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Excellence In Action  

Kristi Rotvold CPS/CAP 
MN-ND-SD Division President  

I am so excited for the 2008ï09 year and am looking 
forward to the changes happening in the organization to 
promote the career-minded professional. As 
International President Barb Horton CAP stated in her 
address at the 2008 International Convention, ñThe 

Pathways to Excellence is a good example of this change in focus. By 
creating a consistent level of measurement across each level of the 
organization, members make the effort to attain excellence in ten specific 
and aligned areas. The result will be members who are better equipped to 
take on challenges and opportunities in their workplace and their personal 
lives as well as within IAAP.ò 

The ten criteria areas are as follows: 

Á Certification  

Á Commitment  

Á Communication  

Á Education and Training  

Á Fiscal Responsibility 

Á Leadership Development and Roles 

Á Marketing, Research, and Community Outreach 

Á Programs and Participation  

Á Recruitment and Retention  

Á Strategic Planning 

 Our goals for the Division are to help you become Members and 
Chapters of Excellence; more information about the International program 
and the Division incentive program can be found on pages four through six. 
I will be in touch with updates to the chapter presidents; my goal is to send 
updates one to two times a month, depending upon what is happening. We 
will also be having conference calls periodically with the executive board 
and the chapter presidents. All members are invited to e-mail me with 
questions, concerns, or ideas of excellence at klr3025@hotmail.com  or 
kristi.rotvold@meritcare.com . 

 Working together, we can achieve great things, and I look forward to 
working with each of you and your chapters to achieve excellence in 
2008ï09!  

 

 

 

 

òThe secret of joy 

is contained in 

one word ð

excellence. To 

know how to do 

something well is 

to enjoy it!ó 

ð Pearl S. Buck  
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Valerie S. King CPS/CAP, 
Rochester Chapter, 
Elected International 
Director, Northwest 
District  
Congratulations to MN -ND-SD 
Divisionôs own Valerie King (third 
from right) on her new role 
representing the Northwest 
Distri ct! Director King can be 
reached at 507-255-4757 or 
vking@iaap-hq.org for member 
questions or feedback. 

Laura Zacharda -Jones CPS/CAP, 
Rochester Chapter, Honored As 
Runner-up For 2008 OfficeTeam 
Administrative Excellen ce Award  
Laura Zacharda-Jones (second from right),  
2008ï09 president of the Rochester Chapter, was 
recognized as a runner-up for the 2008 
OfficeTeam Administra tive Excellence Award, 
presented annually to an administrative 
professional who demonstrates a commitment to 
leadership, education and operational efficiency. 

 

South Suburban Chapter President  
Dee Moy Brought Onstage During 
Monday Business Session 
The speaker at the Monday business session, Simon 
T. Bailey, brought members onstage during his 
presentation to share personal insights gained from 
his address, including Dee Moy (second from right), 
president of the South Suburban Chapter. Read her 
first -hand account of the experience on page three. 

2008 IAAP International Convention Highlights  

mailto:vking@iaap-hq.org
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2008 MN-ND-SD Division Fall Conference ; October 3 ð5, 2008  

Dee Moyõs Kick-It -Up-A-Notch Experience (continued from page 2)  

During the Monday morning business session, Simon T. Bailey, author of Kick-It -Up-A-
Notch, was the keynote speaker. Simon challenged all of us to refuel, reevaluate and reinvent 
the way we think of ourselves and our lives. He encouraged us to embrace a fresh new 
perspective by letting go of the past. We are all diamonds in the rough, and he asked us to let 
our brilliance shine.  

We did an exercise in which we looked at the family, career, emotional, mental, wellness, 
social, financial and spiritual parts of our lives to see how our lives balanced out. He asked 
all of us to rate where we were in each of these areas on a scale of 0 to 10ð with 0 -2 being 
cloudy and dull; 3 -7 somewhat brilliant; and 8-10 extremely brilliant.  He then asked for 
volunteers to come to the stage and let everyone know, ñWhat area I am going to work on 
first and why!ò, and I was selected. 

I felt that I needed to work on wellness first, and explained that my husband and I hav e 
been talking about our need to get healthier. I shared that my husband, who is a diabetic, 
has said jokingly that one of the reasons he married me was because I was much younger 
than he and that I would be able to push him around in his wheelchair when he is older. I 
then told the audience that I have informed my husband that the only place I was going to 
push his wheelchair was into a corner, and I was going to go out and have fun without him. 
So my husband and I have agreed to work together on getting healthy so we can go out and 
have fun together . Thank you, Simon, for energizing me to get this off the ground now!  

ongratulations to Diane 
Dockter  on her achievement as a 
2007ï08 Distinguished Chapter 

President! Under Dianeôs leadership, the 
Red River Chapter exceeded their 
membership growth goal and ended the 
year with 41 members. Diane is pictured 
front and center, along with the rest of 
the 2007ï08 Chapter Board members. 
Red River Chapter keeps on rockinô! 

Make plans now to attend the MN-ND-SD Divisionôs fall conference at Thumper Pond 
Resort in Ottertail, MN! Thumper Pond offers spacious suites with hotel amenities in a north 
woods resort environment in which jeans are welcome attire for all events. 

The $65 member registration rate provides a high return on investment with three 
seminars designed to help you achieve excellence in both your professional and personal 
lives, as well as an opportunity to interact with your peers during the busin ess session; and 
network while enjoying four group meals. Visit www.iaap-mnndsd-division.org  for more 
information ; credit card payment will be available at www.org-web.com/divisionmeeting/ . 

As an added bonus, two conference attendees will be drawn to receive a free copy of the 
first two books announced by International President Barb Horton CAP as part of he r 
twelve-month book club! Read more about the IAAP book club and series of discussions at 
http://www.iaapnet.org/default.aspx?pid=5657 .  

C 

http://www.iaap-mnndsd-division.org/
http://www.org-web.com/divisionmeeting/
http://www.iaapnet.org/default.aspx?pid=5657
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Excellence In Action  (continued from page  1) 

Becoming A Division Of Excellence!!  
As a d ivision, we will lead the way for the Chapters and Members of Excellence . We 

need to attain a minimum of fourteen  out of nineteen  criteria:  

1. Seventy -five percent of the chapters offer programming that award s 

recertification points   

2. The division annual meeting offers a minimum of three recertification points   

3. Twenty percent of the members in the division must hold the CPS and/or CAP 

certification; and the division recognizes new certification holders and those who 

recertify   

4. Sign the on -line Division of Excellence Commitment agreement   

5. Publish a minimum of four newsletters/e -newsletters and participate in the IAAP 

Web Community   

6. Provide leadership training for chapter and division leaders which emphasizes 

the development of a ch apter  business (strategic) p lan and succession p lanning   

7. Create and maintain an annual budget; provide a quarterly financial statement 

to the chapter presidents; and submit the annual audit report to the international 

treasurer   

8. Maintain a full slate of di vision officers 

(minimum four offices); 100 percent of the 

chapters must submit their new officers 

and chair listing to HQ by July 1; and the 

division must submit their new officer and 

committee chair listing to HQ by July 1   

9. Maintain chairmen for the Bylaws, 

Certification, Education  and Membership 

Committees  

10. Division member(s) serve on an 

international committee or serve on the international board of directors or as an 

RTF trustee   

11. President -Elect attend s the Incoming Division Presidents Conference   

12. Send a delegate or submit a proxy to the International Convention and 

Education Forum   

13. Submit a completed application for the Avery Chapter and Division 

Achievement Awards Program   

14. Sixty percent of the chapters submit a completed application for the Avery 

Chapter and Division Achievement Awards Program and/or the Award for 

Excellence Program   

15. Ninety percent of the chapters have a minimum of fifteen  members   

16. Sustain a net inc rease in membership of 8  percent   

17. Retain 90  percent  of the chapters within the division and attain a membership 

retention rate of at least 75  percent   

18. Sustain an increase of at least one new IAAP p rofessional c hapter or one new 

student chapter   

19.  Establish a division business (strategic) p lan; conduct a minimum of one business 

(strategic) p lanning session; and, conduct a member interest/satisfaction survey   

"Excellence is to do a 

common thing in an 

uncommon way." 

Booker T. Washington  
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Excellence In Action  (continued from page  4) 

Growth Program Set Out By International For 2008ð09 
International Theme Pin : A member who sponsors a new member  will receive the 

2008ï09 Inte rna tional Theme pin.  

New Chapter Builder Pin : The key builder of  a new IAAP chapter in 200 8ï09 will 

receive the New Chapter Builder pin.  

New Student Chapter Builder Pi n: The key builder of a new student chapter in 2008 ï

09 will receive the New Student Chapter  Builder pin.  

Recruit 5 Rewards Program : A member who sponsors five  new members (not 

transferring members) in 2008 ï09 will receive a  $25 gift card.  

Recruit 10 Rewards Program : A member who sponsors ten  new members (not 

transferring members) in 2008 ï09 will receive  a $50 gift card.  

Recruit 15 Rewards Program : A member who sponsors a minimum of fifteen  new 

members (not transferring members) in 200 8ï09 will have o ne year of in ternational, 

chapter  and division member dues paid by IAAP.  

IMPACT Competition  

The top ten IAAP  chapters that conduct an IMPACT meeting from July 1, 2008 , 

through May 31,  2009, and sustain the highest per cent of net growth from their 

IMPACT meeting will each  receive $175. Cha pte rs must send their  IMPACT invitation 

along with an official entry form to Headquarters.  Invitations and entry form must be 

receiv ed at Headquarters no later than June  15, 2009. New members and transfers 

must join the c hapter within one month from the date of  the IMPACT meeting.  

Submit only one IMPACT meeting entry for this contest period.  

Monthly Recruitment Program  

The top three chapters that recruit the most new members each month in the 2008 ï

09 year  will receive $100  each. Chapters can win all twelve  months: Membership 

applications with  payment must be received prior to the last business day  of each 

mon th and a t least six new  members must be recruited.  

Build a Chapter Program  

Any c hapter that sponsors a new IAAP chapter or student chapter in the 200 8-09 

year will  receive $150.  

Individual and/or chapter ties will be determined by a drawing.  

 

 
"Working together, ordinary people can perform extraordinary feats. 

They can push things that come into their hands a little higher up. A 

little farther on towards the heights of excellence ." B.J. Marshall  
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2008 ï 2009 Performance Recognition Awards  

Minnesota ï North Dakota ï South Dakota  
Division, IAAP  

To be eligible for an award, complete one form for each category 
and/or new member recruited. Drawings will be held during the 2009 
Annual Meeting. You need not be present to win. Forms must be 
received by May 15, 2009 . 

E-mail completed forms to Kristi.rotvold@meritcare.com  or mail to 3025 N. 10 th  St. #302, Fargo, ND  58102  

 

Member Name:               

Address:                

City:            State:         Zip Code:        

Phone:           Chapter:            

I am submitting application for (check one):  

 Recruitment Award ï Any MN-ND-SD Division member who recruits a new member between 
July 1, 2008, and April 30, 2009,  will be entered into a drawing for $50.  

 Name of new member recruited:                   

 New Membership Award  ï Any new member joining  at the chapter level or member-at-large joining 
at the division level between July 1, 2008, and April 30, 2009 , will be entered into a drawing for $50 . 

 New member:             Date joined:        

 Membership Award  ï Any member renewing and paying their dues in full before their due date 
between July 1, 2008, and May 15, 2009, will be entered into a drawing for $50.  

 Member:                  Date renewed:        

 Member of Excellence Award  ï Any member attaining and completing the on -line award criteria  
for Member of Excellence: by February 1, 2009, for two chances; and by May 1, 2009, for one chance 
for a drawing for $50.  

 Member:           Date Member of Excellence:        

 Chapter Excellence Award  ï Any chapter achieving eleven of the nineteen award criteria by  
April 30, 2009 , will be entered into a drawing for $100.  

 Chapter:          Criteria achieved and form submitted:         

 Chapter Strategic Plan Award  ï Any chapter creating or revising their chapterôs strategic 
plan/ business plan by April 30, 2009 , will be entered into a drawing for $100.  

 Chapter:          Date achieved and plan submitted:         

mailto:Kristi.rotvold@meritcare.com
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Sioux Falls Chapter  

 

Attendees L to R: Interim Secretary Stephanie Becker CPS; Interim President 
Dana Wohlwend; Kellie Peters; Debra Tiezsen; Pamela Bolling; Kris tine 
Rogotzke; not pictured, MN -ND-SD Division President-elect Joan Gatzmeyer 
CPS/CAP 

The Sioux Falls Chapter held a combination social and business meeting 
on August 21 during which the meetings and programs for 2008 were 
planned, and many ideas for public relations and member recruitment 
were discussed. Due to the loss of a member, the interim chapter has not 
yet chartered, but the group left energized with the goal of chartering in 
early 2009!  

If you have any Sioux Falls contacts for potential membership, please 
contact Membership Chair Pamela Bolling at 
pamela.bolling@sdncommunications.com. 

 

BBoowwlliinngg  WWiitthh  TThhee  SSttaarrss!!  ((NNoorrtthh  SSttaarrss,,  TThhaatt  IIss))  
When : Sunday, September 14 , Noon to 2 p.m.; Registration begins at 11:15 a.m. 

Where : Park Tavern, 3401 Louisiana Ave, St. Louis Park, MN 

What:  North Star  Chapter  of IAAP invites IAAP members, friends 
and family  for a fun get together to help support the North Star 
Chapter, interact with other IAAP members, and introduce 
others to the benefits of IAAP 

Cost:   $20.00/per person for up to 3 games of bowling, shoes and 
appetizers; Drawing tickets for baskets and other prizes will be 
available at $1/ticket  

Pre-registration is requested, and advance payment is preferred; please make checks out to North 
Star IAAP and mail to Jen King, 4859 Stoneridge Drive, Monticello, MN   55362 

To pre-register, or for more information about this event, please contact Interim Treasurer Jennifer 
King at jking@gkservices.com.  

Chapter  
Builder  

Update  

mailto:pamela.bolling@sdncommunications.com
mailto:jking@gkservices.com
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The Certification Committee  has already been busy this year. Congratulations 
cards have been mailed to two CPS recipients, fourteen CAP recipients and nine 
individuals who recertified. Congratulations to all of you! As of August 5 , there are 
three chapters holding study groups: City of Lakes, Red River and Skyway. You will 
find information below for each group.  

CITY OF L AKES :  We are offering full -fledged, somewhat intensive classes in 
preparation for the exams. We finished the Office Administration class in Ma y, and we 
will be starting the Management class on September 8, 2008. We meet on eight 
consecutive Mondays at Buffalo Wild Wings corporate office , and the cost is 
$200/class. Contact Jennifer DeJong at jennifer.d ejong@ge.com to request a copy of 
the brochure for this study group.  

RED R IVER :  A group of people are studying for the CPS to take the test this 
November, and starting August 25, some people are joining in to take the test in May 
(we will be starting a new book at that time). Currently, we have a conference call 
that starts at noon every Monday (except holidays) and several people 
who meet at the home of Barb Garaas after work on Mondays also . An hour 
is set aside, but we usually finish before the hour is done. There are several people 
who are going to take the CAP in November and are meeting at Barbôs home (Fargo, 
ND) on Thursdays after work to study that book.  

If anyone outside the Fargo/Moorhead local calling area is interested in studying with 
us, a conference call bridge is available for up to five callers, but the long distance 
charges would be at the cost of each participant; cell phones are another option. For 
more information, contact Barb Garaas at 218-284-5704 (work); 701-234-
1898 (home); or 701-306-8915 (cell). 

SKYWAY : On August 7, we started a teleconference study g roup  for the CPS 
November 2008 exam, and anyone in the IAAP MN -ND-SD Division is welcome to 
join!  Roll call is taken for each meeting; you are not required to attend every weekly 
meeting, but it may be to your benefit to do so. Questions are brought up and 
discussed that will help explain some of the things you may get stuck on. 

Our meetings will mostly be held on Thursdays, 11:30 a.m.ï12:30 p.m. Due to the late 
start with this stu dy group, we are going to aggressively go through the CPS books, 
using the following format:  

Á Participants are expected to have read the materials for the week prior to the study 
group session. 
Á The format of the study group will be a combination of textbook  review, Q&A and 

completion of practice tests. 
Á Twenty-five-point practice tests are included in the textbook following each chapter, 

as well as a 100-point practice exam at the end of each of the three textbooks. 

Conference call in # 888 -563 -1986; Code: 61 23368218. Please call or e-mail 
Sharon Ogg CPS/CAP at 612-336-8218, if you are interested in joining  the group. 

  

mailto:jennifer.dejong@ge.com
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Membership  Flash!  

MN -ND -SD Division dues 
will be waived for all new 

members joining in October 
2008; and dues are waived 
for  new  student  members  

joining throughout  the 
entire 2008 ï09 year!  

Questions?  
 Contact  L inda Dahlquist CPS/CAP, 
Division Membership Team Lead, at 

linda_d5685@hotmail.com  

The Division Bylaws and Standing Rules Committee  has been busy over the 
summer months reviewing many of the chaptersô bylaws and standing rules. I want to 
thank Joan Gatzmeyer CPS/CAP who prepared and presented the bylaws section at the 
Leadership Training on June 21 in St. Cloud, MN. It is an excellent resource manual which 
has a lot of good information about bylaws in it and should be referred to by all chapter 
presidents and chapter bylaws chairs. Also, the model chapter bylaws and standing rules 
should be referred to when revising your chapterôs bylaws and standing rules. 

We want to remind the following chapters that their bylaws and standing rules are 
up for their four -year reviews this year:   

Á Detroit Lakes  

Á Katoland (already submitted)  

Á Minn-Arrow  

Á Rochester (already submitted)  

Á Sakakawea 

Á SouthWest Met ro 

If anyone has any questions about four-year reviews or anything about bylaws and 
standing rules, please be sure to let us know. 

Thank you, 

Char Wilkinson CPS, Team Leader; ca.wilkinson@comcast.net 
Joan Gatzmeyer, CPS/CAP, Member  

 

 

mailto:ca.wilkinson@comcast.net
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Proofreading Primer  by Joan Gatzmeyer CPS/CAP 

Some of the most commonly observed grammar, punctuation and word usage errors, and the corresponding 
recommendations based on the consensus of a variety of writing resources and style guides, will be shared in a 
series of articles. Your company, however, may have its own style guide with a different rule, and you are 
advised to consult that when producing documents at work. 

Capitalization of titles:  Professional, civic, military, religious or family titles are capitalized when 

preceding a personal name, such as Mayor Rybak or President Rotvold, but they are not capitalized when used 
following  the personôs name or as a general term without a name. 

Correct:   
C Kristi Rotvold CPS/CAP, division president, will conduct the meeting.  
C The president of the division will conduct the meeting.  

Not Correct:  
D The President of the Division will conduct the meeting. 
D She has submitted her nomination for Vice President. 

Dates: Always use Arabic numbers, not ordinals, to write dates. Do not use st, nd, rd , and th after the number 

even though they may be pronounced when speaking the date. I f the year is included with both the month and 
day, it is set off with commas both preceding and following the year. 

Correct:  
C The committee is meeting on September 16 to discuss the upcoming event. 
C Our next meeting will be held on September 16, 2008, and the topic is planning. 
C Our conference is scheduled for October 2008. 

Not Correct:  
D Our group is meeting on September 16th to discuss the event. 
D Our conference is scheduled for October 3rd to 5th 2008 and will be very educational. 

Additionally, IAAP headquarters staff issued style guidelines recommended for chapters and divisions 
to use in producing printed IAAP materials. Although these may differ from those you use for business or 
personal purposes, employing them for IAAP materials will aid IAAPôs efforts to foster a consistent brand and 
image. The IAAP guidelines and examples include: 

¶ All body text should be justified (not ragged left or right)  

¶ Do not skew or otherwise distort letterforms (the original form of fonts)  

¶ No more than three font families per piece 

¶ Do not use all capital letters for emphasis 

¶ All applicable parts of the OfficePro IAAP style guide should be observed: 
o Use one space after an emdashð none before! 
o Web browsers go to websites , use Outlook for e-mail (website is are one word, no caps; e-mail has a 

hyphen, no caps) 
o All Words In A Headline Are Capitalized  
o IAAP HQ is in Kansas City, MO (all states and provinces abbreviated with two capital letters, no 

punctuation. Comma between city and state.) 
o Leave first paragraph flush; indent following paragraphs  
o Jennifer Mead CPS  works in Certification (no commas before degrees or certification)  
o Rainbows are composed of seven colors: red, yellow, green, blue, orange, indigo and 

violet.  (no comma before the conjunction setting off the last item of a list.)  
o Numbers are writt en out up to and through twenty and at the beginning of a sentence. 
o IAAP is comprised of entities at the international, division and chapter levels. However, 

work is continuing at the International Headquarters and in the Savannah Chapter.  
(Proper names are capitalized, not adjectives.) 
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The MN-ND-SD Division has participated in the 
past three State of the 
Industry events offered by 
Meetings: Minnesotaôs 
Hospitality Journal . The 
publication invites anyone 
involved in the planning of 
meetings and events to 
participate in this yearôs 

survey. Survey results will be presented at the 
2009 State of the Industry Event on February 3, 
2009, at the Westin Edina Galleriaðwhich 
opened this month. 

Each survey participant receives $10 off 
admission to the annual event and is entered into 
a drawing for a weekend getaway. The survey 
closes September 30, 2008, so check it out soon 
at www.mn-meetings.com or via the link at 
www.iaap-mnndsd-division.org , and mark your 
calendar for February 3! 

 

 

MN -ND -SD Division Executive Board  

President Kristi Rotvold CPS/CAP  P-E Joan Gatzmeyer CPS/CAP 
Kristi.rotvold@meritcare.com  joang@hdgi1.com  

Secretary Brenda Jindra  Treasurer Fe Mahler  CPS/CAP  
bdjindra@charter.net  femahler@comcast.net  

I have written many thank 
you's to the chapters and to 
individual members, but I 
know I have missed some of 
you. I want to say I sincerely 
appreciate all of your cards and 
words of sympathy you sent 
during the time my husband 
passed away. I've had many 
tough days and moments, but 
knowing I have all of you who 
care has been helping greatly. 
Thank you from the bottom of 
my heart. 

Barbara Lee CPS/CAP 
President, Red River Chapter 

 

MN-ND-SD Notes is a 
publication of the 
MN-ND-SD Division of 
the In ternational 
Association of 
Administrative 
Professionals. 
Inquiries: Contact 
Editor Joan 
Gatzmeyer CPS/CAP 
at 763-225-8624 or 
joan@rivord.org. For 
more information 
about IAAP®, visit 
www.iaap -hq.org and 
www.iaap -mnndsd-
division.org.  

http://www.mn-meetings.com/
http://www.iaap-mnndsd-division.org/

