
 

 

O ur next chapter meeting 
will take place on October 16, 
2008. The time: 5:30 pm – 8:30. 
The place: Embassy Suites 
Bloomington, 2800 American 
Boulevard West Bloomington, 
Minnesota, USA, 55431 
 
Registration includes network-
ing, dinner, business meeting 
and program: The fee is $22 for 
members and $25 for guests.  
 
Mark J. Koplin, IT Director at 
Seagate Technologies, will dis-
cuss managing the global office. 
Mark joined Seagate Technolo-
gies in 1993 as a Test Engineer, 
which led to Seagate IT in 1998.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
He graduated from the University of 
Minnesota in 1993 with a degree in 
Electrical Engineering and received an 
MBA from the University of Minnesota 
in 1999.  
 
 
 
 
 

Chapter Officers  
 

President  
Luanne Jorgenson CPS/CAP  

phone 952.402.8002  
 

President-Elect  
Judy Twisk CPS/CAP 
phone 651.379.6502  

 
Vice President  
Maria Di Iorio  

phone 952.402.8761  
 

Secretary  
Nancy Janicki CPS/CAP  

phone 952.857.6397  
 

Treasurer  
Diane Chapman CPS/CAP 

phone 952.402.7173  
 

Pre-registration Information Below: 

  

In Celebration of Bosses Day 

 
 Mark J. Koplin will present Managing the Global Office 
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Pre-registration is required, so please 
call Judy McCallion at 952-402-7449 
or e-mail her at 
judy.a.mccallion@seagate.com. If you 
have any dietary needs, please state 
them in your RSVP. 

 
No shows will be billed for the regis-
tration fee unless cancelled prior to 
Monday, October 13, 2008.  



The chapter had a great start for the 

new year. The Hwa Rang Do demon-

strations were very educational and 

entertaining. We had 27 members 

attend the September meeting. 

If you want to be put on the perma-

nent reservation list, email Judy 

McCallion at 

judy.a.mccallion@seagate.com or 

call 952-402-7449. Last year’s list will 

NOT be rolled over, so you will have 

to let me know in advance of the 

chapter meeting. Remember that 

when your name is on the list, you 

will only have to RSVP when you will 

not be attending the chapter meeting. 

We will be having the Quarterly Hos-

pitality Incentive Award program 

again this year. The first quarter will 

be for September, October, and  No-

vember. 

Here is how the program works: Mem-

bers sign their name to the back of a 

ticket and place it in a fishbowl. You 

will have multiple tickets in the drawing 

as indicated by the list below: 

1 ticket for bringing a guest to the 

meeting 

1 ticket for sponsoring a new mem-

ber 

1 ticket for attending the 2008 MN-

ND-SD Division Fall Conference 

Meeting 

The drawing will be held in November 

and the lucky winner will receive a $50 

gift card. 

                 Judy McCallion 

              Hospitality Chairperson 

                                             

    
   CPS scheduled on Friday, November 07, 2008 

 

    CAP scheduled on Saturday, November 08, 2008  

       

    Minneapolis Community & Technical College                               

    1501 Hennepin Avenue, Room 1200 (It's on the lower level)               

    Find it on their website at http://www.Minneapolis.edu/                              

                                                                        

    If you are interested in joining a certification study group, please    

    contact Sharon Ogg, member of the Skyway Chapter at                     

    sharon.s.ogg@wellsfargo.com                                             

Certification Exam 

Hospitality Committee 
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the permanent 
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Judy, Hospitality 

Chairperson.ó 



Pathways to Excellence 

Several of us work in a large or small office where we meet surprising challenges 

every day. Surmounting these challenges is what defines us as professional adminis-

trative assistants.  

In the last newsletter, we read an article that listed some of the things that we can do 

to stretch ourselves to achieve excellence.  

We can achieve excellence as an individual and also as a chapter by participating in 

the Pathways to Excellence program. 

Perhaps we should take a closer look at some of the ways we can achieve excellence 

in our monthly newsletters to generate some ideas and discussion? 

 
Jun 18, 2009    Installation of Officers  
                            Awards Banquet 
                          ñStrategic Planning Meetingò *   
                           Debi Cain-Rivord CPS/CAP,  
                           Twin Cities West Chapter  
 
*    *    *    *    *    *    *    *    *    *    *     *    *    *    *     *    *   * 
 
 *CPS/CAP re-certification points have been applied for. 
  
Meetings are held the third Thursday of every month (except 
December 2007 and May 2009) at the Embassy Suites, 
2800 American Blvd. West, Bloomington MN  55431. 
 
Registration includes meeting, program and dinner:  IAAP 
members $22; non-members $25. 
 
For more information about any of these programs, contact 
Luanne Jorgenson CPS/CAP at luanne.d. 
jorgenson@seagate.com or visit www.iaap-swmetro.org for 
the most current event schedule; these programs may be 
subject to change.   
 
The SouthWest Metro News is published monthly from Sep-
tember through June.   
 ________________________________.                                     
 
Editor:  Lynne Kiner 
Please contact the editor with any ideas or articles.   
 

    

SouthWest Metro Chapter, IAAP 2008-2009 Programs 

 
SouthWest Metro Chapter, IAAP 

2008-2009 Programs 
 

Sept. 18, 2008   ñSelf-Defense Demonstrationsò  
                            Dylan Sirny, Chief Instructor,  
                             Hwa Rang Do Schools 
 
Oct. 16, 2008  ñManaging the Global Officeò *  
                            Mark J. Koplin, Director, IT,  
                               Seagate Technology 

 
Nov. 20, 2008  ñPreparing for Retirement &   
                                   Your  401Kò *  
                       Lauren Peters, US Bancorp Investing 
                                   Silent Auction 

 
Dec. 9, 2008       Metro Lakes Council  
                           Holiday Joint Event 
                                 
Jan. 15, 2009     ñRecords Managementò *      
                             Carol Stainbrook                                                                                       
 
Feb. 19, 2009     ñHeart Month - Womenôs Health  
                            Issuesò *  Local EMT 
 
Mar. 19, 2009     Open House and Vendor Show 
 
Apr. 16, 2009     ñHow to be a Five Star Negotiatorò * 
                            Corla Innskeep, Trainer,  
                                The Right Staff 
 
May 9, 2009        Chapter Annual Meeting 
                             Election of Officers 

Sunshine Committee: 

Please send all card requests to Sandy Menning.  
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2008-2009 Chapter Committees: 
 
Auditing:  Chair – Cheri Wright 
 
Bylaws and Standing Rules:  Chair – Char Wilkinson CPS; Members: Gloria Oveson CPS/CAP, 
Judy Twisk CPS/CAP 
 
Certification:  Chair – Angie Gillquist;  Member:  Open 
 
Community Service:  Chair:  Lisa Keenan;  Member:  Open 
 
Historian:  Chair:  Jean Allen 
 
Hospitality:  Chair:  Judy McCallion;  Member:  Joan Johnson 
 
Membership:  Chair:  Gloria Seeger CPS; Member:  Open 
 
Newsletter:  Chair:  Lynne Kiner;  Proofreaders:  Renee Brewick CPS/CAP, Vicki Brown,  
Char Wilkinson CPS, Gloria Oveson CPS/CAP 
 
Nominating:   (Immediate Past President serves as Chair)   Jean Allen 
 
Open House and Vendor Show:  Chair:  Judy Twisk CPS/CAP;  Members:  Jan Rice CPS/CAP, 
Char Wilkinson CPS.  
    
Programs and Education:  Chair:  Jan Rice CPS/CAP;  Member:  Char Wilkinson CPS 
 
Public Relations:  Chair:  Gloria Oveson CPS/CAP 
 
Sunshine:  Chair:  Sandy Menning 
 
Ways and Means:  Chair:  Kathy Kelash;  Members:   
 
Website:  Chair:  Janean Numan Fortier 
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UPCOMING EVENTS 
 
October 16 ï SWM Chapter Meeting 
Embassy Suites, 2800 American Blvd. West, Bloomington, MN 
 
October 19-22 ï 2008 Certification Conference 
Grand Hyatt Hotel, Denver, CO 

October 31 ï HAPPY HALLOWEEN  
 
November 7 ï CAP Exam Administered ï various locations 
November 8 -- CPS Exam Administered ï various locations 
 
November 13 ï SWM Board Meeting 
Davanni’s, 2312 W. 66

th
 Street, Richfield, MN 

 
November 20 ï SWM Chapter Meeting and Silent Auction 
Embassy Suites, 2800 American Blvd. West, Bloomington, MN 

November 27 ï HAPPY THANKSGIVING    
 
December 9 ï Metro Lakes Council Joint Holiday Event 
Embassy Suites, 2800 American Blvd. West, Bloomington, MN 

December 25 ï MERRY CHRISTMAS    
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Deb Maleck 
Kati Reese 
Lisa Keenan 

 
 
 

 
Jennifer DeJong 8 years 

                 Mary Zilka  2 years    



 
 

 
 

What You Always Wanted to Know About 
Parliamentary Law and Parliamentary Procedure 

 
This is the first of a series of articles on Parliamentary Procedure that will be published in the monthly issues 
of the SouthWest Metro News.  We hope to cover the basic items of parliamentary procedure which will be 
beneficial to all members. 
 
The four basic principles of parliamentary law which have been accepted by civilized people for many centu-
ries are:  
 

Consider one thing at a time. 

Ensure justice, courtesy, and equal treatment to all members. 

Serve the will of the majority 

Preserve the right of the minority to be heard 

In addition, each member has the right to understand the motions and discussions before the membership 
and know their effect.   Will fairness be shown to all?  Will the rights of the majority and minority be protected?  
Parliamentary law provides a way for groups to arrive at the general consensus of their members in a reason-
able time period and climate. 
 
Most people associate Robertôs Rules of Order with the United States, but parliamentary law and procedure 
started with the parliament in England around the thirteenth century.  Most people know that Thomas Jeffer-
son wrote the Declaration of Independence, but he also wrote the Manual of Parliamentary Practice for use in 
the United States Senate.  For many years, it was the accepted parliamentary authority not only in legisla-
tures, but in smaller, deliberative assemblies.  But it soon became apparent that the rules for law makers 
were far too cumbersome for these smaller groups.  Cushingôs Manual was then written to serve regular non-
legislative societies and was the precursor of Robertôs Rules of Order written by General Henry M. Robert in 
1876.  Roberts Rules of Order continues to be the basis for parliamentary practice in clubs, societies, and as-
semblies all across the nation. 
 
Parliamentary Procedure Terminology:   
Previous Notice is a term meaning announcement that a motion will be made at the next meeting.  The notice 
includes the specific wording of the proposal so that members are aware of it and may plan accordingly. 
 

The call is the official notification of the time and place of the next meeting, usually mailed to members in 
advance of the meeting within a time frame usually prescribed in the bylaws. 

 
Falls to the ground is a parliamentary term meaning that a particular item of business has become null 
and void, as if it never happened in the first place.  An example would be the case of a motion that is with-
drawn before the chair has stated the motion, thus placing it in the hands of the assembly. 

 
Majority (or two thirds) vote means more than half (or two-thirds) of those present and voting, unless the 
bylaws state otherwise.   

 
Submitted by:  Char Wilkinson CPS, Parliamentary Advisor, SouthWest Metro Chapter, IAAP  

SouthWest Metro News Page 6 



 

 
2008 IAAP METRO AREA 

Holiday Social 
Tuesday, December 9 

 
Embassy Suites       5:30 p.m. Networking 
2800 American Blvd West (494 & France Ave)   6:00 p.m. Dinner 
Bloomington MN        
 
ENTERTAINMENT & FUN ALL EVENING LONG! 
 
Cost:  $22.00 / per person 
 
Pre-registration is required, so please call Judy McCallion at 952/402-7449 or e-mail her at 
judy.a.mccallion@seagate.com before Monday, December 1. If you have any dietary needs, 
please state them in your RSVP.  
 
No-shows will be billed for the registration fee unless cancelled prior to noon on Friday, Decem-
ber 5. 
 
Please bring non-perishable baking items (flour, sugar, chocolate chips, powdered sugar, coco-
nut, etc.) and/or personal care hygiene items.  All items will be donated to VEAP (Volunteers 
Enlisted to Assist People). The Chapter that brings in the most donations will receive a special 
prize. 
 
Bring a wrapped item for the White Elephant Gift Exchange.  
 
Questions: Contact Teresa Dambowy CPS, CFM at 651/687-4338 or 
birdie36_teresa@msn.com 
 

mailto:judy.a.mccallion@seagate.com
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From the Editor 

Hi everyone. I am this year’s newsletter editor. 

Some of you know me, but some of you I haven’t 

met yet. So, I thought I would tell you a little bit 

about myself. 

My background is in English. I studied literature 

and creative writing with the intention of becoming 

a teacher. However, after graduation I began 

working as an administrative assistant.  

I have been a member of IAAP for almost a year 

now. I joined the organization because I wanted to 

network with other administrative professionals to 

become a more informed administrative assistant. 

And I have learned a lot over the past year.  

I look forward to the meeting topics and conversa-

tions at dinner every month. 

 

Next year, I plan to take the CPS/CAP ex-

ams. I have three big books that I am read-

ing. Those of you studying for the exam or 

have past it, share this experience. When I 

mentioned to Judy that I was planning to 

take the exam, she was helpful in directing 

me to these books. 

Many thanks everyone. 

Lynne 

    

 

 

Headquarters Information 
  

 

      
10502 NW Ambassador Drive   
PO Box 20404 
Kansas City, MO 64195-0404 
Voice: 816.891.6600 
Fax: 816.891.9118 
 

Service@iaap-hq.org 
http://www.iaap-hq.org  
 

 
IAAP

® 
Websites 

International:  www.iaap-hq.org 

Division:  www.iaap-mnndsd-division.org 
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The SouthWest Metro News is published monthly 

from September through June. 

 

Editor: Lynne Kiner 
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