S, UNION
I A A - COLONY

wenarrer  Meeting Announcement

Greeley, Colorado #3-21-100

Shaping the Future WEDNESDAY, FEBRUARY 14, 2007
e V2 ol . .
3 Meeting Location

Aims College Center
Room 729
Greeley, CO 80634

200G O] Social / Networking 5:30 PM
Togefher Program 6:00 PM
Business Meeting 7:00 PM

Computer Workstation Ergonomics: Fact and Fiction:
What does the research say about proper computer
workstation set-up?

Responsibility and Self-Care: How to keep yourself
safe and comfortable, and avoid repetitive motion
injuries.
Teresa Boynton
Ergonomics and Injury Prevention Specialist

Please RSVP to Michelle for more information
Hope to see you there!

Michelle Barraclough
970.215.2067
michelle .barraclough@bannerhealth.com

Remember: Guests are very important to us.
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FITTING THE PIECES

TOGETHER!
Ginger Zech
2006/2007 Chapter President

earts and Valentines. That's
what comes to mind this
month.

Love is another word used a lot in
February. In reflecting my "loves," the
thought of being President of this
chapter comes to mind. I truly love
what I am doing here —have to "love"
the learning curve it brings! In all
honestly, I truly do love being involved
in all the activities this position holds.
Being President is an opportunity to
learn so much more about IAAP, our
Chapter, Robert's Rules of Order and
more importantly, getting to know each
of you on a more personal basis. I hope
you can look at IAAP and specifically
our Chapter and say the same thing. It
is my goal and the goal of the Board to
get everyone involved in our Chapter
activities—to me, being involved is to
love what you are doing.

We will be holding our IMPACT
meeting and Administrative
Professionals Week activities over the
next couple of months. This is an
excellent time for you to renew

your understanding of what we (IAAP
and our Union Colony Chapter) are all
about as well as to bring in other
professionals in our field. Take
advantage of these two meetings and
the training being offered, for yourself
as well as the opportunity to share who
we are with others.

In closing for this month, I want to
wish all of you a very Happy
Valentine’s Day. I hope all of you are
planning to come to our meeting on the
14™; we'll have a special gift for each
of you.

Love and Blessings to you all,

Ginger

EAsY WAYS TO INVESTIGATE A COMPANY’S
OFFICE CULTURE

culture? Here, a trove of tips and tricks from people who know how

B eyond Google, how else can you investigate a company's office
to size up a prospective employer.

Background Check: "Ask the interviewer or the company representative
about her own background, and compare the responses among individuals.
Does the company bring in people from eclectic backgrounds? That says a
lot about what you're likely to find at the firm."

-- Gerry Bollman, director of university recruiting, Booz Allen Hamilton,
Cleveland

Canvas: "Tell the interviewer you'd like to speak with someone in a
different department than the one you're interviewing in -- customer service,
for example, or distribution. Look for common threads."

-- Kim Ratto, recruiter, Birkenstock USA, Novato, Calif.

Fun Factor: "A company can make an effort to have its office reflect its
personality. You don't want to put streamers up, but if the reception area is
brightly lit and painted, and if the walls reflect what the company does -- we
have movie posters on the wall -- this is the first thing you see, and it tells
you this might be a fun place to work."

-- Ben Coplon, postproduction supervisor, Miramax Films, New York

Small Talk Is Big: "l got my best information by arriving early and speaking
to the receptionist. | learned that decisions at this firm only came straight
from the top."

-- Mary Anne Thompson, president of Going Global, Washington, which
compiles country-specific employment data

The Coffee Test: "If | offer someone a cup of coffee, | might get it myself,
or | might ask my secretary to get it. Does she respond enthusiastically, or
is she dejected? It's in the tone that she answers. You have to keep your
antenna up for these subtleties."

-- David Rauch, hiring partner, Snell & Wilmer, a 350-lawyer firm, Phoenix

Wait Time: "If you have 10 interviews [for the same job] in three months,
figure decision making at the company is a tortuous process."
-- B.J. Gallagher, employment consultant, Los Angelesr!v

By Karen Hube and Suma CM and Dimitra Kessenides and Elizabeth Herr and
Charlie Hasbrouck.

The Wall Street Journal Online
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POSTED NOTES

UNION COLONY CHAPTER

Website:
www.orgsites.com/co/ucciaap

MISSION
Union Colony Chapter is
committed to:
e Educational Programs
e Leadership Enrichment
» Professional Development

2006-2007 OFFICERS

Ginger Zech,

President ------------- 970.336.0009
Michelle Barraclough,

Vice President ------- 970.215.2067

Harriett Meeker, Secretary
970.339.8410
Tobi Vegter CPS, Treasurer
970.330.2685

MINI TASK GROUPS
APW Event
----------- Nancy Upchurch CPS/CAP

Bylaws & Standing Rules
TBD

Education
.............. Elaine Furister CPS/CAP
Beth Gibbs CPS

Installation/Membership
----------------------- Ellen Hetterle CAP
------------------- Barbara Swetzig CPS

Newsletter

---------------------- Trudy J. Miller CAP
-------------------- Vi McNew CPS/PRP
Nominations -------====m=mmememm- TBD

Program, Publicity, Historian

-------------------- Michelle Barraclough
Beth Gibbs
----------------------- Ellen Hetterle CAP
Harriett Meeker
----------- Nancy Upchurch CPS/CAP

Scholarship
TBD

Ways & Means---- Tobi Vegter CPS

BOARD MEETINGS

All UCC members are invited
and encouraged to attend the
board meetings.

PARLIAMENTARY L EAPS. NOMINATING COMMITEES
— Vi McNew CPS/PRP
Boulder Chapter Member

WHAT IS THE NOMINATING COMMITTEE?

The A, B, C, and D SECTIONS OF ARTICLE V, SECTION 3,
of the Chapter Bylaws set forth the compilation of the
committee and its duties. The three members of this committee
are elected by the Chapter members present at the regular
meeting of the Chapter (with a quorum present) three months
prior to June 30.

The chairman of this committee is usually chosen by the
committee members, and it is imperative that they have an up-
to-date membership list showing the correct telephone
numbers, e-mails if applicable, and addresses of the members.
The committee shall select one or more candidates for each
office (president, vice president, secretary, and treasurer)
securing from them their consent to be a candidate and their
IAAP background for publication in the newsletter two months
prior to election.

The chairman of the committee shall report the names of the
candidates secured for each office at the May meeting. The
Nominating Committee Report should be prepared in triplicate
(one copy for the President, one for the Secretary, and one for
the Nominating Committee file. All three members of the
committee should sign the Report. This concludes the duties
of the Nominating Committee.

Candidates for office may also be nominated from the floor
prior to election, providing their consent to run and copies of
their IAAP background are furnished to the members that are
present.v

WoORD [ EARNING

cognoscible ¢ \kog-NAH-suh-bul\ #i+ adjective
: cognizable, knowable

EXAMPLE SENTENCE:

"Discourse must be in words, and it is possible to give a name to
that which is not understood nor cognoscible by human reason."”
(Flann O'Brien, The DaIkeyArohive).V

Union Colony Chapter IAAP — Greeley, Colorado - #3-21-100 — Volume 17, Issue 5 — February 2007

ucc-2



NEWSLETTER CONTRIBUTIONS

All committee reports are due at the monthly chapter meeting. All

other submissions are due to Trudy Miller

(timiller@henselphelps.com) no later than the 18™ of each month.

SUNSHINE FUND

Our “Sunshine Fund” is designated for events such as births,
congratulations, deaths, etc. that cannot be funded with IAAP
monies. Members may donate $1 to place their names in a door

prize drawing. The winner is then responsible for bringing the door

prize the following month. (Door prize values can range from $5-

$10.)

ANNIVERSARY / BIRTHDAY
Anniv Bday

February

Mona Boyd CAP 1998 8/25
Sheri Garland CPS 2003 3/19
Trudy J. Miller CAP 1998 3/3
Greta Steinmetz 2006 10/17
March

Beth Gibbs CPS 1990* 4/30
Ellen Hetterle CAP 2003 2/24
Barbara Swetzig CPS 1990* 9/4
Nancy Upchurch CPS/CAP 1990* 3/23
Ginger Zech 2004 12/7
April

Michelle Barraclough 2005 3/9
Dorothy Brethauer 2001 5/5
May

Esther Camacho 2004 11/19
July

Ann Grotness 2005 11/6
Mary Lenhart 1997 8/21
Tobi Vegter CPS 2005 11/21
August

Cathy Witte CPS 1996 7/28
October

Betty Carwin CPS/CAP 2000 3/4
Melody Hart 2005 --4/8
Harriett Meeker 2005 4/23
November

Sharon Lynch- 2005 3/19
Sue Young CPS/CAP --------------- 1994 5/22
December

Elaine Furister CPS/CAP 2000 3/3
Becky Sperber CAP 1995 5/8

* Charter Member

IAAP Information

UNION COLONY CHAPTER
PO Box 336578
Greeley CO 80633

Website: www.orgsites.com/co/iaapucc

NW DISTRICT DIRECTOR
Teresa Bennett CPS

2005 N. Highwood

Boise, ID 83713
208.396.4843 (w)
208.396.5381 (fax)
208.724.6043 (m)
teresa.bennett@hp.com

IAAP HEADQUARTERS

PO Box 20404

Kansas City MO 64195-0404
816.891.6600
----------------- Fax: 816.891.9118
Web Site: ------ www.iaap-hq.org

Union Colony Chapter
Upcoming Calendar
Our Agenda
Social/Networking 5:30 PM
Program 6:00 PM
Business 7:00 PM

Aims College Center
Room 729

February 14, 2007

| 4 |
" '. " "
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2006-2007 COLORADO-WYOMING-MONTANA DIVISION
BOARD OF DIRECTORS

Membership

Bylaws & Standing Rules ---
Certification -------=--====n=m---

CWM DivisioN COMMITTEES

Annual Meeting--------------------~ Glenda Brown CPS/CAP

Darlene Chamberlain CAP

----Jackie Clough CPS/CAP

Jalane Glasgow CPS/CAP
Chris Church

New Chapter Builder ----------
Newsletter / Website Review

-------- Sharon Hunvald CPS

----- Kyle Sheldon-Chandler

Nominating

Ways & Means

Retirement Trust Foundation

Shirley Offerson CAP
--------- Joann Dayton CPS
Rolena Schmidt

. R

(I'tor) Cory Scarbrough CPS/CAP, Denver Downtown Chapter,
President; Kyle Sheldon-Chandler, Book Cliff Chapter, President-elect;
Margaret Hartl, Rim Rock Chapter, Vice President; Jennifer Borland CPS
Mountain View Chapter, Secretary; Jalane Glasgow CPS/CAP, Book Cliff
Chapter, Treasurer

COLORADO-WYOMING-MONTANA DIVISION TEAM

WEBSITE: WWw.orgsites.com/co/cwmiaap

Annual Meeting: June 1-2 — Cody, Wyoming

Chapter / Location Meeting Day / Time President E-mail Address

Book Cliff - Grand Junction, CO 3rd Wednesday — 6:00 p.m. | Sue Mueller suem@gjcity.org

Boulder - Boulder, CO 3rd Thursday — 6:00 p.m. Patti Lovato plovato@ball.com

Denver - Denver, CO 2nd Tuesday —6:00 p.m. Andrea Latine CPS andrea.latine@analex.com
Denver Downtown - Denver, CO* 2nd Wednesday — 7:30 a.m. | Jan Schoenfeld VA schoenfeld.jan@gmail.com
HP Northern Colorado - Fort Collins, CO | 4t Wednesday — 1:30 p.m. Cindy Drake cindy.drake@hp.com
IBMC Student Chapter - Fort Collins, CO | Various days and times Kari Schlobohm KSchlobohm@ibmc.edu

Mountain View - Fort Collins, CO

2nd Monday - 6:00 p.m.

Rolene Cogburn

rolene_cogburn@msn.com

Old West - Cheyenne, WY

3rd Thursday — 6:00 p.m.

Karen Schroeder CPS

klikoffice@bresnan.net

Pikes Peak - Colorado Springs, CO

2nd Tuesday — 6:00 p.m.

Eileen Verosko CPS

everosko@officescapes.com

Rim Rock - Billings, MT

3rd Wednesday — 6:00 p.m.

Darlene Chamberlain CAP

dchamberlain@wyoben.com

Union Colony - Greeley, CO

2nd Wednesday — 6:00 p.m.

Ginger Zech

ginger.zech@bannerhealth.com

Western Horizons - Rock Springs, WY

3rd Wednesday — 6:00 p.m.

Kay Cooley CPS

kcooley@wwcc.wy.edu

* Breakfast Meeting

2006-2007 IAAP INTERNATIONAL BOARD OF
DIRECTORS

President, Sandra P. Chandler CPS; President-Elect Judy McCoy
CPSICAP; Vice President Tia Theriaque CAP; Secretary Barb Horton
CAP; Treasurer Susan K. Shamali CPS/CAP; Affiliate
Representative Leanne Fisher AOP/JP; Canada District Director
Kathryne Hampton CPS/CAP; Great Lakes District Director Sam W.
Gill 1l CPS; Northeast District Director Marie “Gerry” Burnell
CPSICAP; Northwest District Director Teresa G. Bennett CPS;
Southeast District Director Tamra L. Goodall CPS/CAP; Southwest
District Director Karlena Rannals CPS/CAP

(I-r) Linda M. Cook CPS/CAP, Vice Chairman; C. Joyce Hawkins
CPS/CAP, RTFC Liaison; Janine Riemersma CPS/CAP, Chairman;
Barbara G. Carter CPS/CAP, Secretary; Sandra P. Chandler CPS,
IAAP International President; Susan K. Shamali CPS/CAP, IAAP
International Treasurer
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POSTED NOTES

February 2007

14 Union Colony Chapter Meeting -
Ergonomics

15 CAP/CPS Exam Registration Deadline

March 2007

4-7 Spring Professional Education Conference
Hyatt La Jolla Hotel — San Diego, CA

14 Union Colony Chapter Meeting —
Swingline / Enhance Your Career

April 2007

11 Union Colony Chapter Meeting - TBA

25 APD

23-27 APW

27 2007 APW Event — “Shaping The

Future” — Ramada Plaza

— Denver, CO —Boulder Chapter, Denver
Chapter, Denver Downtown Chapter,
Union Colony Chapter — Co-Hosts

May 2007

4-5 CAP/CPS Exams

9 Union Colony Chapter Annual Meeting

June 2007

1-2 CWM Division Annual Meeting
— Cody, WY

13 Union Colony Chapter Meeting -
Brainstorming

July 2007

29-8/1 TAAP International Convention &

Education Forum
Tampa Convention Center - Tampa, FL

August 2007

8 Union Colony Chapter Meeting

15 CAP/CPS Exam Registration Deadline
September 2007

12 Union Colony Chapter Meeting

October 2007
10 Union Colony Chapter Meeting
14-17 Cettification Conference

Hyatt Regency San Antonio
- San Antonio, TX

November 2007
14 Union Colony Chapter Meeting

December 2007
12 Union Colony Chapter Meeting

2008
March 2-5 Spring Professional Education Conference
Charleston Riverview Hotel
— Chatleston, SC
International Convention & Education
Forum
Hilton New Otleans Riverside
— New Orleans, LA
Oct. 19-22 Certification Conference
Grand Hyatt Hotel — Denver, CO

July 20-23

2009

July 26-29  International Convention & Education
Forum
Convention Center —Minneapolis, MN

2010

July 18-22  International Convention & Education
Forum
Hynes Convention Center - Boston, MA

2011

July 18-22  International Convention & Education
Forum
Montreal Convention Center - Montreal,
QC

2012

July 22-25  International Convention & Education

Forum
Gaylord Texan Resort — Grapevine, TX
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POSTED NOTES

CWM 2007 DIVISION MEETING JUNE 1-2, 2007
HOST COMMITTEE REPORT
By Darlene Chamberlain

Are you ready for a GREAT time in Cody, Wyoming? We are putting together a weekend of seminars,
business, and lots of fun for all of you!!

Our Friday morning seminar will help us identify our individual personality types and how we can use
our personality types to our advantage when working with difficult people.

Then in the afternoon, we will provide you with "Preparing for Microsoft Office 2003 Certification". We
will share tips and tricks on Microsoft Applications and then we will get information on preparing for the
MOS Certification Exam. We are hoping that many of us are ready for certification, but just don’t know
it MOS Certification Exams will be available on Friday afternoon after the seminar, at your own cost.
Attendees will receive a practice disk, and Microsoft Office certification study manuals will also be
available for purchase. If there is enough interest, we may be able to schedule certification testing on
Thursday. If you would like to test on Thursday, contact Glenda Brown (307) 587-4911 as soon as
possible so that we can make arrangements.

Friday evening will be an opportunity for culture or howling — it is your choice between a tour of the
Buffalo Bill Historical Center or the Famous Cody Night Rodeo!! We are sure no matter which one you
choose; you will have a great time! Tickets for these events are open to families at the attendee cost.

Watch for more details and registration packets soon. It is not too early to make your reservations —
our block of rooms will only be held until April 30™. Call the Holiday Inn at 1-800-527-5544, ext. 635, for
hotel rooms or ext. 684 if you would like to stay in a cabin adjoining the hotel. Code for reservations is
CWM. Don’t forget — we want you to get as much out of Wonderful Wyoming as possible, so plan a
vacation and bring the entire family!! Hotel meeting rates are extended for those wanting to stay
longer.

We hope to see all of you in Cody, Wyoming!!
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POSTED NOTES

The host committee is conducting a raffle of one nights stay and dinner for two at the Holiday Inn to be
used by an attendee during the meeting. Buy 1, 2, or more. Take a chance. This will reduce your
meeting costs.

Return completed coupons and check to:
Linda Frank CAP
Rim Rock Chapter IAAP
PO Box 20261
Billings, MT 59104

CWM 2007 DIVISION MEETING FUNDRAISER
Win 1 Night Stay for Two & Dinner for Two at the Holiday Inn Cody

Valid during the 2007 Division Meeting Held in Cody, WY
May 28 — June 6, 2007

Tickets valued at over $140.00

Take a chance —and reduce the cost of your stay!
Drawing will be held on April 24", 2007

Cost one ticket for $3.00 or 2 tickets for $5.00

*members only**

Name:

Chapter Name:

Telephone Number:

Makes checks payable to CWM 2007 Division Meeting Fund

CWM 2007 DIVISION MEETING FUNDRAISER

Win 1 Night Stay for Two & Dinner for Two at the Holiday Inn Cody
Valid during the 2007 Division Meeting Held in Cody, WY
May 28 — June 6, 2007

Tickets valued at over $140.00

Take a chance — and reduce the cost of your stay!
Drawing will be held on April 24", 2007

Cost one ticket for $3.00 or 2 tickets for $5.00
*members only**

Name:

Chapter Name:

Telephone Number:

Makes checks payable to CWM 2007 Division Meeting Fund

Union Colony Chapter IAAP — Greeley, Colorado - #3-21-100 — Volume 17, Issue 5 — February 2007 ucc-7






