
    
    

MeetingMeetingMeetingMeeting Notice Notice Notice Notice    
    
  PROGRAM:  Shed or Be Dead  
                           
  SPEAKER: Betty White, CPS 
 
   DATE: Thursday, April 7, 2011 
     TIME:  5:30 p.m. Networking    
                      6:00 p.m. Dinner 
                      6:20 p.m. Program (60 minutes for recertification points) 

7:30 p.m. Business Meeting 
                   
   PLACE: Spiritual Life Conference Center 

7100 E. 45th St. N., Wichita 
 
   MENU  Bacon Wrapped Steak, Russet Potatoes, Squash, Garden Salad, 

Dessert, Coffee, Iced Tea 
 

  COST: $13.50 for dinner; $4 for meeting only 
                               * * * Late Cancellations and No Shows will be billed 
 
Reservations Required: We recognize emergency situations do come up. If you need 
to cancel your reservation please contact: 

Jocelyn Pickard (work 946.3289) 

no later than noon, Monday, April 4. The chapter is charged for the guaranteed number 
of meal reservations made, and members will be billed for reservations not canceled in 
time. 
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“No one who achieves success does so without acknowledging the help of others. The wise 
and confident acknowledge this help with gratitude.”                                                         ~ Author Unknown 
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PRESIDENT-ELECT 
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dsmith@cessna.textron.com 
 
 

TREASURER 
Cyndi Mullins, CPS/CAP 

cyndi.mullins@spiritaero.com 
 
 

DIRECTORS 
Lisa Baker, CPS 

Jenny Stephens, CPS 
 

PARLIAMENTARY ADVISOR 
Bethel Banzhaf, CPS/CAP  

 
 

The Pow Wow is a monthly 
publication of Minisa Chapter. 

 

Inside . . . 
     President’s Page ……………………………………………………………………………….  2 
 Dates to Remember …………..…………………………………………………………….… 3 

DSA Award ………......………………………………………………………………….…..… 3  
Committee Reports ……………………………………………………………………….…… 3-4 
APW; FYI; New Members ……………………………..……...…….…..……..………..……  5 
Tea Invitation; Certification Update ………………………………………………..…………  6 
Past Presidents ………………………….…………………………………………..…………  7 
Recognize Results, Office Team Survey ……………………………………………………    8 
April Birthdays and Anniversaries; Computer Corner ……………..…......……….…….…  9 
Association News ……………………...……..……………………………………………......   10  
Chapter of Excellence Update …..…………..…………………...……..…………………....   11   
Handling Difficult People Handout from March Meeting ………….…………………..…...    12-13 
KDAM 2011 Planning; This ‘n’ That ……………..…….…………….………………….…..    14 
March Highlights ……………………………………………….….……………………..…….   15-16 

 One Minute Idea; Style Editor; Advertisements ….…………………………………..…......   17 
          
 Inserts (to members only):  Treasurer’s Report; March 3 Meeting Minutes    



Pow Wow – April 2011 – Page 2 

 

 
 

  

 
 
 
Greetings from the President . . .      
 
 
According to Wikipedia, “the traditional etymology of the word “April” is from the Latin aperire, "to open," in allusion 
to its being the season when trees and flowers begin to "open." I already have an unexpected clump of daffodils in 
my yard. What a nice way to start the day.  
 
Mona Drouhard, MSEd, presented The Spirit of Working Together at the March 3 meeting. Mona distributed a 
variety of materials (pipe cleaners, paper clips, etc.) to small groups of members and tasked them to work together 
to create something unique. I’m anxious to see the pictures. One group, led by Signe Rogers, created an entire 
campsite with their materials. We have some VERY creative members! Survey comments about Mona’s 
presentation were very favorable so we will definitely be inviting her back. The program committee provides survey 
forms at each meeting. Please fill one out so we know what you loved about the meeting and where we can 
improve. As E. T. would say, “Need more input.” 
 
While I have your attention, please block out these dates on your calendar. We hope to see a great turnout at all of 
these upcoming events. Your committees are hard at work to make each of these events spectacular.  
 

April 22 Minisa Spring Education Seminar – Hotel at Old Town 
April 30 Minisa Friendship Tea – Cross Point Free Will Baptist Church, 1515 E. Harry 
June 17-19 Kansas Division Annual Meeting – Hyatt Regency 

 
If you haven’t already registered for the April 22 Education Seminar, HURRY! The Early Bird deadline is April 8. 
Popular speaker Susan Meyer will present What the Heck Just Happened? I heard her at a recent division 
workshop and I’m anxious to hear her again.  
 
Newer members may not have heard about our Friendship Tea last year. It was our first of, hopefully, an annual 
event. It’s not just for members; we encourage you to invite friends and family. Since three of our local tea rooms 
have closed in the past few years, this is a way to once again enjoy the “tea room experience”, with some added 
features. It’s an excellent excuse to get dressed up, socialize, learn about the origins of “high tea,” enjoy a fashion 
show, and partake of some scrumptious foods. 
 
Plans for the Kansas Division Annual Meeting (KDAM) are being finalized and the registration form should be sent 
shortly. We have and lots of fun activities planned. As with most IAAP functions, you’ll undoubtedly learn 
something new to take away and apply at home and/or work. AND you get to see your IAAP friends from other 
chapters. It doesn’t get much better than this! 
 
Reminder: As the host chapter for KDAM, we need to provide a small gift for each attendee. We anticipate about 
50 attendees, so each Minisa member is asked to provide a gift and gift bag. You can bring them to the April and 
May meetings or make delivery arrangements with any board or KDAM committee member.  
 
As if all that weren’t enough, we soon start planning the June Retreat/Leadership Orientation. Where DOES the 
time go? 
 
There is still time for you to become a Member of Excellence. If you have questions about the criteria or ideas on 
how you can meet them, contact any board member or current MoE for assistance.  

 

Ruth Smith, CPS/CAP 
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Margo Landis, CPS/CAPMargo Landis, CPS/CAPMargo Landis, CPS/CAPMargo Landis, CPS/CAP    
    

    

Distinguished Service Award Distinguished Service Award Distinguished Service Award Distinguished Service Award 

2011201120112011    
 

 
   
 

 

 

 

 

 
 

 

 
 

Congratulations! 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

COMMITTEE REPORTS 
 

 
 

 
Retirement Trust Foundation      Margie Williams, RTF Liaison 

  
Thanks to the generous donations of Minisa Chapter members, $178.77 was sent to headquarters for March! I also 
have a couple of raffles for April’s drawing.  
 
Don’t forget, if you can’t attend meetings but would like to donate, you can do so online using a credit card. Click on 
the Donate tab and select Contribute online. It’s as easy as that! Or, send a check to IAAP headquarters with a donation 
form (download from www.iaap-rtf.org.) 

Dates to Remember                                                                           
            April 7     Chapter Meeting  
            April 15   Pow Wow Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!) 
            April 22   Annual Education Seminar – Hotel at Old Town 
            April 24-29   Administrative Professionals Week® 
  April 27   Administrative Professionals Day® 
            April 28    Board Meeting – Gander Mountain 
            April 30    Annual Friendship Tea 
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Administrative Professionals Week Committee 
Bobbie Frye, CPS/CAP 

 
The committee invited Mayor Carl Brewer to attend the 
Minisa Chapter-sponsored education seminar to be held 
at the Hotel at Oldtown on April 22. Mayor Brewer will 
present the Administrative Professionals Week proclamation to 
President Smith at our seminar and then join the attendees of the seminar 
for lunch.  

 
The APW Committee will again sponsor the continental breakfast at this 
year’s education seminar: part of the APW budget will go toward the morning 
refreshments. The committee is also working on something special to 
commemorate Administrative Professionals Week. 
 
Nominating Committee    

Marianne Eyles, CPS/CAP       
     

The Minisa Chapter Nominating Committee is pleased to present the 
following slate of officers for the 2011-2012 year: 
 

President: Jocelyn Pickard, by virtue of her office as president-elect  
 
� President Elect  Diana Smith 
� Secretary   Teresa Virden 
� Treasurer   Cyndi Mullins, CPS/CAP 
� Director 1   Deb Moody, CPS/CAP 
� Director 2   Margie Williams 

 
Nominating Committee members are: Marianne Eyles, CPS/CAP (chair), 
Margo Landis, CPS/CAP, Deb Moody, CPS/CAP, Diana Smith and Jenny 
Stephens, CPS.  

 
Education Seminar 
Bethel Banzhaf, CPS/CAP, Co-chair 
 
April 22, 2011 
Registrations are down this year, so we need your help to 
get out the word! We will take registrations at the door; however, we need to 
know by April 15 if a reservation for lunch is needed. 
 
Along with the registrations, two new members have joined the chapter, and 
one has reinstated. Welcome Angela, Laura and Cherie! 
 
We have 14 vendors lined up: Arbonne, KikaPaprika, Mary Kay, Premier 
Designs Jewelry, Scentsy, Emerald Express International, Envoy Mortgage, 
Gimme Sugar, Miche Bags, Organo Gold, Pet Duck Creations, Protec 
Security, Tastefully Simple and Uppercase Living. Our presenter, Susan 
Meyer, will also be selling books at her table. Be sure to support our vendors 
by visiting their tables! 
 

Special Thanks Our Registration FlyerSpecial Thanks Our Registration FlyerSpecial Thanks Our Registration FlyerSpecial Thanks Our Registration Flyer    
Assembly Line!Assembly Line!Assembly Line!Assembly Line!    

 

June Crawford, Bobbie Frye, CPS/CAP, Diana Hinson, Jocelyn Pickard, 
Ruth Smith, CPS/CAP, Diana Smith, Teresa Virden and  

Bethel Banzhaf, CPS/CAP 
 

 
 Programs at a Glance 

 
  August 5, 2010 
  K-9 Search and Rescue 
  Karen Fillenworth 
 

  September 2, 2010 
  Dysfunction Junction* 
  Michelle Lohrengel 
 

  October 7, 2010 
  The Heart of a Leader* 
  Sharon Taylor, CPS 
   

   November 4, 2010 
   Resume Magic 
   Kyelene Flaming, PHR 
   Membership Recruitment  
 

   December 2, 2010 
   Christmas Social  
   White Elephant Gift Exchange 
       

   January 6, 2011 
   Event Planning and Organization* 
   Krista Blaes 
 

   February 3, 2011 
   Expanding Your Skills through   
       Volunteering* 
   Cheryl Nuebauer 
 

   March 3, 2011 
  Communicating with Difficult People* 
   Mona Drouhard, MSEd 
 

   April 7, 2011 
  Protect Your Health: Ergonomics in  
      the Workplace* 
  Muci Chali Zarzar 

    

May 5, 2011 (Annual Meeting: closed) 

   Windows 7
 ®

 and MS Office
 ®

 2010* 
   Karen Skillman, CPS/CAP 
 
   June 2, 2011 
   Making a Winning Presentation* 
   Peggy Gross 
          Installation of Officers                       

  

* CPS/CAP Recertification Points Awarded 
– 60 minute programs  
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Angela Rogers 
Recruited by Norma Farnsworth, CPS/CAP 

 

Laura Ryan 
Recruited by Susan Niswander 

 

  Cherie Schulte  

Welcome back! 

 

 

 
 
Millions of people around the globe work in offices where administrative professionals are the 
oil in the engine of a smoothly running company. Office professionals and workplaces around 
the world will join in recognizing these key employees during Administrative Professionals 
Week

®
 (April 24-29, 2011) and Administrative Professionals Day

®
 (Wednesday, April 27). 

 
Many of the nearly 600 chapters of the International Association of Administrative 

Professionals mark the week with events promoting the professional development of office assistants with educational 
workshops, conferences and luncheons to help admins advance their careers.  
 
Administrative Professional’s Week (APW) has become one of the largest workplace observances celebrated worldwide. 
APW brings together millions of people for community events and seminars, with individual bosses recognizing their 
support staff. 
 
The Minisa Chapter of the International Association of Administrative Professionals is proud to host our annual 
Educational Seminar on April 22 in conjunction with APW. This year’s presenter is Susan Meyer of SpeakersUSA. The 
event will encompass this fabulous speaker, a full vendor expo and a special visit from Mayor Carl Brewer to present the 
APW proclamation. You won’t want to miss it! 
 
The 2011 Theme for Administrative Professionals Day® is: This year, celebrate all office professionals. 
 
 

For Our Newer Members   
Meeting Venue Vote 

Each May the members of Minisa Chapter vote on where to hold our chapter meetings for the following year. If the 
majority of the members want to stay at the current venue, no further action is taken. 

If members request that other options be presented, the Program Committee researches different locations in the Wichita 
area with regard to professional ambience/business-like setting, size, cost of room rental, cost of meals, audio visual 
availability and costs, etc., and presents a ballot at the next meeting.  

Members are encouraged to submit possible venues to the Program Committee – the more information provided to the 
committee, the better. If you cannot attend the May meeting, but would like to vote, let the Program Committee chair know 
(Jocelyn Pickard). 

FYI is a  feature column for the benefit of all members.   
Information presented is to assist new members as they begin to explore chapter offerings.   

 

SSAAVVEE  TTHHEE  DDAATTEE!!!!  
 

Annual Education Seminar 

Friday, April 22, 2011 

at the Hotel at Old Town 
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CPS and CAP Certification Update 
 

 
 

Upcoming Deadline 
and Exam Dates 

 
Exam Study Group 

 
Mock Exams 

 
August 15, 2011  
Application deadline for  the 
November 4-5, 2011 CAP 
and CAP-OM exams 
  
May 6 – CAP exam 
May 7 – CPS exam 
 

 
CPS, CAP Study Group 
 
The coordinator is Deb 
Moody, CPS/CAP. Please 
contact Deb if you are 
interested in joining the group. 

 
TBD 
Contact Deb Moody, 
CPS/CAP (316) 523-3428  
 
Exam Site 
TBD 
 
 

The Minisa Chapter The Minisa Chapter The Minisa Chapter The Minisa Chapter     
of the International Association of Administrative of the International Association of Administrative of the International Association of Administrative of the International Association of Administrative     

ProfessionalsProfessionalsProfessionalsProfessionals®®®®        
    

Cordially invites you to Cordially invites you to Cordially invites you to Cordially invites you to     
    A Friendship TeaA Friendship TeaA Friendship TeaA Friendship Tea    

    

On Saturday, April 30, 2011On Saturday, April 30, 2011On Saturday, April 30, 2011On Saturday, April 30, 2011    

2 p.m. to 4 p.m.2 p.m. to 4 p.m.2 p.m. to 4 p.m.2 p.m. to 4 p.m.    

1515 E. Harry 
Cross Point Church 

Wichita, Kansas 

Guests Welcome! 
 

$20 per person 

RSVP by April 16 
Bobbie Frye, CPS/CAP 
316-253-8473 
 

"There are few hors in life more agreeable than the hour dedicated to 
the ceremony known as afternoon tea." 

~ Henry James    
  

Ways and Means Fundraiser 
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Past Presidents are Special People 
By Jocelyn Pickard, using past international presidents’ themes 

 
Tonight is dedicated to you who took on the challenge of Expanding our World Together . . . 

Creating Our Future with A New Point of View! By striving for Professional Performance and 
Pride without Prejudice you have allowed us to Spread Our Wings and Better our Best self! 

 
Over the years with your leadership we have become One Great Team, chapter, division and 

internationally. 
 

You have encouraged us to give our Personal and Professional Best. Creating Excellence, you 
said, will help Shape the Future and make IAAP: Mission Impossible for administrative assistants 

worldwide. 
 

Your participation through many selfless Hours of Learning by teaching, coaching and studying for 
CPS/CAP exams. Attending seminars, chairing committees, traveling to international conferences 

(EFAMs) over the years, demonstrate your commitment that Knowledge is a Treasure and a 
Passport to Understanding of what our contribution, as a professional organization, can be to the 

business world. 
 

You have helped us realize a chapter that has Passion and Purpose with the Power of 
Commitment is a chapter that has Vision Without Boundaries. 

 
New Trails have become Gateways to Growth and Bridges to Opportunities that will keep us 

Forward Moving so we are always In Touch With Our Future. 
 

And to think it all started with the first association motto in 1942-46: 
 

Better Learning – Better Letters – Better Living 
 

We’ve come A LONG way Baby . . . ! 
 

 

 

 

 

 

 

 

 

 

 

 

Minisa Chapter’s Past Presidents

Left to right: Sue Houser, CPS/CAP, Bobbie Frye, CPS/CAP, Patricia Coombs, Marianne Eyles, CPS/CAP,  
                    Bethel Banzhaf, CPS/CAP, Cyndi Mullins, CPS/CAP, Nina Leeper, Betty Gray, June Crawford                                       
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Recognize Results: Drive Success Through Employee Recognition 
By OfficeTeam 

 
n today's economy, the ability to keep employees motivated and productive can enhance a 
company's success. Employee recognition plays an integral role in increasing productivity 
and improving an organization's bottom line.  

 
Are you doing enough to recognize your staff? Is your administrative assistant happy with the 
amount of recognition he or she receives?  
 
OfficeTeam collaborated with the International Association of Administrative Professionals® 
(IAAP) to understand how administrative staff and executives view employee recognition, and to 
gain insight into the rewards administrative professionals value most.  
 
Here are some highlights from the research:  

� Forty-two percent of sup-port staff said their supervisor fails to recognize them even on Administrative 
Professionals Day®. And one-third of respondents reported that they receive "not enough" or no recognition 
throughout the year.  

� Two-thirds of administrative professionals would leave their current position if they did not feel appreciated by 
their manager.  

� More than 70 percent of support staff said that an organization‘s recognition programs would factor into their 
decision to accept employment with that firm.  

� Twenty-five percent of managers surveyed said they never ask employees if they are satisfied with the 
recognition they receive.  

� Support staff want managers to be specific when giving recognition. Fifty-five percent of respondents said the 
feedback they receive is merely "somewhat specific" or "not very specific."  

 
Challenging assignments and a feeling of accomplishment/satisfaction are top factors that motivate administrative staff to 
do a good job. 
 

OfficeTeam is the world's leading staffing service specializing in the placement of highly skilled administrative and office support professionals. The 

company has more than 320 locations worldwide, and offers online job search services at www.officeteam.com.  

 
   

Administrative professional were asked, “In which of the following areas would you like to assist at your company? 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

     Source: OfficeTeam and IAAP survey of 4,415 administrative professionals. Multiple answers were accepted  

I 
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Birthdays  
 

Patricia Coombs (April 5) 
Nina Leeper (April 9) 

Marie Harville (April 26) 
Alisha Miller (April 29) 

 

 
 
 
 
 
 
 
 
 
 
 
      
 
 
  
 

 Computer Corner  
 
 

“Proper” Excel  
 
Excel is a magical application. We admins probably use spreadsheets for databases 
as much as we do to calculate data, and we could probably spend the rest of our lives 
trying to figure out all the functions of Excel. 
 
Here is a tip that would have saved me countless hours if I had known about it before 
now. I think you will come to love PROPER.  
 
Say you have received a database spreadsheet from someone else and that person has typed the data using all caps, no 
caps or mixed caps. In the past, you would have spent time fixing the data cell by cell. Not any more.  
 
In an empty cell type =PROPER(cell name) then enter. 
 
The correction will appear in the cell where the formula is typed, then use Autofill to correct the rest of the names. 
 
 

 

“Passion and purpose go hand in hand. When you 

discover your purpose, you will normally find it’s 

something you’re tremendously passionate 

about.”                                                                            ~ Steve Paylina 

 
The IAAP theme for 2010-2011 is “Passion and Purpose.” Passion is defined by Webster as, “intense emotional 
excitement” or “the object of any strong desire.” Purpose is defined as, “to intend or plan, determination.” Give some 
thought to your own passion and purpose.  
 
Derive satisfaction from your chapter membership – get to know other members by regularly attending monthly meetings. 
Let us know what type of programs you would like by filling out the meeting evaluation forms. 
 
Join a study group. Committee chairs and members are needed for the upcoming year. 
 
Minisa Chapter offers many opportunities – take advantage of those opportunities. Develop intense excitement and 
satisfaction through determination and planning to grow with the many opportunities IAAP has to offer.  
 

Have Passion and Purpose. 

Minisa Service Anniversaries 
 
Vera Abasolo (2008)                     Kimberly Krausch (2008) 
Lisa Baker CPS (2005)                        Susan Niswander (2008) 
Marianne Eyles CPS/CAP (1992)                Signe Rogers (2009)                         
Norma Farnsworth CPS/CAP (2005)         Cherie Schulte (2008) 
Terri Fiscus-Goforth (2003)                     Jeanelle Seals (2008) 
Patricia Girard (2008)                                  Diana Smith (2008)   
Danielle King (2008)                         Sharon Spaans (2008)        
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News From Around the Association . . . 
 

KANSAS DIVISION  
  

Kansas Division's Mission 

 
� Serve and support member chapters for personal and professional growth;  
� Serve as the liaison between the international association and members;  
� Promote the profession and IAAP.  

 

Vision 
 

� To be seen as a cohesive group of 200+ professional members known for our innovative methods in all we do. 
� To be a professional networking system providing personal and educational growth. 
� To be number one in growth, quality of programs and professionalism. 
� To be the leading team that generates enthusiasm about IAAP, providing education and leadership for 

professional growth for administrative professionals for the state of Kansas. 
 

Purpose 
 
To unite socially, educationally and professionally the members of the profession. 
 
Contact any Kansas Division board member if you have questions or need assistance. Forms and other division 
documents/information are available from any Kansas Division officer or the website: http://www.iaap-kansas.org. 
 
 
 
 

INTERNATIONAL 
 

2011 Education Forum and Annual Meeting 
 
July 24-27, 2011, Montréal, Canada 
 

on’t miss our Countdown to EFAM sale, which started March 21 at a $50 savings off your 

EFAM registration. The sale runs for 50 days – through May 9. Every day that goes by 
you lose $1 in savings. Register early to save big!  

 
This year IAAP takes you to beautiful Montréal for EFAM. You’ll hear top rate speakers, inspiring educational programs 
and network with other members in the artfully decorated convention center, Les Palais des Congres. 
 
Get your passport soon so that you can join IAAP members from all over the world for this unforgettable EFAM event! 
 
Register online at http://www.iaap-hq.org/events/conferences/efam. 

D Mary Drow CAP 
International President 



Pow Wow – April 2011 – Page 11 

 

 

 
 
 
 
 

Chapter of Excellence Update 
 
If you want to know where Minisa Chapter stands in meeting our goal of becoming a Chapter of Excellence, please 
see the notes below. 
 
A Chapter of Excellence will attain a minimum of 14 of the following 19 criteria. Criteria #7 and #15 shall be 
mandatory requirements. 
 

1. Sixty percent (60%) of the chapter meetings offer recertification points. (need 7 meetings) September, 
October, 2010, and January, February, March, April 2011 done so far.  

2. At least one (1) member of the chapter obtains their CPS and/or CAP certification during the current IAAP 
fiscal year. One member is taking the exam in May. 

3. Download the Chapter of Excellence Commitment form; sign and date the form. Done. 
4. Publish at least six (6) newsletters/e-newsletters. August through April done. 
5. Participate in the IAAP Web Community by hosting chapter’s web site on the IAAP Web Community. No 
6. Publish annual meeting calendar with education and/or training topics by October 1 done and establish 

marketing plan to encourage members to attend chapter, division and international meetings and events. 
Done. 

7. Create and maintain an annual budget done; provide a monthly financial statement to the membership done 
every month since August and submit annual audit report to the division treasurer. Done (2009-2010 audit). 
This criterion is a mandatory requirement.  

8. Maintain a full slate of officers (minimum four offices); maintain committee chairs for the Bylaws, Certification, 
Education and Membership Committees; and submit new officers and committee chair listing to HQ by July 1 
deadline. Done. 

9. A minimum of four (4) officers and chairs of the Bylaws, Certification, Education and Membership Committees; 
participate in at least one IAAP Leadership/Succession Planning training event. Done August 2010 (division), 
will do June 2011 (chapter). 

10. Send a delegate to the Division Annual Meeting will complete June 19, 2011 and send a delegate or submit a 
proxy to the International Convention and Education Forum done July 2010.  

11. At least one (1) member serve in a division office or committee Sue Houser, CPS/CAP or serve on an 
international committee Bethel Banzhaf, CPS/CAP; or as an international officer or as an RTF Trustee. 

12. Sponsor or co-sponsor a professional development seminar April 2011 or sponsor/co-sponsor an APW/APD 
and/or annual executives’ event done October 2010. 

13. Submit a completed application for the Avery Chapter/Division Achievement Awards Program done and/or 
submit a nomination in the Award for Excellence program.  

14. Maintain a minimum of 15 members and achieve an annual retention rate of at least 80%. maintained 
15. Conduct at least one Member Recruitment Meeting. This criterion is a mandatory requirement. Done 

November 2010. 
16. Conduct new member orientation program. Will accomplish in May. 
17. Achieve a net membership increase of at least 12 percent (minimum required is a net 3 member increase). 

Working on it. 
18. Sponsor a new IAAP Professional Chapter or Student Chapter. 
19. Create an annual Business (Strategic) Plan; review/update annually; submit a copy to the Division President by 

December 31 done and conduct an annual member interest/satisfaction survey. Will do in May-June. 
 

Information concerning the 2010 Pathways to Excellence program is available at http:// pathways.iaap-hq.org, 
including downloadable commitment forms. 



Pow Wow – April 2011 – Page 12 

 



Pow Wow – April 2011 – Page 13 

 



Pow Wow – April 2011 – Page 14 

 

The IAAP theme for 2010-2011 is  
 
 
 

 

 

� What is your passion?  
� Do you have purpose?  
� Are you committed?  

 
Want to help with KDAM 2011? 
 

� Sign up for any sub-committee 
� Chair a sub-committee 
� Sign up for an individual task 

 
Need more information? 
 
Contact Jenny Stephens, CPS at bgstephens@cox.net  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Mark Your Calendars Today! 
 

June 17-19, 2011 
 

Minisa Chapter is hosting the 68th  
Kansas Division Annual Meeting  

in Wichita, Kansas. 
 

� 
Hyatt Regency downtown 

 

Save the 

Date! 

 

Minisa Chapter 

membership in  

March 2011: 

45 
 

IAAP Code of Ethics 
 

Recognizing that a position of trust 

imposes ethical obligations upon 

administrative assistants, office 

coordinators, executive secretaries and 

other types of administrative 

professionals to act for benefit of 

employers, clients, and the public, 

members of the International 

Association of Administrative 

Professionals (IAAP) established and 

promulgated four standards of 

professional conduct and resolve to be 

guided by them as embodying the 

ethical ideals of their profession. 

 

Full document at www.iaap-hq.org. 

 

Just a thought . . . 
 

Even if you are on the right 
track, you’ll get run over if you 

just sit there. 

Let’s increase our membership 

this year and watch  
our chapter grow!! 
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March Highlights . . .  
Bethel Banzhaf, CPS/CAP, Photographer 

 
 
 

                Nina and Betty                                                   Diana and Signe with campsite                                         Nancy and Linda 

      Diana, Bobbie, Teresa                                                    Speaker, Mona Drouhard                                             Members networking 

         Signe, Nancy, Linda                                                DSA presentation to Margo                              Past presidents recognition by Jocelyn 

Presentation of Nina’s 55th year pin                                        Past presidents                                                            DSA speech by Sue  
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 Kansas Division Spring Workshop . . . 

    Minisa Chapter  

                Kaw Chapter                                      

   KCK Sunflower Chapter                                                  Johnson County Chapter                                      Jo Co Government Chapter  
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One-Minute Idea 
 
Live Upside 

 
As Irish writer George Bernard Shaw 
stated, "Life is no brief candle to me. It is 
a splendid torch, which I have got a hold 
of for the moment; and I want to make it 
burn as brightly as possible before 
handing it on to future generations."  
 
Action, not goals, produces results. 

. . . Style E. . . Style E. . . Style E. . . Style Editorditorditorditor    
“I was” or “I were” 

“I was” is the normal past tense of the verb “to be.” 
     Examples 
     I was busy when you called. (past tense) 
     I was editing the report when he called. (past progressive tense) 
But . . . in English we also have a subjunctive mood. A subjunctive mood is used to communicate feelings 
such as wishfulness or imagination; things that aren't real or true.  

Therefore, when a sentence starts with “I wish,” “he wishes,” etc., you must use a subjunctive verb in the 
clause that follows. In other words, use “I were,” “he were,” and “you were.” 
      Examples (incorrect)    Examples (correct) 
      I wish I was able to attend.                I wish I were able to attend. 
      I wish she was speaking instead of him.  I wish she were speaking instead of him. 

In addition, when a statement begins with the word “if” and is highly improbable or doubtful, the verb in the 
clause is treated as a subjunctive verb: to express present time, use the past tense; to express past time, 
use the past perfect tense. 
      Examples 
      If I were president of the company (but I am not), I would give us a raise. (present time) 
      If I had been asked earlier (but I wasn’t), I would have attended. (past time) 

 

Call any officer for more information. 

Define your success  
and then decide to make it 

happen with IAAP. 
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All copy is subject to editing for length and clarity and is printed at the  

discretion of the editorial staff. 

SUBMISSION 
DEADLINE 

 
THIRD THURSDAY OF 
EVERY MONTH 
 
Submit articles to Bethel Banzhaf: 
 

minisachapter@hotmail.com 
 

SUBMISSION 
REQUIREMENTS 

 
FONT: Arial 

SIZE: 10 

PARAGRAPH: justified 

NAMES: first and last  

CPS/CAP: always, no comma 
ALL COPY must be proofed 
One space after periods 

See your name in print! All chapter members are 
encouraged to submit articles, information, 

personal updates, anything you think would be of 
interest to other chapter members. All members 
who submit articles will receive incentive points. 

 

ADVERTISING 
 

SPACE AVAILABLE: 
   Business card size  
    

RATE: 
    $15 for 11 issues 
 

Advertising is accepted on a 
space available basis. 

Submit check with your business 
card made payable to Minisa 
Chapter, IAAP, c/o Bethel 
Banzhaf CPS/CAP, P O Box 854, 
Wichita, KS 67201 


