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[image: image1.wmf]Fall is definitely here.  With even a hint of winter!  Last month we had a great inspirational message from LaDonna Gatlin via CD, but the message was still there as to living our life in the key of Change. In keeping with her theme, this month we have Kim Wolinski coming to us, better known as Dr. DeClutter. Kim has presented to our group before and is a great motivator for us.  There is more in-depth information regarding her seminar printed later in this newsletter.  Creating an Efficient Workplace is something I know I can use, and I’m sure you’ll walk away with a few tips to try as well.  

Since we are creating an efficient workplace, how about creating a more effective workplace?  At our October meeting, I brought along a few of the OPTIONS books for you all to look at.  This is a very inexpensive way to get great training to keep us efficient in our workplace.  The cost is $199 for IAAP members which includes 12 books and assignment sheets.  You can’t beat the 12 classes for $199.00.   That isn’t even $17 a class booklet.  For more vital information regarding the OPTIONS program, you can get more details on the IAAP website (www.iaap-hq.org) under Education and Training.  The nice thing about this program is you can either do it self-study or you can do it as a team at work.  The assignments are spelled out very clearly and when you complete them, you simply mail them to Headquarters (address printed on the assignment sheet) and when you are done with the 12 booklets you receive CEUs as well as recertification points.  It’s a GREAT Deal.  I also have brochures that I will have available at the next meeting if you are interested in checking into the program more.

I received a note from Nicole Geiger CPS/CAP, our Division President, saying that the Colorado/Wyoming/Montana Division was first in recruiting and retaining this last quarter!  What an exciting time for us!  I know our chapter is growing by leaps and bounds. Let’s keep it up. All these new faces and fresh ideas are wonderful additions to our chapter.  I look forward to working and talking with each and every one of you.

Remember December is our Annual Gift Exchange and dinner.  I am sure this one will be as fun as the previous ones.  The cost of the gift is $20 and under.  Please be sure it is a new item and is wrapped.   Jean from La Hacienda will be joining us as well which is always a great treat for us.  

See you November 20th!

Dawn Lesser CPS

President

2003-2004
November 20, 2003

Boulder Chapter IAAP Meeting 
March 1-2, 2004

IAAP Professional Education Conference; Santa Barbara, CA

April 18-24, 2004

Administrative Professionals Week

April 21, 2004

Administrative Professionals Day

June 4–5, 2004 
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July 17-20, 2005

Denver, Colorado, Adams Mark Hotel
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Boulder Chapter IAAP
October 16, 2003 Meeting Minutes
Secretary Lovato absent, Johanna Humphrey CPS, Secretary Pro Tem

The regular monthly meeting of the Boulder Chapter of the International Association of Administrative Professionals (IAAP) was held at La Hacienda Restaurant in Boulder, Colorado, and called to order at 6:00 pm by President Dawn Lesser CPS, followed by the Pledge of Allegiance, welcome and introductions.

Minutes of the August 21, 2003, meeting was reviewed and it was noted that rewording needed to be done under Guests: to read Nancy Upchurch CAP (Union Colony Chapter and retired Trustee of the Retirement Trust Foundation).  It was noted that the date in the introductory paragraph should read August 21, 2003, and not June 19, 2003.  The minutes were approved as corrected.

Members Present:  Dawn Lesser CAP, Joyce Teter PRP, Stacia Keller CPS, Johanna Humphrey CPS, Ann Tolhurst, Vicky Judish, Jean Reed CPS, Linda Smith, Jenny Cayton, Billie Willie CPS, Robin Trader CPS, Patti Lovato

Guest:  Diana Smith

Treasure’s Report:  Treasurer Keller presented the financial statements for August and September; the report will be filed.

Reports of Officers

PRESIDENT:  Dawn noted that she had planned to publish the Member Survey in the September Newsletter, but she had received several more surveys and would like to be able to add these additional results before publishing.  They will be sent to Vicky for the November Newsletter.  

Dawn reviewed the upcoming meeting plans:  November 20, 2003, Kim Wolinski will be back to give us a humorous and helpful look at how to “Create an Efficient Office”.  December 18, 2003, is our Annual Gift Exchange and evening of fun.

Four Boulder members, Stacia Keller CPS, Jean Reed CPS, Dawn Lesser CAP and Johanna Humphrey CPS, attended the Union Colony Chapter’s Bosses Appreciation Meeting.  The speaker was Connie Willis, Greeley’s own Science Fiction author.  Thank you, Stacia for coordinating travel for this wonderful event.

Nicole Geiger, CWM Division President, sent further study materials to compliment the seminar presentation presented at the Northwest District Conference.  Dawn also presented a couple of educational books and several newsletters from various IAAP locations for members to read and review.

TREASURER:  Stacia reminded members of the Tuesday by noon RSVPs and cancellation policy for dinner of the Monthly Chapter meeting. 

Reports of Committees
NEWSLETTER:  Vicky Judish noted that the November Newsletter deadline will be November 14, 2003.  Submissions for the Newsletter can be sent by email or call Vicky.

IMPACT:  Johanna reported that the goal (5) had been surpassed for the number of new members (6), and thanked the members for their participation with the guests.

MEMBERSHIP:  Johanna recognized Robin Trader CPS and Dawn Lesser CPS for renewing their membership, December 1, 2003, will be five years of membership.  Johanna welcomed Anna Tolhurst, new member from the Mission Possible Reception.

New Business
DELEGATE REPORT:  Northwest District Conference – Johanna noted that a copy of her report had been handed out and asked members to please read and this report will be posted in the November Newsletter.  She noted the highlights of the conference and what a wonderful last conference the Iowa/Nebraska Division had planned.

APW EVENT:  Robin requested input for date, meal time and what we would like to plan for the 2004 APW event.  Options were reviewed and discussed with pros and cons of the day and meal time choices.  Stacia recommended Wednesday and Robin recommended a breakfast meal.  General consent was given by the membership.  Stacia reported that she had researched the possibilities of using her company’s bulk mail with the Postman.  If we are mailing over 200 pieces at a time it will be saving us money to post the invitation bulk rate.

Announcements & Good of the Order
Dawn congratulated Patti Lovato CPS, who was the winner of this month's IAAP Special Agents Program for recruiting new members; Patti received a Panasonic Stereo/CD player with speakers.

The next Board meeting will be held November 5, 2003, 6:00 pm at the Longmont Souper Salad.  Any interested members are welcome to attend and participate in the planning of our Chapter’s business.

Recess for Dinner
Program
This evenings program was LaDonna Gatlin CSP, keynote presentation at International Convention in Albuquerque, NM, and presented on CD thanks to Jean Reed CPS.

Adjournment:  8:00 pm.

Johanna Humphrey CPS

*
*
*
*
*
*
*
*
*
Boulder Chapter Meeting    3rd Thursday Evening of each month

***November 20, 2003 at La Hacienda, Boulder, CO***


Networking
5:30 pm


Business
6:00 pm


Dinner
6:30 pm
Cost:
$12.00 
Program:
7:00 pm

Kim Wolinski, better known as Dr. DeClutter, will be back to give us a humorous and helpful look at How to “Create an Efficient Office.”

Please call in your reservations (and bring a guest!) to Stacia Keller CPS by Tuesday, November 18th.  Phone no. 303-651-3626 or email to stacia@jbse.com.
*
*
*
*
*
*
*
*
*
HOW TO MANAGE OUT-OF-CONTROL PAPER
Paper, paper everywhere… at the office or home, school or right next to your “paperless” computer, it multiplies when you’re not looking! Whether your office is spotless, messy, cluttered or avalanche looking, the bottom-line issue is, can you find what you need when you need it? 
Over 80% of the paper most people have is either out-of-date or will be of no further use to them. Here are a few sure-fire ways to manage the pulp monster.

THE 4 D’S OF EFFECTIVE PAPER MANAGEMENT

There are only 4 things to do with a piece of paper:

A) Do it

B) Delay it (File it in an action file or archive file)

C) Delegate it

D) Dump it

“Dump it?” Here’s the test: “If your office or house burned down, would you miss or need it?”

OPEN MAIL OVER “FILE 13” 
When you get your mail each day, quickly open it right over the wastebasket, or recycling container. Immediately get rid of mail you don't need, such as catalogs or advertising offers you're not interested in, or unnecessary inserts that come with your bills. Then, sort and route the rest of your mail immediately, so it doesn't have a chance to pile up.
By Kim Wolinski, MSW, “Dr. DeClutter”, Personal Organizer. 

Need help re-organizing your home, office or life? Call 303-485-5280.

Sharing more tips and tools, Kim is our speaker at the November 20th meeting. 
*
*
*
*
*
*
*
*
*
[image: image2.wmf]    Ways & Means
· 2004 Entertainment Coupon Book for $22.00 (think holiday gift!)
· IAAP Pens for $1.00

Please see Robin Trader CPS for purchasing these items.
*
*
*
*
*
*
*
*
*
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Our Thanks to Jean Reed CPS for her generous donation of a recorder for recording the monthly chapter meeting minutes.
Thank You, Jean!

*
*
*
*
*
*
*
*
*

Northwest District Conference Report – Johanna Humphrey CPS – delegate

Sailing the Seas of Success

September 26-28, 2003 West Des Moines, IA

The final District Conference started Friday with a seminar, “Surviving the Typhoon of our Changing Business World” by Kathy O’Brien, contestant on the fourth Survivor program.

Kathy had five steps to surviving that were learned as part of her experience that she shared with us.

1. Invest – believe in your potential

2. Challenge – let go of the comfortable

3. Discover – find what’s real, weakness, fear, passion

4.  Accept – have the courage to be yourself

5. Evolve – make change happen

We were given opportunity to get Kathy’s autograph and have our picture taken with her.  If you would like to read Kathy’s story, her website is:  therealfoundation.com

Friday afternoon was set aside for two scheduled tours – I chose to tour the Living Farm and enjoyed the networking as we walked around the history of Iowa.  In the evening, we enjoyed the Bon Voyage Party in fine style surrounded by colorful decorations, good food and friends.  

Saturday morning, Jo A. Peay CPS/CAP, presented an International Workshop “The Land of Ah’s: Storytelling As A Powerful New Business Communications Tool”.  The afternoon was set aside for reports from Retirement Trust Foundation, IAAP World Headquarter Update, Northwest District Update, Division Updates and an Invitation to the 2004 Convention and Education Forum in Washington, DC.  Our evening was spent at the Captain’s Gala Banquet, a wonderful time of networking, presentation of awards and followed by entertainment.

Sunday morning business included the Northwest District Program, Town Hall Meeting regarding the redistricting and Chapter/Division Prize Drawings.

The members of the Iowa/Nebraska Division did an outstanding job of planning and executing the final District Conference for the Northwest District.

*
*
*
*
*
*
*
*
*





THOUGHTS TO PONDER…     [image: image4.wmf]

The following came from past International President, Billie Willey, CPS, and since the examinations are over for this year, it seemed appropriate to share these words:

“It is not the critic who counts, not the person who points out how the strong person stumbles or where the doer of deeds could have done better.  The credit belongs to the person who is actually in the arena, whose face is marred by dust and sweat and blood, who strives valiantly, who errs and comes up short again and again because there is no effort without error and shortcomings, who knows the great devotion, who spends himself or herself in a worthy cause, who at best knows in the end the high achievement of triumph and who at worst, if he or she fails while daring greatly, knows his or her place shall never be with those timid and cold souls who know neither victory or defeat.”








Vi McNew, CPS, PRP








 CPS/CAP Committee Chairman

*
*
*
*
*
*
*
*
*
[image: image5.wmf]   Stacia Keller CPS was the winner of the October Raffle prize!  Stacia will donate a gift to be raffled at the November meeting.  Tickets are $.50 each or 3 for $1.00 and can be purchased from Robin Lesser CPS at the Chapter meeting.

Outcome of Membership Survey
Boulder Chapter Survey  2003-2004

No. sent out:


34

No. of surveys returned:
8

Section 1:
Meetings

Day of the week was overwhelmingly requested to stay on:

 The 3rd Thursday of the Month.

How strong of a factor is the program topic:



Majority said Important

Want programs geared towards CPS/CAP certif./recertification, knowing it would run 1 hour?

Yes was the majority vote.

Section 2:
Communication

Does newsletter keep you up to date on news and upcoming events/meetings?

Yes was the majority vote.

What do you find most valuable:


· Chapter Meeting   

· Newsletter  

Are you adequately informed about chapter news/activities?


Yes was majority.

Section 3:
Participation

Have you or are you actively serving on committee or board? 


Yes was majority.

Are you informed on each role of committee/board position:


Even split.

Do you understand original structure of IAAP?




Even split

Are you comfortable sharing thoughts with board/members?


Even split

What would attract new members/retain current:

Majority felt less formality, more fun, speakers with pertinent topics,


What about fundraisers - 





Majority said no – other than Ways and Means table.

Section 4:
Extra curricular ideas
Majority winners were:

· Potluck

· Paint your own Pottery

· Happy Hour (but we already have networking at meetings and feel this satisfies that)

Section 5:
General
Top 5 reasons for joining IAAP/Boulder Chapter:

· To enhance my personal development

· To enhance my professional development

· Close to home/work

· Good Programs

· Get social night out

Years at Boulder Chapter:

0-1 years
0

1-5 years
5

5-10 years
1

10 or more
2

Any transfer in’s:
1 yes
7 no

Important Aspects of IAAP involvement:

· Programs

· Networking

· Business Meeting

· Working on Committees

· Social Aspects

Do you believe you are receiving the benefits from IAAP that you would like:

Yes – 7
No – 1

What should be emphasized in the Chapter?

More emphasis on:

· Retention of existing members

· Networking among members to enhance professional success

· Offering informative programs/speakers at chapter meetings

· Orienting and integrating new members into the chapter

· Supporting community events

· Enhancing members’ professional and/or personal development

· Gaining publicity and visibility for the Association in our community

No change in:

· Socializing among members to foster friendships

· Welcoming guests at chapter meetings

· Participating in joint activities with other chapters

Top reason for maintaining membership in chapter:

· To stay active and enhance personal development

· Great for professional development and my career

If you were to make a decision to renew today, 6 said 100%, 2 said 51-75%

Does your company pay for your membership dues:

Even split 4/4

Does your company pay for your dinner:

Yes:
1

No:
7

What is the best thing about the Boulder Chapter:

· Networking with peers
· Board is dedicated to the meetings and activities
· The Members

· Strong professional ties
· We have fun!

What can we do to improve:

· Get more new members.

· More interactive programs.

· More publicity to businesses

· Do community project (like when we collected the bears for the Fire Station)

· Keep having fun and the great educational programs that we have had.

*
*
*
*
*
*
*
*
*
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  Tommie Diaz - 26th
*
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December newsletter submissions due Friday, December 12th!
Vicky Judish

Boulder Chapter-IAAP

Newsletter Editor

[image: image7.jpg]



The Pilgrims, shown here celebrating their first Thanksgiving, were a group of Puritans who landed at Plymouth Rock, in what is now Massachusetts, United States, in 1620. In 1621 Governor William Bradford of New England proclaimed a day of “thanksgiving” and prayer to celebrate the Pilgrims’ first harvest in America. United States president Abraham Lincoln, following the precedent of a number of states, designated a national Thanksgiving Day in 1863. Now Thanksgiving Day falls annually on the fourth Thursday of November.

Happy Thanksgiving![image: image8.png]
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