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DIVISION BOARD OF DIRECTORS: President-Elect / President

WRITTEN BY: Barbara M. Murphy CPS/CAP

It is amazing what happens in one year between July 1, 2008 and June 30, 2009.

In July 2008 | started the year as the President-Elect of the California Division, Inc. Board. As we approach June
2009, | am ending the year as President of the Board. Along the way | have worked through a diagnosis of breast
cancer which included chemotherapy, two surgeries and is now concluding with radiation.

As President-Elect/Division alternate delegate, | attended the International Annual Meeting in New Orleans, along
with a number of California Division board members and many chapter Presidents. It was a time for professional
growth through education and networking.

The board held a successful Board Retreat in September in Fresno — the middle of the state. The Board met with
Alice Bowman, the 2009 AEF/CDM Coordinator, to begin planning for a successful 2009 Annual Educational Forum
and Annual Meeting. The board worked closely with Alice and her group of volunteers throughout the year to
make this an event everyone would want to attend and enjoy. The board also developed the yearly Division
budget, which was posted to the Division website. Dates for face to face meetings and conference calls were also
developed. Due to budgetary constraints, the conference calls far outnumbered the face to face meetings.

As President-Elect | was the contact person for Division Members-at-Large. | kept them informed with Association
happenings by forwarding each communication from Headquarters and International President Barb Horton
CPS/CAP to them.

It was my pleasure to be the Board contact for: Las Positas, Cucamonga Valley, Crossroads, Valencia Orange
County and LA Metropolis chapters. Board contacts establish contact with the Chapter Presidents to assist with
questions, to update them with Division information, and to be a sounding board if needed. | was able to attend
chapter meetings for Cucamonga Valley and Valencia Orange County. Living in the southern part of the State and
not having enough Board Members in the North to divide the chapters equally made it difficult to attend Northern
Chapter meetings with Las Positas and Crossroads. | was able to speak to Fresno Chapter for both the 2008 and
2009 APW event. | have been able to attend the Southern California President’s Meeting a couple of times,
speaking on ‘Succession Planning’ on May 30" and attended the Northern California President’s Meeting on May
16"™. Early in January 2009 LA Metropolis began the process of disbanding. Conejo Valley is also in the processing
of disbanding.

In mid March 2009, President Candace Medina CPS/CAP resigned from the office of President for family and
personal reasons. | became President and Vice President Bea Endaya was named Acting President-Elect. With the
support of a great board we have continued to work together for the good of the Division and in preparation for
an exciting 2009 Annual Meeting.

| would like to thank AlVerta Harty CAP for her continued support of California Division Inc — she staffed the
Division vendor table at the Meeting Professionals International Northern CA Annual Conference in San Francisco
in February.

| would like to thank the CA Division Chapter Presidents and the Board members for their support and assistance
to the office of the President this past year. AND | send a BIG thank you to the many CA Division members who
have sent me encouraging notes, verses and thoughts.
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DIVISION BOARD OF DIRECTORS: Vice President

WRITTEN BY: Bea Endaya

First of all, I want to say thank you for giving me the opportunity to continue to grow both personally and
professionally.

This year of serving on the CA Division Board has forced me to confront one of my greatest fears —
programming speakers. This has been one area that I’ve avoided throughout my 24 years as an IAAP
member and 1I’m glad to say that with the help and support of the rest of the board, | persevered and am
very proud of the lineup of excellent speakers I’ve contracted with for presentation at our Annual
Educational Forum on Friday, June 5™. I truly hope that you’ll enjoy them. They are:

Burnette Clingman, speaking on “The Courage to Rise to Excellence!”’
Joyce Harper, speaking on “Achieving Your Goals: Taking a Productive Approach to Personal

and Professional Growth”; I
Tom Collins, speaking on “Positive Change through Management of Organizational Values”; and
Lisa Olsen, speaking on “Fostering Teamwork in the Workplace—It Starts With You”

If they don’t help you in “Effecting Positive Change,” no one else will!

This year, | had the honor of being the Board contact for the following chapters: Bahia, Bayline, Citrus
Valley, EI Camino, Fresno and Pasadena. While | was only able to attend one chapter meeting at Bahia, |
did stay in touch with all the presidents through the Board’s new “Leadership Tips” program where Board
officers shared articles and e-zine links they felt were helpful for chapter leaders and asked them to share
with their membership. It was great to see many of those tips reproduced in the some of the chapter
newsletters!

This year was quite a challenging one for this Division Board. We experienced the resignation of our
President. Our President-Elect had to deal with her diagnosis of breast cancer and the surgery and
chemotherapy sessions related to it. This caused the rest of us to work even harder as a group — we all
took on additional duties. 1’m so proud to have been part of this group. They’ve helped me grow even
more than I ever expected. Being a leader is very much a learning process and I’ve been very fortunate
with the various boards that I’ve served on. I’ve learned so much from all my previous and current
leaders.

Thank you once again for this learning opportunity. | hope you’ll continue to support me in my upcoming
leadership role and I look forward to seeing you in Riverside!
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DIVISION BOARD OF DIRECTORS: Recording Secretary

WRITTEN BY: Ellen Schultz CAP

As Recording Secretary for the California Division Board, it is my responsibility to maintain an accurate
record of the Board meetings (face-to-face and/or conference call) and track related Action Items
assigned, in process, and completed by each member of the Board. This year the Board met face-to-face
in June, September and January and by conference call in November, March and May. Minutes of all
meetings were provided to Board members accompanied by updated Action Items before each meeting
and following each meeting. Other duties included:

Division Contact for Chapters

I have been privileged to serve as the Board Liaison to the following chapters: City of Hope (Corporate),
Orange-Empire, San Fernando Valley, Stellar, and newly added Lado del Rio. It was my goal to meet and
greet all chapters this year and it will happen by the end of May. Each chapter president complied when |
asked for chapter reports over the course of the year. The chapter leaders have been willing to report on
their chapter activities, speakers, meetings, voice concerns and enthusiasm about their chapter’s growth
and challenges. Thanks to those presidents: Becky Andrews, Jan McGovney, Laurie Beerman, Judy
Shellman, and Cynthia Jones CAP. They are inspirational to me.

Leadership Development

This year the BOD approached development in a new way. Each Board member has circulated
“Leadership Teasers” via E-mail to their board contacts. Selected E-zines and other articles of interest on
topics ranging from leadership, team work, to personal encouragement and professional development have
been shared. This has been the effort to assist chapter presidents for this year. In conjunction with this
effort, there have been quarterly Presidents’ Meetings for chapter presidents in both the North and South,
which have been in place this year rather than having the entire BOD travel statewide. | will participate in
the Southern California Presidents’ Meeting at the end of May.

California Division Meeting

There has been a flurry of BOD meeting minutes this year. However, the largest portion of this office is

the preparation and execution of the Division Meeting as it relates to meeting sessions, choreographies of
the sessions, and coordinating the credentials process for delegates and alternates. Also, | participated in
the site visit and various planning meetings with the CDM Coordinating Committee this year.

As my term of office concludes, | recommend the board experience to any member wishing to garner
more experience and push their skill sets to the next level in IAAP. The opportunities and challenges will
impact your outlook for the organization as you collaboratively seek best practices within this framework.
I value the work in this team environment and found it to be most enriching. It has been affirming for me,
professionally and personally, to realize that IAAP and the CA Division values, appreciates, and respects
my unique talents. Generous thanks go to Barbara Murphy CPS/CAP, Bea Endaya, Angie LaCarte, and
Mary Coehlo, and Alice Ralston CPS/CAP for their insight, support and friendship.

on Sehutty CAP
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DIVISION BOARD OF DIRECTORS: Treasurer

WRITTEN BY: Angie LaCarte

I am please to submit my report of activities for the Division year 2008-2009.

One of my first tasks was the Division Budget. The budget was submitted for discussion. After approval,
it was distributed to all Chapter Presidents and posted on the Division website, as required by the Division
Bylaws & Standing Rules.

The annual AEF and 56" was held in Sacramento and hosted by the Greater Roseville Chapter. The host
chapter did an outstanding job and was presented with a check in the amount of $1,493.77 — their portion
of the proceeds. | wish to thank Kathleen Smith, Annual Meeting Coordinator and her Host Committee
and all the Greater Roseville Chapter members for accepting the challenge of hosting and coordinating the
event. | applaud their fine work and thank them for providing a great service to the members of
California.

The financial report will be distributed during the Saturday morning business session of the 57" Division
Meeting in Riverside.

This year | had the privilege of serving as Board contact for Central Valley, Palomar, San Diego, San
Gabriel Valley, Victor Valley and recently Greater Roseville. Although I was unable to make some
chapter visits this term, | maintained email contact with the Chapter Presidents and received quarterly
updated about chapter business, membership and future direction. I understand how challenging
leadership at all levels can be; my sincere thanks to all the chapters for their enthusiasm and commitment
to not only their chapters but also the Division.

There is still a lot of work to be done before the end of my term — finalizing financial reports; preparing
for the transfer of property to my successor and, finalizing the 57" Annual Meeting in Riverside June 5-7,
2009.

It has been an honor to serve as your California Division Treasurer the past three years, and | look forward
to another opportunity to serve at the Division Level.

GPngie
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WRITTEN BY: Mary Coelho

This year | was honored to be on the CA Division Board as Corresponding Secretary. This has
been an experience for me and | have learned much. Thank you for giving me the opportunity
to continue my growth with IAAP.

| had the pleasure of being the Board contact for the following Chapters:
-- Chevron Chapter
-- Crystal Springs Chapter (acquired in May 2009)
-- Golden Gate Chapter
-- Sacramento Chapter
-- San Jose Chapter
-- Tri City Chapter

| did my best to attend the Chapter meetings; however, | am afraid that | didn’t get out to all of
you and for this | apologize. For those | did attend | was very impressed with the leadership of
the Chapter, the participation from its members, and the great program they offered. | also
enjoyed reading your reports and newsletters that | received. We have a gem of talented people
in this organization and | am very proud of each and every one of you.

| have decided to take leave from the CA Division Board at the end of my term to enjoy some

“me” time and involve myself with my local Chapter—Las Positas. However, | am very

confident that we will be honoring some great CA Division Board leaders for 2009-2010 year. I
And | give them my support as they continue to lead by example and with vision for the

continued growth of this “well kept secret” organization.

Again, thank you for giving me this opportunity to serve you and the pleasure | have had
meeting wonderful women and men in IAAP.

Mary Coelho
Corresponding Secretary
2008-2009 CA Division Board
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DIVISION COMMITTEE CHAIR: Committee on Nominations

WRITTEN BY: Sue Burk, Chair

Members of the Committee on Nominations for the 2009-2010 California Division Board of Directors
were: Sue Burk, Chair; Dot Raulston CPS/CAP, Member South, and Jenny Schoger CPS/CAP, Member
North.

The official call for nominations for the 2009-2010 California Division Board was distributed on
November 15, 2008 to the California Division Board, Chapter Presidents, and California Division

Members-at-Large via email.

The Committee reviewed candidate applications for compliance with the California Division Bylaws and
each candidate was deemed eligible for nomination. On March 15, 2009, the Committee distributed the
slate of candidates accompanied by their candidate information via email to the California Division
I Board, Chapter Presidents, and California Division Members-at-Large. The candidates for the 2009-2010

California Division Board are:

Treasurer

Corresponding Secretary

Recording Secretary

Vice President

President-Elect

Gloria Rossiter CAP
Member of San Diego Chapter

Sydney Alexander CAP
Member of Bahia Chapter

Angie LaCarte
Member of Palomar Chapter

Kathleen Smith
Member of Greater Roseville Chapter

Murphy Jones CPS/CAP
Member of Fresno Chapter

Debra Burrus CPS/CAP
Member of Sacramento Chapter

Ellen Schultz CAP
Member of Citrus Valley Chapter

Bea Endaya
California Division Member-at-Large

Barbara Murphy CPS/CAP, 2008-2009, President will continue as President.

My thanks to committee members Dot Raulston CPS/CAP and Jenny Schoger CPS/CAP for their
participation. It has been a pleasure and a privilege to chair this committee.
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Bylaws and Standing Rules Committee

WRITTEN BY: Marie Stapleton CPS/CAP

Prepared and distributed to chapters the proposed amendments to Bylaws and Standing Rules of
California Division, IAAP for presentation and voting at the June business meeting.

Reviewed Bylaws and Standing Rules for new Crystal Springs Chapter, IAAP.

Reviewed and placed on file revision to San Jose Bylaws and Standing rules.

* * * * *
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WRITTEN BY: Susan Henley Spreitzer CPS/CAP, CAW

The main Technology focus for 2008-2009 was maintenance of the California Division website. Early in
the year, several discussions were initiated by Members at Large and others regarding enhancements to
the site. These discussions should bear fruit in the 2009-2010 year.

The 2008-2009 IAAP year was also the second year for the California Division to use 123signup.com to
take registrations for the Annual Education Forum and California Division Meeting (AEF/CDM) event.

Other small Technology projects involved providing assistance to groups within the Division. One was
advising the organizers of the 2009 Multi-Chapter symposium (coming up in October 2009) on moving

the registration of their website domain name (iaapmcs.com) and establishing a new hosting space within
the Division’s hosting plan. Another project involved advising Golden Gate Chapter on how to

implement updates to their site. I

Another Technology effort was to update and upgrade the 2009 AEF/CDM information on the Division
website.

Lastly, a snapshot of a potential re-design of the Division website home page has been produced and, as of
this writing, has been distributed to the Division Board and selected others for review and comment.
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WRITTEN BY: Sydney Alexander CAP

Bahia has presented eight programs qualifying for recertification credit: “Meeting Planning 101”;
“Presentation Skills”; “Career Change — A Bridge to Somewhere”; “Life is a Rough Draft —
Putting Balance in Your Life”; “Thou Shalt Not Whine”; “Your Meeting and Your Hotel Partner —
This Could Be the Beginning of Something Beautiful”; “Knock Knock: Don’'t Miss an
Opportunity”; and “Quantum Leap: 3 Bold and Courageous Steps to Dreaming Big Dreams.”
The speakers have been entertaining, informative, and well received by our attendees.

Bahia signed the Chapter of Excellence commitment form and submitted the appropriate
paperwork. Several members also submitted Member of Excellence paperwork.

Bahia cohosted the Southern California Multi-Chapter Symposium, “Excellence in Action —
Bridging the Gap,” along with Citrus Valley, Orange Empire, Stellar, and Valencia-Orange
County. Nearly 100 administrative professionals attended the event on Saturday October 4,
2008, at the Wyndham Anaheim Park Hotel. Debra LaCroix’s presentation was “Managing the
Multigenerational Workplace Culture” and Milo Shapiro presented “You Gotta Fail . . . to
Succeed.” The 2009 Multi-Chapter Symposium will be on Saturday, October 3" at the Pacific
Palms Resort in the City of Industry.

Bahia supported Girls, Inc. as our outreach project by providing gift cards and other items for
young girls in the Orange County area. Many of our members are also active in community
outreach.
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CHAPTER: Bayline Chapter

WRITTEN BY: Margaret Rozowski , President

Highlights
2008/2009 was a year of momentum and celebration for Bayline Chapter:
e We continued to increase membership by welcoming three new members;
We offered more programs;
We offered Recertification Points beginning in 2009;
We have a full slate of officers for 2009/2010; and
We celebrated our 50" anniversary in IAAP (PSI, NSA).

The year in review

Our new members all came from the online join option this year. We immediately reached out to them
and welcomed them to meetings. We provided carpooling to/from meetings for any members who take
public transit and we offered opportunity drawings or door prizes each month. We continued to mentor
and include our new members from last year. Our interest list continues to grow.

Bayline held seven chapter meetings and hosted a joint chapter meeting. Our programs included:

July 2008 ......coeeeviiiiiiiee Job Hunting Skills presented by Office Team (co-held with Golden Gate)
Sept 2008 ......coevvvvvveeeen. Meeting Planning from Two Vendors’ POV

Oct 2008......cccceeevveveviinnnnn. Office Organization and Products (Joint Chapter Meeting host)

Dec 2008...........ccccvveeeeeen. 50" Anniversary and Holiday Luncheon

Feb 2009 ........cccvvvvveeeeen. Make 2009 a Year of Good Fortune (Financial Planning) (1 Recert Point)
Mar 2009 ......ccccoeeeveveeennns Your Listening Quotient (1 Recert Point)

Apr2009..........ccceeeeeeenn. Methods for Priority Setting (1 Recert Point)

May 2009.......ccccceveeeeennns Stress Spa and Annual Meeting/Elections

By mentoring new members, having professional programs and sharing the benefits of IAAP at the local
level, the chapter increased member participation to 55+% at most meetings. One of our members and
her coworkers entered the APD video contest to show what their office would be like without admins after
they won the lottery.

We were able to present a full slate of candidates for election. The Incoming Officers for 2009/2010 are:

President ..........cccceeeeee. Margaret Rozowski
Vice President ................. Julie Stevenson
Secretary .....oeeveveeeeeenne. Livia Edwards
Treasurer.....occceeeeeveeeennnn. Connie Simone

The year ahead

Bayline’s goal next year is to be a Chapter of Excellence. We are on our way with the foundation we laid
this year. We intend to offer more recertification points and return to normal chapter operation. Our new
members are active in the organization and really want to make a difference. My goal next year is to
mentor the new board and hand over the reins to the next trailblazers. We're definitely poised for
Excellence in Action.
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CHAPTER: Chevron Northern CA

WRITTEN BY: Laura Mize, President

Our Chevron Northern CA IAAP Chapter has had another stellar year, | am so proud of our
accomplishments!

1. We gained 23 new members this year — we currently have a total of 93. We hope to hit 100
come the 2009-2010 year. How exciting will that be! | think | see cake and party favors in our
future.

2. We had 2 members test for their CPS in May. We currently have 6 members now with their
CPS and 1 with her CAP; we hope to add those 2 more to the list soon. We have more

members testing in November. | am really happy to see how this program has gained
momentum in our chapter, thanks to the hard work of Linda Rodriguez, CPS our Certification &
I Professional Development Chair and her Committee. I

3. We held a successful Yankee Candle Fundraiser which netted the chapter $762.40. We are
looking in to EScript as a fundraiser later in the year. Thank you to Tammy Velner-Dunstan,
CPS our Budget, Ways & Means Chair.

4. We had 2 members attend the Joint Chapter Meeting in October 2008.

5. At last year's CA Division Meeting our member Robbyn Lean was a Top 10 Recruiter with
her efforts in recruiting 5 new members and | also was a Top 10 Recruiter with 3 new recruits.
Both of us received a watch and certificate. Our chapter also received numerous other awards
as well.

6. At International, | was awarded the Distinguished Chapter President Award for the 3™
consecutive year. From what | understand, no other President has won that Award 3 times
consecutively. | couldn’t have achieved it without the support of my Board, Committee Chairs
and Members, they are awesome!

7. Atthe 2009 CA Division Meeting we are sending 4 members.

8. At the 2009 International Meeting we unfortunately are not sending anyone. The economy
has taken its toll and we were asked to cut back on our trips this year. Hopefully things will get
rebound in 2010.

9. We submitted our company for the “Award of Excellence” In 2008 but unfortunately we did
not get chosen, maybe next time.

10. We have had great programs this year with Preston Ni and Mike Robbins being the top 2 on
the feedback from our members. Thank you to Rosa Johnson, CPS our Membership Chair.

I am looking forward to more wonderful achievements for our chapter in the 2009-2010 year.
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CHAPTER: Chico Chapter

WRITTEN BY: Renee Hagins, CPS

Chico Chapter continues to struggle with membership and this year was no exception. Our
chapter almost folded last year but we decided to give it one more shot to see if we can get our
membership up. We have a core group of 4 who have shared board member positions
throughout the years and frankly, we are all burned out. Hoping to get some new blood in our
chapter so we can pass the torch on, we started off our year with a bang, but it fizzled out as the
months went by and we had our final meeting in April. There are no plans to continue our
chapter and are currently in the process of disbanding. The members that are left will most
likely all become members at large.

Below is a recap of the programs we’ve held during the year 2008/2009:

September, 2009. — We had a two-part series of “Finding Our Voices” put on through one of our
local Marriage and Family Therapists, Florence Sores-Dabalos. This meeting was very well
attended and included mostly non-members. We reviewed the goals of our chapter for the year
and announced future programs in hopes that we would spark some interest in joining our local
chapter.

October, 2009 — This was part two of the two part series of “Finding Our Voices”. Although we
had almost 40 people attend the first part of the series, the second part brought in only 20
people. It did not appear that we were going to find any new members among the crowd that
attended.

November — January, 2009 — Our chapter went dark during these three months.

February, 2009. We had Kathy Garrigan from Avery Dennison come in and give a great
presentation on “Getting Organized”.....featuring all the great Avery products to do so. Besides
our 4 core members, we have a small support group from the Butte College IAAP Student
Chapter. Normally we have 4 — 8 ladies attend from the student chapter.

March, 2009 — Greg Fisher came and gave a wonderful presentation on “Travel Tips”. Greg has
been in the travel industry for many years and he supplied us with an array of travel tips and
cost saving ideas when making travel arrangements.

April, 2009 — Diane Hoff, Janet Larsen and myself put on a presentation on “Tuning up your
career for troubled times”. It was a very useful presentation on interviewing, body language,
filling out job applications, networking and finally getting your CPS/CAP. There were only 7
people (including us) attending. We made the hard decision to fold the chapter at this meeting.
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CHAPTER: Citrus Valley Chapter (serving Pomona & East San Gabriel Valley)

WRITTEN BY: Dawn McCollum CAP, President

My time as President of the Citrus Valley Chapter is coming to a close. | could not be more pleased with
the efforts and support of my fellow board members. These are women who have supported and guided me in my
two terms as president. The team running the Citrus Valley Chapter in its 53rd year is composed of: Peggy Wall as
Membership Chair; Joan Prechtl as Recording Secretary, Lisa Escobedo as Corresponding Secretary; Suzanne
Sutherland in the role of Newsletter Chair, Vicki Hahn CAP as Treasurer, Marilyn Elmore as Bylaws Chair, and
Carol Bolton CPS/CAP and Roberta Conrad CPS/CAP as co-Chair of Ways and Means. 1 also drew upon the
expertise of Ellen Schultz CPS/CAP and Sharon Weber.

In November we carefully analyzed our past budgets against actual and decided to increase our monthly
chapter meeting fees. Members now pay $20, visiting IAAP members pay $22, and outside visitors pay $25. We
updated our Bylaws and Standing Rules to incorporate this change as well as a wording change.

Citrus Valley endorses education and skill enhancing opportunities for all our administrative professionals.
We are proud to offer recertification points for each speaker. This is our chapter's strength. We continue to draw
members from other local chapters, as well as a steady flow of guests to each meeting. Our membership numbers
have remained consistent in the last couple of years; as we have lost two or three, we have added back that amount
with new, enthusiastic members. The board made a proactive effort to personally call and connect weith members
who may have slipped I their attendance. While many of those people have financial or personal obligations that
prevented them from attending meetings, overall, we had very positive feedback about our attention to them. New
and continued membership remains a top goal of ours. We have been successful in fund raising with our monthly
basket raffles presented by our Ways & Means Committee and member donations.

Our Newsletter Chair produces a great newsletter. The newsletter contains information which is topical,
informative, colorful, creative, easy to read, and an excellent resource for members to check chapter meetings and
events sponsored by California Division and International Headquarters. We also use it for marketing and
networking. We have a catchy website which draws much interest to our chapter. Within our website we have

incorporated many links to resources and contacts — including the newsletter — and chapter information and events.

We had two members sit for the certification exams last November. Additionally, we have a few members
who wish to start a study group in anticipation of these exams in November 2009 and beyond.

Citrus Valley Chapter is the host for 33rd Multi-Chapter Symposium to be held on October 3, 2009, at
Pacific Palms Resort in City of Industry. Peggy Wall and | are co-Chair for the Symposium. Five of our chapter
members as well as members from four other chapters have been meeting on a monthly basis to make this
Symposium the most successful one yet. We are confident this chapter collaboration will entice new members and
add to the fund raising efforts of each participating chapter.

For APD, on our regular meeting night, we had another specatular chapter meeting. Our speaker was Ms.

Debra LaCroix. Debra was the main speaker for the 2008 Multi-Chapter Symposium. Her topic, “Excellence in

the New World of Work: Surviving in a Multi-Generation Workplace” was enjoyed by all. The board voted to
gift members with the 2009 special commemorative pin offered by our international convention committee.
Beckman Coulter donated leather computer bags for each attendee.

(continued on page 2)
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Vicki Hahn and | attended several City of Industry Chamber meetings in 2008 and in January 2009; and
we will follow up with the publicity group to promote IAAP throughout the area.

Every December our chapter holds a Holiday Party in lieu of a speaker presentation. We play Bingo
games and have a merry time. We also hold a charity drive. This past year we chose to benefit the DelHaven
Community Outreach Program, by collecting many gifts, monetary donations, and packaged foods for the
children and families in the area surrounding City of Industry.

Following are the meeting topics and speakers presented or scheduled this 2008/2009 year:

August: Beth Flarida “Top 3 Organizing Mistakes That Cost You Money”

September: Laurelle Johnson (Innerwealth Communications) “Is Your Elevator Speech Taking
Your Career to the Top Floor”

October: Steve Kaye “Help! 1I’m stuck in a meeting and they ran out of donuts”

November: Hedy Aref (Incrementum) “Transition From Paper-Based File System to Effective
Document Management System”

December: 2008 Annual Holiday Event and Charity Outreach

January: Patrick Solares “PowerPoint 101"

February: Vivian Lazarony (Avery Dennison) “Make It Easy on Yourself”

March: Doug Bowers “Dogs In Your Yard”

April: APW Event — Debra LaCroix “Excellence in the New Wold of Work: Surviving
In a Multi-Generation Workplace”

May: Dana Carr (Robert Half Int’l) “Interview for Success”

June: Arvee Robinson “Speak Up, Cash In: How to Use Public Speaking to Market
Yourself and Your Skills”

During the International Convention in New Orleans, while speaking with Maria Gibson of the Pasadena
Chapter, we concluded that all the Southern California Chapter Presidents should get together on a regular basis
to network and share ideas. | am so glad that she took the rein and implemented our Quarterly Presidents’
Meetings. On May 30 the Southern California Chapter Presidents and Officers will meet at Beckman Coulter for
a Leadership Seminar to be conducted by Barbara Murphy CPS/CAP. | look forward to this meeting -- for the
development opportunity and sharing of ideas so that we can drive our members and chapters to achieve
excellence.

Respectfully submitted: Dawn McCollum CAP
2008/2009 Citrus Valley Chapter President
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CHAPTER: City of Hope Corporate Chapter

WRITTEN BY: Becky Andrews, President

Monthly Meetings — The City of Hope Corporate Chapter continues to meet on the first

Thursday of each month. Meetings are open to all administrative support staff employed by
City of Hope. The chapter continues to average over 25 members at each meeting. Some topics
presented to chapter members this past year were; “Prosperity in a Changing Economy”
“Mastering Influence through Language Mastery” and “Asking Worthwhile Questions: A
Question is Worth a Thousand E-mails”.

Chapter Membership — Chapter membership continues to increase steadily. Member renewals
continue to remain strong.

Development of the Administrative Professional of the Year Award

Through the combined efforts of Becky Andrews, President and Amy Stillings-Farris, Vice I
President an annual Administrative Professional of the Year Award was developed and

presented at the chapters Administrative Professional Day Event on April 23, 2009.

The award was co-sponsored by City of Hope in response to the Employee Opinion Survey
which identified Rewards and Recognition as a top priority. Collaborating with Amy and Becky
included members of the chapter, staff from the City of Hope Organizational Development,
Marketing/Communications as well as the department of Information Technology Services.
Judges panel included City of Hope Executive Leadership.

To identify “Excellence in Action” nominees demonstrated competency in the areas of
Communication, Customer Service, Initiative, Involvement, Leadership, Professionalism and
Teamwork. Over fifty nominations were received. The first recipient of this annual award was
Irene Samudio who received a trophy, monetary prize, and a dedicated parking spot for one
year,

Annual Administrative Professionals Day Event

The City of Hope Corporate Chapter of IAAP hosted its annual event and opened with a
welcome from Executive Sponsor, Michael Rabin. Guests included City of Hope Executive
Leadership, administrative professionals and their direct reports. This year's event was
“Excellence in Action” at its best with over 150 in attendance. Debra LaCroix, Master Trainer
and Facilitator of Debra LaCroix Consulting, prepared a funny, lively, and pointed keynote
address entitled “Excellence in the New World of Work: A Multi-Generational Challenge”. Her
keynote offered strategies to help recognize and understand the similarities and differences of a
multi-generational workplace while presenting ideas to create excellence in a well-balanced
World of Work. Lunch was provided to all in attendance and as an extra perk door prizes were
given as well as an item for each admin in attendance.
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Mary Dorsey CPS, Vice President
Heather Bollman, Treasurer

Crossroads continues to be a small but great Chapter. We have a loyal membership and the
Board is committed to providing good programs and opportunities for leadership.

Mary Dorsey, our Vice President, has scheduled amazing programs on a variety of subjects
from the latest filing supplies to trusting your instincts. She also secured a fabulous and
affordable location for our monthly meetings at the Biltmore Hotel in Santa Clara.

Heather Bollman, our Treasurer, made sure that our books were balanced and in order.

Both Mary and Heather have decided to continue on the Board which gives Crossroads
continuity and a succession plan for the first time in many years. And we’re fortunate to have a
former officer returning to the Board.

We partnered with San Jose Chapter for our annual APW Event, which was a great success
along with a Wide-Area Network (WAN) meeting. The speaker at the WAN meeting gave an
inspirational talk on balancing all the different aspects of our busy lives. We had a small vendor
show which added to the ambiance of the event.

We held two “silent” fundraisers to help boost our treasury so we can continue to offer great
speakers and a wonderful facility for our monthly dinner meetings. Both fundraisers garnered
good results.

I’'m honored to be a founding member of Crossroads and to have served on its Board for many
years.
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CHAPTER: Crystal Springs Chapter, Millbrae CA

WRITTEN BY: Audrey Cantley, President

Crystal Springs Chapter, IAAP, Chapter # 553235, Millbrae, CA, was chartered on October 9,
2008. Our chapter, at its inception, welcomed 16 new members and our current roster reflects
19 members with two potential new folks considering joining.

We began our meetings at the EI Rancho Inn in Millbrae, but due to the need of our meeting
room by the hotel in the spring and summer months, in March 2009 we moved to a very large
and well-appointed room at the Millorae Public Library, with our meals catered by Boston
Market.

Our chartered officers for 2008/2009 are Audrey Cantley, President and Membership chair; Ann
Warwick, Vice President and ByLaws and Standing Rules chair; Teyah Younger, Corresponding
Secretary and chapter “webmistress”; Dolores deCampos, Recording Secretary; and Wendy
Bossier, Treasurer. Farida Yohanan is our excellent newsletter editor. All members have taken
a very active role in the chapter, assisting on various committees and lending their expertise in
many ways.

Our program speakers have been excellent. Our Administrative Professionals Week presenter
was Ms. Jennifer Jones, KGO Radio Morning Show co-host, who paralleled her experience in
the radio field to those of administrative professionals, i.e., starting as a staffer then accepting
positions of additional responsibility and pursuing continuing education to become the best that
you can be, as well as being willing and able to fill in and handle any job at a moment’s notice.
In addition, we recently had a presentation by Nona Belous, David White & Associates, who
brought us information on surviving today’s economy and being financially successful. Also at a
recent meeting, we welcomed Kathi Nelson and Rich Scogins from ACCO and Swingline office
products respectively, who brought us up to date on the latest office innovations. Kathi is a
long-time friend of IAAP and we very much enjoyed learning about the new tools that make our
jobs easier, and meeting Rich who brought the same message and lots of goodies!

Our community outreach in our short time as a chapter has grown. At Christmas time, thanks to
the generosity of our members, we collected four very large boxes of toys which we presented
to the local Fire Department for their Toys for Tots campaign. Following a presentation by
CORA (Community Overcoming Relationship Abuse), we elected to adopt this group as our
yearly outreach to support with our cash contributions from our monthly benefit drawings as well
as personal contributions from our members. We have also continued to collect and send
books, magazines, toiletries and other requested items to two armed forces units, one in Kosovo
and one in Afghanistan. We are pleased to report that both groups are on their way home now,
and we will continue to send items to their replacement units.

We are very proud of Crystal Springs Chapter, the direction it is taking both professionally and in
the community, and thank the California Division for its support, especially Candace Medina and
AlVerta Harty, who were instrumental in helping us take care of the necessary paperwork and
get things underway! You will hear lots more from Crystal Springs in the coming months as we
continue to recruit and grow!




California Division Annual Report 2008 — 2009

CHAPTER: Fresno, Fresno California

WRITTEN BY: Murphy Jones CPS/CAP, President

Fresno Chapter Theme: Flourish in Excellence - Grow in your Career, Thrive in your Profession and
Enhance through Education.

Fresno Chapter began the year strong, four board members ready to jump in and get moving. In October,
the Vice President resigned for personal reasons and we had a new Vice President step up to the challenge.

Sticking to our theme we began looking for programs that would allow for recertification points and
educational programs for our members. Fresno Chapter members were looking for programs that their
companies would appreciate and stand behind for reimbursement. Fresno Chapter began meeting at a
new type of facility, a public library. The library allowed us to bring in our own food, self set up and was
free, which allowed us to keep the cost to a minimum. With our commitment to offering educational and
exceptional programs we were able to submit and be approved for recertification points for 7 of our 10
monthly meetings.

* August ~ Flourish in Excellence with IAAP
Speaker: AlVerta Harty CPS/CAP, CAM ~ Past CA Division President
Location: Woodward Park Regional Library
* September ~ Financial “Lessons for Life”
Speaker: Don Griffith, Griffith Financial & Insurance Services
Location: Fresno County Office of Education Offices ~ Hosted & Catered by FCOE (free to attendees)
* October ~ Grace Under Fire: Techniques for Maintaining Your Cool When Thing Get Really Hot
Speaker: Tom Sims, Toastmaster
Location: Marie Callender’s Restaurant
* November ~ Employment, Resumes & Evaluations
Speaker: Marissa Christensen, Act-1 Staffing Agency
Location: Woodward Park Regional Library
* December ~ Holiday Party at Old Spaghetti Factory
* January ~ Professional Certification: The Career Advantage
Speakers: Ann Berg, Carol Guerrero CPS, Murphy Jones CPS/CAP and Pamela Eurich
Location: Woodward Park Regional Library
* February ~ Roundtable Discussion & Learning Activities
Location: Marie Callender’s Restaurant
* March ~ Piles to Files
Speaker: Brenda McElroy ~ Organized by Choice
Location: Sunnyside Regional Library
» April ~ People Reading: The Vital Role That Active Listening Plays in Effective Communication.
Speaker: Barbara Murphy CPS/CAP ~ CA Division President
Location: Old Spaghetti Factory
APW Event - multiple sponsor donations for welcome bags and donations for door prizes
* May ~ Strategic Planning for 2009/2010 & Nominations/Elections
Location: Sunnyside Regional Library
* June ~Installation of Board & 65t Birthday Celebration
Location: Woodward Park Regional Library

We have distributed a newsletter “The Grapevine” each month to members, guests and CA Division. The
newsletter gets compliments each month for content, design and educational information.

Page 1
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CHAPTER: Fresno, Fresno California
WRITTEN BY: Murphy Jones CPS/CAP, President

Our Holiday Fundraiser of Chocolate Covered California Raisins was again a huge success. Our profit
assists in sending a delegate to CA Division and in helping secure educational and informative speakers for
our monthly programs. We will again this year be having a Ways & Means table throughout CA Division
offering the Milk Chocolate Covered California Raisins.

We have increased our membership by two since August 2008, a total of 5 new members since May of
2008.

May 1, 2009 Fresno Chapter had the opportunity to be a vendor at the Fresno County Office of Education
5th Annual Support Staff Conference. The attendees to this meeting are the office managers, administrative
staff and other support staff that is the target audience for Fresno Chapter IAAP. This was Fresno
Chapter’s second year participating in the Support Staff Conference. While we have not seen the outcome
and membership we would have expected, awareness of Fresno Chapter and IAAP is significant
throughout Fresno County.

We have had two members sit for the CPS and CAP certifications and look forward to learning their
results.

While some of our board has experienced personal setbacks and has not been able to give completely to
Fresno Chapter, we have persevered and continued to move forward with the plan set forth in July.

In June we will celebrate our 65t year as a Chapter and look forward to 65 more years.

Page 2
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CHAPTER: Golden Gate Chapter

WRITTEN BY: Mary Gayle Thomas CPS/CAP

Golden Gate Chapter has had many interesting meeting topics this year, including Event
Planning, which was held at the new InterContinental Hotel in San Francisco. The catering
manager was the speaker and we had a lovely dinner plus a tour of the hotel. This was our
highest-attended meeting of the year. We also had a very well-attended joint meeting with
Bayline Chapter at OfficeTeam in Oakland on Conducting an Effective Job Search. Some of our
other topics included Disaster Preparedness; Goal-Setting for Admins; Administrative
Compensation Trends; Projecting the Right Image; and a New Member Orientation.

Our Administrative Professionals Day Breakfast featured a former CDM speaker, Mark Lusnar,
PhD, whose topic was “Personal Accountability: Overcoming the Victim Role at Work.” This was
a successful event with 60+ attendees, great goody-bags for everyone, a small vendor fair, and
many door prizes.

While we did get several new members this year, at this time we have a net loss of one or two
members. We're looking forward to working with our new members, coming up with some new
ideas for fund-raising events, and making 2009-2010 a great year for Golden Gate Chapter.
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CHAPTER: Lado Del Rio

WRITTEN BY: Cynthia M. Jones, CAP, President

2008-2009 has been a very tough year for our chapter but as the saying goes, when the going
gets tough the tough get going. With the chapter tasked with hosting the 2008-2009 California
Division Meeting and Annual Educational Forum we needed help. Gratefully, Alice Bowman,
CPS, long time chapter member and past division President took on the challenge of being the
CDM/AEF Coordinator. She has done a wonderful job and | believe it would have been a much
harder task if she had not taken the lead on this event.

On the membership front, needless to say we have had many challenges. Many companies
removed their support for membership dues and event sponsorship and people’s personal lives
were challenged. Lado del Rio suffered a downturn in membership and participation weaned.
However, it is with great pleasure that | inform you, that despite the difficulties of this past year,
Lado del Rio chapter will continue its rich 60+ year history of serving Administrative
Professionals in the Inland Empire for the 2009-2010 year. Our board will be as follows:

President Theresa Schnetz
VP Memberships Joyce Santos
Treasurer Lisa Smethurst

The positions of Secretary and VP Programs are still available. We will be installing officers at
our June 16th meeting.

Respectfully Submitted
Cynthia M. Jones, CAP
President — Lado del Rio Chapter
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CHAPTER: Las Positas

WRITTEN BY: Barbara L. Rambow CPS/CAP

Our year started out strong with 34 members and a full board installed in June. We were
represented both at CDM in Sacramento and at International in New Orleans. In January we
celebrated our 30" anniversary and invited many of our charter members to return for the
evening. The former County Supervisor who spoke at our chartering attended and spoke to us
again about the changes the area has seen. Our charter members described what it was like to
be a secretary back in 1979 ... emptying the boss’ ashtray, mimeograph machines, carbon
paper, and more memories were shared with the attendees.

We set a goal of achieving Chapter of Excellence status. As of May 8, we have two criteria left
to achieve this, and we know we will succeed.

We started the year with 34 members. We are at 49, so that is an increase of 15, or 44%. We
attribute this growth to both our website and our quality programs. We have offered
recertification points at almost all our meetings, which has brought in guests from other
chapters. An average chapter meeting has between 20 and 30 attendees.

We held our annual Bunko fundraiser in April and increased our chapter’s treasury by over
$2,000.

We have a full board ready to step up and take the chapter forward for the next year.

We supported a unit in Afghanistan with Christmas and other care packages and letters. Our
members made blankets and we sent stockings for every member of the unit. We sewed
cooling ties and included them in the care packages.

In May, we participated in Pleasanton’s First Wednesday street fair with a booth selling our
cooling ties. We sent one to a soldier for every one we sold, and encouraged our customers to
write a card to the soldier. A member found some cards online and purchased them for our
customers to use. They were a huge hit and we ended up with 17 cards filled out. Many people
just wanted to send ties over to the soldiers without writing cards.

To help our members achieve Member of Excellence status, we introduced a “Passport to
Excellence” program. Members earned a stamp for various criteria such as attending a
meeting, serving on a committee, bringing a guest, etc.

We had representation at every Northern California Presidents’ Meeting. Those forums
continue to be a valuable resource for sharing ideas and best practices, and helping solve
problems that chapters are facing. We sponsored AlVerta Harty CPS/CAP, CAM as she
presented “Succession Planning as it Relates to Leadership,” and we were able to offer
recertification points to the leaders in attendance.

As | wrap up my third and final year as President, | am truly proud of what Las Positas Chapter

has achieved, and | know that we are here for the long run.
9 (ﬂéa WJ, R/
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CHAPTER: ORANGE EMPIRE

WRITTEN BY: JAN MCGOVNEY, CHAPTER PRESIDENT

Orange Empire Chapter started FY 08-09 with a full Board of Officers, along with many Committee Chair positions filled.
The Chapter also celebrated its 55" birthday in September. OEC member Doris Winters celebrated 50 years of
membership with IAAP® in September. OEC member Barbara Murphy CPS/CAP served on the California Division Board
as President-Elect and assumed Presidency on March 16'2009.

In July, the OJ Bulletin was introduced to replace the OJ Newsletter — it is a newsy letter written by the Chapter President
to members to keep them informed of Chapter news. It's quicker and easier than a complete newsletter. It has been very
well received. Hard copies are mailed to members that do not have email access.

OEC President attended IAAP® International Educational Forum and Annual Meeting in New Orleans in late July as a
Delegate.

Monthly Membership Meetings were held July 2008 through June 2009. Topics included the Fish! Philosophy and
Windows 2007 Tips and Shortcuts. Seven meetings offered one recertification point per meeting for CPS/CAP
recertification. Itis planned the meeting on June 18, 2008 will also offer one recertification point

Our Chapter revised and updated their Chapter brochure and update and keep their website current.

OEC is offering an “Active Member's Training Scholarship” wherein the chapter will reimburse up to $150 to an active
member to receive work-related training. In turn, this member comes back to the chapter and gives a 10-15 minute
presentation of that training. In April, we started our “New Member Scholarship” that gives a new member the funds to
join IAAP and give back to the chapter with their time spent on committee work. One Administrative Professional has
applied for, received and is now OEC’s newest member with this Scholarship.

Our Chapter had a team that walked in the “Race for the Cure” on September 28 2008 and will participate in the MADD
Walk on May 9, 2009.

The Chapter was active in co-presenting the Multi-Chapter Symposium on October 4, 2008. OEC & Bahia Chapter
Presidents attended Los Positas (CA) Bunco fund-raiser on April 25, 2009.

OEC'’s President participated in the IAAP Southern California Chapter Presidents Meetings and Board Members and
some Committee Chairs will attend the May 30 2009, “Succession Training” offered to Southern California Division
Chapters by California Division President Barbara Murphy CPS/CAP.

OEC members will attend the Annual Educational Forum and California Division Meeting on June 5-7 in Riverside,
California.

IAAP® Pathways of Excellence Program has been provided to Chapter Members and their participation will continue to
be encouraged. Our Chapter will evaluate its position to apply for Chapter of Excellence in June.

A CPS study group of 5 members was formed and 2 Chapter Members took the CPS Examination on May 2, 2009.
OEC participated in the City of Orange special events, 3" of July Celebration by selling tickets to the event, Treats in the
Streets Autumn Festival (October 30, 2008) and Tree Lighting Ceremony (December 7, 2008), sold Bates Nuts and

Candies (November ‘08) and held a garage sale (February ‘09) as fund raisers.

Our Chapter continues to support two local non-profit organizations: Women Helping Women (women in transition back
to the work place from battered environments) and Girl's, Inc. (adolescent and pre-teen girls at risk).

Our chapter will remain strong for our members as President-Elect Lorrie Ortiz-Rodriguez will assume presidency for two
years on July 1, 2009.

Thank you, OEC Board Members, for a wonderful and productive year: Lorrie Ortiz-Rodriguez, President-Elect; Rose
Riha CPS Vice-President; Leticia Lopez, Secretary; Teresa Ramirez and Alice Alvarez, Co-Treasurers.




California Division Annual Report 2008-2009

CHAPTER: PALOMAR

WRITTEN BY: Deborah Thorsen, President

Palomar Chapter has survived another year but is still struggling to identity how best to retain
current membership and attract new members. Our current membership is 20 with an average
chapter meeting attendance of 6. The Chapter has recovered from internal conflict but then has
been impacted by the recent economic factors plaguing every facet of business and personal
endeavors.

Considering the negative impact upon the chapter, we did experience some very informative
Chapter meetings:

September 16, 2008

Microsoft Certified Specialist, Dot Raulston I
November 18, 2008

Preparing a “Red File”
December 16, 2008

Business Meeting & Social Dinner
January 20, 2009

Does Your Thinking Limit Your Success, Mark Nicole of Productive Learning and Leisure
February 17, 2009

Open Forum
March 17, 2009

Retaining Employment and/or Job Hunt in a Tough Economy, Aimee Nelson, Office
Team
April 21, 2009

Administrative Professional’s Day Social Dinner

One of our past major obstacles was locating a meeting site. We have been fortunate to have
been offered the training facility at Beckman Coulter. They are well equipped with the proper
audio visual equipment and meeting setup which handles a small or large group.

We are establishing a professional relationship with IAAP affiliates — Office Team, Boston
Market, El Pollo Loco — in utilizing their resources.

We have also recently been approached by potential new members. An infusion of this “new
blood” could assist us in finding and improving our direction — not necessarily quantity, but
quality.

The Chapter has the uniqueness of being home base of a current Division Officer and
International Officer. They are a great assistance in bridging the membership with the next
levels of IAAP.

Submitted May 19, 2009
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CHAPTER: Pasadena Chapter

WRITTEN BY: Maria Gibson CPS/CAP, President

This year has been a busy and challenging year for me and the Pasadena Chapter. It has been very rewarding
personally and professionally. My focus is people -- our IAAP members are the reason we exist. In order to thrive
as an organization and as a leader, the needs of our members need to be met. The economic recession affected
various members. We met their need by offering employment resources and job leads which are of great value to
our members. Good programs retained the interest of our members to continue their membership and volunteer in
chapter committees.

This year we began new programs to develop networking and leadership skills for leadership succession at the
Pasadena Chapter and Southern California Chapters. Below is a summary of accomplishments.

NEW MEMBER ORIENTATION SESSIONS — In November 2008 we began quarterly new member orientation
sessions to familiarize new members on IAAP structure, membership benefits, and committee opportunities. To
date 16 new members attended and half of them are involved in committees.

SOUTHERN CALIFORNIA CHAPTER LEADERSHIP MEETINGS - In September 2008 | began organizing the
Southern California Chapter Leadership Meetings to build relationships, network, share best practices and mentor
each other. These quarterly meetings are well received and we learn so much from one another. The May 30,
2009 meeting will include the new board leaders and committee leaders to expose them to this network/support
available to new leaders. The Bahia, Citrus Valley, Cucamonga Valley, Orange Empire, Pasadena, Valencia
Orange County Chapters will be in attendance at the May 30 meeting. This meeting will be led by Barbara Murphy
CPSICAP, Division President-Elect, and will present Leadership & Succession Planning. | foresee strong confident
leaders developing from these quarterly sessions and the attendance will grow as these meetings are open to all
Southern California Chapter members.

IAAP CERTIFICATION ORIENTATION — May 9, 2009 we held our first IAAP Certification session where 10
individuals attended and 10 others were interested but had conflicts attending the session. A weekly study group
will begin on June 14, 2009 to help individuals prepare for the November 2009 exam. Certification Orientation
sessions will be held May and November of each year going forward.

MARKETING - David Santos CPS/CAP incoming VP of Programs and Michelle Bender CAP current VP of
Programs have been instrumental in advertising our chapter programs on four websites at no cost:
www.ThisWeekinSoCal.com, www.PasadenaNow.com, www.JustPasadena and http://www.pasadena-

chamber.org/.

David Santos and | attend the monthly breakfast meeting at the Pasadena Chamber of Commerce. Our
membership in the Pasadena Chamber of Commerce has opened opportunities to connect with services, sponsors,
prospective speakers but more importantly with potential employers that may be seeking qualified administrative
assistants. Our marketing pitch is--we provide low cost training for administrative professionals.

SOCIAL EVENTS - In the summer of 2008 we began quarterly social events to allow the opportunity for informal
networking to build relationships. The socials open to anyone who interested and provides an opportunity for new
friends to enjoy a group event and eventually become members through a fun experience.

COMMUNITY INVOLVEMENT - In December 2009, we collected non-perishable items, toiletries, backpacks, and
toys and donated it to Union Station in Pasadena.




