
Executive Assistants Group 1 Meeting Minutes 1991 

  1991 MINUTES 
  GOVERNOR BOOTH GARDNER ADMINISTRATION 
 

Date Time/Location Agenda Attend Notes 

Missing minutes – Jan. through April 1991   

Jan. 4, 1991 Time: 8-9:30am 
Location: HCA 

   

Feb 1991     

March 1991     

April 1991     

May 1, 1991 Time: 8-9:30am 
Location: DF&W 
 

General Business 
Round Table 

16 Planning meeting set for June at Fort Worden. Members’ expectations for EAG, 
issues and involvement, etc. No meeting in June due to Planning Session. 

Correspondence Guidelines final draft working with Efficiency Commission and 
Dept. of Personnel using the Greg Reference Manual.  

Established bank account with SeaFirst Bank. 

June 13-14, 
1991 

Location: Planning Session - 
Fort Worden, Pt. Townsend 
 

First EAG Planning Session 15 Committees formed: Correspondence Guidelines, Career Development for EAs 
(Work w/DOP admin classifications and interviewing/testing for EA level positions), 
and EAG Program (coordinate monthly meetings).  

Correspondence Guidelines – will begin working with Gov’s Office to incorporate 
the Gov’s Referral Procedure into the guidelines. 

Strategy to Promote EAG – members encouraged to discuss the group and purpose 
with their boss and exec team. Reminder Calls – share the roster and make phone 
calls. Create Brochure.  

EAG Brown Bags – meeting time is not long enough. Suggested brown bag lunches 
every other month (third Wed.) Program committee develops agenda. Encouraged 
to invite other EAs who have not come to the meeting. 

Editor’s notes on minutes: the recap of the first EAG Planning Conference only 
highlights the main issues addressed at this conference and cannot possibly reflect 
the value of ideas shares, friendships establishes, mentoring and the solid 
foundation upon which the EAG will continue to grow. 

July 1991 No Meeting    

Aug. 7, 1991 Time: 8-9:30am 
Location: OFM 
(Gov’s Office attended 2  
 
 
 

General Business 
Roundtable 
 

11 First Brown Bag – Aug. 21, 1991. Networking and ideas for training. 
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Executive Assistants Group 2 Meeting Minutes 1991 

Date Time/Location Agenda Attend Notes 

Sept. 4, 1991 Time: 8-9:30am 
Location: HCA 
(State Supreme Court) 

General Business 
Guest Speaker – Bev Tafoya, 
DOP. 

13 Ideas – extend our services for interviewing and screening applicants for EA or 
other exempt positions. 

Rhonda Penrose left position.  

Oct. 2, 1991 Time: 8-9:30am 
Location: Agriculture 
Supreme Court EA  

General Business 
Roundtable 

20 Creation of Secretary position on the Board. 

Correspondence Guidelines = Met w/Gov’s Office, Doug Tanabe. He will bring to 
management team and EA Miriam Bausch. 

Nov. 6, 1991 Time: 8-9:30am 
Location: OFM 
 

General Business 
Roundtable 

12 PO Box 

Career Development Committee – Talked with DOP and requested to develop a 
Career Executive Support Program for EAs.  

Dec. 13, 1991 Time: Noon – 5pm 
Location:  
 

Afternoon Planning Session 
and potluck ½ day 

 Brainstorming Session – review groups focus, what to get out of the retreat and 
establish agenda for future year. 

Subcommittees: Writing Reference Guide (Correspondence Guide), Contact List 
(agency org charts, staff and phone numbers). 
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