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Abstract
Formerly the Association of Educational Secretaries

Scope and Content

This collection is housed in two archival boxes. The collection contains official papers,
handbooks/manuals, minutes, reports, newsletters, and rosters for the IUPAES from the 1960s through
1980s.

Provenance
From IUPAES.

Restrictions

None, this collection is open for research. Property rights reside with Indiana University of Pennsylvania
(IUP), and the 1UP Special Collections and University Archives. Literary rights are retained by the
creators of the records and their heirs. For permissions to reproduce or publish, please contact the Special
Collections Librarian and University Archivist.

Processor
The collection was organized and the finding aid was updated by Harrison Wick on March 6, 2015.

Container List
Box 1 (34 folders)
1. IUPAES Letterhead
2. IUPAES Constitution and By-Laws
IUPAES Constitution
IUPAES By-Laws
Proposed Amendments April 8, 1967
Proposed Amendments May 8, 1967
Proposed Amendments November 4, 1968
Proposed Amendments October 21, 1968
Constitution and By Laws November 18, 1968
Proposed Amendments February 10, 1970
Constitution and By-Laws February 24, 1970
Proposed Amendments March 10, 1972
Constitution and By-Laws March 28, 1972
Interpretation June 12, 1973
. Constitution and By-Laws September 24, 1973
Constitution and By-Laws August 25, 1977
Suggested Revision, December 8, 1978
Suggested Amendment to the By-Laws, August 8, 1979
g. Constitution and By-Laws, September 1980
3. Personnel Handbooks
a. Handbook for Office Personnel at Indiana University of Pennsylvania, 1968
b. Handbook for Office Personnel at Indiana University of Pennsylvania, 1973
c. Distribution Memo for the 1968 Handbook, July 10, 1968
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d. Report to the Executive Board on the creation of the Handbook
4. A Manual of Procedures and Conditions of Employment for Non-Professional Staff
a. A Manual of Procedures and Conditions of Employment for Non-Professional Staff, February
17, 1967

5. Meeting Format Models

Generic Meeting Models

undated models

March 13, 1967 model

November 18, 1980

February 25, 1981

August 19, 1981

November 18, 1981
embershlp Rosters

1966 Charter Members

1967 Members

1968 Members

1969-1970

1970-1971

1973-1974

1975-1976

1976-1977

1977-1978

1978-1979

1981-1982

undated list divided by building
7. Commlttee Appointments

November 23, 1966

June 9, 1967

June 20, 1967

March 17, 1968

July 10, 1968

1967-1969

1969-1970

July 16-1970

June 13-1975

1976-1977

1977-1978

June 30, 1978
. 1979-1980

1981

1981-1982

undated Committee Assignments
eetmg Reminders, 1967-1983

May 1967

May 5, 1967

October 30-1967

August 20, 1968

September 3, 1968

February 17. 1969
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10.
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October 27, 1969
December 3,1971
June 17, 1971
April 7, 1972
September 26,1977
July 24, 1978

. November 1,1978

February 12, 1979
May 17, 1979
July 3, 1979
August 7, 1979
August 22, 1979
October 2, 1979
October 17, 1979
November 1, 1979
December 4, 1979

. January 29, 1980

May 1, 1980
February 23, 1981
July 5, 1983

aa. August 10, 1983

bb. “Mornings with the Professors” April 1-May 13

RSVP and Attendance

I mAT T SQ 000 oW
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July 11, 1967 RSVP note

October 17, 1967
October 24, 1967
November 14, 1967
May 13, 1968
September 30, 1968
February 24, 1969
October 28,1968
November 13, 1968
November 14, 1968
May 13, 1969
November 17, 1969

. November 24, 1970

May 15, 1970
May 27, 1971

August 14, 1979 sign-in sheet

November 13, 1979 sign-in sheet

May 20, 1980 sign-in sheet

1967 “My Attendance Points” worksheet for Elaine Thomas
xecutive Board Meeting Agendas

May 20, 1968
September 10, 1968
June 1, 1977
October 2, 1979
January 10, 1980
February 6, 1980
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March 5, 1980
July 15, 1980
September 12, 1980
November 12, 1980
June 5, 1981
December 4, 1981

. June 7, 1983
October (undated)

xecutive Board Meeting Minutes, 1966-1969
November 23, 1966
November 30, 1966
January 31, 1967
February 20 and 21, 1967
March 20 and 21, 1967
May 8, 1967
June 20, 1967
July 17, 1967
November 1, 1967
December 11, 1967
February 6, 1968
May 20, 1968

. August 20, 1968
September 20, 1968
October 21, 1968
November 26, 1968
June 3, 1969
June 30, 1969
July 18, 1969
August 28, 1969
September 23, 1969
October 29, 1969

xecutive Board Meeting Minutes, 1970-1974
January 19, 1970
February 11, 1970
April 1, 1970
June 30, 1970
July 20, 1970
August 25, 1970
September 23, 1970
October 12, 1970
October 27, 1970
December 3, 1970
December 15, 1970
February 3, 1971

. February 9, 1971
March 1, 1971
March 18, 1971
April 7,1971
April 28, 1971
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May 12, 1971
August 1971
September 1, 1971
October 5, 1971
October 7, 1971
. November 4, 1971
February 2, 1972
February 17, 1972
February 25, 1972
aa. March 2, 1972
bb. March 9, 1972
cc. March 19, 1972
dd. March 22, 1972
ee. April 11, 1972
ff. May 8, 1972
0g. June 6, 1972
hh. June 29, 1972
ii. August 8, 1972
jJ- August 30, 1972
kk. October 25, 1972
II. December 13, 1972
mm. February 19, 1973
nn. April 12, 1973
00. May 2, 1973
pp. June 21, 1973
qq. July 18, 1973
rr. February 18, 1974
ss. May 1, 1974
tt. June 17, 1974
uu. July 15, 1974
vv. August 13, 1974
ww. September 3, 1974
xx. October 3, 1974
yy. November 7, 1974
zz. November 25, 1974
aaa. December 5, 1974
. Executive Board Meeting Minutes, 1975-1979
February 5, 1975
February 24, 1975
March 20, 1975
May 1, 1975
May 28, 1975
July 9, 1975
August 6, 1975
October 1, 1975
November 3, 1975
December 3, 1975
December 8, 1975
February 11, 1976
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. April 7, 1976
May 3, 1976
May 24, 1976
June 21, 1976
August 5, 1976
September 1, 1976
October 11, 1976
September 11, 1976
December 1, 1976
February 23, 1977
. March 10, 1977
May 12, 1977
June 20, 1977
October 25, 1977
aa. November 39, 1977
bb. February 7, 1978
cc. April 5, 1978
dd. May 15, 1978
ee. May 31, 1978
ff. August 4, 1978
gg. November 7, 1978
hh. December 5, 1978
ii. February 1, 1979
jj- May 29, 1979
kk. June 5, 1979
II. July 3, 1979
mm. July 10, 1979
nn. August 7, 1979
00. August 29, 1979
pp. October 7, 1979
gg. November 6, 1979
rr. December 6, 1979
. Executive Board Meeting Minutes, 1980-1984
January 10, 1980
February 6, 1980
March 5, 1980
April 19, 1980
April 22, 1980
June 17, 1980
July 15, 1980
August 7, 1980
September 12, 1980
October 14, 1980
November 12, 1980
March 12, 1981
. April 2, 1981
May 19, 1981
June 5, 1981
July 28, 1981
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September 18, 1981
November 18, 1981
December 4, 1981
January 14, 1982
February 16, 1982
April 6, 1982
. May 6, 1982
May 11, 1982
February — May 1982
August 4, 1982
aa. August 25, 1982
bb. October 19, 1982
cc. April 12, 1983
dd. June 7, 1983
ee. July 28, 1983
ff. October 25, 1983
gg. January 26, 1984
15. Business Meeting Agendas, 1979-1981
August 14, 1979
November 13, 1979
February 12, 1980
May 20, 1980
October 14, 1980
November 18, 1980
February 25, 1981
May 19, 1981
August 19, 1981
August 25, 9181
16. Regular Meeting Minutes, 1966-1984
November 7, 1966
January 17, 1967
March 13, 1967
May 22, 1967
August 28, 1967
November 15, 1967
February 12, 1968
May 21, 1968
August 7, 1968
November 18, 1968
February 26, 1969
May 14, 1969
. August 6, 1969
August 18, 1969
November 18. 1969
February 24, 1970
May 14, 1970
August 31, 1970
November 17, 1970
February 17, 1971
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u. June 3, 1971

V. June 24, 1971

w. October 7, 1971

X. November 30, 1971

y. February 29, 1972

z. March 28, 1972

aa. May 22, 1972

bb. November 28, 1972

cc. February 27, 1973

dd. November 13, 1973

ee. February 20, 1974

ff. May 22,1974

gg. August 15, 1974

hh. November 13, 1974

ii. August 21, 1975

jj. November 6, 1975

kk. February 26, 1976

II. May 20, 1976

mm. August 25, 1977

nn. December 21, 1977

00. November 14,1978

pp. February 27, 1979

qq. May 8, 1979

rr. May 17, 1979

ss. August 14, 1979

tt. November 13, 1979

uu. February 12, 1980

vv. May 20, 1980
ww. August 11, 1980

xx. November 18, 1980

yy. February 25, 1980

zz. May 19, 1981

aaa. August 19, 1981

bbb. November 18, 1981

ccc. February 16, 1982

ddd. May 11, 1982

eee. August 25, 1982

fff. November 10, 1982

0gg. May 18, 1983

hhh. August 10, 1983

iii. February 21, 1984

JjjJ- March 23, 1984

17. IUPAES Status Reports
a. Biennial Reports of the Indiana University of Pennsylvania Association of Educational
Secretaries for the 1966-1968 Membership Years, August 31, 1970
b. Annual Reports of the Indiana University of Pennsylvania Association of Educational
Secretaries for the 1967-1968 Membership Year

c. Biennial Reports, IUPAES, 1968-1970

d. Status of Committee Activities as of the End of the 1969-1970 Membership Year
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18.

19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

33.
34.
35.
36.

37.
38.

e. February 2, 1972 “Goals / Means of Achievement”

IUPAES Budgetary

Budget for 1967-1968 Membership Year

1968-1969 Proposed Budget

1968-1969 Budget

1969 Meeting Expenditures

1969-1970 Budget

1979-1980 Proposed Budget

Budget Allocation for the Membership Committee, 1980
Revised Budget for the Welcoming Committee, 1980

Budget for Program Committee, 1980-1981

j.  Budget for Program Committee, 1981-1982

Money Receipts

Ledgers, 1968-1975

Vouchers, 1967-1968

Vouchers, 1968-1969

Vouchers, 1969-1970

Vouchers, 1971-1972

Vouchers, 1972-1973

Vouchers, 1973-1974

Vouchers, 1974-1975

Vouchers, 1975-1976

Vouchers, 1976-1977

Vouchers, 1977-1978

Membership / Publicity Committee Event Posters and Pamphlets
Membership / Publicity Committee Plans and Reports

Detailed Duties of the Membership and Publicity Committee
Plans for the 1967-1968 Membership Year

Plans for the 1967-1968 Membership Year, July 5, 1967
Recommendations of the Membership and Publicity Committee, July 17, 1967
1%t Anniversary Update Letter, August 15, 1967

“Getting [IUPAES Off the Ground” July 11, 1968
Development Ideas, July 22, 1968

Plans for the 1968-1969 Membership Year, September 10, 1968
Plans for the 1969-1970 Membership Year

Appointing of the Chairperson, October 31, 1969
Membership / Publicity Meeting Reminder, November 5, 1969
Greeting Letter, July 27, 1973

m. Committee Report, August 21, 1975

Membership Reply Forms

Membership / Publicity Committee Recruiting Materials
Program Committee In-Service Training Workshops Correspondence and Publicity, 1968-1980
Program Committee Program Suggestions, 1966-1980

a. Program Committee Meeting Agendas and Minutes

Duties of the Vice President concerning the Program Committee
Duties of the Program Committee

a. Responsibilities of the Program Committee

b. Guide to Inviting a Speaker

c. Guide for Planning Professional Growth Meetings of Program
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Stepping Stones for Vice Presidents and Program Chairmen
“How to Have Better Meetings”

“How to Present an Effective Program”

Workplace improvement slides

Program Committee August Meeting (no year)

Special Meeting, December 12, 1966

Plans for the 1967-1968 Membership Year

December 19, 1967 Meeting Minutes

December 28, 1967 Minutes

. Program for May 1967 Meeting

Plans for the 1968-1969 Membership Year
Plan to Meet, March 11, 1968

April 8, 1968 reminder / agenda

August 7, 1968 reminder / agenda

Plans for the 1968-1969 Membership Year
1970 February and May Meetings

August 14, 1979 Meeting Reminder
undated meeting reminders / agendas

July 15, 1968 Program Committee Agenda

. September 4, 1968 Program Committee Agenda

September 16, 1968 Program Committee Agenda
November 22, 1968 Program Committee Agenda
January 21, 1969 Program Committee Agenda

. April 14, 1969 Program Committee Agenda

.July 9, 1969 Program Committee Agenda

. November 12, 1969 Program Committee Agenda

. Undated November Program Committee Agenda

. Calendar of Events, November-December 1967

. Calendar of Events, January-June, 1968

. Calendar of Events, 1979-1980

. Summary of Discussion at July 17, 1967 Planning Meeting

. Summary of Discussion at August 3, 1967 Planning Meeting

Committee Report of the Program Committee, November 15, 1967

. Summary of Discussion at January 8, 1968 Planning Meeting

Committee Report of the Program Committee, February 12, 1969

.Report of the Program Committee, April 16, 1968

. Program Committee Update, July 3, 1968

. Committee Report for the Program Committee May 14, 1969
Pp.
aq.

Summary of Activities, July 3, 1968

Committee Report November 18, 1969

Summary of Activities of the Program Committee, 1968-1970
Report of the Program Committee, November 12, 1973
Program Committee Meeting Notes, July 16, 1975

39. Fundraising Committee Completed Sales

a.
b.

Luvkins / Candles
Christmas Bazaars

40. Fundraising Committee Brochures
41. Fundraising Committee Reports / Correspondence

a.

Fundraising Ideas

11
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Bake Sale Memo, September 1977

Bake Sale Memo, June 1979

August 14, 1979 Fundraising Committee Report
Amway Product demonstration letter, October 25, 1979
Fundraising Committee Report November 13, 1979
Fundraising Project ideas, December 3, 1979
Fundraising Committee Report, November 18, 1980
Fundraising Committee Report, May 20, 1980

May 22, 1980 letter to J. H. Schuler Company for fundraising ideas
October 29, 1980 Gift Wrap Sale Memo

Annual Report, February 25, 1980

. Summary for 1980-1981 Membership Year

Request for Fundraising Material from Current, October 28, 1981
Fundraising Committee February 12 Business Meeting Report, undated

Box 2 (32 folders)
1. Reports of the Executive Board

NS XS<EC®SaDOS3I— AT TTQPo0 o

ee.

April 17, 1968

November 1966-February 1967
1966-1968

March 1967-August 1967
September 1967-November 1967
November 1967-February 1968
August 16, 1968

May 1968-November 1968
November 1968-April 1969
May 1969-November 1969
December 1969-February 1970
May 1970-August 1970

. September 1970-October 1970

November 1970-February 1970
March 1970-May 1971

March 28, 1972

May 22, 1972

August 21, 1972

February 27, 1973

August 15, 1974

November 13, 1974

February 26, 1975

. March 10, 1975

May 4, 1975
August 21, 1975
November 6, 1975

. February 26, 1976

. May 20, 1976

. November 1979

. November 13, 1979

March 26, 1984

2. Reports of the Treasurer
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November 8, 1966-February 27, 1967
February 27, 1967-July 28, 1967
November 8, 1966-July 28, 1967
Status Sheet 1967-1968
July 28, 1967 — August 28, 1967
August 28, 1967 — November 15, 1967
November 15, 1967 — February 12, 1968
Summary of Transactions, July 28, 1967- June 24, 1968
February 12, 1968 — June 24, 1968
June 25, 1968 — November 18, 1968
November 19, 1968 — May 14, 1969
June 25, 1968 — June 30, 1969
. Social Activities Expenditures, June 3, 1969
Meeting Expenditures June 3, 1969
June 30, 1969-November 18, 1969
November 18, 1969-February 24, 1970
February 24, 1970-June 30, 1970
August 1, 1970 — November 17, 1970
June 30, 1970-June 20, 1971
November 17, 1970 — February 17, 1971
November 24, 1970 workshop expenditures
February 17, 1971 — June 3, 1971
. June 30, 1971 — June 30, 1972
July 1, 1971- November 30, 1971
Status Report, September 1, 1971
Deposit Receipt, January 10, 1972
aa. December 1, 1971 — February 29, 1972
bb. March 1, 1972 — May 22, 1972
cc. July 1, 1972- June 8, 1973
dd. August 31, 1972- November 30, 1972
ee. December 1, 1972 — February 27, 1973
ff. February 28, 1973 — May 7, 1973
0g. June 8, 1973- August 7, 1973
hh. June 8, 1973 — June 8, 1974
ii. August 7, 1973 — November 13, 1973
jj- November 13, 1973 — February 20, 1974
kk. February 20, 1974 — May 22, 1974
II. Summary of Cash Transactions June 8, 1974 — June 13, 1975
mm.June 8, 1974 — August 15, 1974
nn. August 15, 1974 — November 12, 1974
00. November 12, 1974 — February 26, 1975
pp. Summary of Cash Transactions June 10, 1974 — June 13, 1975
qq. February 26, 1975- May 4, 1975
rr. June 13, 1975 — August 21, 1975
ss. Summary of Cash Transactions June 13, 1975 — June 30, 1976
tt. August 21, 1975 — November 6, 1975
uu. November 6, 1975 — February 26, 1976
vv. February 26, 1976 — May 20, 1976
ww. May 20, 1976 — June 30, 1976
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xX. June 30, 1976 — August 19, 1976
yy. June 30, 1976 — May 31, 1977
zz. August 19, 1976 — November 2, 1976
aaa. November 2, 1976 — February 9, 1977
bbb. February 9, 1977 — May 17, 1977
ccc. May 17, 1977 — May 31, 1977
ddd. August 22 — November 14, 1978
eee. February 27, 1979 — May 17, 1979
fff. May 18, 1979 — July 5, 1979
g9g. February 12, 1980
hhh. May 20, 1980
iii. August 11, 1980
Jjj- August 19, 1981
kkk.November 18, 1981
3. Audit Committee Reports
August 21, 1967
August 16, 1971
August 24, 1972
June 17, 1975
Letter indicating change of bank account name, August 14, 1975
August 18, 1976
June 16, 1977
July 13, 1978
May 25, 1979
May 24, 1979
June 14, 1979
Budget request, June 28, 1979
. June 5, 1980
July 6, 1981
0. June 6, 1983
4. Report of the Secretary
a. June 1, 1968
5. Social Committee Reports / Correspondence
a. Detailed Duties of the Social Committee
b. Committee Member Appointment Letter, December 10, 1966
c. Memo, Dora Burkett to Elaine Thomas, Chairman of the Social Committee, December 10,
1966
Foster Dining Hall facilities request, December 28, 1966
Social Committee Report, February 27, 1967
Suggested Summer Activities, May 4, 1967
Committee Member Appointment Letter, May 31, 1967
Agenda, Dora Burkett to Shirley Shearer, May 31, 1967
Calendar of Activities, July 14, 1967
Committee Member Appointment Letter, February 9, 1968
Memo, March 4, 1968, Trip Planning
Swimming Party Invitation, August 12, 1968
. Report on the Plans of the Social Committee for 1968-1969
Invitation to Open House reception, January 2, 1969
Letter ordering tickets for ‘Ice Follies’, February 24, 1969

S3-ATTSQ@hoo0 T
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10.
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aa.
bb.
cc.

Christmas Party plans for Indiana’s needy, December 18, 1969
Plans of the Social Committee for 1969-1970

Shopping trip to Monroeville Mall, November 17, 1973

Recreation Program, August 5, 1974

Mother-Daughter banquet, May 4, 1975

Pirate Baseball Game, September 21, 1975

Christmas Shopping Trip to Monroeville Mall, November 22, 1975

. Christmas Party, December 19, 1975

Gardening Party, August 19, 1976

Request to Audit Committee for $25 to cover “Love Basket” program costs
Post Holiday Social invitation, January 13, 1981

Halloween Social, October 28, (no year)

Christmas Social, December 11 (no year)

Christmas Cookie exchange (no year)

Professional Affairs Committee

P00 o

—h

August 5, 1968 — list of publications owned by the IUPAES

Appointment of the Professional Development Committee, May 29, 1969

Report of the Committee on Professional Development and Responsibility, October 9, 1969
Plans for the 1969-1970 Membership Year

Letter indicating the addition of The Reader’s Encyclopedia of World Drama to the Stabley
Library, December 11, 1969

Letter indicating the addition of the The American Heritage Dictionary of the English
Language to the Stabley Library, January 20, 1970

Professional Affairs Committee Resource Handbook, September 1979

Indiana Educational Film Service Catalog, 1964-1966

A Rental Catalog of Coronet Films, IUP

List of IUPAES Publications

Women’s Resource Center Library, Bibliography

Spemal Committee for Project Finance

a.

Correspondence, 1969

Welcoming Committee

a.
b.
C.
d.

Pamphlet “Introducing You to the [TUPAES”

Lists of new University employees

Lists of employees welcomed to campus by the committee

copies of welcome letters to new and returning members and employees

Scholarship Committee

a.
b.
C.
d.

Blank Application, 1984
Application of 1983 Winner
Application of 1984 Winner
Other 1984 Applicants

Special Services Committee

SQ "o o0 o

Bond Drive, 1967

Bond Drive, 1968

IMC Career Day, 1969

Senior Citizens Day, 1974

Bond Drive, 1975

Senior Citizens Day, 1975

1976 Proposed Activities

Carol Wayne Chocolates Sale, 1976-1977
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11.

Senior Citizens Day, 1976
Thanksgiving Food Drive, 1976
1977 Proposed Activities
Report of the Social Service Committee, February 9, 1977
. Carol Wayne Candy Sale, 1977
Report of the Special Services Committee, May 1977
Appeal to establish a Constitutional Amendment for the preservation of the Special Services
Committee, May 24, 1977
Thanksgiving Basket drive, November 1977
Donation Drive to the Ebensburg Center, November 1977
Carol Wayne Chocolates Sale, 1978
Report of the Special Services Committee, May 1978
Senior Citizens Day, 1978
Report of the Special Services Committee, 1978-1979
Christmas Love Basket 1979
Thanksgiving Love Basket Drive, November 1980
Bond Drive, 1981
Mailing service project, 1981
Big Brother / Big Sister, 1982
aa. Senior Citizens Day Report, undated
bb. Flood Disaster Item Drive, undated
Nominating Committee
undated photo of IUPAES officers, perhaps 1973
Installation Service Instructions
Memo on the presentation of nominees, October 18, 1967
Memo on the mailing of ballots to members-at-large, October 25, 1967
Presentation of 1972-1973 nominees
Announcement of installation of Lois E. Carhart as 1973 Treasurer
IUPAES Nominees, 1975-1976
IUPAES Election Results, April 23, 1975
IUPAES Emergency Installation of Doreen Snyder as President—elect, 1975-1976
1976, 10" Annual Election of Officers
1976-1977 Election Results
1977-1978 Election Kick-off
. 1977-1978 Nomination form and description of duties
1977-1978 Soliciting of Candidates
1977-1978 Elections
1978-1979 Description of Duties
1978-1979 Elections
1979-1980 Call for Nominees
1979-1980 Elections
1979-1980 Election Results
Installation of officers for 1979- 1980
1980-1981 Call for Nominations
. 1980-1981 Elections
1980-1981 Ballots, Tallies, results
Memo requesting nominations for replacement nominees
1981-1982 Nominees
aa. 1982 Nomination forms and Ballots
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12.

bb.

undated attendance list for installations of officers

National Association of Educational Office Personnel

"YSOTOIS3ITARTOSQ@AOO0 T

Blank Application for Affiliation

People Committee contact list / membership survey

“The Affiliate and the NAES” pamphlet

Letter from Alice D. Ferringer to Oreta O. Norris, November 30, 1967
Letter from Oreta O. Norris to Forence Haug, December 19, 1967
1968 Annual NAES Convention and Institute itinerary
“Dimension for Tomorrow, 1968-1969” pamphlet

1970-1971 Certificate of Affiliation

1971-1972 Application for Affiliation

1971-1972 Certificate of Affiliation

1972-1973 Certificate of Affiliation

1973-1974 Application for Affiliation

. NAES Welcome Letter, December 12, 1974

1974-1975 Certificate of Affiliation

1975-1976 Certificate of Affiliation

1976-1977 NAES Membership Forms

Hertz / NAES money-saving deal, August 1, 1978

1978 Affiliate Membership Forms

1978-1979 NAES Informational Pamphlet

Nomination form for NAES Secretary of the Year and Administrator of the Year, January,
1979

Information on Advisory Council Meeting, Denver, Colorado, March 5, 1979
Information and Accomplishments for President’s Luncheon, March 6, 1979

. NAES Candidates for Executive Board Positions, March 16, 1979

Affiliation renewal reminder, May 1979
“Crossroads” Vol. 17, Number 4, Summer Issue, 1979
“Millie’s Mailouts...Inside Line,” May 1979

. “Millie’s Mailouts...Inside Line,” June 1979

. NAES call for nominations to the Public Relations Committee, July 1979

. Membership rewards information form, May 9, 1979

. Nominations for NAEOP Board of Directors (National Association of Educational Office

Personnel), August 8, 1979

. National Employee and Administrator Nomination form, August 30, 1979

. “The National Educational Secretary,” Fall 1979

. Public Relations Committee. Plans, October 3, 1979

. Presidential Proclamation for National Educational Office Personnel Week and National

Bosses Week, 1979, 1980

ii. National Educational Office Personnel Week, October 14-20, 1979 pamphlet

NAEOP Information pamphlet, 1979-1980

. NAEOP Information pamphlet / membership application

NAEOP thank you letter for membership renewal, 1979-1980

mm.NAEOP Spring Conference, April 24-26, 1980

nn.

00.
Pp.

Educational Bosses Week, May 18-24, 1980
NAEOP 1980-1981 Welcome / Update letter
NAEOP 46™ Annual Meeting and Institute, “Your Future is Now” July 8-18, 1980

13. Pennsylvania Association of Educational Secretaries

a.

PAES Handbook, 1964
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14.
15.
16.
17.

18.

19.

20.
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PAES Constitution and By-Laws, revised 1965

PAES Memberships for Central Western District for 1966-1967

1968 PAES Conference Report

Report of the 1968 Educational Secretaries Conference by Sylvia Richter
1969 PAES Conference notes

Report of the 1969 Educational Secretaries Conference by Jane I. Picard
Attendance at the PAES Workshop at Penn State, April 1972

PAES request for conference door prizes

PAES Membership Letters, November 1973; April 1974; November 1974
PAES Membership Form, October 1976

PAES Application for Affiliation, 1977

. PAES Membership Form, October 1977

PAES Application for Affiliation, 1978

PAES Constitution and By-Laws, 1978

Letter from PAES Secretary, Bettylu S. Miller concerning conference door prizes / answer
from IUPAES President Yvonne L. Dougherty

Application to attend the 1979 convention

Letter to Mildred Woomer, March 1979

Letter to Marge McCarey, March 1979

PAES Mission Statement (undated)

Door prize request, 1980

Letter to Joyce A. Miller, May 1980

. 25" Educational Secretaries Conference, 1981

Letter from Marjorie H. McCarey, September 1981

Summary Sheets and Survey Results (undated)
Press Releases, 1966-1980

Misc. Correspondence, 1967-1983

Evergreen V.1.S. Club

a.

Evergreen ‘Very Important Secretary Club’ Membership Application Materials

Senate Statement

a.

Statement presented to the University Senate by the IUPAES for the recognition of the
organization

Nestle Boycott

a.

Information for IUPAES members on boycotting Nestle brand products

Newsletter “Secretalk™

a.
b.

—RT T SQ@ o o0

m.

Vol. 1, Number 1, February 1967

Letter congratulating Alice Ferringer for her submission “Secretalk” as the name of the
IUPAES newsletter, March 22, 1967

Proposed schedule for the publication of “Secretalk,” September 5, 1968
Vol. 1, Number 2, May 1967

Vol. 2, Number 1, December 1967

Vol. 3, Number 1, September 1968

Vol. 4, Number 1, October 1969

Vol. 4, Number 2, December 1969

Vol. 4, Number 4, March 1970

Vol. 4, Number 4, May 1970

October 1971

November 1971

January / February 1972



Record Group 12

n.
0.

April 1972
May 1972

21. PAES Newsletter

a.
b.
C.

October 1979
December 1979
February 1980

22. The Creative School Secretary Newsletter

a.
b.
C.

Vol. 6, Number 10, May 9, 1975
Vol. 2, Number 3, January 31, 1980
Vol. 2, Number 8, April 10, 1980

23. “Becoming a Super Secretary” Newsletter

a.

October 29, 1979

24. Employee Seniority Lists
25. SECA Campaign

a.

Materials for SECA fundraising campaign, 1979

26. Miscellaneous Materials

oo

Photos of events

Indiana Holiday Inn Booking Options

John Hancock Tax-Sheltered Annuity Plan

Misc. Meeting materials (undated), songs, poems, quotes
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