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PRESIDENT     
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&� � � � � � � � � � � � � � + � � � � � � � � � � � � � �
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PRESIDENT-ELECT    
Carol Hardin CPS 
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VICE PRESIDENT 
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: � � � � � � � � � � � � � � + � � � � � � � � � � � �
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TREASURER     
Gloria Viebrock 
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�
RECORDING SECRETARY 
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CHAPTER LIAISON 
Pat Andries CPS : � � � � � � � � � � �
SDWULFLD�DQGULHV# DIVFQ�FRP �

PARLIAMENTARIAN 
Christine Swanson CPS 
: � � � � � � � � � � � � + � � � � � � � � � � �
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Meet in g  No t ice 
 
 

DATE              77XXHHVVGGDD\\ �� �� -- XXQQHH�� �� �� �� �� �� �� �� ��
��
PROGRAM   �� 11 RR�� HHGGXXFFDDWWLLRRQQDDOO�� SSUURRJJ UUDDPP �� �� �� 77KKHH�� �� �� �� �� ��

�� �� �� �� �� &&KKDDSSWWHHUU�� %%RRDDUUGG�� RRII �� '' LLUUHHFFWWRRUUVV�� ZZ LLOOOO��
EEHH�� LLQQVVWWDDOOOOHHGG�� ��

��
TIME     � � � � �S�P � � � 6RFLDO�7LP H�

� � � � � �S�P � � ' LQQHU�	 �0 HHWLQJ�� � � � � � � � � � � �
� �

PLACE   ( 9 ( 5 ( 67�&2 / / ( * ( � �1815 Jet Wing Drive 
Colorado Springs, Colorado 

 
 
DIRECTIONS: Everest College is located on Jet Wing Drive at 
Fountain Blvd to the west of Powers Blvd. Everest College is 
located just behind the Northrop Grumman building.  Please use 
the college main entrance on the north side of the college building.   
        
MENU Pot  roast , stuffed baked potatoes, 
candied carrots, tossed salad, dinner rolls and fruit  
upside down cake.  
 

 
COST    $13.00 per person. Members may RSVP for 
meeting only (no meal). 

5 693� ' HDGOLQH�LV�� � � � �S�P � �7KXUVGD\ � � -XQH�� � �
� � � � � �3OHDVH�5 693�WR�&KDSWHU�/ LDLVRQ�3DW�$QGULHV�
&36 �DW�SQJDQGULHV# DRO�FRP �RU�WR�� � � � � � � � � � �
�
+ RVWHVVHV� �&DURO�+ DUGLQ�&36 � �0 LFNL�9RJW�
� �
* UHHWHU� �3DXOD�2 ¶. HHIH�&36 � &$3�
 
 

    
 
 

 

Pikes Peak Chapter has achieved 
the Chapter of Excellence rating 
for the 2008-2009 IAAP Year! 
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Greetings Chapter Members, 
 
As we near the end of the 2008-2009 chapter year, I cannot help but look back at this past year and note our 
many accomplishments.   

 
™ Pathways to Excellence Recognition Program:  Pikes Peak achieved a Chapter of Excellence rating by 
meeting 15 of the 19 criteria, one more criteria than required. During the year 75% (9) of the meeting programs 
offered Recertification with just over 58% (7) offered Continuing Education Units (CEUs). We fulfilled the IAAP 
mission of enhancing the success of career-minded administrative professionals by providing 
opportunities for growth through education, community building and leadership development.  At the time 
of this writing, eight members have achieved their Member of Excellence. 
 
™ Retirement Trust Fund:  The Pikes Peak Chapter submitted its 2008-2009 RTF Foundation donation in 
the amount of $186.00 on February 1, 2009. 

 
™ Administrative Professionals Week:  Our chapter hosted the 3rd annual Certification Breakfast with 16 
members attending. Eleven members participated in the IAAP’s 2009 Annual Briefing for Administrative 
Professionals held in Denver. Our Administrative Professionals Day (APD) events were a success with 90 
attendees at the Professional Education Seminar and 167 attendees at the APD Luncheon.   
 
™ Community Service: The chapter conducted two community service projects this year. The Springs In 
Bloom project where members planted and maintained the flowerbed in Memorial Park. We also participated in a 
Secret Givers project for needy families that put together gift bags with all the makings for a child’s birthday.  
 
™ Recruitment: Twenty-four new members were recruited during this chapter year, including two new 
Associate Members and six Student Members. 
 
Our chapter’s accomplishments this year are a direct result of the efforts and hard work of our committee 
chairpersons and the members serving on those committees. Your contributions have made the 2008-2009 Pikes 
Peak Chapter year a success. Through these programs and others, Pikes Peak members have exemplified 
IAAP’s Core Values.  Integrity:  We demonstrate this cornerstone of our profession through honesty, 
accountability and high ethical standards.  Respect:  We create respect within our profession and association 
through listening, understanding and acknowledging member feedback.  Adaptability:  We ensure the success of 
our association by embracing positive change and by nurturing diversity, creativity and visionary thinking.  
Communication:  We cultivate and maintain excellence by remaining approachable at all levels, communicating 
openly and building strong relationships.  Commitment:  We are steadfast in our goals to develop learning 
opportunities for career-minded administrative professionals and to strengthen efficiency and effectiveness.   
 
It is true that the more you get involved in the chapter, the more you will get out of your membership. We will be 
asking members to sign-up for committees at our June meeting. I hope you will grasp the opportunity to serve and 
give back to our IAAP community by serving as a committee chairperson or as a committee member during the 
coming year. I promise you that you will get back far more than you give. 
 
At our June meeting, the Colorado-Wyoming-Montana Division President Kyle Sheldon-Chandler VA will conduct 
the installation of the 2009-2010 Pikes Peak Chapter Board of Directors.   

  
Each of you is a unique and valuable asset to the Pikes Peak Chapter. Thank you for allowing me the honor and 
privilege of serving as your Chapter President during the past two years.  Through this tremendous opportunity 
I've learned a great deal and have sincerely enjoyed being of service to our Chapter and its members!   
 

         

          President’s Message 
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Pikes Peak Chapter 2009-2010 Board of Directors 

The takes great  pleasure in announcing the 2009-2010 Pikes Peak Board of Directors:  

President  Car o l  Har d in  CPS 
President -Elect  Glo r ia Vieb r ock  
Vice President  Reb ecca Sch m al le  CPS/ CAP 
Treasurer Pau la  O’Keef e CPS/ CAP 
Recording Secretary Ker st in  Fr acassin i - Rief f  
Chapter Liaison Ch r ist i n e  Sch em m el  CPS 

 
We are honored to have Colorado-Wyom ing-Montana Division President  Kyle Sheldon-Chandler  
VA conduct  the installat ion of the 2009-2010 Pikes Peak Chapter Board of Directors at  the June 
9 th chapter m eet ing. 
 
We take this opportunity to thank outgoing 2008-2009 Board of Directors for their hard work, 
dedicat ion and com m itm ent :   Mary Dyster CPS/ CAP, President ;  Carol Hardin CPS, President -
Elect ;  Beth Laliberte, Vice President ;  Gloria Viebrock, Treasurer;  Pat  Andries CPS, Chapter Liaison 
and Christ ine Swanson CPS, Parliam entarian.  
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June 5-6, 2009 Colorado – Wyoming – Montana (CWM) Division Annual 
Meeting hosted by Pikes Peak Chapter, Colorado Springs, Colorado 

7KH� 3LNHV� 3HDN� &KDSWHU� LV� SURXG� WR� KRVW� WKH�
� � � � � &RORUDGR� : \ RP LQJ � 0 RQWDQD� � &: 0 � �
' LYLVLRQ� 0 HHWLQJ� RQ� -XQH� � � � � � � � � � � � DW� WKH�
( P EDVV\ �6XLWHV�LQ�&RORUDGR�6SULQJV� � � �
� �
: KDW� D� Z RQGHUIXO� RSSRUWXQLW\ � WR� JHW� LQYROYHG��
WR� OHDUQ� P RUH� DERXW� ,$ $3� DQG� P HHW� P HP EHUV�
IURP � WKH� VWDWHV� RI� &RORUDGR� � : \ RP LQJ � DQG�
0 RQWDQD� � � 0 HP EHUV� FDQ� GRZ QORDG� D�
UHJLVWUDWLRQ�IRUP �DW�Z Z Z �LDDS� SLNHVSHDN�RUJ � �
� �
3LNHV� 3HDN� &KDSWHU� LQYLWHV� WKH� SDUWLFLSDWLRQ� RI�
DOO�RXU�P HP EHUV�WR�P DNH�WKLV�D�VXFFHVVIXO�DQG�
P HP RUDEOH� &: 0 � ' LYLVLRQ� 0 HHWLQJ� � $V� WKH�
VSRQVRULQJ� FKDSWHU� � Z H� Z LOO� NHHS� � � � � RI� DQ\ �
SURILWV�IURP �WKH�� � � � �&: 0 � ' LYLVLRQ�0 HHWLQJ� � �
�
<RX� P D\ � UHJLVWHU� WR� DWWHQG� WKH� HQWLUH� WZ R� GD\ �
HYHQW� RU� \ RX� FDQ� UHJLVWHU� IRU� WKH� ) ULGD\ �
6HP LQDUV� RQO\ � � � : H� KDYH� JUHDW� VSHDNHUV� OLQHG�
XS� DQG� UHFHUWLILFDWLRQ� SRLQWV� DQG� RU� &( 8 V� DUH�
SHQGLQJ� � � �

7KH� RSSRUWXQLW\ � WR� DWWHQG� DQ� $QQXDO� ' LYLVLRQ�
0 HHWLQJ� LQ� RXU� RZ Q� EDFN\ DUG� LV� WUXO\ � DZ HVRP H� � �
<RX� FDQ� OHDUQ� VR� P XFK� P RUH� DERXW� ,$$ 3� RQ� D�
KLJKHU� OHYHO� E\ � DWWHQGLQJ� D� P HHWLQJ� OLNH� WKLV�
RQH� WR� REVHUYH� DQG� OHDUQ� IURP � RXU� GLYLVLRQ�
OHDGHUVKLS� � � 1 HZ � P HP EHUV� DUH� HVSHFLDOO\ �
HQFRXUDJHG�WR�DWWHQG� � � �
�
2 EYLRXVO\ � \ RXU� DWWHQGDQFH� DQG� \ RXU� VXSSRUW� E\ �
VHUYLQJ�RQ�DQ\ �RI�WKH�&: 0 �FRP P LWWHHV�DUH�DOVR�
FULWLFDO� � � �
�
&RQWDFW� &KDLU� $QJLH� * XHUUHUR� � &36 � DW� � � � � � �
� � � � � � � � � RU� DQJLH�JXHUUHUR# SHWHUVRQ�DI�P LO�
IRU�LQIRUP DWLRQ�RQ�KRZ � \ RX�FDQ�KHOS� � �
�
�

�
9LVLW�WKH�XSJUDGHG�,$$3�: HEVLWH�WR�VHH�WKH�LP SURYHP HQWV�LQ�WKH�,$$3�: HE�&RP P XQLW\ ���,I�\ RX�DUH�
KDYLQJ�WURXEOH�ORFDWLQJ�LQIRUP DWLRQ��D�QHZ�: HE�&RP P XQLW\ �8 VHU�* XLGH�LV�ORFDWHG�DW�KWWS���ZZZ�LDDS�
KT�RUJ�0 SGRFV�ZHEFRP P XQLW\ XVHUJXLGH�SGI��<RX�ZLOO�QHHG�WR�ORJ�LQ���
�
�
' LG�\ RX�NQRZ" �&RORUDGR�: \ RP LQJ�0 RQWDQD��&: 0 ��' LYLVLRQ�DQG�&KDSWHU�QHZVOHWWHUV�FDQ�EH�DFFHVVHG�
DW�KWWS���ZZZ�LDDS�FR�Z\ �P W�RUJ�' HIDXOW�DVS[ " SLG � � � � 	 X �7WR8 ( - WY�Y4  ���
�
 

Chapter Meet ing Minutes from  last  m onth is posted on our website at  www.iaap-pikespeak.org. 

I s y ou r  in f o r m at io n  co r r ect ?   

Mem bers are responsible for  ensuring that  their IAAP Headquarters profile inform at ion is up- to-date.  
I ncorrect  inform at ion results in OfficePro m agazines and other m ailed IAAP inform at ion not  being 
received. Profiles can be verified on the IAAP Website after logging in at   

h t t p : / / com m u n i t y .iaap - h q .o r g / I AAPHQ/ I AAPHQ/ Di r ect o r y / Pr o f i l e / Def au l t .asp x . 
 

The password protected Pikes Peak Chapter Rosters are located at  ht tp: / / www.iaap-
pikespeak.org/ Default .aspx?pid= 2562 ( requires login) .  To update your roster inform at ion please 
contact  Roster Chair Paula O'Keefe CPS/ CAP at  paula1004@com cast .net . 
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 Family Food and Fun! 
 

iT'Z is a new fam ily dining and entertainm ent  facilit y located near the corner of Powers and 
South Carefree. One of their specialt ies is offering an excit ing alternat ive for appreciat ion 
events, custom er appreciat ions events, corporate m eet ings, team  building events and so m uch 
m ore.  Som e of their key item s include:  full pizza, pasta, salad and desert  buffet , beer, wine, 
and frozen drinks, gam es and at t ract ions for all ages. 
 
Join us for a unique venue with fr iends and fam ily!  This will be a great  t im e to get  t o m eet  
m em bers' fam ilies. This will include unlim ited buffet  and beverage with 45 m inutes of unlim ited 
gam es and rides.  iT'Z is located at  3035 New Center Point , for m ore inform at ion on iT'Z please 
visit  their website at  www.itzusa.com . 

 
 
  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -   

Reservat ions and paym ent  due by Tuesday, June 23, 2009 to:  
 

Pikes Peak Chapter, I AAP 
 

Mail regist rat ion with paym ent  to c/ o:    Gloria Viebrock 
                                                              7325 Legacy Point  

                                                                 Fountain, CO 80917 
 

 
Nam e(s) :             
 
Address:             
  
Phone:              
 
Em ail:             
 
_______ Children $11.99 each 
 
_______ Adult  $15.99 each 
 
 

Quest ions:   Contact  Gloria Viebrock @ 719-382-5588 or dohertyone@m sn.com  
Carol L Hardin CPS @ 719-637-6572 or carol.hardin@afscn.com  

 
 
 

“ A Chapter of Excellence”  

Pikes Peak Chapt er ,  I AAP 
Summer  Social  

iT’Z Color ado Spr ings 
11: 00 a. m.  

Sat ur day,  J uly 18,  2009 
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Mem b er s’  Cor n er  
 

 
 

- XQH� $ QQLYHUVDULHV� �

Ju l ie  Lin ley  CPS 28 yea rs 
Mar y  Dy st er  CPS/ CAP 7 yea rs 
Kat h leen  Rey n o ld s 2 yea rs 
Bet h  La l ib er t e 2 yea rs 
Ch r ist i n e  Sch em m el  CPS 2 yea rs 
Pau l in e Ne lso n  1 yea r 

- XO\ � $ QQLYHUVDULHV� �

Mar i ly n  Su l l i v an  CPS 7 yea rs 

Cat h y  An d r ew  6 yea rs 

Mau r een  Jen sen  1 yea r 

Aar on  McKin n ey  1 yea r 

$ XJ XVW� $ QQLYHUVDULHV�

An g ie  Gu er r er o  CPS 12 yea rs 

Ji l l  Clar k  5 yea rs 

Deb r a Ket n er  CPS/ CAP 4 yea rs 

An y a Zh u r alev a 2 yea rs 

Sar a Cam p b el l  1 yea r 

Pat t y  Kel le r  1 yea r 
 

 
 

+ DSS\ � %LUWKGD\ �

 
 
 

Lin d a I v er so n  CPS/ CAP June 8 

Pat r icia Gon zalez June 8 

Am an d a Ham i l t o n  CAP June 30 

Kat h leen  Rey n o ld s July 6 

Mar y  Dy st er  CPS/ CAP July 13 

Ru t h  Od el l  July 14 

Mick i  Vo g t  July 15 

Br en d a Sch u lz July 23 

Bet h  La l ib er t e July 29 

Bar b ar a Her m an sen  August 6 

Au b r ee Lu j an  CPS/ CAP August 6 

Kar en  Ki t zk y  August 10 

An g ie  Gu er r er o  CPS August 26 

Bar b ar a Sin g m ast er  CPS August 31  

New  Mem b er s:  

: HOFRP H� WR� QHZ � P HP EHU� 0 DU\ � %DUWHOVRQ� � IURP � WKH� ( O� 3DVR� &RXQW\ � &OHUN� 	 � 5 HFRUGHU¶V� RIILFH� �
DQG� 5 HEHFFD� 6P LWK� � RI� 0 + : � $P HULFDV� ,QF� � � ERWK� RI� Z KRP � MRLQHG� RQOLQH� � � : HOFRP H� EDFN� WR�
IRUP HU� P HP EHU� DQG� QRZ � 6WXGHQW� 0 HP EHU� / LQGD� 6WUHHW� &36 � � � 3LNHV� 3HDN� Z LOO� LQVWDOO� 0 DU\ � DQG�
/ LQGD�DW�D�IXWXUH�FKDSWHU�P HHWLQJ� � �
 
 
New est  Mem b er s o f  Ex cel len ce:  
 

&RQJUDWXODWLRQV� WR� &KULVWLQH� 6FKHP P HO� &36 � DQG� 5 KRQGD� / DYRLH� IRU� DFKLHYLQJ� D� 0 HP EHU� RI�
( [ FHOOHQFH� � � 3LNHV�3HDN� Z LOO�SUHVHQW� \ RX�Z LWK� \ RXU�0 HP EHU� RI� ( [ FHOOHQFH�SLQ�DW�WKH� -XQH�&KDSWHU�
P HHWLQJ� � �
 

 

In addi t ion to Pikes Peak 
members who wi l l  observe a 
miles tone dur ing June, we 
wish to acknowledge al l  our 
wonderful members who wi l l  
ce lebrate a serv ice mi lestone 
or b ir thday dur ing July and 
August .  
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Com m u n i t y  Ser v ice Rep or t  
  

6SULQJV�LQ�%ORRP �
�
,� ZDQWHG� WR� OHW� HYHU\ RQH� NQRZ� WKH� GHWDLOV�
RI� RXU� XSFRP LQJ� FRP P XQLW\ � VHUYLFH�
SURMHFW���: H�ZLOO�QHHG�ORWV�RI�YROXQWHHUV�WR�
P DNH�WKLV�D�VXFFHVV���,I�\ RX�DUH�QRW�DEOH�WR�
KHOS�ZLWK�WKH�FOHDQ�XS�DQG�SODQWLQJ��WKHUH�
ZLOO� EH� SOHQW\ � RI� RSSRUWXQLW\ � WR� KHOS�
WKURXJKRXW�WKH�VXP P HU��
 
Here is the schedule as it stands now. 
 
Saturday May 30th at 6:00am – Group 1 
will mark the design in the bed, dead head 
plants and pop plants out of their 
containers 
 
Saturday May 30th at 7:00am – Group 2 
will join Group 1 and the planting will 
begin 
 
$W�WKH�- XQH�P HHWLQJ�WKH�VXP P HU�VFKHGXOH�
ZLOO�EH�DYDLODEOH�IRU�VLJQXSV��<RX�FDQ�VLJQ�
XS� ZLWK� D� SDUWQHU� WR� FKHFN� RQ� WKH� EHG��
ZHHG�� GHDG� KHDG� DQG� MXVW� FKHFN� WKH�
KHDOWK� DQG� ZHOO� EHLQJ� RI� RXU� SODQWV��$Q\ �
LVVXHV� VKRXOG� EH� H�P DLOHG� WR� P H� ULJKW�
DZD\ �VR�WKDW�,�FDQ�QRWLI\ �WKH�&LW\ ��
 
7KH� ILUVW� WZR� ZHHNV� DIWHU� SODQWLQJ� DUH�
FULWLFDO��: H� ZLOO� QHHG� WR� FKHFN� WKH� IORZHU�
EHG� HYHU\ � GD\ �� %HORZ� DUH� WLP H� VORWV� VWLOO�
DYDLODEOH�IRU�YROXQWHHUV�WR�VLJQ�XS�WR�FKHFN�
RQ� WKH� EHG��� 5 HP HP EHU� \ RX� P XVW� DOZD\ V�
ZRUN�LQ�SDLUV���

�

 
/ LVWHG�EHORZ�DUH�WKH�GDWHV�DQG�DYDLODEOH�VSRWV� IRU�VLJQXSV��,I�
\ RX� VLJQ� XS� DQG� VRP HRQH� KDV� VSRW� QXP EHU� RQH�� ,¶OO� OHW� \ RX�
NQRZ�ZKR�WKDW�SHUVRQ�LV�VR�WKDW�\ RX�FDQ�FRQWDFW�WKHP �DQG�VHW�
D�WLP H�WKDW�ZRUNV�IRU�ERWK�RI�\ RX��
 

Mon Jun 1 ± 1 spot  
Tue Jun 2 ± 1 spot  
Wed Jun 3 ± 1 spot  
Thu Jun 4 ± 1 spot  
Fri Jun 5 ± 1 spot  
Sat  Jun 6 ± 2 spots 
Sun Jun 7 ± 2 spots 
 

Mon Jun 8 ± 1 spot  
Tue Jun 9 ± 1 spot  
Wed Jun 10 ± 1 spot  
Thu Jun 11 ± 1 spot  
Fri Jun 12 ± 2 spots 
Sat  Jun 12 ± 2 spots 
Sun Jun 13 ± 1 spot  

 
7KH� FKHFN� GXULQJ� WKH� ILUVW� WZR� ZHHNV� WDNHV� DSSUR[ LP DWHO\ � � � �
P LQXWHV���: H�MXVW�QHHG�WR�EH�VXUH�WKDW�WKH�EHG�LV�EHLQJ�ZDWHUHG�
DQG�WKDW�LW�KDV�QRW�EHHQ�YDQGDOL] HG��� ( DUO\ �RQ�LI�SODQWV�GLH�ZH�
VKRXOG�EH�DEOH�WR�JHW�UHSODFHP HQWV�IURP �WKH�&LW\ �JUHHQ�KRXVH���
�
: KHQ�\ RX�YLVLW�WKH�EHG��SOHDVH�UHP HP EHU�WKH�IROORZLQJ�LWHP V��
WUDVK�EDJV��SUXQLQJ�VKHDUV��WURZHO��DQ\ WKLQJ�WR�KHOS�SXOO�ZHHGV��
RUDQJH� VDIHW\ � YHVW�� FORVH� WRHG� VKRHV�� DQG� VXQ� VFUHHQ��,I� \ RX�
ZRXOG�OLNH�WR�YROXQWHHU�EXW�GR�QRW�KDYH�DQ\ �WRROV��ZH�ZLOO�NHHS�
D�VHW�DW�0 DULO\ Q�6XOOLYDQ¶V�RIILFH�WKDW�\ RX�FDQ�DUUDQJH�WR�SLFN�XS�
DQG� UHWXUQ� WR� KHU� RQ� \ RXU� GD\ � WR� ZRUN��� 6KH� ZLOO� DOVR� KDYH�
YHVWV��

 
3OHDVH�FRQWDFW�P H�ZLWK�DQ\ �TXHVWLRQV�RU�LI�\ RX�ZLVK�WR�
YROXQWHHU���0 \ �H�P DLO�DGGUHVV�LV�UKRQGD�ODYRLH# FRP FDVW�QHW�
DQG�P \ �FHOO�LV�� � � � � � � � � � � � ��7KDQN�\ RX��
 

Rhonda Lavoie, Com m unity Service Chair 
�

   �

 
�
�

- XQH� 2 EVHUYDQFHV�
�

� -XQH�� WK� %HVW�) ULHQG¶V� ' D\ �
� -XQH�� � WK� ) ODJ � ' D\ �
� -XQH�� � VW�� ) DWKHU¶V� ' D\ � �6XP P HU�%HJLQV�
� �
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Of f iceTeam :  To Neg o t ia t e  o r  No t  t o  Neg o t ia t e  
How  t o  Get  t h e Best  Com p en sat ion  Pack age Possib le  
 
 
I f  you're reluctant  to discuss com pensat ion with hiring m anagers dur ing tough t im es, 

you could be selling yourself short .  More than half (56 percent )  of senior execut ives surveyed 
by our firm  said they are com fortable with applicants broaching the subject  in the first  or 
second interview.  

 
Although you and the hiring m anager don't  have to agree on a final figure r ight  away, 

general salary requirem ents should be discussed early in the hiring process. This will help you 
avoid surprises later on. Just  m ake sure you've adequately highlighted the value you can bring 
to an em ployer before broaching the subject . 

 
Here are five pit falls to watch out  for  when negot iat ing com pensat ion:  
 

1. Go in g  in  u n p r ep ar ed . Base your request  on st rong support ing evidence, which you can 
obtain by reviewing professional j ournals and indust ry publicat ions, searching online salary 
sources, consult ing publicat ions such as OfficeTeam 's annual Salary Guide, and talking with 
m em bers of your professional network. 
 
2. Ov er -  o r  u n d er est im at in g  y ou r  l ev er ag e. Consider the current  j ob m arket , the unique 
expert ise you offer and your experience level when establishing a desired salary range. 

 
 
3. Bein g  in f lex ib le. While there m ay be som e aspects of an offer  you'll be unwilling to 
negot iate, be prepared to com prom ise on item s that  are less crit ical. 

 
 
4. Fix at in g  on  b ase sa lar y . Look at  the total com pensat ion package, including nonm onetary, 
but  highly desirable com ponents such as healthcare benefits, paid t ime off and flexible 
scheduling. 

 
 
5. Fai l i n g  t o  g et  i t  in  w r i t in g . Once you've agreed on term s, ask the em ployer to draw up a 
let ter of agreem ent  that  out lines the specifics of the offer , such as the posit ion's key 
responsibilit ies, salary and any special arrangem ents that  resulted from  the negot iat ions. 

 
 

One final piece of advice:  When inquiring about  salary for  the first  t im e, be prepared to 
hear a broad range. Em ployers will want  to get  a sense of your qualificat ions and fit  for the 
posit ion before extending a m ore specific offer .  

 
2 IILFH7HDP � LV� WKH� Z RUOG¶V� OHDGLQJ� VWDIILQJ � VHUYLFH� VSHFLDOL] LQJ � LQ� WKH� SODFHP HQW� RI� KLJKO\ � VNLOOHG�
DGP LQLVWUDWLYH� DQG� RIILFH� VXSSRUW� SURIHVVLRQDOV� � 7KH� FRP SDQ\ � KDV� P RUH� WKDQ� � � � � ORFDWLRQV�
Z RUOGZ LGH� �DQG�RIIHUV�RQOLQH�MRE�VHDUFK�VHUYLFHV�DW�Z Z Z �RIILFHWHDP �FRP � � ) RU�P RUH�LQIRUP DWLRQ��
FRQWDFW�-DP LH�&DVWDQHGD�DW�� � � � � � � � � � � � � �
 
 
 
 
�
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2008-2009 Pikes  Peak  Chap ter  Events  Calendar  
*Indicates Educational Programs 

September 9, 2008 Chapter Meeting, 5:00 p.m. Chapter meetings are held the second Tuesday of each month at 
Everest College, * Recertification Points Program: “Are You Smarter Than An IAAP Member?” & Pathways to 
Excellence Program  

September 30, 2008 *Recertification and CEU Program, 6:00 p.m., Memorial Hospital Board Room, Tao of Everest: 
Gentle Art of Personal Inspiration and Practical Leadership, Ian Woodall, Mountaineer/Speaker 

October 14, 2008 Chapter Meeting, 5:00 p.m., Everest College. * Recertification Points and CEUs Program:  Working 
in the Team Environment, presented by Chris Swanson, Memorial Health System Web Communications & Marketing 
Strategist 

November 11, 2008 Chapter Meeting, 5:00 p.m., Everest College, * Recertification Points and CEUs Program, 
Success By Design:  Your Professionals Skills Portfolio, presented by Vice President Beth Laliberte 

November 15, 2008 Enhance Your Career Event, 9:00 a.m., Lockheed Martin, 985 Space Center Drive, Potential 
Member, New Member Orientation and Certification Presentations 

December 9, 2008 Chapter Meeting, 5:30 p.m., Honeywell SCNC, Holiday Social, Gift Exchange, Silent Auction, 
Dessert Contest and RTF Dessert Auction 

January 13, 2009 Chapter Meeting, 5:30 p.m., Everest College, * Recertification Points  Program, Life Lesson, 
presented by Mellissa Rae Bowers, President-Elect, Denver Chapter, & Past Presidents' Recognition  

February 10, 2009 Chapter Meeting 5:30 p.m., Everest College, * Recertification Points & CEUs Program: Goal 
Setting   

February 21, 2009 *Recertification and CEUs Program, 9:00 a.m. to 12:30 p.m.  * Recertification Points and CEUs 
Program: Knowing What is Important and Taking Action presented by Terri Novell. Printers Parkway Medical Plaza, 
175 S Union Blvd.  

March 10, 2009 Chapter Meeting, 5:15 p.m., Everest College, *Recertification Points and CEU Program: Speak 
Strong, Smart, and Sweet:  How to Use the Three Sources of Power to Master Tough Conversations With and for Your 
Boss,” Meryl Runion CSP. 

April 2, 2009 Enhance Your Career Event, 5:30 ± 7:00 p.m., Printers Parkway Medical Plaza, 175 S Union Blvd., 1st 
Floor Executive Conference Room 

April 14, 2009 Chapter Meeting, 5:30 p.m., Everest College, *Recertification Points and CEU Program: Grace Under 
Pressure with Angie Guerrero CPS 

April 18, 2009 Pikes Peak Administrative Professionals Week (APW) Certification Breakfast, 9:00 to 10:30 a.m., 
presenter Angie Guerrero CPS, Embassy Suites  

April 21, 2009 IAAP Annual Briefing for Administrative Professional, 10:00 a.m. to 1:00 p.m., Centennial, CO 

April 22, 2009 Pikes Peak APW Education Seminar, 9:00-10:30 a.m., followed by APW Luncheon at 11:30 a.m., 
Doubletree Hotel Colorado Springs World Arena 

May 1-2, 2009 CPS/CAP Certification Exams 

May 2, 2009 APW Volunteer Thank You Reception, 5:30 p.m., Embassy Suites 

May 12, 2009 Chapter Meeting, 5:30 p.m., Everest College, Election of 2009-2010 Chapter Board of Directors 

May 20, 2009 New Member Orientation, 5:30 ± 7:00 p.m., Printers Parkway Medical Plaza, 175 S Union Blvd., 1st 
Floor Executive Conference Room 

Ju n e 5 - 6 , 2 0 0 9  Co lo r ad o - W y om in g - Mo n t an a An n u al  D iv i sio n  Meet in g , Em bassy 
Suites Hotel, Hosted by the Pikes Peak Chapter  

Ju n e 9 , 2 0 0 9  Ch ap t er  Meet in g , 5 :3 0  p .m ., Everest  College, I nstallat ion of 2009-2010 
Chapter Board of Directors 

Ju ly  1 8 , 2 0 0 9  Su m m er  Socia l ,  1 1 :0 0  a.m ., iT'Z Colorado Springs, 3035 New Center Point   


