
Radisson Hotel and Conference Center 

3131 Campus Drive    Plymouth, MN 

763/559-6600 
 

Members At The Door $25.00   Members Using PayPal $26.25 

Guests At The Door $28.00   Guests Using PayPal $29.25 
 

Registration deadline is Friday, September 5, 2008.  
 

Registration deadline is Friday, September 5, 2008.  In the event you become unable to attend, cancellations must be 

received by Monday, September 8.  No shows will be billed for the registration fee.  If you have any questions, please 

call Debi Cain-Rivord at 952/848-6302. 

A U G U S T / S E P T E M B E R  2 0 0 8  

INS ID E THIS  

ISSUE:  

Your Network In 

Action  

2 

Congratulations to 

Heather Kolstad  

3 

Birthdays  3 

2008-09 Committees  4 

Anniversaries  4 

Bowling With The 

Stars 
5 

Congratulations  6 

Are You A High -

Tech Trendsetter?  

7 

Upcoming Voyages  7 

  

  

  

  

  

  

  

  

Next Port of Call 

The Charter 
T H E  O F F I C I A L  N E W S L E T T E R  O F  T H E  T W I N C I T I E S  W E S T  C H A P T E R  O F  I A A P  

Thursday, 

Sept. 11, 2008 

5:30 - 8:30 

p.m.  

Public Speaking 

Fear?  Seven 

Antidotes for 

Pressure-Less 

Presentations  
Presented by Keith 

Hardy, Toastmasters 

International 

 

The last time you were asked to give a 

presentation at work or in your 

community life, did you: 

 

A) Jump for joy? 
B) Say òOKó and mumble unprintables 

under your breath? 

C) Freak out!? 

 

No matter what answer you 

choose (but especially if you choose òb 

or có) this seminar is for you. For 18 

years Keith Hardy has been teaching 

people to feel more comfortable when 

itõs their turn to give a presentation. 

Keithõs experience comes through 

Toastmasters International and serving 

as a teacher and trainer. 

 

Professionally, Keith works as a project 

coordinator in the Information 

Technology department at Target 

Corporation where he uses his 

organization and leadership skills to help 

managers with IT project management 

from beginning to conclusion. Keithõs 

career path includes technical writing 

and editing, corporate communications, 

training and curriculum design. 

 

Keith will share many of the techniques 

he uses to create his speeches and 

presentations and that he teaches in his 

class entitled òPublic Speaking Fear? 
Seven Antidotes for Pressure-Less 

Presentations.ó (Keith comes highly 

recommended by the Skyway Chapter!) 
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CABIN CREW  

Captain:   

Debi Cain -Rivord CPS/CAP  

 (President)   

' 952/848-6302 

8 debi-cain@rd.nestle.com 
 

1st Officer:   

Catherine (Katie) Lecy  

(President-Elect - Interim)   

' 612/308-6047  

8 katielecy@hotmail.com 
 

1st Mate:   

Genista K. Park  

(Vice President)  

' 952/545-3797  

8 parkg@fireside.com 
 

Purser:   

Kimberly Stuber  

(Treasurer)  

' 952/912-5648   

8 kstuber@gkservices.com 
 

Assistant Purser:   

Diane K. Schmidt CPS/CAP  

(Treasurer Elect)  

' 763/522-0698  

8 dschmidt@deltak.com 
 

Ships Log:   

Shaun M. Freeburg CPS  

(Secretary)  

' 763/424-4711  

8 shaunfreeburg@yahoo.com 
 

Navigator:   

Kathy Hincher CPS  

(2nd Year Director At Large)   

' 763/488-6875  

8 Kathy_hincher@archway.com 
 

Navigator:   

Kaye Park  

(2nd Year Director at Large)   

' 763/315-2247  

8 kaye.park@upsher-smith.com 
 

Navigator:   

Michelle Van Stone  

(1st Year Director at Large)   

' 763/315-2275  

8 michelle.vanstone@upsher-smith.com 

Your Network In Action 
A few weeks ago, Janet Raatikka 

contacted TCW chapter member Joan 

Gatzmeyer CPS/CAP to see if she 

could recommend a hotel or other 

venue that offered video conferencing 

services.  Joan sent Janet some 

information, then forwarded Janetõs 

request to all TCW chapter members, 

using the easy networking tool on our 

chapter website.  Itõs a great example 

of how we can easily network with 

other admins, and we wanted to share 

excerpts from Janetõs follow-up 

message with you! 

 
Good morning, 

 

I thought that it was about time for 

me to pause and send a thank you 

email to all of you. 

 

When I contacted Joan Gatzmeyer a 

couple of weeks ago, to find out if she 

knew of a video conference location 

for our Summit, I had no idea I would 

receive the response that I 

did.  Everyoneõs quick replies 

produced many wonderful 

suggestions! 

 

Our video conference needs turned 

out to be a bit more complicated than 

we had anticipated but I found the 

Radisson Hotel in Plymouth to be the 

perfect site.  Their IT director, Zach 

Miller, and their video conference 

capabilities turned out to be a winning 

solution for us.  The food was 

wonderful and everyone in our group 

was impressed and thrilled with their 

service.   

 

If any of you need to utilize video 

conference for a meeting, you can 

contact Dennis Laufersweiler, 

Director of Catering & Conference 

Services, for assistance. 
 

Dennis Laufersweiler 

Director of Catering & Conference 

Services 

Radisson Hotel & Conference Center 

3131 Campus Drive 

Plymouth, MN  55441 

Ph: 763.559.6298 

Fax: 763.559.1053 

dlaufersweiler@rhccmeetings.com 

 

Thanks again for everyoneõs help; 

wishing you all a safe summer. 

 

Kind regards, 

Janet Raatikka 

TwinCities West òNo Showó Policy 
Just a reminder that òno showsó will be billed for the monthly fee unless canceled prior to the 

reservation deadline stated on the reservation RSVP (usually the Friday prior to the meeting). 

 

We understand that òlife happensóé especially in our line of work!  Sometimes registrants are not able 

to make it at the last minute.  However, the hotel still requires payment for your meal, whether or not 

you are there.  For this reason, we must collect from you if you are unable to attend at the last minute.  

(You will receive a receipt upon request if needed for tax or expense reimbursement purposes.)  

 

Your help and understanding is truly appreciated.  If you have any questions, please contact any board 

member. 

mailto:dlaufersweiler@rhccmeetings.com
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JULY  

B IRTHDAYS  

  4  Marie Divine 

  8  Annette Greer CPS/CAP 

19  Kaye Park 

22  Pat Henderson 

31  DJ Herbert 

 

AUGUST  

B IRTHDAYS  

  5  Lori Mortek 

  6  Angie Johnson CPS/CAP 

11  Laura Green-Johnson 

15  Vicki Orwick 

21  Heather Kolstad 

25  Lynne Johnson 

Karolynn Olson 

 

SEPTEMBER 

B IRTHDAYS  

  3  Shannon Noll 

  6  Susan Foreman 

  8  Shaun Freeburg CPS 

  9  Staci Brady 

14  Kay Rittmiller 

19  Debbie Martin 

19  Carolyn Nelson CPS/CAP 

21  Michelle Martenson 

If we missed your birthday 

or anniversary, we 

apologize and ask that you 

enter your info into the 

ñMembers Onlyò area of 

our website for inclusion 

in the future issues of 

ñThe Charter.ò 

Congratulations to TwinCities West Member Heather Kolstad on Minnesota 
Jaycees Award! 
 
TwinCities West member, Heather Kolstad, wears another hat outside of her 
position at Meristem and involvement in IAAPτshe is the 2008 conventions 
program manager for the Minnesota Jaycees. At the Spring All State convention 
in May, Heather was awarded Gold Program Manager of the Quarter for doing 
such a fantastic job putting that convention together and for her continuing 
efforts for the next two conventions. 
 
Every year, there are three Minnesota Jaycees conventions (similar to IAAP 
conferences), including Spring All State in May; Fall All State in September; and 
Annual in January, each of which draw approximately 200 people. Heather and 
ǘƘŜ .ƻŀǊŘΩǎ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǾƛŎŜ ǇǊŜǎƛŘŜƴǘ ŀǊŜ ŎƘŀǊƎŜŘ ǿƛǘƘ ǘƘŜ ǘŀǎƪ ƻŦ ǇǳǘǘƛƴƎ 
these three conventions together. Their gamut of duties includes: 
 
ü ¢ƻǳǊƛƴƎ ǘƘŜ ŦŀŎƛƭƛǘȅ ό/ǊŀƎǳƴΩǎ ƛƴ .ǊŀƛƴŜǊŘ ǿŀǎ ƛƴ aŀȅ ŀƴŘ IƻƭƛŘŀȅ Lƴƴǎ ƛƴ 

Alexandria and Austin for upcoming conventions), meeting with the 
conference manager, going through the agenda and deciding what happens 
where and when, and working with the conference manager up to and 
during the event with room set-up needs and other questions as they arise.  

ü Promoting the convention through Yahoo groups letting members know 
ǿƘŀǘΩǎ ƘŀǇǇŜƴƛƴƎ ŀǘ ŜŀŎƘ ŎƻƴǾŜƴǘƛƻƴ ŀƴŘ ŜƴŎƻǳǊŀƎƛƴƎ ǘƘŜƳ ǘƻ ŀǘǘŜƴŘΤ ŀǎ 
well as collecting registrations and entering them into Excel; tracking 
expenses and registration income; and creating name badges. 

ü For the September convention, working with the State staff on the agenda, 
including hospitality, awards, Board of Directors meeting, trainings, 
competitions, and elections. 

ü Developing the lunch and dinner menus and programs, including a formal 
dinner where awards are presented to members for their efforts; and 
ensuring appropriate manpower from the host chapter for on-site 
registration and event monitoring. 

ü Securing the band or DJ for dances on Friday and Saturday nights; and 
deciding on a theme for one of the eveningsτthe Spring All State convention 
ŦŜŀǘǳǊŜŘ ŀƴ Ωулǎ ǘƘŜƳŜΣ ŀƴŘ ŎƻƳƛƴƎ ǳǇ ŀǘ ǘƘŜ Cŀƭƭ !ƭƭ {ǘŀǘŜ ŎƻƴǾŜƴǘƛƻƴΣ ǘƘŜ 
theme will be dress as your favorite movie character or actor (think Spider-
Man, Marilyn Monroe, etc.) 

ü hƘ ŀƴŘ ŘƻƴΩǘ ŦƻǊƎŜǘΣ ǊǳƴƴƛƴƎ όƭƛǘŜǊŀƭƭȅΣ ŀǘ ǘƛƳŜǎΗύ ŀǊƻǳƴŘ ǘƘŜ ƘƻǘŜƭ ŘǳǊƛƴƎ ǘƘŜ 
convention weekend making sure everything is set up correctly and 
ƻǇŜǊŀǘƛƴƎ ŀǎ ƛǘ ǎƘƻǳƭŘΣ ŀƴǎǿŜǊƛƴƎ ǉǳŜǎǘƛƻƴǎΣ ŜǘŎΧ  

 
The Minnesota Junior Chamber (Jaycees) is an organization providing 
professional and personal growth through training, networking, and community 
involvement for men and women ages 18ς40. If you would like more information 
about the Minnesota Jaycees, please refer to their website: www.mnjaycees.org; 
or you may contact Heather Kolstad directly at hkolstad@wh-link.net or 612-239-
8289. 

Congratulations to Heather Kolstad 

http://www.mnjaycees.org/
mailto:hkolstad@wh-link.net


P A G E  4  A U G U S T / S E P T E M B E R  2 0 0 8  

JULY  

ANNIVERSARIES  
 

Joan Gatzmeyer CPS/CAP 

9 Years 
 

 

AUGUST  

ANNIVERSARIES  
Lori Eilers 

11 Years 
 

Nancy Berg 

8 Years 
 

Melissa Lidberg CPS 

4 Years 
 

Angie Johnson CPS/CAP 

3 Years 
 

Heather Kolstad 

3 Years 
 

Kelcia Cannon 

1 Year 
 

 

SEPTEMBER 

ANNIVERSARIES  
Jo Tynen CPS/CAP 

6 Years 
 

Ruth Etienne 

5 Years 
 

Rhonda Yeager 

2 Years 
 

Roxanne Rychly 

2 Years 
 

Pat Henderson 

1 Year 
 

 

2008-09 Committees 
If you are interested in joining a committee, 

please join at any time!  Please contact the 

committee chair or chapter President, Debi 

Cain-Rivord CPS/CAP. 
 

ACFCAP Committee  

(òStudent Conferenceó)   

Chair:  OPEN 

Members:  OPEN 
 

Bylaws & Standing Rules Committee  

Chair:  In-coming President Elect 

Members:  OPEN 
 

Certification Committee (CPS/CAP)  

Chair:  OPEN 

Members:  OPEN 
 

Community Service Committee  

Chair:  OPEN 

Members:  Tracy Dockendorf 
 

Historical Committee  

(Scrapbook Committee)  

Chair:  OPEN 

Members:  OPEN 
 

Hospitality & Registration Committee  

Chair:  Kathy Johnson 

Members:  Janet Ouellette, Diane Schmidt 

CPS, Vicki Orwick 
 

Impact Event Committee  

Chair:  OPEN 

Members:  Tracy Dockendorf, Kelcia Cannon 

 

Membership Committee  

Chair:  Kim Stuber 

Members:  Yvette Kanzler, Gen Park, Sherry 

Zupin, Pat Henderson 

 

New Member Orientation Program  

Chair:  Yvette Kanzler 

Members:  OPEN 

 

Newsletter Committee  

Editor:  Vicki Orwick 

Proofreaders:  Diane Schmidt CPS/CAP, Pat 

Henderson 
 

Nominating Committee  

Chair:  Dawn Staycoff 

Members:  OPEN 
 

Programs & Education Committee  

Chair:  Kathy Hincher CPS 

Members:  Elly Anderson 
 

Public Relations/Marketing  

Chair:  Tracy Dockendorf 

Members:  Kelcia Cannon 
 

Retirement Trust Foundation  

Chair:  OPEN 

Members:  OPEN 
 

Sunshine Committee  

Chair:  Sherry Zupin & Gayle Petrie 

Members:  Katrina Carlson, Elly Anderson 
 

Ways & Means Committee  

Chair:  DJ Herbert 

Members:  Dawn Staycoff, Joan Gatzmeyer, 

Janice Paulson, Katrina Carlson 
 

Web -Master  

Co-Chairs:  Melissa Lidberg CPS & Kim 

Stuber 

Members:  OPEN 



Bowling with the Stars! Bowling with the Stars!   

(North Stars, that is)(North Stars, that is)   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

When :  Sunday, September 14, 12:00pm 

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

Phone : (763) 772-4662 

 

North Star chapter of IAAP invites IAAP members, friends and family for a fun get together.  We hope to gather more than 60 

IAAP members, friends and family to help support the North Star Chapter and interact with other IAAP members. This is a great 

opportunity for IAAP members, friends and family to get to know other members in different chapters throughout the metro area 

along with learning more about the benefits of IAAP. 

 

The event is $20.00/per person which includes up to 3 games of bowling, shoes and appetizers. We will also be selling $1 drawing 

tickets for a chance to win baskets and prizes.   

 

Pre-registration is a must so we are able to set-up lane designations, ensure we have the appropriate number of shoe rentals and 

most importantly ð enough food for all! To pre-register, or for more information about this event, please contact Jennifer King, 

Interim Treasurer, at jking@gkservices.com. 

 

We prefer to collect the donation amount prior to the event.  Please make checks out to North Star IAAP and mail your check to 

Jen King, 4859 Stoneridge Drive, Monticello, MN  55362. 

 

On the day of the event, registration will begin at 11:15am to allow time to get your shoes and lane designations.  We want to 

have everyone be ready to bowl by Noon. 

 

We look forward to a successful bowling event and thank you so much for all your support! 

  

North Star Chapter IAAP  

Rogers, MN  

Marlene Rouillard  

Interim Chapter President  

 

mailto:jking@gkservices.com
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ü Diane Schmidt received the CAP certification in May. 

 

ü Gen Park will marry Steve Crider on October 17. 

 

ü Katie Lecy was engaged to Dan Feldman on August 13. 



Upcoming Voyages 
September 4, 2008  
TwinCities West Board Meeting 
Time:  5:45 p.m. 

Location:  Davanniõs in Plymouth 

 

September 11, 2008  
TwinCities West Chapter Meeting 
Time:  5:30 p.m. 

Location:  Radisson Hotel in Plymouth 
 

October 2, 2008  
TwinCities West Board Meeting 
Time:  5:45 p.m. 

Location:  Davanniõs in Plymouth 

 

October 3 -5, 2008 
Division Fall Conference 
Location:  Ottertail, MN 

 

October 9, 2008  
TwinCities West Chapter Meeting 
Time:  5:30 p.m. 

Location:  Radisson Hotel in Plymouth 

November 6, 2008  
TwinCities West Board Meeting 
Time:  5:45 p.m. 

Location:  Davanniõs in Plymouth 

 

November 13, 2008  
TwinCities West Chapter Meeting 
Time:  5:30 p.m. 

Location:  Radisson Hotel in Plymouth 
 

December 4, 2008  
TwinCities West Board Meeting 
Time:  5:45 p.m. 

Location:  Davanniõs in Plymouth 

 

December 11, 2008  
TwinCities West Chapter Meeting 
Time:  5:30 p.m. 

Location:  Radisson Hotel in Plymouth 

According to a survey conducted by OfficeTeam and the 

International Association of Administrative Professionals 

(IAAP), a little technical know-how can help you move 

forward in the administration field. 

Forty-six percent of executives polled 

felt technological advances will play a 

key role in shaping how business is 

conducted over the next five years. 

With technology progressing at the 

speed of light, professionals who keep 

on top of the latest software and 

hardware trends will have a definite 

advantage over those who donõt. 

 

In addition to the Microsoft Office 

suite of applications, in-demand 

computer programs include contact 

management, accounting, payroll 

applications and personnel software. 

 

Here are some suggestions to help you become your officeõs 

tech-savvy trendsetter: 

Keep ahead of the curve. Read mainstream 

technology publications and visit computer-industry 

websites. These resources can give you a detailed overview 

of emerging software and hardware and help you determine 

how the tools might apply to the workplace. 

Take classes. There are many classes available that 

allow you improve your technical skills. Online training can 

be particularly convenient. Donõt forget to ask your manager 

if your company has a tuition reimbursement program to 

help with the cost. 

Offer suggestions.  Once you 

have improved your technical skill set, 

apply what you have learned to your 

job, provide suggestions on how to best 

to use existing technologies or on new 

tools the company should consider 

adopting. 

Share what youõve learned. 

Take what you have learned back to 

work. By teaching others, you can 

improve the efficiency of the whole 

office and increase your visibility. 

 

Many companies rely heavily on 

administrative professionals to serve as 

early adopters of new technologies and 

be willing to share their knowledge with 

others. By becoming a technology guru, you can significantly 

increase your value to your firm. 
 
OfficeTeam is the worldõs leading staffing service specializing in the 

placement of highly skilled administrative and office support 

professionals. The company has more than 300 locations worldwide, and 

offers online job search services at www.officeteam.com.  

Are You a High-Tech Trendsetter? 

http://www.officeteam.com

