or co-sponsor a professional development seminar or sponsor/co-sponsor an APW/APD 
and/or annual executives’ event  

13. Submit a completed application for the Avery Chapter/Division Achievement Awards Program and/
or submit a nomination in the Award for Excellence program  

14. Maintain a minimum of 15 members and achieve an annual retention rate of at least 80 percent  
15. Conduct at least one IMPACT meeting  
16. Conduct new member orientation program  
17. Achieve a net membership increase of at least 12 percent (minimum required is a net 3 member 

increase)  
18. Sponsor a new IAAP Professional Chapter or Student Chapter  
19. Create an annual Business (Strategic) Plan; review/update annually; submit a copy to the Division 

President by December 31 and conduct an annual member interest/satisfaction survey  

Completed criteria will be submitted through an online process.  

 

MEMBER OF EXCELLENCE 

A Member of Excellence will receive a certificate (first four years), 
Pathways to Excellence certificate cover, and Member of Excellence pin 
(the fifth year). 

A Member of Excellence will attain a minimum of 8 of the following 11 
criteria: 

1. Be a current CPS and/or CAP holder  
2. Sign the online Member of Excellence Commitment agreement  
3. Actively participate in the IAAP web community forum discussions or 

submit an article for an IAAP publication (chapter, division, or international 
level)  

4. Attend non-IAAP professional educational workshops, seminars and 
conferences  

(Continued from page 2) 
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Test Your CPS/CAP Knowledge 

Provided by Christi Mock CAP 

The following questions are from Part 1: Office Systems and Technology.  
Questions will are multiple choice and will cover: a) Computer Hardware, 
Systems, and Configuration 12%, b) Document Layout, Design, and Reproduction 
16%, 3) Software 60%, and 4) Managing Physical Resources 12%. 

1. When transferring an image from a color transparency to the monitor, the 
scanner tool most appropriate to be used is a/an 

A) video capture board 
B)  image scanner 
C) flatbed scanner 
D) handheld scanner 

1. Which one of the following storage options provides sequential access to 
information? 

A) Disk packs 
B) Tape drives 
C) Hard disk 
D) Optical disk 

1. The most cost effective method of reproducing fewer than 50 copies of a one-
page advertising flyer would be to use a 

A) commercial printer 
B)  spirit duplicator 
C) convenience copier 
D) laser printer 

1. The process of recording and reducing paper documents or computer-
generated information onto film for long-term storage is known as 

A) micrology 
B) micrographics 
C) reprographics 
D) micrography 

1. A collection of related items or facts arranged in a specific structure is a 

A) form 
B) record 
C) table 
D) database 
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Provided by Renae Scott 
The opportunities listed below and on the following page are for the Billings 
area.  Contact Renae if you know of any upcoming educational opportunities 
in your area.   

ENTRE TECHNOLOGY SERVICES 
2727 Central Avenue; Billings, MT  59102  
www.entremt.com     (406) 256-5700   

Happy Birthday!   
Virginia Burgess - August 5 Cynthia Hanson CAP - September 21 

Kathy Jo Opperud - July 2 Renae Scott - August 22 

Sherry Tizono August 26 Bette Wolff - August 26 

Melanie Vinberg - October 7 

Happy Anniversary! 
Darlene Rowland - July 2007      Carolyn Martin September 2005 

Carole Blakeman - October 2003 Margaret Hartl - October 1994 

Renae Scott - October 2006       Susie Wollenburg - October 2006 

DATE   COURSE 
Oct 17 PowerPoint 2007 Level 1 
Oct 20 Outlook QuickLaunch 
Oct 27 Excel 2003 Level 1 
Oct 30 Access 2003 Level 2 
Nov 3 Outlook Level 1 
Nov 4 Word 2003 Level 1 
Nov 6 Access 2003 Level 3 
Nov 10 Excel 2003 Level 1 
Nov 11 PowerPoint 2003 Level 1 
Nov 12 Excel 2003 Level 2 
Nov 17 Excel 2007 Level 1 
Nov 18 Word 2007 Level 1 
Nov 21 Excel 2007 Level 2 
 

Pathways to Excellence 
 
It's time! Pathways to Excellence is now underway. To read all about it, click 
here. Don't miss the FAQ section that will answer some of your questions. 

http://www.iaap-hq.org/pathwaystoexcellence/index.htm
http://www.iaap-hq.org/pathwaystoexcellence/index.htm
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Upcoming Educational Opportunities 

MSU-BILLINGS OUTREACH PROGRAMS 

208 North Broadway - Suite 414 
Billings, MT  59101 
(406) 896-5890 
http://msu-billings.augusoft.net/ 

FRED PRYOR SEMINARS 

http://www.pryor.com 

Answers to “Test Your CPS/CAP Knowledge” 

1. B  
2. B 
3. C 
4. B 
5. D  

SKILLPATH SEMINARS 

http://www.pryor.com 

DATE   COURSE 
Oct 17 Discovering Microsoft Office 2007 
Oct 20 Crystal Reports 9.0 - Level I 
Oct 24 Discovering Windows Vista 
Oct 27 Crystal Reports 9.0 - Level II 
Nov 4 Troubleshooting Computers 
Nov 7 Microsoft Outlook 
Nov 13 QuickBooks - Getting Started 
Nov 13 QuickBooks - Intermediate 
Nov 14 QuickBooks - Payroll 
 

DATE   COURSE 
Oct 21 Dealing Effectively with Unacceptable Employee Behavior 
Oct 27 Discovering the Secrets of Microsoft Access 
Nov 12 Managing Emotions and Thriving Under Pressure 
Nov 13 Advanced Troubleshooting, Maintaining and Upgrading PCs 
Nov 19 The Conference on Leadership Development & Teambuilding 
Dec 1 The Essentials of Communicating with Diplomacy and Professionalism 
Dec 9 Business Writing Basics for Professionals 
 

DATE COURSE 
Oct 24 Managing Emotions Under Pressure 
Oct 30 Microsoft Excel - A One-Day Seminar 
Oct 31 Excel:  Beyond the Basics 
Nov 12 How to Communicate with Tact and Professionalism 
Nov 14 Team-Building, Mentoring, and Coaching Skills for Managers & Supervisors 
Nov 21 How to Supervise People 
 



October 19-22, 2008 
2008 Certification Conference (http://www.iaap-hq.org/Cert/Conf/
Index.htm ) 
Hyatt Hotel; Denver, Colorado 
October 23, 2008 (Webinar) 
Mastering Microsoft Excel: Tips and Tricks to Make You More Efficient and 
Effective  
October 28, 2008 (Webinar) 
Warren Bennis Presents Move From 
Managing to Leading 
October 29, 2008 (Webinar) 
Bringing Purpose and Peace to the 
Frantic Family  
November 7-8, 2008 
CPS/CAP Exam 

Division and International Calendar of Events 
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Colorado-Wyoming-Montana (CWM) Division of IAAP 
http://www.iaap-co-wy-mt.org/ 

Division President: 
Kyle Sheldon-Chandler 
Kyle@virtualadminksc.com  
 
Division President:-Elect 
Margaret Hartl 
mhartl01@msn.com  
 
Division Vice President 
Aubree Lujan 
alujan@csu.org  

Division Secretary 
Tish Neff 
nefft@wecareaboutyourskin.com  
 
Division Treasurer: 
Eileen Verosko CPS 
everosko@officescapes.com   

Rim Rock Chapter  
Committees 

 
Bylaws and Standing Rules  

Darlene Chamberlain CAP, Chair 
 

Certification 
Deanna Anthony CAP, Chair 

 
Education and Programs 
Co-Chair – Ginnie Burgess 

Co-Chair – Melody Jurkovich 
 Linda Frank  CPS/CAP 

 Margaret Hartl 
Board – Deanna Anthony CAP 

  
Membership 

Chair – Cynthia Hanson CAP 
       Darlene Chamberlain CAP 

Board—Christi Mock CAP 
 

Community Service / Retire-
ment Center  

Chair – Linda Frank CPS/CAP 
     Bette Wolff 

     Brenda Olheiser 
 

Newsletter / Historical 
Chair—Christi Mock CAP 

Renae Scott 
 

Administrative Professional 
Week / Day 

Chair/Co Chair – Open 
Co Chair – Open 
     Margaret Hartl 

     Deanna Anthony CAP 
Board—Ginnie Burgess  

 
Ways & Means 

Open 
 

Webmaster 
Chair – Tam Rodier  CAP 

      Brenda Olheiser 
Board—Christi Mock CAP 

 
 

http://www.mcmurry.com/newsletters/top/audioconf_y.asp?IAAPD8
http://online.krm.com/iebms/reg/reg_p1_form.aspx?oc=10&ct=0244484&eventid=14467
http://online.krm.com/iebms/coe/kcoe_p2_details.aspx?eventid=14817&cc=0244484&oc=10&dict=26


Barb Horton CAP 
President 

bhorton@iaap-hq.org 
Susan K. Shamali CPS/CAP 

President-Elect 
sshamali@iaap-hq.org  

Mary Ramsay-Drow CPS/CAP 
Vice President 

mrdrow@iaap-hq.org 

Janine Riemersma CPS/CAP 
Secretary 

jriemersma@iaap-hq.org  
Karlena Rannals CPS/CAP 

Treasurer 
krannals@iaap-hq.org  

Kathy Fogal CPS/CAP 
Director, Canada District   

kfogal@iaap-hq.org  
Sam W. Gill III CPS 

Director, Great Lakes District 
sgill@iaap-hq.org  

Judith A. Yannarelli CPS/CAP 
Director, Northeast District 

jyannarelli@iaap-hq.org  

Valerie S. King CPS/CAP 
Director, Northwest District  

vking@iaap-hq.org 
Tamra L. Goodall CPS/CAP 

Director, Southeast District 
tamragoodall@comcast.net  

Antoinette Smith CPS/CAP 
Director, Southwest District  

asmith@iaap-hq.org 

2007—2008 
INTERNATIONAL 

BOARD OF 
DIRECTORS  

RIM ROCK CHAPTER 
NEWSLETTER / 

HISTORICAL 
COMMITTEE 

OfficePro Needs You! 

www.orgsites.com/mt/iaap   

A Publication of Rim Rock Chapter IAAP Page 12 

P.O. Box 20261 
Billings, MT 59104-0261 

 
Christi Mock, Chair 

Renae Scott 
 

Don't miss this chance 
 
Do you love your job? If that’s asking too much, do you 
love part of your job?  

OfficePro will begin a new feature soon, and we need your 
help.  If you love your job, or even a part of your job, tell us 
about it!  Be funny, be serious but above all, be real and 
show us why you love your job (or even a part of it) in 
about 750 of your own words. 

Send submissions to aensminger@iaap-hq.org for consideration; not all 
submissions will be published.  

President’s Column 

5. Hold a degree, certificate or equivalent (a minimum one year in length) from 
an accredited college or earn a Microsoft certification  

6. Pay membership dues on or before anniversary date  
7. Serve as a chapter, division, or international officer, committee chair, or 

committee member; or serve as an RTF Trustee; or serve on a Student 
Chapter advisory board or the school’s advisory board for the office 
administration program  

8. Conduct a public presentation, program or training  
9. Attend a minimum of eight chapter, division or international sponsored 

meetings, programs or events (any combination)  
10. Recruit at least one new member  
11. Integrate IAAP membership and involvement into annual performance plan or 

review  
Completed criteria will be submitted through an online process. 

RED LIGHT CHALLENGE 

(Yes, I am taking that from the TV Show Cash Cab) 

For those members who sign up for the Member of Excellence Program by 
October 31st, you will be placed in for a drawing for a $25 Gift Card to local 
restaurant.  For those who sign up by November 30th, you will be placed in a 
drawing for a Starbucks Gift Basket.  Please just print a copy of your on-line 
registration and submit it to me for the drawing.  I honestly feel that each and 
every member in our chapter can attain these goals without too much effort.  I 
have faith in every one of you.  Let’s step outside that box, that comfort zone, 
and grow!!  We cannot grow without failure, and you cannot fail without trying!  
Let’s grow together!  That is why we are here.   

For more information about these and other great IAAP programs, please see the 
IAAP web page:  http://www.iaap-hq-org and visit the Member’s Place as well as 
other great pages.   

(Continued from page 3) 
 




