[image: image1.wmf]THE FLATIRONS

               Monthly newsletter of the Boulder Chapter-International Association of Administrative Professionals
March 2005                                              _______________                              Volume 51  Issue 8
March Meeting  [image: image2.wmf]
 SEQ CHAPTER \h \r 1Emily MacCormick of 3M Office Products will be our March speaker.  PROGRAM STARTS AT 6 PM SHARP!
"Did you know the Post-it(R) note first hit the shelves in 1980? Yep, it has already been 25 years and I couldn't even imagine life without them. Join me on March 17th and I will show you what sorts of things have happened in 25 years and what new, fun Post-it products we have available today! Not only is 3M famous for Post-it notes, but also Scotch(R) tape. Learn how to purchase your every day office tape in more economical ways, and earn some free goodies in the process. Please join us for samples and fun learning on everything from Post-it(R) notes to ergonomic products. See you there!"
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Emily MacCormick of 3M with Art Fry, the gentlemen who invented the Post-it(R) note!

WELCOME to the Boulder Chapter IAAP Meeting!

What:

Monthly Chapter Meeting & Program



Social/Networking:
5:30 pm



Program:
  
6:00 pm  (Please note time change!)



Dinner:  

6:45 pm



Business Meeting:
7:00 pm

When:

Thursday, March 17, 2004



(Every third Thursday of the month)

Where:

LaHacienda Restaurant



1606 Conestoga



Boulder, Colorado



303-440-8565

Cost:

$12.00, Members and Guests

RSVP:

Vicky Judish by 12 Noon, Tuesday, March 15



Work email: vicky.judish@ctilidar.com


Work Phone:  303-379-3125



(Standing Members:  You will be responsible for the dinner cost of $12 unless cancellation is

                              received by Vicky by Tuesday Noon.)


President Pro-Tem’s Message    
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A FEW THOUGHTS FROM YOUR PRESIDENT PRO TEM

Dwight Eisenhower left us with this gem.  “LEADERSHIP is the art of getting someone else to do something you want done because he wants to do it.”

Leadership just may be our greatest challenge in the next couple years. I believe we need to honor our past and learn from it.  Not just the greatest achievements, remembering what had to be done to reach the accomplishment of set goals, but also examine any challenges that did not pan out, find out what went wrong and develop new plans.  Encourage brainstorming.

When things are not working well, then we all know that some changes somewhere have to occur.  Remember the “handwriting on the wall” from the book “Who Moved My Cheese?” Change happens – there is no doubt about it.  One thing that is so important when change comes about is ATTITUDE.  Attitude can make or break an organization, a company, a home.  We cannot change the inevitable.  The remarkable thing is we have a choice every day regarding the attitude we will embrace for that day.  In making the right choice about attitudes should lend a hand in Shaping Our Future.  

We don’t want to fear failure so much that we refuse to try new ways of doing things.  The saddest summary of a life contains three descriptions: could have, might have, and should have.

We will be electing a Nominating Committee at the March meeting.  These Committee members will be contacting each eligible Boulder Chapter member looking for nominees to fill the slate of officers.  I believe that all members will put great thought into which position would suit them best and step forward and accept a nomination.  This is a great opportunity for learning and personal growth.  GO FOR IT!

Anita Borg, a technologist at Xerox gathers women together from all walks of life to brainstorm new technologies.  She said that if women had brainstormed the technology of cars, they would have been developed with a place for purses.

Joyce Teter, PRP

President Pro Tem

March 2005 issue of IAAP Bits & Bytes newsletter. Bits & Bytes contains the latest news about IAAP programs and services, conferences and events, news from members and chapters around the world, chapter best practices, leadership tips, professional trends, "how to" articles and more. Bits & Bytes is published six times per year in the "Members' Place" section of the IAAP Web site. 
Click this link for the March issue:  http://www.iaap-hq.org/iaap_bits_and_bytes_newsletter.htm 
Boulder Chapter IAAP January Meeting Minutes

February 17, 2005

The regular monthly meeting of the Boulder Chapter of the International Association of Administrative Professionals (IAAP) for January was called to order at 6:00 pm on February 17, 2005, at La Hacienda Restaurant in Boulder, Colorado.  Acting President Pro Tem Vi McNew CPS/PRP and Secretary Pro Tem Robin Trader CPS/CAP were on duty.  The minutes of the previous meeting were read and approved.

MEMBERS PRESENT:   Jenny Cayton, Tommie Diaz CPS, Vicky Judish, Stacia Keller CPS, Vi McNew CPS/PRP, Linda Smith CAP, Joyce Teter PRP, Robin Trader CPS/CAP, Billie Willey CPS, and Linda Wolfe CPS.

GUESTS:  Nancy Upchurch CPS/CAP (President of Union Colony), Sharon Hunvald CPS (President-Elect of the CWM Division), Debra Brown, CAP/RP (member of the Denver Downtown Chapter and Parliamentarian of the CWM Division), Gloria Adams, and Laurie Molinare.

TREASURER’S REPORT:   The financial statement for January 2005 was presented by Treasurer Judish.  The report will be filed.  

REPORTS OF THE OFFICERS:

PRESIDENT:  1) President Pro Tem Vi McNew CPS/PRP has all the files and equipment belonging to the Chapter.  2)  Headquarters, Northwest District Director, and the CWM Division have all been requested to send any Chapter correspondence to Vi for forwarding on to the proper officer or committee person.  3)  Appointing Debra Brown CAP/RP as Coordinator for the hosting of the 2006 CWM Division Annual Meeting and Linda Wolfe CPS of the Boulder Chapter as Co-coordinator has been agreed to.  A summary of the January 29th’s Brainstorming Meeting was placed on the tables.  4)  Jenny McCune, a writer for OfficePro, is looking for Administrative professionals who interface with people overseas.  Interested professionals can contact Jenny directly at jennymccune@imt.net. 

REPORTS OF STANDING COMMITTEES:
NEWSLETTER:   Submittal deadline for the March newsletter is 3/11/05.  

PUBLICITY:   Chairperson Cayton submitted four notices to various newspapers.

APW COMMITTEE:   This year Aims Community College will not be offering the APW webcast.  By General Consent we will have our regularly scheduled April Chapter Meeting and bring in a speaker.  

 BYLAWS:  Updated Chapter Bylaws were distributed.

WAY & MEANS:   IAAP Pens and Business Cards are available for purchase at the dinner break or at the end of the meeting.

DIRECTORY:  Updated Chapter Directories were distributed.  Please let Chairperson Smith know of any changes.

REPORTS OF SPECIAL COMMITTEES:

2006 CWM DIVISION MEETING:  Co-coordinator Linda Wolfe CPS reported that several hotels have been contacted in the I-25 corridor between Broomfield and Longmont. An updated report will be given at the next Chapter meeting.

UNFINISHED BUSINESS:

-  Joyce Teter PRP has volunteered to act as President Pro Tem for the March Chapter meeting and Stacia Keller CPS will preside at the April meeting.

NEW BUSINESS:

-  The Boulder Chapter has been asked to donate $1 per member to the IAAP Building Fund.  By General Consent, $30 will be sent.

-  Rick Stroud has requested more submissions for the Bits & Bytes publication. 

-  A motion was made to submit a Standing Rule to waive the Division registration for the Chairman and Co-Chairman of the host committee.  It was seconded, discussed, and approved.

ANNOUNCEMENTS:

-  The next Chapter Board Meeting is scheduled for 3/2/05 at 5:30 pm and will be held at Hunan Gardens at the Atlas Valley Shopping Center located at 95th and Arapahoe in Boulder.

-  Emily MacCormick with 3M Office Products will be our guest speaker at the 3/17th meeting.  Please plan to attend and see the new products currently being offered.

GOOD OF THE ORDER:
-  Debra Brown CAP/RP reminded everyone that there will be a ½ day Parliamentarian Seminar on 3/19.  

TODAY’S PROGRAM:  Brainstorming for the 2006 CWM Division Meeting with Debra Brown CAP/RP and Sharon Hunvald CPS.

The meeting was adjourned at 7:50 pm.

Robin Trader CPS/CAP

Secretary Pro Tem
2005 IAAP Denver Convention

IAAP Convention: Registration in March

You won't want to miss IAAP's largest training and networking opportunity of the year. The 2005 IAAP International Convention & Education Forum will be held July 17-20 at the Adam's Mark Hotel in Denver. 

For housing reservations, travel, and trips and tours information, visit http://www.iaap-hq.org/events.htm. (Click on the "Events and Conferences" section.) You'll want to visit Denver's hot spots with fellow convention attendees, so don't forget to take advantage of great tours being offered. 

The registration brochure, with complete details on convention training sessions, will be mailed to all IAAP members in early March (this information also will be available on the IAAP Web site). Convenient online registration will open at the end of March. 

C-W-M Division Annual Meeting

June 3-4, 2005
C-W-M Division Annual Meeting
Hosted by Old West Chapter
June 3-4, 2005
Cheyenne, Wyoming
Hotel/Meeting location: Hitching Post
Phone: (800) 221-0125
More information forth coming.
Parliamentary Workshop

The Colorado Association of Parliamentarians is presenting a parliamentary workshop on Saturday, March 19m 2005.  The workshop will be from 9:30 am to 12:15 pm at the American Legion Department Headquarters, 7465 E. 1st Ave., Ste. D, Denver, CO.  The $15 registration fee ($25 at the door) includes a coy of Robert’s Rules of Order, Newly Revised in Brief.  If you are interested in attending this workshop, please email Debbie Brown at debbielbrown@worldnet.att.net.
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March 10, 2005 

In this issue: Net Phones, Public Speaking, Business Vernacular 


Internet Phone Service Goes Mainstream
VoIP (Voice over Internet Protocol) is in the news everywhere. VoIP enables companies to use their computers and Internet connections to make local and long-distance calls. 

The attraction? Savings, plus you can still use regular telephones and enjoy free call waiting and caller ID. Typical monthly charges are $20 to $30 for unlimited calling in the U.S., and sometimes, Canada. Some providers can forward your voice mail to your e-mail. 

Hold the phone before you sign up, however, cautions Kim Komando, syndicated columnist and host of the Kim Komando radio show. Drawbacks include difficulty in setting up extension phones, power outages disrupting service, and in some cases, lack of Internet connections to 911. 

For the full story, visit www.komando.com/kolumns_show.asp?showID=8068. (Copyright 2005 West Star TalkRadio Network. Excerpt reprinted with permission.) 

Speak Without Fear
If public speaking is not a regular part of your daily responsibilities, it may cause you some stress. But with regular practice, you can improve. As Mark Twain said, "There are two types of speakers: those that are nervous and those that are liars." 

To present with pizzazz and minimize nervousness, business/motivational keynote speaker and facilitator Nina Spencer offers these tips: 1. Decide what you have in common with the audience. If the answer is obvious, go deeper. 2. Ask yourself what you want listeners to do differently because of your speech. 3. Select a picture or image that can serve as a central illustration of your message. 

Still worried? Spencer says it's a rare audience that is full of hostile people with arms crossed and scowling faces. For more tips, visit http://www.ninaspencer.com/index.cfm?Fuseaction=ArticleDisplay&ArticleID=194&SectionID=60. 

Business Buzzwords
Companies claiming to create "synergies" to develop a "value-added" "paradigm" that leads to new "solutions" are communicating with some of the most overused phrases in the workplace, according to a recent survey by Accountemps. Other annoying jargon includes: "At the end of the day," "thinking outside the box," "metrics," "take it offline," "core competency," and "win-win." 

"Buzzwords and industry jargon are a form of shorthand, but they can be confusing or even seem exclusionary to individuals outside a particular field," says Max Messmer, Accountemps chairman. "When overused, these words can lose their impact altogether." 

Latest vernacular includes "watercooler games" (coworker discussions), "smell test" (determining the potential success of a product), and "low-hanging fruit" (easy opportunities for new business). For more on buzzwords, visit www.accountemps.com/PressRoom?LOBName=AT&releaseid=1302. 

Microsoft Document Tricks and Tips

If you want to produce better documents with less work but think that sounds too good to be true, you might be pleasantly surprised. Join Microsoft's free webcast "Tips and Tricks for Executive Administrative Assistants: Better Word Documents in Less Time" on March 24 to learn insightful tips and tricks for the fastest, easiest approach to any document--including techniques for working with key Microsoft Office Word features. Visit www.microsoft.com/seminar/events/series/administrativetipsandtricks.mspx for more details.

Member’s Corner  [image: image6.bmp]
   [image: image7.wmf]  Stacia Keller was the winner of the February Raffle prize!    Stacia will donate a gift to be raffled at the March meeting.  Tickets are $.50 each or 3 for $1.00 and can be purchased at the meeting from Robin Trader CPS/CAP. 
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Forget searching for a piece of paper and pen to write down your phone number.  Just hand out a business card!  Order forms are available at each month’s Boulder Chapter meeting.  IAAP pens for $1/ea are a great way to also advertise IAAP.   
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[image: image15.wmf] APW Event Update
Aims Community College will not be offering the APW webcast this year are we had hoped.  Please join us on April 21st (our regularly scheduled April Chapter meeting) and hear Nicki Elsberry of Edward Jones Investment discuss "Smart Women/Men Finish Rich".
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Boulder Chapter member, Tommie Diaz CPS, highly recommends facials at this wonderful place in Louisville called Catherine's European Skin Care.  She had a shop in Cherry Creek for 13 years and decided to come back to her "roots" in Louisville.  Catherine's European Skin Care is located at 924 Main Street in Louisville and the phone # is (303) 377-6464.  Catherine is working on a new brochure and she should have it finished soon.  Tommie says, “I would recommend her 100+% and she will take $10.00 off the first facial if members mention IAAP.  Not only did she give me a fantastic facial, she also did a neck, shoulder, arm, and foot massage.  I did not want to leave!  Catherine is marvelous! ”
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[image: image23.wmf]Looking for temporary work

And…Boulder Chapter member, Tommie Diaz CPS would like to start working in the next month or so and she is interested in working temporary positions.  If anyone is aware of an open position within their company, please contact Tommie at:  diaz.f@comcast.net.
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Happy March Birthdays to:!

Linda Wolfe
March 22nd
JoAnn Derr CPS
March 17th
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Happy St. Patrick’s Day!
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For each petal on the shamrock.
This brings a wish your way
Good health, good luck, and happiness
For today and every day.

Vicky Judish










vjudish@comcast.net








Boulder Chapter-IAAP









Newsletter Editor and Treasurer








Next Month……Administrative Professionals Day/Week!
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IAAP Officers Roster for 2004 - 2005

International Board

President 

Jo A. Peay


Winston-Salem NC

President-Elect

Kay E. Enlow CPS/CAP

Raytown MO

Vice President 

Sandra P. Chandler CPS

Orlando FL

Secretary 

Marcia O’Hearn CPS/CAP

Toronto ON

Treasurer 

Judy McCoy CPS


Bellingham, WA
Great Lakes Dist:

Mary A. Ramsay, CPS/CAP

Oak Creek WI

NE District:

Linda Lorden, CPS


Boscawen, ND

NW District:

Lynda B. Boulay, CPS/CAP

Woodbury, MN

SE District:

Tia Theriaque CPA


Alexandria, VA

SW District:

Patti S. Speer


Las Vegas, NV

Canada:


Barb Horton CPA


BC Canada

Affiliate Rep:

Ava Lee CPS


Jamaica West Indies

Colorado-Wyoming-Montana Division Officers

President

Nancy Harris CPS


Mt. View Ft. Collins Chapter

President-Elect

Sharon Hunvald CPS

Denver Chapter

Vice President

Dawn Lesser CPS


Boulder Chapter

Secretary

Margaret Hartl


Rim Rock Chapter

Treasurer

Betty James


Division Member at Large

Parliamentarian

Debra Brown CAP


Denver Downtown Chapter

Boulder Chapter Officers

President

Open



Vice President

Open

Secretary

Patti Lovato


plovato@ball.com

303-939-6676


Treasurer

Vicky Judish


vjudish@comcast.net
303-379-3125


Parliamentarian

Joyce Teter PRP


joyceteter@prodigy.net 
303-776-2793


Boulder Chapter – Committees

Directory

Linda Smith CAP


ldsmithcap@hotmail.com

Bylaws


Vi McNew CPS, PRP

videlmcnew2@aol.com
CPS/CAP

Stacia Keller


stacia@ibse.com



Membership/Hospitality
Open

Newsletter

Vicky Judish


vjudish@comcast.net

Historian

Open




Ways & Means

Robin Trader CPS


robin_trader@maxtor.com

Admin. Prof. Day

Robin Trader CPS


robin_trader@maxtor.com

Publicity


Jenny Cayton


goldrushairedale@earthlink.net

Webmaster

Robin Trader CPS


robin_trader@maxtor.com




Visit the website of the International Association of Administrative Professionals:  www.iaap-hq.org
Visit the Boulder Chapter website:  www.orgsites.com/co/boulderiaap
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