ADDENDUM
2011 Avery® Great Results Chapter Achievement Awards Application
First Coast Chapter #438209

The First Coast Chapter (FCC) is honored to have the opportunity to apply for the 2011 Avery® Great Results Chapter Achievement Award. The First Coast Chapter is located in Jacksonville, Florida, and is proud to say that it has more than 50 members on its current membership roster.  The Chapter as a whole believes strongly that continued education and learning is tantamount to the Chapter’s success and that of its members.  Each Chapter activity can be tied back to providing growth and development opportunities for everyone, including members as well as guests, friends, and our families.  Our activities are fostered on the premise that we, as a Chapter, are a team and together we can do anything.  In addition, the Chapter Leadership brings innovation to the table which is more than evident in the accomplishments listed in this Addendum.  The First Coast Chapter is young in age but strong in overall commitment.  We believe in the IAAP® premise and take pride in being a part of this great organization.  We hope you will find in our favor and allow the First Coast Chapter of IAAP to be the 2011 Avery® Achievement Award recipient.

We, the members of the First Coast Chapter of IAAP, stand tall in submitting this synopsis of our commitment to Excellence in Action and assistance to you in assessing the true merits of an Avery® Award Winning Chapter.

· Administrative Professional Week/Day (APW/APD) – Since the Chapter’s inception we have worked with the City of Jacksonville to implement the Administrative Professional’s Week and Administrative Professional’s Day Proclamations.  Each year, the Chapter members attend the signing in person and are greeted by the Mayor of Jacksonville.  In addition, we work to promote APW/APD with numerous venues, such as the Jacksonville Chamber of Commerce, local media including television (News for Jax Channel 4, Channel 12 News), radio and print.  The First Coast Chapter works closely with the University of North Florida (UNF) on its Annual Administrative Professional’s Conference and Expo to ensure IAAP affiliation is included throughout the event.  This includes setting up as vendor in the exhibit hall with IAAP material in hand to bring in new members.  This past year seven new members resulted from this event.  Lastly, the Chapter sponsors the Assistant of the Year and Boss of the Year Awards.  Nominations are solicited by the Chapter and the winners are announced at the Expo. 

· Administrative Professional’s Day Luncheon – The First Coast Chapter holds its celebration of Administrative Professional’s Day Luncheon.  Invitations are funneled to administrative assistants throughout the community with generally great success.  A keynote speaker is on hand to deliver a message worthy of IAAP; last year’s speaker was Sandy Chandler, CPS who presented Chandler’s 5 C’s to Success with IAAP.  IAAP materials are provided to all attendees, including membership applications.  Throughout the year, members work diligently to obtain donations from organizations as giveaways during this event.  Prior prizes have included a computer, printer, hotel stays, restaurant gift certificates, gas cards, and many more.    

· Education and Development – The First Coast Chapter quickly adopted IAAP HQ’s Spruce Up Your Career theme and obtained speakers of programs that fell within the purview of this premise.  Eighty-four percent (84%) of monthly membership meetings provided attendees with educational opportunities on subjects identified by IAAP HQ as critical in today’s environment.  These programs also provided 10 recertification points for current CPS/CAP holders who attended all of the meetings.

· In September, ten Chapter members were present at the Florida Division’s LEC in Cocoa Beach.  Our adoption of the Florida Division President’s theme Passion & Purpose was obvious in our raffled basket of educational items, which included Microsoft Office 2007 and 2010 Quick Reference Guides for Word, Outlook, Excel, and PowerPoint along with a potted plant, hand sanitizer, computer cleaner, dictionary, thesaurus, organizer, and miscellaneous office supplies. 

· Certification – In keeping with growth and development, four members received their certification during the year; one obtained the CPS status and three, the CAP.  Certification study groups are routine for the Chapter and members actively participate and are eager to learn.  For a nominal fee ($25) each candidate receives a copy of the Prentice-Hall and Metcalf books, including vocabulary tests, mock chapter and final exams.  In continuance of our commitment to excellence, the First Coast Chapter will be starting the next study group shortly for the three members who have committed to sitting for the May 2011 certification exam.  

· Florida Division Annual Meeting (FDAM) – For the first time ever, all four members of the Chapter’s Executive Board and eight additional members attended FDAM last year.  Our Chapter had the largest representation of any Florida Division Chapter at this meeting.  This was in part due to the dedication and hard work throughout the year in fundraising efforts to ensure that financial support could be provided to members needing assisting with registration fees and expenses to attend functions.  
· The Chapter was able to fully support the Executive Board Members attendance and provide ½ of the cost for active Committee Chairs to attend.
· During this event the Chapter successfully gave its “Tour of Jacksonville” bid for the 60th Annual FDAM in 2012, complete with a train, eleven cars and a caboose.  
· The Chapter was presented with a number of awards: Chapter of Excellence from the Pathways of Excellence Criteria; 2009-2010 Silver Certificate Award of Excellence (one of only 15 Florida Division Chapters); and its first Historian Preservation Award.  The Chapter is also a member of the Southeastern Division, a Division of Excellence Award recipient.  
· The Student Chapter Builder pin was presented to one of our members for her four-year endeavor to launch the student chapter at Florida State Community College.  
· One member was presented with her CAP certificate.

· Mentoring Program – The Chapter has always had a mentoring program which partnered an established member with new members.  The mentor is responsible for making contact with new members, being available to answer questions, and help support in becoming comfortable with the Chapter and the IAAP opportunities.

This program is also a key component of our New Member Orientation Program.  Extensive work has been done to update the Chapter Orientation Manual and it is now available in CD format.  This has been very successful within our Chapter and was even featured at the Fall LEC by distributing them to the Division members.  Attendees of the New Member workshop presented by First Coast President Iris Ojeda, CAP received a CD with all of the materials needed to get started making their respective Chapter’s member orientation program.
 
· Chapter Membership Growth Program – A new program rewarding those for bringing in new members was put in place this year.  Members are eligible for quarterly $25 drawings for bringing in a new member, with tiered increases in amounts for increased number of members.  

· Fundraising – A vital part of an IAAP Chapter’s success is its ability to raise funds that allow it to provide back to the community, grow and develop its membership base, educate its current membership, and plan for the future.  The First Coast Chapter has been very successful.  Here are notable fundraising/community service activities in which the Chapter is an active participant.
· The Chapter had two very successful years in partnering with Carnival Cruise Lines in bringing fun (a cruise to Chapter members, their guests, family and/or friends which did not require IAAP membership.  A portion of the proceeds were donated back to the Chapter by YourCruiseAgents, Inc.  In 2010, the Chapter opened the fundraising opportunity up to all Chapters within the Florida Division; the only caveat was that rebates were given based on sets of eight cabins sold.  Proceeds from the cruise in 2010 were slightly less than previous years ($500) but still enabled the Chapter to purchase IAAP promotional items for selling at future events.  Current reports are that cabins sold for the March 2011 cruise surpass those of the first cruise, which was our best selling year.
· The Chapter also maintains a Ways & Means table at any IAAP function we attend.  This includes FLANs, LEC, FDAM, APD, etc.  We have at least one themed basket with donated items to be raffled at each event.
· We currently have a $5.00 raffle for a FREE 2012 Registration ($175 value), which will be available for purchase at every event in 2011.  
· We also work with Belk’s Department store which gives us 100% (of the $5.00 ticket) sold to their bi-annual sales.  
· A portion of Avon sales to/by Chapter members are also provided back to the Chapter on a monthly basis.  Amounts range depending upon volume sold.
· The Chapter Ways & Means Committee is always bringing in new ideas for potential fundraisers; some of which we sell to members as a pilot program.  Such programs have included coffee mugs with live flowers, chocolate Here-She-Is bars, pins, teacups, just to name a few. 

· Annual Student Scholarship – Each year, the First Coast Chapter holds up to two yard sales of donated merchandise to raise funds for a $500 scholarship to a current college student.  The preparation is hard but the conducting the sale is worth it.  Each year our Scholarship Committee Chair contacts surrounding colleges in securing potential scholarship candidates.  Each candidate is required to write an essay based on strict guidelines, which is judged by a separate committee.  The Chapter’s Fourth Annual scholarship winner was Patricia Robinson, a student at the Florida State College at Jacksonville, majoring in business administration.

· Community Service – Since the Chapter’s inception, an affiliation with PSI Mandarin Senior Center has existed.  PSI is an independent/assisted senior living center that holds the original namesake (Professional Secretary) of the original Chapter’s Charter dated back to the 1980’s.  First Coast continues to maintain an active role on PSI’s Board of Directors and provides an annual donation, in addition to supporting many of their ongoing functions, including fundraisers, monthly themed suppers (Chili Halloween, Sunday Sundae Socials), yard sales, Board Installation, and Resident of the Year event.  The seniors are wonderful to work with and very appreciative of all First Coast Chapter does for the Center.

In addition, the First Coast Chapter has taken on an affiliation with the Catty Shack Ranch Wildlife Sanctuary, which provides a safe environment to many of the endangered large cat species as a result of loss of their natural habitats.  Catty Shack gives a cat a home for life, many of which come from seriously dangerous situations.  Chapter members provide assistance to the organization through donation of needed items as well as promoting their activities.  The Items not sold at the Chapter yard sales are also donated to the Ranch for resale at their thrift store.

As you can see, the First Coast Chapter has been busy and remains enthusiastic about furthering our personal careers and those of our peers.  We hope Avery can see the value First Coast Chapter brings to IAAP.
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