
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 $30.00   Guests Using PayPal $31.25 
 

Registration deadline is Friday, October 3, 2008.  
 

Registration deadline is Friday, October 3, 2008.  In the event you become unable to attend, cancellations must be 

received by Monday, October 6.  No shows will be billed for the registration fee.  If you have any questions, please call 

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

Oct. 9, 2008  

5:30 - 8:30 

p.m.  

Professional Certification:   

Who, What, Where, When, Why and How?  
 

Presented by TwinCities West Member ,DJ Herbert, of Meristem 

 
After working 12 years in the social services field, DJ Herbert decided to take 

a different path by becoming an administrative professional. DJ has been 

working for a wealth management firm in the Carlson towers since August 

2006 where she supports a client advisor team consisting of ten advisors and 

associates. In October 2006, DJ furthered her career by joining the TwinCities 

West chapter of IAAP. DJ is the chair of the Ways and Means committee and 

a member of the Public Relations committee. Recently DJ made the decision 

to obtain her CAP (Certified Administrative Professional) certification. She has researched and 

spent time consulting with other IAAP members who are certified to obtain information that 

would be helpful to  her and other members interested in becoming certified. 

 

The main purpose of this meeting is to help people become familiar with preparing for professional 

certification, with the main focus on IAAPõs Certified Administrative Professional exam (CAP). 

 

At this forum, you will learn the answers to the following questions: 

ü WHO is eligible to take the exam? 

ü WHAT  types of certification exams are available to admins? (CAP, CMP, PHR, etc.) 

ü WHERE  is the exam held? 

ü WHEN  is the exam held? 

ü WHY  should I go through all this effort? 

ü HOW  much work experience must I have to take the CAP exam? 

ü HOW  should I prepare for the exam? 

ü HOW  will it benefit me? 
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CABIN CREW  

Captain:   

Debi Cain -Rivord CPS/CAP  

 (President)   

' 952/955-3511 

8 debicain@rivord.org 
 

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 

Certification Sample Questions 
How well do you know your òstuff?ó  

Here are some sample questions from 

the CPS/CAP exams.  Answers will be 

posted in Novemberõs newsletter. 
 

1. A collection of related items or facts 

arranged in a specific structure is a  
 

A) form 

B) record 

C) table 

D) database 

 

2.   One of the three major types of 

telecommunications transmission 

media is a  
 

A) Centrex 

B) microcomputer 

C) IP Telephony 

D) white board 

 

3. The introductory section of an oral 

presentation should  
 

A) capture the audienceõs attention and 

preview main ideas 

B) give the major points and discuss courses 

of action 

C) preview main ideas and compare differing 

views 

D) capture the audienceõs attention and list 

all of the speakerõs ideas 

 

4. Which one of the following 

statements uses the correct 

pronoun reference?  
 

A) She and me worked late. 

B) She and I worked late. 

C) Her and I worked late. 

D) Her and me worked late. 

 

5. The cohesiveness of groups is  
 

A) always helpful in increasing productivity 

B) conducive to productivity if that is the 

group goal 

C) never conducive to increasing 

productivity 

D) reduced under external threats 

 

6. One of the most important 

attributes of a top manager is  
 

A) long-term focus 

B) team building 

C) motivational ability 

D) decision-making skill 

 

7. When is the best time to prepare 

your daily to -do lists? 
 

A) Each morning 

B) Monday morning for a week 

C) At the end of the day 

D) Midday 

What do I do?  How do 

I do it? When does it 

need to be done?  

Whatõs in it for me?  

These are some 

questions that may have 

gone through your 

thoughts if you are 

interested in becoming 

Certified Administrative 

Professional, CAP, or 

Certified Professional 

Secretary, CPS. 

 

Being certified can be a very useful tool to 

have. It is something that you will take with 

you always.  To name a couple of the 

benefits; salary, you can increase your salary 

by being certified. You may also have the 

edge needed, when looking for a new 

position, if you are certified. This monthõs 

program is centered on becoming a Certified 

Administrative Professional (CAP) and/or a 

Certified Professional Secretary (CPS). 

 

IAAP and the Twin Cities West chapter can 

help you become certified. We as the board 

of Directors, for 2008-09, have listened to 

the Chapter and have decided that it is time 

for all of us to know and understand the 

benefits of becoming certified as well as how 

we can achieve it. This is why we have 

decided that we will hold a chapter meeting 

devoted to answering your questions. During 

the Chapter Meeting and program on 

October 9, you will get to hear all of the 

benefits of being certified as well as learn how 

being certified has changed the career of 

those who have become certified. 

Guest Captainõs Log 
By Genista Park 

2007-08 TwinCities West Vice President 



P A G E  3  O C T O B E R  2 0 0 8  

International President Barb Hortonõs Book Club 
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OCTOBER  

ANNIVERSARIES  
Bonnie Marten CPS/CAP 

7 Years 
 

Catherine Engels 

6 Years 
 

Kathy Johnson 

6 Years 
 

Yvette Kanzler 

4 Years 
 

Sherry Zupin CPS 

3 Years 
 

Julie Johnson 

2 Years 
 

Katie Lecy 

2 Years 
 

Marie Divine 

1 Year 
 

Janet Herder 

1 Year 
 

Lynne Johnson 

1 Year 
 

Debbie Martin 

1 Year 
 

Barbara Sato 

1 Year 
 

Michelle Van Stone 

1 Year 

OCTOBER  

B IRTHDAYS  

  4  Katrina Carlson 

13  Julie Johnson 

15  Joan Gatzmeyer CPS/CAP 

22  Gayle Rapoport 

29  Sharon Hoffman 

 

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 

I was contacted on July 30th by MDA telling me I was one of 

Hopkins Most Wanted and would be òLocked Up for MDAó 

on September 25, 2008.  I was asked to raise $1600 for my 

bail.  I had a good time collecting my bail.  I collected my bail 

from many different people, who believed this was a good 

cause and were happy to give.  I raised over $1800 for MDA.  

Below is more on what the Hopkins Lock Up Event does for 

the Community. 

 

The Hopkins Lock Up event is looking to raise enough money 

to send youth who live with Muscular Dystrophy able to attend our MDA summer 

camp for free every year. 

 

It currently costs $800 to send one youth to MDA Summer Camp.  The event goal is 

to raise $32,000.  We are asking that each individual that participates in this event to 

raise, $1,600, which will send two youth to the summer camp in 2009. There are 

over 2,500 families and individuals in the Twin Cities and surrounding area who live 

with some form of Muscular Dystrophy and the money we raise will stay local to help 

those individuals.  Here is how we ask people to fundraise! 

 

The event is a mock jail theme.  Everyone who signs up gets their own parole officer, 

or fundraising coach, that works with them to achieve the goal of $1,600. 

 

On the day of the event, September 25th, we will send an arresting officer to come 

pick up the jailbirds and bring them to òjailó to get their mug shot taken, hand in their 

bail of $1,600, eat some great food, and mingle with other friendly felons in the 

community!  If they have not raised their bail yet, we will sit them in jail and can call 

people to help bail them out!  We only ask for 1 hour of their time that day. 
 

Submitted by Yvette Kanzler 

Yvette Kanzler òLocked Up for MDAó 

Volunteers Needed 
We still need volunteers for the Kids Against 

Hunger Packout. I realize that schedules are 

extremely busy and weekends seem so short 

already, but if you can spare at least 2 hours out of 

your day to help this program, it would be greatly 

appreciated. I have signup sheets for Fridays 

October 31st and November 7th and Saturdays 

November 1st and November 8th. The shifts are 2 

hours long and times are as follows: Fridays 

between the hours of 12noon and 8pm and Saturdays between the hours of 10am 

and 6pm, friends and families are welcome. This will be at the Calvary Lutheran 

Church in Golden Valley, 7520 Golden Valley Road. Please let Tracy Dockendorf 

know if you are interested in volunteering at tracy.dockendorf@thrivent.com  

mailto:tracy.dockendorf@thrivent.com
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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. 

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:  Kaye Park 

Members:  OPEN 
 

Bylaws & Standing Rules Committee  

Chair:  Katie Lecy 

Members:  OPEN 
 

Certification Committee (CPS/CAP)  

Chair:  OPEN 

Members:  OPEN 
 

Community Service Committee  

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:  Yvette Kanzler 

Members:  Gen Park, Sherry Zupin 
 

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 & Debi Cain 

Rivord CPS/CAP 
 

Public Relations/Marketing  

Chair:  Tracy Dockendorf 

Members:  Kelcia Cannon 
 

Retirement Trust Foundation  

Chair:  OPEN 

Members:  OPEN 
 

Sunshine Committee  

Chair:  Gayle Petrie & Sherry Zupin 

Members:  Katrina Carlson 
 

Ways & Means Committee  

Chair:  DJ Herbert 

Members:  Dawn Staycoff, Joan Gatzmeyer, 

Janice Paulson, Katrina Carlson 
 

Web -Master  

Co-Chairs:  Melissa Lidberg CPS  

SUBMISSIONS TO 

òTHE CHARTERó 

News items and article 

submissions are welcome from 

members.  Send submissions 

and/or story ideas to TwinCities 

West IAAP editor, Vicki 

Orwick at 

vicki.orwick@genmills.com. 

DO YOU HAVE 

EXTRA 

òOFFICEPROó 

MAGAZINES?  

The hospitality committee 

needs your old IAAP 

òOfficeProó magazines.  We 

have plans to give them to 

guests who attend our 

programs.  Please contact 

Kathy Johnson at 

kjohnson@ccfcu.org. 
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