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Event Planning – Putting on the Perfect Event 
 

Note from the President 

 

You’ve been selected to plan an event. Each event is different, but there are some 

similarities in the way you can approach the planning process. Follow these tips to help 
you plan and organize that special day.  

1. Get a clear understanding of the purpose of your event. Make sure you know why 

there will be an event and the anticipated outcome.  

2. Set the goals for your event. How many people do you expect? If this is a repeat 

event are you trying to get a larger turnout than last year? Determine what you wish 

your attendees to gain from the event.  

3. Set your event budget. This should be a top priority. How much can you or how 

much are you willing to spend? Will the event produce revenue from registrations? 

Or are you paying for the event by yourself?  

4. Select your date and location. This may involve a visit to another city to view hotel 

and convention space. Plan accordingly. If you need to plan a site visit, will you 

need to take your boss or committee members along with you?  

When you are considering location you will want to keep in mind the following: 

Room capacity, Lighting, Parking, Electrical supply, Phone hook-ups, 

Computer/Internet access.  
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The International Association of 
Administrative Professionals (IAAP) 
and the recently formed IAAP Sioux 

Falls Chapter offer top-notch resources 
to help administrative professionals 

enhance their skills and become more 
effective contributors to their 

employers. 
About IAAP 

FAQ about membership 
Testimonials on the value of IAAP 

Join IAAP Today 

Are you one of those people?  What do I mean by one of those people?  
I mean are you a person who canΩt say no.  If not, wonderful for you!  But I am 
sure that you know those people in your sphere of contacts that are.  They 
are the people that you love to call.  Need two dozen cookies for an event 
tomorrow?  Call Dana, sheΩll do it.  She never says no.  Want something done?  
Ask Dana.  You have heard that busy people get things done.  ItΩs the adage 
that 20% of the people in volunteer organization do 80% of the work. 

CONTINUED ON PAGE 3 

Contents 

Special Interest Articles 

Event Planning  1 
Karen Rollag  2 
Meeting Information 2 
Administrative Prof. Day 3 
Time Commitment 3 
Student Conference 4 
 

Individual Highlights 

Note from the President  1 
Member Spotlight 4 

http://www.iaap-hq.org/membership/benefits.htm
http://www.iaap-hq.org/about.htm
http://www.iaap-hq.org/membership/professional_faqs.htm
http://www.iaap-hq.org/Testimonials_on_Value_of_IAAP_Membership.htm
https://iaap-hq.org/eseries/source/members/cmemberinsert.cfm


 

 
February Speaker – Karen Rollag 

 
 
 
 
 
 

  

 

 

 

 Event Planning – Continued 

  

  

2 

My name is Karen Rollag and I am currently the Executive Assistant to Tami Haug-Davis, CEO 
of Girl ScoutsτDakota Horizons.  We are a Girl Scout council with approximately 15,000 members 
in North Dakota, South Dakota, and parts of Minnesota and Iowa with headquarters in Sioux 
Falls.  Because of the large geography of our council, we do a majority of our everyday business 
on the phone or via video conferencing.  I am the official recording secretary for the board and its 
committees.  A large part of my job is to arrange for meetings of staff, volunteers, and the board 
of directors.  In April, we will bring all of them together for  three-day conference in Jamestown, 
North Dakota.  That is my current preoccupation! 

Previously, I was the Executive Administrator for Lutheran Social Services and before that I 
assisted producers in the Rock County Farm Service Agency (USDA).   Both of these positions 
prepared me well for my professional role as an Executive Assistant in this busy and diverse 
organization.  

I live with my husband Craig on a farm near Beaver Creek, Minnesota.  We have three adult 
children and four grandchildren;  all of whom live in the Twin Cities area.  When I came to Girl 
ScoutsτDakota Horizons, I was able to negotiate a four-day work week which allows us time to 
visit the kids in the cities and in the summer, to spend weekends at our lake home on Lake 
Shetek. 

 

REMEMBER:  If you are new attendee to an IAAP meeting, costs are waived.  Student meeting fees 

are $5, member fees are $10 and non-member fees are $15.   

 

 

RSVP to (605) 978-3595 or 
Pamela.Bolling@sdncommunications.com 

5. Working backward from your selected date(s), set up a project timeline with specific 

tasks that must be accomplished by specific dates. Some of the things you may want 

to make sure that are on your timeline are:  

6. Determine what vendors you will need to work with. These could include, but are 

certainly not limited to: Caterers, Entertainers, Florists, Photographers, Printers, 

Registration Assistants, Audio-Visual suppliers 

Most importantly, be flexible. Realize from the start that not everything will go as 

planned. But in many cases, you will be the only one to know that. At almost every 

event, there comes a time when you can no longer control what happens. You’ve done 

all the planning, made all the preparations. The event will happen, one way or another.  

When you get to that point. Relax and enjoy your work.  

For more great information on event planning, join us for our meeting on February 17.  

Karen Rollag will share her expertise in this area.    

Administrative ProfessionalΩs Day ς April 22 
    April is just around the corner!  It will be a time to celebrate Administrative 
ProfessionalΩs and all they do.  IAAP and Southeast Tech will be sponsoring 
and Administrative ProfessionalΩs day conference.  We are looking for 
fundraising ideas for this event.  Possibly a gift basket raffle to build up some 
of our funds as a chapter.  Think about how you might be able to contribute. 
 
A fundraiser that is sponsored by our 2009 International Convention Host 
Committee.  The costs of the pins are only $5.  For more information, please 
visit the website at http://www.iaap-hq.org/APW/apwindex.htm.   

Deadline for purchase is March 1, 2009. 
 

 

February Meeting  
 

What: IAAP December Meeting,  

When:  Tuesday, February 17 

Where:  SDN Communications 

2900 W. 10th St. 

Sioux Falls, SD 57104 

Next to Sunshine Foods 

5:30 Registration/Networking 

 IƻǊǎ ŘΩƻŜǳǾǊŜǎ ǎŜǊǾŜŘ  

6:00 Presentation:   

 Event Planning 

By Karen Rollag 

Executive Assistant to the 

CEO of Girl Scouts ς 

Dakota Horizons 
7:00 IAAP Business Meeting 

 Call to order 

 Reading of minutes 

 ¢ǊŜŀǎǳǊŜǊΩǎ wŜǇƻǊǘ 

 Fundraising/Admin Prof 
Day 

 Committee Assignments 

 Additional thoughts 

7:45 Adjourn 

Cost of meeting:  $10 members/ $15 
non-members.  If this is your first 

time attending, be our guest! 
Charges waived. 

 

 

http://www.iaap-hq.org/APW/apwindex.htm
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Upcoming Events: 
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I am taking you into my confidence, I am one of those people who canΩt say no.  
It is such a personal flaw.  It got me into trouble at work last week.  Part of my job at 
Southeast Tech is to manage the testing center.  The center is only open two days a 
week generally and I have a proctor that comes in and runs the day-to-day 
operation.  Well, there was a testing deadline for a program.  I opened the center 
extra hours and tried to accommodate as many people as we could.  But then I 
started getting multiple phone calls from students.  They were under the impression 
if they really needed to test and they called me directly, I would open the center just 
for them on my time.  I fell so far behind in my daily work because I couldnΩt say no 
to a student begging, άPLEASSEEEΧhelp me!έ 

In my effort to help others, I buried myself in extra work.  Plus, I fell behind in 
returning phone calls and answering emails.  I need to learn to say NO when saying 
yes will cause difficulty at work or home.  The stress that relates to over committing 
and taking on responsibilities that are not yours can really affect you.  Beware of 
those co-workers whom you would like to help out.  Make sure that you have time 
to offer the assistance.  Make sure that it wonΩt interrupt your job responsibilities.  
And, make sure that your willingness to help wonΩt lead to a long list of additional 
requests. 

My goal is to become a person who will be able to say no politely and firmly 
when I need to.  If this is your weakness as well, practice saying no into a mirror until 
it isnΩt so difficult.  If itΩs not, be kind to those of us suffer this affliction.  By the way, 
does anyone need cookies for an event? - Dana Wohlwend 

There are many exciting opportunities to expand your IAAP network by attending division 
and International meetings right in our own back yard!  More information is on the 
national web site. 

May 15-17 2009 MN-ND-SD Division Annual Meeting 
τKahler Grand HotelτRochester, MN 
July 26-29 2009 International Meeting 

τMinneapolis, MN 

 

IAAP is Like a Box of 

Chocolates 

Name that movie reference… 

Hopefully this finds you 

perusing this newsletter with 

a box of chocolates by your 

side.  If not, refer to the picture 

above and imagine that you 

are partaking of the various 

yummy chocolates.  (Less 

calories!)  Now, how can we 

relate IAAP to a box of 

chocolates?  Look at the 

different shapes and colors in 

the box.  IAAP has members of 

all flavors.  There is a large 

variety of experiences and 

personalities that set us apart 

from each other but somehow 

similar.  And you have the 

option to partake of all of the 

different specialties and 

experiences that the members 

of IAAP have to offer.  Looking 

for a specific talent, you might 

not be able to tell from the 

outside but just ask around.  I 

am sure that someone has just 

the filling you are looking for!  

Remember IAAP can provide 

you with a wealth of 

networking that can meet your 

needs.  (BTW..Forrest Gump) 



 

Name:  Pamela Bolling 
Employer:  SDN Communications/ Membership and Website Chairperson 
 

 What do you enjoy most about your work?  

o  ¢ƘŜ Ŏƻƴǎǘŀƴǘ ŎƘŀƴƎŜΦ  LΩǾŜ ƴŜǾŜǊ ƘŀŘ ǘǿƻ Řŀȅǎ ŀƭƛƪŜΦ  L ŀƳ ǘƘŜ 9ȄŜŎǳǘƛǾŜ !ǎǎƛǎǘŀƴǘ ǘƻ ǘƘŜ /9h ŀƴŘ Ƙƛǎ мн member Executive 

Management team.  TƘŜȅ ƪŜŜǇ ƳŜ ŎƘŀƭƭŜƴƎŜŘ ŀƴŘ ƻƴ ǘƘŜ ƭŜŀǊƴƛƴƎ ŜŘƎŜ ǊŜƎŀǊŘƛƴƎ ǘƻŘŀȅΩǎ ǘŜŎƘƴƻƭƻƎȅΦ 

 What is the greatest challenge in your position?  

o Delegation  --  L ŦŜŜƭ ǘƘŜǊŜ ŀǊŜ ǎƻ Ƴŀƴȅ ƳƻǊŜ άƭƛǘǘƭŜέ ǘƘƛƴƎǎ L ŎƻǳƭŘ Řƻ ŦƻǊ ǘƘŜ 9ȄŜŎǳǘƛǾŜǎΣ ƘƻǿŜǾŜǊΣ ŜŀŎƘ ŀƴŘ ŜǾŜǊȅƻƴŜ ƻŦ ǘhem 

are totally technically empowered and independent simply doing more for themselves regarding conference calls, meeting set 

up and calendaring.   

 What areas would you consider to be among your highest skill level?  

o Lƴ Ƴȅ ǿƻǊƪƛƴƎ ŎŀǊŜŜǊ LΩǾŜ ōŜŜƴ !wΣ AP, Payroll, and Office Manager --  only deciding to blend all the skills into the Executive 

Admin support role about 10 years ago.  My hands-on experience in each of these fields have come into play as an Executive 

Admin more times than not.  

 How do you ǎǘŀȅ ƳƻǘƛǾŀǘŜŘ ŀƴŘ άŦǊŜǎƘέ ȅŜŀǊ ŀŦǘŜǊ ȅŜŀǊΚ  

o  I work for a company that totally supports knowledge.  I am constantly learning new techniques on existing software and 

technology training in the telecommunications field, an amazing thing ς fiber optics.  IAAP conferences are a great tool as well, 

ǘƻ ƪŜŜǇ ȅƻǳǊ ǎƪƛƭƭ ǎŜǘ ƻƴ ƛǘΩǎ ά!έ ƎŀƳŜΦ 

 What are your goals for the IAAP SF Chapter?  

o The sky is the limit.   We just need to get the word out ς Advertise, word of mouth amongst existing members, build the 

membership roles and the IAPP SF will take on a life of its own.  It is the greatest tool the Admin has today.  The only 

organization of its kind toned to the ƴŜŜŘǎ ŀƴŘ ŀŘŘǊŜǎǎŜǎ ǘƘŜ ŎƘŀƭƭŜƴƎŜǎ ƻŦ ǘƘŜ !ŘƳƛƴ ƛƴ ǘƻŘŀȅΩǎ ǿƻǊƪƛƴƎ ŜƴǾƛǊƻƴƳŜƴǘΦ  ²Ŝ ŀǊŜ 

not secretaries any longer ς we are the core support behind the scenes that keeps the wheels on the ŜȄŜŎǳǘƛǾŜΩǎ ǿŀƎƻƴΧ  ¢Ƙŀǘ 

is the message I would like  the city planners ŀƴŘ ŦŀǘƘŜǊǎ ǘƻ ƪƴƻǿ ŀōƻǳǘ L!!tΧ ǘƻ  get behind their administrative teams and 

support them in eǾŜǊȅ ŀǎǇŜŎǘ ƻŦ ǘƘŜ L!!tΦ  ά{ǳǇǇƻǊǘ ǘƘƻǎŜ ǿƘƻ {ǳǇǇƻǊǘ ȅƻǳέΧΗΗΗΗ 

 Tell us about what you do when you are not working?  

o I attend to Red Hatter Matters and support the LSU Tigers and MN Vikings football teams  every chance I get.  My sister and I 

are caregivers to our mom, who lives with us.  I love to garden ς flowerbeds, watching the new spring plants pop out after 

ōŜƛƴƎ ǎƴƻǿ ŎƻǾŜǊŜŘ ŦƻǊ ƳƻƴǘƘǎΧ  ŀƳŀȊƛƴƎΧΗΗΗΗ ς L ŀƳ ¢ŜȄŀƴ ōȅ ōƛǊǘƘ ōǳǘ {ƻǳǘƘ 5ŀƪƻǘŀƴ ōȅ ǘƘŜ ƎǊŀŎŜ ƻŦ DƻŘΦ   L ƻƴƭȅ ǿƛǎƘ LΩŘ 

moved here 30 years ago.  I am working on ridding myself of my TX drawl ς ǎƻ άȅŀΩŀƭƭέ ǿƛƭƭ Ƨǳǎǘ ƘŀǾŜ ǘƻ ōŜŀǊ ǿƛǘƘ ƳŜ ƻƴ 

ǘƘŀǘΧΗΗΗ 

 

 19th Annual IAAP Student Conference Submitted by 

Yvonne Arendt 

 
 

 

 
Member Spotlight 
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IAAP – 

Membership/RSVP 

2900 W. 10th St. 
Sioux Falls, SD 57104 
(605) 978-3595 
Pamela.bolling@sdncommunications 

Excellence in Action 

Find us on the Web: 
www.iaap-siouxfalls.org 

This is our 19
th
 year for the Annual Conference for Current and Future Administrative 

Professionals ï also known as the Student Conference. This year we are asking you 
for your support of the Student Conference and this can be done in several ways. 
 

 Financial support - for door prizes or pay the honorarium of a speaker, etc. 

 Promote, promote, promote 

 Attend the conference so our students have networking opportunities and a 

chance to talk to professionals in the field (this is their number one request on 

our evaluations year after year) 

The date is Friday, March 27 at the Reserve in Plymouth, MN. Our program line up is 
 

 Resume Writing and Interview Tips ï Office Team 

 Global Etiquette ï Debi Cain Rivord 

 Generations in the Workplace ï Val King. 

There will also be Avery sample packets to leave with. Typically this one day event is 
worth at least 5 recertification points. It also includes breakfast, lunch and breaks. All 
this for $40 for students, $65 for members and $90 for non-members. 
 
(This conference would be an excellent opportunity for the Sioux Falls Chapter to visit 
another chapterôs event and support them.  Also, the topics are very current and 
valuable.  If you are looking to expand your network to the Minneapolis area, take in 

this event!     - Dana) 

LET OTHERS KNOW 
ABOUT IAAP! 

KEEP OUR CHAPTER 
GROWING! 


