
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 $10.00   Guests Using PayPal $11.25 
 

Registration deadline is Friday, November 7, 2008. 
 

Registration deadline is Friday, November 7, 2008.  In the event you become unable to  

attend, cancellations must be received by Monday, November 10th.  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, 

Nov. 13, 2008 

5:00 - 8:00 

p.m. 

Getting—and Keeping—A Great 

Job During A Recession 
Presented by Joanne Meehl 

 

Author and career coach Joanne Meehl, MS, IJCDC, will discuss 

 How to turn tough economic times into your window of opportunity 

 How to adjust your résumé for a more competitive environment 

 How to prevent being on the layoff list 

Joanne is the author of The Resume Queen’s Job Search Thesaurus and Career Guide and we 

are honored and excited to have her as our keynote speaker for this very special event! 

Free goody bags for the first 100 registrants! 

Agenda 
5:00-6:30 pm – Registration & Vendor Show 

6:30-7:30 pm – Keynote Speaker, Joanne Meehl 

7:30-8:00 pm – How IAAP Can Help Turn Your Job Into a Career 

Special Guest Rate: Only $10 for this event! (Regular guest pricing is $30)  

 

Food and beverages will be sponsored by the Plymouth 

    Radisson Hotel & Conference Center. 

Career Impact Meeting & Vendor Show 



P A G E  2  N O V E M B E R  2 0 0 8  

CABIN CREW  

Captain:   

Debi Cain-Rivord CPS/CAP 

 (President)   

952/955-3511 

 debicain@rivord.org 
 

1st Officer:   

Catherine (Katie) Lecy 

(President-Elect)   

612/308-6047  

 katielecy@hotmail.com 
 

1st Mate:   

Genista K. Park 

(Vice President)  

952/545-3797  

 parkg@fireside.com 
 

Purser:   

Kimberly Stuber 

(Treasurer)  

952/912-5648   

 kstuber@gkservices.com 
 

Assistant Purser:   

Diane K. Schmidt CPS/CAP 

(Treasurer Elect)  

763/522-0698  

 dschmidt@deltak.com 
 

Ships Log:   

Shaun M. Freeburg CPS 

(Secretary)  

763/424-4711  

 shaunfreeburg@yahoo.com 
 

Navigator:   

Kathy Hincher CPS 

(2nd Year Director At Large)   

763/488-6875  

 Kathy_hincher@archway.com 
 

Navigator:   

Kaye Park 

(2nd Year Director at Large)   

763/315-2247  

 kaye.park@upsher-smith.com 
 

Navigator:   

Michelle Van Stone 

(1st Year Director at Large)   

763/315-2275  

 michelle.vanstone@upsher-smith.com 

Certification Sample Question Answers 
Highlighted are the answers to last 

month’s questions.  How well did you 

do? 
 

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 audience’s 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 audience’s attention and list 

all of the speaker’s 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 

Do you enjoy making greeting cards? 

Have you ever wanted to bring out 

your Martha Stewart side? If so we 

have an opportunity for you!  Please 

join us on Sunday November 16th 

from 12 - 4pm for a card making 

party.  Our chapter is low on greeting 

cards and we need some help.  All 

supplies will be provided along with 

light snacks. Please join your fellow 

IAAP friends in an afternoon of card 

making. It will be held in a party room 

so there is room for your friends - no 

children please.    

RSVP to Dawn Staycoff 

(mplsfifi@comcast.net) so we can plan 

on how many items to have ready. 

No skill level is needed, anyone can 

make cards we promise!!!   Address is 

6400 Barrie Rd, Edina right off France 

Ave & 66th by Southdale mall. 

Telephone number is 612-532-

7153!  Hope to see you there!!!  

Attention Crafters 

mailto:mplsfifi@comcast.net
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NOVEMBER  

ANNIVERSARIES 
Chris Rittmann 

20 Years 
 

Roberta Jones 

8 Years 
 

Janice Paulson CPS/CAP 

8 Years 
 

Rita Dahlke 

7 Years 
 

Janet Blexrud 

3 Years 
 

Kathy Hincher CPS 

3 Years 
 

Laurie Lyson 

3 Years 
 

Kaye Penfield 

3 Years 
 

Mary Ann Peterson 

3 Years 
 

Gayle Petrie CPS 

3 Years 
 

Patricia Romanko 

3 Years 
 

Vicki Orwick 

2 Years 
 
 

NOVEMBER  

BIRTHDAYS 

  1  Jen Kollar CPS 

10  Janet Blexrud 

14  Barbara Sato 

22  Bonnie Marten CPS/CAP 

26  Ruth Etienne 

28  Jo Tynen CPS/CAP 

If we missed your birthday 

or anniversary, we 

apologize and ask that you 

enter your info into the 

“Members Only” area of 

our website for inclusion 

in the future issues of 

“The Charter.” 

IAAP Book Club 
IAAP International President Barb 

Horton CAP is sharing her love of books 

through a series of on-line discussions 

based on books she has 

selected to help members 

develop as leaders. Each 

discussion will be held 

from the 15th of each 

month to the 15th of the 

next. President Horton 

has selected The 7 Habits 

of Highly Effective People for the 

October 15 to November 15 discussion 

forum. 

 

Stephen R. Covey’s book, focusing on 

powerful lessons in personal change, has 

been around for almost 20 years but 

remains relevant. Covey states “our 

problems and pain are universal and 

increasing, and the solutions to the problems 

are and always will be based upon universal, 

timeless, self-evident principles common to 

every enduring, prospering society throughout 

history.” 

 

If you have never read this well-known 

book, then now is the time! There is an 

audio version of this book in the 

TwinCities West Chapter library along 

with a wide selection of other business 

books and media that can help you grow 

and/or study for certification exams. 

 

Visit the documents page of the members

-only area of the chapter website at 

www.iaap-twincitieswest.org for a list of 

library materials; and contact Vice 

President Genista Park Crider at 763-425

-9656 or ParkG@hearthnhome.com to 

check out materials. 

 
Submitted by Joan Gatzmeyer CPS/CAP 

Do you have leftover yarn from past 

knitting and crocheting  

projects just sitting around?  Are you 

interested in donating it?  

 

Recently I joined a Knitting and 

Crocheting group, who are 

currently making hats, mittens and 

sweaters to be donated to 

needy children. 

 

Please note, I’m not asking anyone to go 

out and buy yarn; rather 

if you have yarn that you believe is not 

enough to complete a project 

to please consider donating it to our 

group. 

 

The hats and mittens will be donated to 

the Little Red Stocking campaign. I have 

already delivered hats to the ECS 

(Episcopal Community Services – they  

 

also do Ready for Success), STEP (St. 

Louis Park Emergency Program), 

Hopkins Community Program.  The 

group was even asked to get hats and 

mittens ready for different school 

districts in the area. 

 

If you have some yarn you are willing to 

donate or want more information, 

 please contact Gayle at 

gandspetr@yahoo.com or bring the yarn 

to be donated to the November and 

December meetings. 

Got Yarn? 

http://www.iaap-twincitieswest.org/
mailto:ParkG@hearthnhome.com
mailto:gandspetr@yahoo.com
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MEMBER OF EXCELLENCE 
A Member of Excellence will attain a minimum of 8 of the following 11 criteria: 

 

1. Be a current CPS and/or CAP holder 

2. Sign the online Member of Excellence Commitment agreement 

3. Actively participate in the IAAP web community forum discussions or submit an article for an IAAP publication 

(chapter, division, or international level) 

4. Attend non-IAAP professional educational workshops, seminars and conferences 

5. Hold a degree, certificate or equivalent (a minimum one year in length) from an accredited college or earn a 

Microsoft certification 

6. Pay membership dues on or before anniversary date 

7. Serve as a chapter, division, or international officer, committee chair, or committee member; or serve as an RTF 

Trustee; or serve on a Student Chapter advisory board or the school’s advisory board for the office 

administration program 

8. Conduct a public presentation, program or training 

9. Attend a minimum of eight chapter, division or international sponsored meetings, programs or events (any 

combination) 

10. Recruit at least one new member 

11. Integrate IAAP membership and involvement into annual performance plan or review 

 

Winning members will receive a Member of Excellence certificate (first four years), Pathways to Excellence certificate 

cover, and Member of Excellence pin (the fifth year). 

 

Completed criteria will be submitted through an online process.  

Just a reminder that the Kids Against Hunger Packout (packing meals to feed starving children) is coming up at the 

end of this month. Thanks to those of you who already volunteered, I will list the days/times and names as a 

reminder to you who have signed up already.  

 

To those who have not, if you are looking for something to do on either Saturday the 1st or the 8th of November, 

boy do we have something for you!! The packout will be taking place at the Calvary Lutheran Church in Golden 

Valley, the shifts are 2 hour shifts starting from 10am through 6pm, family and friends are welcome to help out.  

 

If you are interested in helping out or would like any other information, please contact Tracy Dockendorf 

tracy.dockendorf@thrivent.com.  

 

Saturday 11/1 (12noon - 2pm)    Saturday 11/8 (10am-12noon) 

Janet Herder       Shaun Freeburg 

Debi Cain-Rivord  

DJ Herbert  

Gayle Petrie  

Hunger Packout 

mailto:tracy.dockendorf@thrivent.com
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TwinCities West òNo Showó Policy 
Just a reminder that “no shows” 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 “life happens”… 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  

(“Student Conference”)   

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, Katie Lecy 
 

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 

“THE CHARTER”  

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 

“OFFICEPRO” 

MAGAZINES?  

The hospitality committee 

needs your old IAAP 

“OfficePro” magazines.  We 

have plans to give them to 

guests who attend our 

programs.  Please contact 

Kathy Johnson at 

kjohnson@ccfcu.org. 

Congratulations to new 

member Shannon Noll on 

her engagement to Tim 

Becker.  Shannon and Tim 

will be married in 

September 2009. 
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The mission of the Trust places a special 

responsibility on the association to help 

administrative professionals become 

aware of the need to plan well for their 

retirement years. The challenge of 

preparing for a comfortable retirement 

requires careful planning based on a 

number of key factors including assessing 

long-term financial needs, money 

management, and daily attention to 

overall lifestyle issues. 

 

The Trust has engaged in an ambitious 

program to meet the future needs of all 

administrative professionals. As the age of 

our membership continues to reflect the 

aging of the world’s population, special 

financial demands are placed upon the 

Trust to meet the anticipated increase in 

services to successfully carry out its 

mission by: 

 Providing housing assistance for 

administrative professionals in need 

 Ensuring that The Trust has the 

funding to provide administrative 

professionals with accurate and 

timely lifetime planning information 

 Providing for the long-term 

economic viability of Vista Grande 

 

Part of our history is that our 

predecessor, the Retirement Centers 

Trust Fund (RCTF), was discontinued in 

2001 so that the Retirement Trust 

Foundation (RTF or the Trust) could 

form.  The change meant that we had 

room to begin reaching out to every 

member in all six of our IAAP Districts.  

One of the benefits that has been 

working for you since the inception of 

the Trust, is the Financial Assistance 

Program.  There was a time when the 

RCTF could only offer an apartment with 

subsidized rent at Vista Grande, our 

beautiful retirement center located in Rio 

Rancho, New Mexico – a short drive 

outside of Albuquerque.  We always 

knew that this was not an option for our 

Canadian membership due to government 

rules that CPP benefits would be lost if 

you are outside of the country longer 

than six months at a time. It was, 

however, learned that members 

throughout the United States weren’t 

eager to uproot from their home 

locations to relocate to New Mexico, 

thus, the Trust was born with guidelines 

that allowed for more functionality that 

was inclusive of the members throughout 

all of our Districts. 

 

The Financial Assistance Program allows 

for the benefit of Vista Grande without 

leaving their communities and families.  In 

the case of our Canadian membership, 

that includes not having to leave your 

country!  Our Controller, Sue Tuff, 

screens all applicants to ensure they meet 

the eligibility requirements prior to 

placing the facts of applicants before the 

Board of Trustees who approve all 

applications - Controller Tuff is the only 

person who knows the names of 

members within the program.  Following 

are the guidelines for eligibility: 

 Must live in a retirement community, 

 U.S. Residents must meet HUD 

Public Housing Income Limits; 

 Canadian Residents must fall within 

the assistance range of the Canadian 

Council on Social Development 

Poverty Lines. 

A retirement community is not a nursing 

home or lodge, you are still somewhat 

active and have a self-contained unit 

where you still do your own cooking – 

much the same as Vista Grande keeping 

everyone within the program, a resident 

of Vista Grande or a benefactor of the 

Financial Assistance Program, as equal as 

possible. 

 

The Trust also provides retirement 

education programs.  We host half-day 

informative seminars at the IAAP 

International Convention and Education 

Forum, include excellent retirement 

information through our reVisions 

magazine that is published quarterly, 

reVisions 2.0 that is mailed to your in-

box weekly, and our new certification-

accredited one-hour seminar in 

PowerPoint format for Chapter and 

Division programs. 

 

The Trust operates solely on donations 

from IAAP members. The Trust is a 501

(c) in the U.S. – a recognized charity.  

Currently for Canadian members, the 

Canadian government does not recognize 

receipts from your donations to the 

Trust.  The Board of Trustees is currently 

addressing this 

with the Canada 

Revenue Agency.  

Until we have a resolution, please don’t 

let this hinder your support of the Trust 

now. The Trust does offer its own 

internal recognition program - the Family 

of Givers program. We hope that you 

will become a member of the Family of 

Givers - there are various levels of 

recognition dependant on the dollar 

amounts donated, and not just within any 

given IAAP year.  We are tracking your 

donations when made using the Family of 

Givers form and over time, you could be 

in the Sustaining, Leadership, or 

Pacesetter category. The Trust has a Wall 

of Honour at our headquarters in Kansas 

City, Missouri where a plaque is placed 

showing that a donor has reached a 

certain level.  Whenever an individual 

makes a donation, that same amount is 

credited toward your chapter and 

division records of giving. 

 

In summary, the Trust is working for you 

in these ways: 

 Provides housing assistance grants to 

administrative professionals in need; 

 Provides programs to our members 

at targeted events; 

 Supports the Trust’s key publications, 

reVisions and reVisions 2.0; 

 Maintains the Trust’s website at 

www.iaap-rtf.org; and 

 Maintains Vista Grande and provides 

for an affordable and comfortable 

environment for all residents 

 

For more information about the Trust, 

visit out web site at www.iaap-rtf.org; 

contact your Retirement Trust 

Foundation Committee member 

representing Northwest  District, Jennifer 

DeJong CAP at Jennifer.dejong@ge.com;  

any RTF Trustee; or IAAP Controller, 

Sue Tuff at stuff@iaap.org. 

 

We appreciate the support of IAAP 

members everywhere.  Without you, we 

could not continue our work supporting 

the members of IAAP. 

 

Jennifer DeJong CAP 

RTF Committee, Northwest District 

Retirement Trust Foundation Update 

http://www.iaap-rtf.org/
http://www.iaap-rtf.org/
mailto:Jennifer.dejong@ge.com
mailto:stuff@iaap.org
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Upcoming Voyages 
November 6, 2008 
TwinCities West Board Meeting 
Time:  5:45 p.m. 

Location:  Davanni’s in Plymouth 

 

November 13, 2008 
TwinCities West Chapter Meeting 
Time:  5:00 p.m. 

Location:  Radisson Hotel in Plymouth 
 

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

Location:  Davanni’s in Plymouth 

December 9, 2008 
2008 IAAP Metro Holiday Social 
Time:  5:30 p.m. 

Location:  Embassy Suites, Bloomington 

 

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

Location:  Radisson Hotel in Plymouth 

Higher fuel prices have caused many professionals to look 

for ways to reduce the cost of commuting. Combine this 

with the added availability of home office technology, and it’s 

no wonder more individuals are working remotely. In fact, in 

a survey conducted by our company, more than two-thirds 

of executives polled said it’s common for their companies to 

offer employees off-site work arrangements. Moreover, 82 

percent of managers said they expect the number of 

employees who work remotely to increase in the next five 

years.  

 

Of course, not all positions lend themselves to remote 

arrangements. Jobs that require a great deal of face time 

with colleagues or customers, for instance, cannot be 

performed outside the office. If your role allows for 

flexibility, you may want to discuss working remotely with 

your manager. Here are some questions to ask yourself 

before making a request:  

 

What’s in it for them? Managers will respond more 

favorably to your request if they know the arrangement will 

benefit the company and not just you personally. Will the 

arrangement save your firm money or increase productivity? 

Have I thought through the details? Your 

supervisor will want to know key information, like why you 

are a good candidate for telecommuting, technology tools 

and upgrades you will need to successfully manage your 

workload, and security measures you have in place at home 

or at your proposed remote work site to protect company 

information.  

How will I stay in touch? Think about how you 

intend to interact with colleagues to ensure projects stay on 

track. Also, offer to provide regular status updates so your 

manager knows your progress on assignments. 

How will I stay visible? To avoid being overlooked 

for plum projects or promotions, maintain plenty of face 

time with your managers and colleagues. Schedule important 

meetings for your on-site workdays. 

How can I show the arrangement will work? Ask 

your supervisor if you can try telecommuting on a trial basis, 

working remotely one or two days a week. Propose several 

meetings with your boss throughout the test period so you 

both can evaluate how the arrangement is working. 

 
OfficeTeam is the world’s 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.  

Remote (Career) Control 

http://www.officeteam.com

