2002 ANNUAL REPORT

The Northern Plains Area Secretarial Council (NPASAC) consists of the following members:

Diona Austill, Miles City, Montana

Louise Dalton, Fort Collins, Colorado - Technical Advisor and NACOSP Member
Marsha Grunewald, Manhattan, Kansas

Linda Kelly, Clay Center, Nebraska - Chair

Olga Lee, Fort Collins, Colorado — Ex-Officio Member

Cheri Marshall, Lincoln, Nebraska — Recorder and Website Chair

Polly McMichael, Fargo, North Dakota

Accomplishments

The NPASAC met in November 2002, One council member (Kathy Aragon) accepted a
position outside the secretarial series. Louise Dalton filled this vacancy as Technical
Advisor and NACOSP Member. Diona Austill, Miles City, Montana, filled the vacancy
created by Louise Dalton’s new role.

The NPASAC charter was revised and signed by council members.

The NPASAC website was updated and several links were added by Cheri Marshall, and
the NPA Quick Reference Guide was inserted.

NPASAC goals and action items were reviewed and revised.

NPASAC participation in the National Conference, “2003 Quest to be the Best: Striving
for Professional Excellence,” in New Orleans, Louisiana, April 21-25, 2003, was
addressed. Louise Dalton is serving on the Hospitality Commiitee.

Polly McMichael has arranged to ship 200 bags of sunflower seeds to New Orleans for
the product sample bags at the National Conference.

Diona Austill updated the NPASAC poster for display at the NPA Leadership Conference
m January 2003 and the National Conference in April 2003.

The New Secretary Packet was revised, and Marsha Grunewald continues to update and
mail the packets to new secretaries. New Secretary Orientation was conducted at the
Area Office in conjunction with New Scientist Orientation in September 2002.

Polly McMichael periodically submits items on NPASAC activities to the Area Office for
inclusion m Northern Highlights (NPA weekly briefing).

The Resource Assistant List is being updated. This is a listing of secretaries who
voluntarily serve as mentors to other secretaries in specialized areas.

The NPASAC Quick Reference Guide was revised for handout at the NPA Leadership
Conference in January 2003. This major task resulted in a completely new version of the
Guide. Each council member was assigned several chapters to edit and ensure accuracy
of text, references, forms, web links, contact persons, etc. We had a short turnaround
time to complete revisions so we could distribute in January 2003.



Goals

2/12/03

Travel training conducted by Linda Mahoney was provided for secretaries
immediately following the NPA Leadership Conference in January 2003. ARIS
training for NPA secretaries conducted by Marcie Currie-Gross was provided at
the Area Office in February and March 2002,

Increase awareness of NPASAC activities, provide a more effective support
mechanism, and encourage training for NPA Secretaries.

Maintain/update secretarial resources provided by the NPASAC.

Address requirements and requests from NACOSP.



