2010-2011 ANNUAL REPORT

NORTHERN PLAINS AREA (NPA)
Members of the 2010 Council included:
Diona Austill, Miles City, Montana - PR, Webmaster, Technical Advisor

Marianne Cruikshank, Fort Collins, Colorado – Welcome Packet Coordinator

Nikki Dahl, Sidney, Montana - Recorder

Louise Dalton, Fort Collins, Colorado - Ex-Officio Member
Olga Lee, Fort Collins, Colorado - Ex-Officio Member
Linda Parnell, Clay Center, Nebraska - Chair
Kim Swanson, Fargo, North Dakota - Media/PR

Accomplishments
· The Resource Assistant List was updated.  This listing of secretaries, who voluntarily serve as resources to other secretaries in specialized areas, is included in the Welcome Packet and is available to everyone on our Web site.  
· Provided NACOP with information for their quarterly newsletter.

· The NPACOP revised the informational brochure about the Council.

· The NPACOP Web site was maintained on the ARS web site using SitePublisher.

· The NPACOP Quick Reference Guide was reviewed and updated for NPACOP’s Website. The guide was streamlined by adding more links to keep the content current and making use of specialist’s SharePoint sites.
· An NPA Files Management and Retention Guide was developed and presented to all NPA locations during ARMPS reviews.  It was also shared with participants at the NACOP training workshop.
· Implemented an Office Professional Mentoring Program. We have five mentors and three protégés.
· In January 2011, a New Secretary Orientation was held in conjunction with the New Scientist Orientation.
· The NPACOP met in October 2010.  Two council members, Marianne Cruikshank and Linda Parnell, finished their term on the council and were replaced by Jaime Mitchell, Manhattan, Kansas, and Janel Nierman, Clay Center, Nebraska.  Nikki Dahl assumed the duties as Chair, Kim Swanson continued the PR duties, Jaime Mitchell assumed the Welcome Packet coordinator duties, and Janel Nierman assumed the Recorder duties.  Louise Dalton, ex-officio member, retired in December 2010 and was replaced by Carol Durflinger.


· Jaime Mitchell maintains and distributes the Welcome Packet to new NPA secretaries.  On behalf of the Council, Jaime calls new secretaries to welcome them after sending the Welcome Packet and Nikki Dahl, Chair, follows up with a welcome call.

· The NPACOP charter was revised and signed by council members.  
· NPACOP goals and action items were reviewed and revised.

Goals
· The Resource Assistant List will be maintained.  This listing of secretaries, who voluntarily serve as resources to other secretaries in specialized areas, is included in the Welcome Packet and is available to everyone on our Webpage.  
· Increase awareness of NPACOP activities by making personal contact with all new NPA office professionals.
· Maintain/update office professional resources (i.e., the Quick Reference Guide (QRG), Brochure, and Web site) provided by the NPACOP and send a Welcome Packet to each new NPA office professional. 

· Address requirements and requests from NACOP.

· Provide NACOP with information for their semi-annual newsletter.

· New office professional orientation will be conducted in January 2011.

· The PR member will monthly submit helpful “Tidbits from your NPACOP” hints to all office professionals through e-mail.

· A committee will work with the Area Program Analyst to develop a template for the ARIS Annual Report to streamline the process for other office professionals. Once completed, this template will be placed on the NPA website and will have an active link in the QRG. 

· Assist the NPA office professionals with the use of the Grants.gov website.
· Promote the use of the ARS Correspondence Manual for proper format both formal and informal through training, Leadership Conference, New SY/Office Professional Orientation, and “Tidbits from your NPACOP.”
· Promote NPA Training Scholarship Program for Office Professionals.
· A poster about NPACOP was updated and Mousepads purchased to give out at the NPA Leadership Meeting in April. This meeting has been postponed. The Mousepads will be sent out to the Locations for Office Professional Day.

Secretary of the Year

· Louise Dalton was the recipient of the Office Professional of the Year Award for 2010 as she retired from the NPA Director’s Office with 28 years of service.
