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   FUNDRAISER: Premier Jewelry 
                           
   SOCIAL: Minisa Chapter Indoor Picnic 
 
   DATE: Thursday, August 11, 2011 
 ����TIME:  5:30 p.m. Networking����
                      6:00 p.m. Dinner  
                      6:30 p.m. Socializing and Jewelry Shopping 

7:15 p.m. EFAM Report: Ruth Smith, CPS/CAP 
                       
   PLACE: Spiritual Life Conference Center 

7100 E. 45th St. N., Wichita 
 
   MENU  Picnic:  Meat and Cheese Trays for Sandwiches; Fruit Tray;    
                      Vegetable Tray; Breads; Chips; Ice Cream – Bring Your   
                        Favorite  Topping ; Coffee and Iced Tea  
  
   COST: $13.50 for dinner; $4 for meeting only 
                               * * * Late Cancellat ions and No Shows will be billed  
 
Reservations Required : We recognize emergency situations do come up. If you need 
to cancel your reservation please contact: 

Diana Smith (work 517.7486)  

no later than noon, Monday, August 8. 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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2011-2012 Board of Directors 
 

PRESIDENT  
Jocelyn Pickard 

Jocelyn.pickard@aero.bombardier.com 
 

PRESIDENT ELECT 
Diana Smith 

dsmith@cessna.textron.com 
 
 

SECRETARY 
Teresa Virden 

teresamvirden@gmail.com  
 

TREASURER 
Cyndi Mullins, CPS/CAP 

cyndi.mullins@spiritaero.com 
 
 

DIRECTORS 
Deb Moody, CPS/CAP 

Margie Williams 
 

PARLIAMENTARY ADVISOR 
Bethel Banzhaf, CPS/CAP  

 
 

The Pow Wow  is a monthly 
publication of Minisa Chapter. 
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What a summer – I can sum it up in three letters H-O-T!! 
 
Even with all the heat, I hope you have enjoyed it somehow and are ready to  
“Leap into the REMARKABLE” 2011-2012 IAAP Minisa year.  
 
The Minisa Program Committee has lined up interesting topics and speakers for this year what a 
great place for networking and continuing education on a small scale. I hope you will find time to 
join us at the Spiritual Life Center and get connected with fellow administrative assistants.  
 
Have you ever had a REMARKABLE event? We want to congratulate Marie Harville on a fantastic 
promotion. Please take time to read the WATC article on Marie in our newsletter! Don’t you love it 
when someone accomplishes their dream/goal/vision?  
 
Just what is the difference between a dream and a vision? How do some people reach it and 
others do not? 
 
I found out . . . ”the number of people who believe in it and can see it .” How many times have 
you had a “dream/vision” and have seen it fulfilled? Many of you have already realized your goal 
of receiving your certification, vacation of a lifetime or your dream house. What have you dreamed 
or envisioned that Minisa Chapter could do to make it more remarkable for you? 
 
The dream/vision will stay at that stage without these steps: 

1) A vision SEES – do you see our organization as REMARKABLE? Each of you has a 
vision of what this chapter could do for our profession. 

2) A vision SPEAKS – share your ideas speak to others about what you SEE. 
3) A vision ACTS – this means invest in it – PARTICIPATE (even on a small scale) to see 

your vision realized. Join a committee, become a board member, introduce IAAP to 
another admin. Don’t expect others to invest in your vision when you won’t put your 
energy into seeing it through. 

4) A vision FEARS NOT – this is the biggest battle in any organization. We must overcome 
these roadblocks: “that’s never going to work”, “that’s not the way we do it”, “that’s a 
ridiculous idea”. There’s nothing worse than letting someone else’s lack of confidence in 
their own vision destroy your vision. 

5) A vision has FOCUS – research your vision, have a plan, share the plan, work the plan. 
6) A vision SUPPORTS – if you don’t have a vision of your own support someone else’s 

vision; who knows, some day you may need the same support. 

One of my favorite quotes is from Michelangelo: “The greater danger for most of us is not 
that our aim is too high and we miss it; but that i t is too low and we reach it” 
 
With your help  Minisa Chapter can LEAP into the REMARKABLE this year. 

 

��������	
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PROGRAM: None  
 
Join us for a fun time of networking and socializing at Minisa Chapter's indoor picnic!  
 

�  Bring your favorite ice cream topping for dessert! 
 
Ways and Means Committee Presents: Premier Jewelry Fundraiser.   
      

Jan Hitchcock-Gamber will be displaying what’s new in Premier Jewelry’s line.  
 

·  Premier Jewelry has given us a fantastic opportunity to earn CASH for our chapter and 
FREE jewelry for OURSELVES!! During dinner and the social time, you will be able to look 
at the jewelry and place your order should you wish to make a purchase. 

·  Catalogs will be available at the meeting for you to share with friends and co-workers if you would like to help by 
taking outside orders.  

·  This is a special fundraiser offered by Jan for Minisa Chapter. All funds raised go to the chapter's scholarship 
program and to fund the educational programs, etc., that we are able to offer our members. 

 
There Will Be No Business Meeting:  

In place of the normal business meeting we will hear the delegate's report on what 
happened at the international Education Forum and Annual Meeting held July 24-28 
in Montreal, Canada. 
 
 

COMMITTEE REPORTS 
 

 
 

 
Budget Committee        Ruth Smith, CPS/CAP, Chair 

We will be voting on the 2011-2012 chapter budget at the September meeting. The committee is 
scheduled to meet at 5:30 p.m. on August 18 at Watermark Books. All committee chairs are welcome to 
attend this meeting. If you cannot attend, you may send a representative or send your budget request to me 
along with your explanation for each line item request. The deadline for budget requests is August 16.   

Dates to Remember                                                                          

 

 

             
            August 11    August Social – EFAM delegate’s report 
            August 13 Kansas Division Leadership Workshop – Flint Hill Technical College, Emporia, Kansas 
            August 15    CPS and CAP Exam Application Deadline  
  August 18    Budget Committee meeting at Watermark Books: 5:30-7 p.m. 
  August 19     Pow Wow  Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!) 
            August 25    Board Meeting 
            September 1     Chapter Meeting – Approve Chapter Budget 
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Program Committee  

The Program Committee will meet at the Spiritual Life Center on August 11 at 4:30 p.m. to discuss possible 
program topics and speakers for our 2011-2012 monthly meetings. The goal is to provide professional 
development programs for Minisa members. Have you heard a presentation or program that you think would 
benefit our membership? Is there a topic you would like some more information on? Please let Diana Smith 
know as soon as possible. The program list for the year must be published by October 1 in order to meet 
Chapter of Excellence.  
 
Membership Committee  Bethel Banzhaf, CPS/CAP, Chair  
 
One new member orientation was held in June and two in July; several of our new members attended. 
Another session will be scheduled shortly for those unable to attend. Although we provide an extensive 
new membership orientation, there is so much information to remember it is hard to take everything in. 
Therefore, these sessions are also open to other members as a “refresher”. 
 
Are you interested in helping our newer members learn the ins and outs of Minisa Chapter and the 
association? One of the rewards of mentoring is the satisfaction of knowing that your guidance will be beneficial to a new 
member aiding her/him through their first year as an IAAP member. The committee is putting the finishing touches on our 
mentoring program and will be asking for volunteer mentors. 
 
Thanks to your outstanding efforts, we welcomed 11 new members into Minisa Chapter last year! We encourage each 
member to continue inviting your co-workers and friends to our meetings and share how you have grown through your 
IAAP membership. As soon as the 2011-2012 membership brochure is finalized and distributed you will be able to keep a 
supply to hand out to colleagues.  
 
The committee is tentatively scheduled to meet on August 16 to work on our next membership recruitment event. Mark 
your calendars now and plan to invite several “future members” to our ��������� � !��"�� !#���$� ���� ��$#%���
�&"������ '�������$ . We welcome all ideas for new and interesting ways to present membership information – just 
send me an e-mail or plan to attend the committee meeting.  
 
The Membership Committee also welcomes any suggestions for member prospecting. If you would like the committee to 
send IAAP information to anyone you think would benefit from joining we are very happy to do so. 
 
As always, if anyone has questions regarding membership and/or its benefits please feel free to contact me at either 
MinisaChapter@hotmail.com. 
 
Ways and Means Committee        Bobbie Frye, CPS/CAP, Chair  
 
The first fundraiser of the year is a Premier Designs Jewelry show. Jan Hitchcock-Gamber will attend the 
August meeting to show the product line and speak to the group during dinner. This is a great opportunity 
for our members to do some early Christmas shopping  or purchase items for themselves and earn money 
for the chapter at the same time!  
 
There will be a kickoff show at Bobbie Frye’s house on Tuesday, August 2 at 7 p.m. for anyone wishing to attend. Any 
member who turns in $150 in orders, will receive one HALF-PRICE item and one $30 item FREE. In addition , the top two 
sellers will receive $50 in FREE product and one HALF-PRICE item.  
 
This fundraiser will close on August 15 and jewelry should arrive within two weeks of closing. 
 
Thanks in advance for your support and helping to “raise the funds” in our chapter’s treasury! 
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o you want get the most out of your IAAP membership? There is no 
better way to learn more about the chapter, make new friends and 
learn skills than joining a committee! The relaxed atmosphere of 

committee meetings means you are networking in a smaller group and have a 
better opportunity to get to know other members better.  
 
Taking on more responsibility, speaking to groups, organizing events and 
managing team projects are some of the skills IAAP can enhance for you. So 
don’t be afraid to step up and help lead your chapter. Your fellow admins are 
here to help you succeed professionally – and there is no better place to 
practice than among friends. Why not be a shining star for your chapter? 
 
The committee list is included with this issue of the Pow Wow. Don’t see your 
name? Contact the committee chair listed to learn more or to sign up. Feel free 
to help with more than one committee if you would like! We have several 
committees that could use YOU! Some committees meet once or twice a year, 
others meet more often. Committee members are not obligated to attend every 
committee meeting: feedback and decisions are often made by e-mail. 
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Left to right: Deb Moody, CPS/CAP, director; Margie Williams, director; Cyndi Mullins, CPS/CAP,  

treasurer; Teresa Virden, secretary; Diana Smith, president elect; Jocelyn Pickard, president 

� �
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July Birthdays  
Paulyna Webber (July 12) 

Jean Cale (26) 
Norma Farnsworth, CPS/CAP (29) 

 
August Birthdays  

Linda McCurdy, CPS (3) 
Ruth Smith, CPS/CAP (16) 

Diana Loux (23) 
Susan Niswander (26) 

 

Minisa Service Annivers aries  
 

June Crawford (August 1994 Minisa) 
Jeretta Eash (August 2009) 

 

	
!��	���	�����	�������			
 
August Social  
 
Minisa Chapter’s August meeting is more of a social get-together than a formal chapter meeting. Some years we have a 
“fun” 30-minute program, and some years there is no program. The August Social is the time when our chapter delegate 
to the Education Forum and Annual Meeting presents her report on the business conducted at EFAM; the alternate tells 
us about the entertainment side of EFAM. There is generally no business meeting at the August Social.  
 

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.   

 
�

��������	������   
 

*%��,����-�. ��
�
Here’s a handy little trick to keep your hands free. You can set up your BlackBerry to 
automatically dial your Blackberry voicemail password.  
 
Here’s how to set it up:  
 

�  Click on the GREEN button on your BlackBerry  
 

�  Click on the MENU button  
 

�  Click on OPTIONS  
 

�  Click on VOICEMAIL  
 

�  Where it says Password or Additional Numbers, type your 4 digit numeric password  
 

�  Click on the ESC KEY (Arrow)  
 

�  Save  
 
That’s it. The next time you call your voicemail, you no longer have to enter your password manually. 
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KANSAS DIVISION  
 
Leadership Training for the Career-Minded Professio nal  
August 13, 2011 

 
Every summer Kansas Division provides a 
workshop free of charge to help our members 
and our chapters on their Pathway to 
Excellence during the IAAP year.  
 
Chapter officers, aspiring leaders and IAAP 
members are invited to an exciting, educational 
and fun workshop! All  members will benefit 
from this one-day workshop. For officers and 
chairs, this will help clarify your new role and 
position in the organization. For all attendees, it 
will provide you with the tools to help your 
chapter in Making The Leap to Remarkable . 
 
 

. �&���$�!�"���&���"����/�
¨  August 13 – Developing “Remarkable” Leadership Skills Workshop – Flint Hills Technical College, Emporia 
¨  October 1 – Fall Workshop – Flint Hills Technical College, Emporia 
¨  January 2012 – Winter Workshop – Date and Place TBD 
¨  March 2012 – Spring Workshop – Overland Park, date and place TBD 
¨  June 1-3, 2012 – Kansas Division Annual Meeting – Capitol Plaza Hotel, Topeka 

 
Registration forms are available from any Kansas Division officer or the website: http://www.iaap-kansas.org. 
 
  
 
INTERNATIONAL 
 
Message From International President Goodall 
 
With great regret, Executive Director Bretthauer has accepted the resignation of Joy Johnston, 
Sr. Manager of Membership and Distribution at the headquarters office. Joy has served IAAP 
with passion and dedication since 1997; first in the accounting area and then in 
membership. In late 2007, Joy was named Sr. Manager of Membership. Joy has been a key 
staff member by assisting IAAP leadership with tools, training and information in their drive for 
success.  We wish Joy the best in her future endeavors.  Her last day at IAAP was Friday, 
August 5. 
�
I would like to also announce that Amy House will serve in the capacity of acting manager of membership until a 
successor is named for the senior manager's position.  Amy will be the key contact for leadership questions, but all of the 
IAAP membership staff is cross-trained and there to assist members with questions and inquiries. Your cooperation and 
patience will be appreciated as the association manages the transition to a new team. 
 
Tamra Goodall, CPS/CAP, International President 
 
For more information, go to the members’ page at www.iaap-hq.org.   

Tamra Goodall, CAP 
International President 
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Minisa Chapter members listed on the Kansas Divisio n  Professional Development Honor Roll for 2010-201 1 
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Minisa Chapter has 13 Members of Excellence  for 2010-2011: 
 
 
 
 
 
 
: 
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�  Diane Walters , PLS, CPS/CAP** 
�  Ruth Smith, CPS/CAP**  
�  Diana Smith 
�  Signe Rogers, CPS 
�  Cyndi Mullins, CPS/CAP** 
�  Deb Moody, CPS/CAP* 
�  Sue Houser, CPS/CAP** 
�  Bobbie Frye, CPS/CAP* 
�  Norma Farnsworth, CPS/CAP** 
�  Marianne Eyles, CPS/CAP** 
�  Jeretta Eash 
�  Bethel Banzhaf, CPS/CAP** 
�  Lisa Baker, CPS  

Thanks to all the members of Minisa Chapter, we 
attained ��� ����&+��0��%%����  for 2010-2011. 
The third year patch will be added to the banner 
and displayed at all meetings. 
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* 2nd year 

** 3rd year 
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If you’re planning to register for the new CAP/OM e xams, to be held November 4-5, 2011, the  
!��!%�����&���$����������#$#����1 . All applications postmarked after that date will be  held 
for the May 2012 exams.  
 
* For November 2011, the new exams will be administered on Saturday; select retake candidates will test Friday and    
  Saturday. For May 2012, all exams will be administered on Saturday. 

 
Minisa Chapter Study Group 
 
A study group has formed for the new CAP exam  to be held in November, and Jeretta Eash, coordinator, has been busy 
working out the details. Several members have already signed up, but it’s not too late for others to participate. The 
chapter has purchased review material for the new CAP and CAP-OM exams, which will be available for members to 
check out at no charge.  
 
You may obtain the registration packet at: http://community.iaap-
hq.org/IAAPHQ/IAAPHQ/MemberResources/CertificationInformation/Default.aspx. 
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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 
  
November 4 – Retake exam* 
November 5 – CAP exam 
                     – CAP-OM exam 

 

 
CAP Study Group  

The coordinator is Jeretta 
Eash. Please contact Jeretta 
if you are interested in joining 
the group. 

 

 
TBD 
Contact Deb Moody, 
CPS/CAP (316) 523-3428  
 
Exam Site 
TBD 
 
Contact Deb Moody, 
CPS/CAP for information 
about certification. 
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Beginning July 2011, the wording of criterion six has changed, waiving the mandatory requirement for new members who 
joined in the current fiscal year. The criterion is still mandatory for renewing members.  
 
Revisions and clarifications to the 2010-2011 criteria are identified by bold/underlined text.  
 
The Membership Department at IAAP headquarters reserves the right to request original 
documentation of criteria earned.  
 
Revised Criteria as of July 1, 2011  
 
A Member of Excellence  will receive a certificate (first four years), Pathways to Excellence 
certificate cover, and Member of Excellence pin (the fifth year).  
 
A Member of Excellence will attain a minimum of EIGHT of the following 11 criteria:  
 
1. Hold a current IAAP Certification (i.e., CAP as pre scribed by the new curriculum ).  

2. Download the Member of Excellence Commitment form; sign and date the form.  

3. Actively participate in the IAAP web community forum discussions or write an article (minimum 200 words ), and 
have it published in an IAAP publication (chapter, division, or international level). Recommending another author’s 
article does not qualify .  

4. Attend at least  one professional educational workshop, seminar or conference (at least 60 minutes in length) and 
provide a short paragraph on how the training relat es to your job or your role in IAAP. It can be an I AAP or 
non-IAAP workshop, seminar or conference; however, it cannot be included in your calculations to meet the 
requirement of criterion #9 .  

5. Hold a degree, certificate or equivalent (a minimum of one year in length) from an accredited college or university or 
hold a Microsoft certification.  

6. Pay membership dues on or before anniversary date. This criterion is a mandatory requirement. This mandatory 
requirement will be waived in the case of new membe rs joining IAAP in the current IAAP fiscal year who  
want to work towards becoming a Member of Excellenc e.  

7. Serve as a chapter, division or international officer, committee chair or committee member; or serve as an RTF 
Trustee; or serve on a student chapter advisory board or the school’s advisory board for the office administration 
program.  

8. Conduct a public presentation, program or training at least 60 minutes in length. (Note that the presentation does not 
need to qualify for recertification points.)  

9. Attend a minimum of eight (8) IAAP chapter, division or international sponsored m eetings, programs or 
events (any combination). These meetings, programs or events cannot include a n event used to meet the 
requirement of criterion #4 .  

10. Recruit at least one new member.  

11. Integrate IAAP membership and involvement into annual performance plan or review. 

 
For more information, visit Minisa Chapter’s website, http://www.orgsites.com/ks/MinisaIAAP, or www.iaap-hq.org. 
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                                 Members                                       Ruth passing the gavel to Jocelyn                            Board Installation 
                      

                              Treasurer’s report – Cyndi                               Deb – Certification Committee report           Lisa making a motion 
                      

                 President Smith                                             Deb and Bobbie                                            Sandy, Bee, Nancy  

New member welcome 
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                  Betty, Jenny, Lisa                          Marianne and Jocelyn: MCs extraordinaire                                 Cyndi 

         Johnson County Chapter’s “Got Talent”                         Diane and Kelly                                           Opening Event attendees                                                           

                        Taime, Karen, Betty: 1940s                       Bethel, Diane, Margo: 1970s                        Barb, Bonnie, Kathy: 1950s 
                      

                                                           First timers and mentors                                  International Secretary Toni Smith, CPS/CAP 
                      

        Opening Event                                  
               Kansas Division Board in costume                Dorothy and Rhonda: 2000s                             Margo, Diane, Nadine 
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                  Banquet setup                                      Banquet invocation by Jeretta                    First timers and mentors recognition  

     Toni presented 55th anniversary pin to Nina Leeper, Sharon presented a plaque                  Recruitment Award: Minisa Chapter         

       Business session invocation by June                                    Vendor Mart                                                       Kelly  

                Diane, Linda, Bethel                                  Judy with vintage candy                       Kelly and Susan – certification lunch  

            Attendance at all division events                  Membership retention: Minisa Chapter                   New Kansas Division Board 
                                Sue, Carol, Mary, Ruth 
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To Contribute Articles or Suggestions for  
the Pow Wow  Contact: 

 
     MinisaChapter@hotmail.com using the submission      
     guidelines listed on the back page. 
 
     The submission deadline is always the THIRD    
     Thursday of the month.  
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One-Minute Idea 
 
Enjoying Work? 
 
“Those who perform love what they're doing. I'm not 
saying they like everything they do . . . . Pianists have 
a wonderful expression I heard many years ago: I 
practice until I have my life in my fingers. 
 
The same is true of people I have seen in business 
who enjoy the work. Their routine is: it's got to be 
done, and I enjoy it because I enjoy the work." 
 

Peter Drucker (1909 to 2005) 

�������������	
����������������	
����������������	
����������������	
��� ����
.��%����	�� &����&��  

Prepositions link words or phrases to other words in terms of time, space or relationship. Prepositions are 
important, yet some writers overuse them. Your sentences will become stronger if you omit prepositions 
that add nothing to the meaning. 

Examples  of useless prepositions  
             Where is he at? 
             Where did Janet go to? 
 Please continue on with what you were doing. 
 Did you fill up the gas tank? 
 Return the tax form on or by April 15. 
 The meeting should be over at about 2 p.m. 

Revised sentences  
              Where is he? 
              Where did Janet go? 
  Please continue what you were doing. 
  Did you fill the gas tank? 
  Return the tax form by April 15. 
  The meeting should be over about 2 p.m. 

Especially in business writing, remember not to waste your reader’s time with irrelevant information. 
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Bethel Banzhaf, CPS/CAP 
P O Box 854 
Wichita, KS  67201 

 

 

 

MINISA CHAPTER 
  
 

Publications Committee: 
Chair:   
Bethel Banzhaf, CPS/CAP 
Bobbie Frye, CPS/CAP 
Margie Williams 
 
 
minisachapter@hotmail.com 

 
 

WE’RE ON THE WEB:  
http://www.orgsites.com/ks/MinisaIAAP 
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SUBMISSION 
DEADLINE 

 
THIRD THURSDAY OF 
EVERY MONTH 
 
Submit articles to Bethel Banzhaf 
minisachapter@hotmail.com 
P O Box 854, Wichita KS 67201;�
phone 269.2137, fax 269.9348 
 

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 
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ADVERTISING 
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