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The Newsletter of Minisa Chapter, IAAP Issue 5

SHow: The Spy Who Killed Me

PROGRAM: Comedy Mystery Dinner Theatre

DATE: Thursday, December 7, 2006

TIME: 6:15 pm Wine and Cheese Tasting
6:30 pm Seating for the Show
7:00-9:30 pm Show

PLACE: Wyldewood Cellars Winery

951 E. 119th, Mulvane, Kansas

MENU: The actors, as part of the show, serve the delicious four-
course meal.
CosT: $33.00 (pre-payment to treasurer required)

Reservations Required : We recognize emergency situations do come up. If you
need to cancel your reservation please contact:

Bobbie Frye CPS/CAP (work 517-3548)

no later than noon, Monday, December 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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“ Christmas gift suggestions: To your enemy, forgiven ess. To an opponent, tolerance. To a friend, your h  eart.
To a customer, service. To all, charity. To every ¢ hild, a good example. To yourself, respect."

~ Oren Arnold
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Christmas is just around the corner. The malls are getting busier every day, calendars are
rapidly filling up with holiday festivities, to-do lists are growing, and there just doesn’'t seem to
be enough hours in the day. | would encourage everyone to take a deep breath and remember
what the season is all about. This season is definitely about family and our families deserve the
best that we can give them. Remember that everything doesn’t have to be perfect — it is more
important to know that we have tried our best. Let’s embrace excellence and avoid perfectionist
tendencies during this holiday season.

We had several guests attend the November 2 chapter meeting. They were: Debbie Konklin from Spirit AeroSystems,
Inc., Margie Williams from Via Christi, and Kathy McLaren from Mid-America Network. Debbie Konklin did join the week
following our meeting. Shirley Yingling CPS celebrated her 16-year anniversary with IAAP. We also did a New Member
welcome for Keri Henderson and Diana Loux, both of Spirit AeroSystems, Inc.

Our speaker was Rob Dinwiddie from the Dillons Corporation. Rob presented an informative program, Writing with “You
Attitude”.

The Nominating Committee was formed to start working on the 2007-2008 ballot of officers. Those elected were: Norma
Farnsworth CPS, Ruth Smith CPS, Shirley Yingling CPS, Bethel Banzhaf CPS and Pam Dinwiddie. Norma Farnsworth
CPS is the chairman. Please be thinking if you would like to serve on the Board for the 2007-2008 chapter year. The
positions are: president (this office is normally filled by the immediate past vice president but due to Bobbie Frye's
resignation letter for this position, this office will need to be filled), vice president, secretary, treasurer, and two directors.
Please keep an open mind as you are contacted by this committee. This is another way to experience personal growth
and develop leadership qualities as well as become more knowledgeable about how the Board of Directors works hand-
in-hand with all chapter members.

Another fun field trip was held on Saturday, November 11. Five Minisa members and two guests went to Karg Glass in
Kechi, Kansas. They watched a 10 a.m. glass blowing demonstration and then proceeded to Cracker Barrel for a delicious
lunch. | had a conflicting appointment so didn't get to attend but plan to make the next one. The next field trip will be to
Lindsborg on December 9 to participate in their Heritage Christmas celebration. Ruth Smith CPS will provide further
details and carpool opportunities will be available as we get closer to the date.

The Seminar Committee is beginning work on our April 2007 seminar. We will all have an opportunity to assist with this
endeavor. This is our major fundraiser for the year so we need a really good attendance. That means we need to get the
word out via word-of-mouth and advertising. We hope to reach as many office administrators in Wichita as possible. This
will help make others aware of IAAP and what it stands for.

I have covered all of Kansas Division President Betty White's puzzle pieces: Communicating,
Connecting, Observing, and Expanding. International President Sandra Chandler's 5 C's are:
Commitment, Continuing Education, Communication, Creativity, and Connectivity. | have covered two
of the 5 C’s and would like to address one of the remaining three this month. This seems like a good
time of year to talk about Creativity. We all, to some extent, exercise more creativity this time of year.
We try to get creative in making everything we need to do fit into our schedules. We practice creativity
by trying to come up with unique gift ideas. Let's expand the creativity mindset to think of creative
ways to increase membership, new ideas to raise money for ways and means, unique ways to assist other chapter
members, and community service to others less fortunate than ourselves.

illnr.llru the Future

| would like to wish everyone a Merry Christmas and a safe and happy New Year. v
i

The Star Search Award for November was awarded to Bobbie Frye CPS/CAP. The
nomination read: “I would like to nominate Bobbie Frye CPS/CAP for this award. She
has worked really hard for our chapter. Not only in the offices she has held and holds
or the committees she chairs or assists with, but her awesome efforts with recruitment
have been tremendous in getting new faces into IAAP. She is a pillar in our chapter
and a super person in general.”
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Dates to Remember
No Board Meeting in December
December 7 Christmas Social — Comedy Mystery Dinner Theatre, Wyldewood Cellars Winery
December 12 Seminar Committee Meeting, 5:30 p.m., 445 N. Waco.
December 21 POW WOW Deadline (e-mailed [minisachapter@hotmail.com] submissions are appreciated!)
January 2 Board Meeting
January 4 Chapter Meeting; Outstanding Member of the Year Presentation
January 18 POW WOW Deadline (e-mailed [minisachapter@hotmail.com] submissions are appreciated!)

\ January 30 Board Meeting /

Monique Richardson, Chairman

In our November chapter meeting we decided to adopt a family from the women's shelter. | have asked
Kimberly (a single mother) to provide us a list of what her family’s wish list/needs are. If you would like to
purchase an item from the list instead, | will be happy to get the list to you once we have it.

If you are interested in participating, please bring your money to the Christmas
meeting, or you may mail a check to me at:

Spirit AeroSystems, Inc.
Attention: Monique Richardson
P. O. Box 780008, MC K95-80
Wichita, KS 67278-0008

Please have your money turned in no later than December 15 so there is enough time to go shopping for gifts.

% COMMITTEE REPORTS

Education Seminar Committee June Crawford, Education Committee Chairman

The Education and Membership committee members worked very hard researching hotels in Wichita where we can hold
our Annual Education Seminar. We decided on the Best Western Airport and have reserved a conference room for
Thursday, April 19, 2007. We have one speaker who has tentatively accepted (Dr. Ruder from Newman University) and
another will be contacted. This will be an all day seminar with two speakers. The price of the seminar will be decided upon
at the next meeting as well as confirming our speakers. So watch for an announcement of more very exciting news to
come.

As soon as everything is finalized, the brochure will be printed and mailed by mid-February. We need new addresses to
add to our mailing list, so please be thinking of names you know that we can send a brochure to. We will be looking for
vendors again this year and forms will be available soon for the vendors to reserve a table.

Our next meeting will be December 12 at 5:30 p.m. at the office of Bethel Banzhaf CPS.
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Chapter History Committee
Linda McCurdy CPS, Chairman

The Chapter History Committee will meet for a scrapbooking session on
Saturday, November 18, 2006, at the home of Marianne Eyles CPS/CAP from
12:30 p.m. to 4:30 p.m. We hope to complete the remaining pages for the
June activities for Bethel's scrapbook. Bethel Banzhaf CPS, Linda McCurdy
CPS, and others who may want to help, will work together to complete the
pages for the International Conventions in Toronto 2001 and Nashville 2002,
hopefully by the end of December.

Due to the holidays, our next regular committee meeting/scrapbooking
session will be scheduled in January 2007, when we plan to start on Delynn
Nelson’s scrapbook. The date and location will be e-mailed to the committee
and those who have helped us in the past. All members are welcome to help.

Publications Committee
Bethel Banzhaf CPS, Chairman

The committee recently met to discuss the Pow Wow, chapter roster and
chapter Web site http://www.orgsites.com/ks/minisaiaap.

The committee has developed a style guide which has been e-mailed to all
members to use as a reference when typing items for the newsletter. It is
anticipated that this guide will also help with the uniformity and
professionalism of all the chapter’s flyers, brochures, etc.

The committee is working on converting the large roster (distributed at the
October meeting) to the pocket size three-ring binder.

The chapter Web site is a work in progress, but additional pages have been
mapped out, and our goal is to continue to keep the content up-to-date.
People will be able to download a membership application, the scholarship
application form, seminar registration, and more. The calendar for the year
lists all IAAP activities and chapter deadlines — information is only a click
away! If you have not yet visited the Web site, please do so. The committee
will have “permission slips” available at the next chapter meeting — we will not
put your name and/or photo on the Web site until we have your written
permission to do so.

Nominating Committee Report
Norma Farnsworth CPS, Chairman

The 2007-2008 Minisa Chapter year will be here before we know it. The
Nominating Committee is looking for candidates to fill the following board
positions. The committee is beginning this process early to give members an
opportunity to discuss the positions with current officers and to “shadow” them
before taking office.

President (Bobbie Frye CPS/CAP resigned from this position)

Vice president (will automatically succeed to president the following year)
Secretary

Treasurer

Directors (2)

This is a great opportunity to contribute to the chapter and grow professionally
and personally. If you are interested, please let one of the Nominating
Committee members know by December 6 (Norma Farnsworth CPS, Ruth
Smith CPS, Shirley Yingling CPS, Pam Dinwiddle, Bethel Banzhaf CPS).

Information about the offices and responsibilities can be found in the Bylaws
and Standing Rules section of the 2006-2007 Roster packet everyone
received recently. And don't hesitate to ask current board members about
their positions.

Programs at a Glance

August 17, 2006

Report of IAAP International
Convention

Sue Houser CPS/CAP

September 7, 2006
Maximize Your Potential
Networking/Informational Reception

October 5, 2006

Assumptions and Needs: Impact to
Performance*

Jan Eaton, Spirit AeroSystems

November 2, 2006
Writing with “You” Attitude*
Rob Dinwiddie

December 7, 2006
Wyldewood Cellars Winery Comedy
Mystery Dinner

January 4, 2007
Fun with Parliamentary Procedure *
Pat Pickard CPS

February 2, 2007
Sarbanes Oxley*
Marva Benton, Cessna Aircraft

March 1, 2007
International Etiquette*
Ruth Smith CPS and Team

April 5, 2007
TBD*
Gary Kral, Cessna Aircraft

May 3, 2007 (Annual Meeting: closed)

Understanding Company Financial
Statements*

Don Roswurm, Spirit AeroSystems

June 7, 2007 (Installation of Officers)
Discover Your Strengths
Sara Callendar, Cessna Aircraft

* CPS/CAP Recertification Points Awarded
(60 minute programs)



Pow Wow — December 2006 — Page 5

Chapter Field Trips Ruth Smith CPS

November Field Trip

Five Minisa members and two guests met at Karg Glass in Kechi on Saturday, November 11 for our November field trip.
We drooled our way through the showroom and then gathered in the workroom for glassblowing demonstrations. We were
all impressed with the creativity and care that goes into each item. We then went to Cracker Barrel for lunch, shopping
and conversation. All agreed that it was a fun, educational outing. Members who attended were: Pam Dinwiddie, Norma
Farnsworth CPS, Cyndi Mullins CPS, Jacki Redd and Ruth Smith CPS. Our guests were Marguerite Lindstrom and Joy
Pearson.

December Field Trip

Our December outing will be to Lindsborg to enjoy the Lucia Fest and Heritage Christmas celebrations, lunch,
and Christmas shopping. If you've never been to Lindsborg, it really is a treat. More details will be sent before
Thanksgiving to give you time to round up friends and relatives to join us for food and fun in "Little Sweden USA."

Retirement Trust Foundation Ruth Smith CPS, Coordinator

We have collected a total of $180 so far this year for the RTF fund. Monthly drawings have netted $58 and Jan Eaton
donated her $50 speaker's fee. Everyone has been great about participating in the raffles and several members have
taken home some very nice prizes. Thanks to all for your support!

News From Around The Association . . .

INTERNATIONAL UPCOMING EVENTS:

The 2007 Professional Education Conference (PEC) will be held at the Hyatt La Jolla Hotel, La Jolla, California,
March 4-7, 2007. Information on the conference is available in the “Events and Conferences” section of the IAAP
Web site.

IAAP and Targeted Learning Corporation (TLC) will partner again in 2007 to present the 20th Annual
Administrative Professionals Briefing to be held Tuesday, April 24. Featured speakers include IAAP International
President Sandra P. Chandler CPS, Marcus Buckingham, author of Now, Discover Your Strengths: the One Thing
You Need to Know . . . About Great Managing.

The 2007 International Convention and Education Forum will be held July 29 — August 1, 2007 at the Tampa
Convention Center, Tampa, Florida. Additional details are available in the “Events and Conferences” section of
the IAAP Web site.

The 2007 Certification Conference will be held at the Hyatt Regency, San Antonio, Texas, October, 14-17. Look
for additional information as it becomes available in the “Events and Conferences” section of the IAAP Web site.

More news and member resources are available at Members’ Place at www.iaap-hqg.org.

Service Anniversaries
Nina Leeper (1955)
Delynn Nelson (1999)

Birthdays
Frances Larson (2)
Paula Iman (10)
Bethel Banzhaf CPS (23)

Those who are interested in taking the Certified Administrative Professional® exam in May 2007 will be meeting in
January to plan study sessions and mock exams. If you want to get a head start, review material is available at a
members’ discount from Prentice Hall (order through Members’ Place at www.iaap-hqg.org) or CPSReview.com.
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Linda McCurdy CPS, Chapter Photographer

Lining up at the dinner buffet Margo, Jacki and Cyndi
Dinner buffet queue Rob Dinwiddie, Speaker
Pam and Rob Dinwiddie Welcoming new members Diana and Keri

i e ik -8 = b
Margo, RTF drawing Pat Pickard CPS teaching an informal parliamentary procedure class after the meeting



Pow Wow — December 2006 — Page 7

E-mail Reminders Submitted by Pam Dinwiddie
Have you ever forgotten to reply to an important message? It's easy to set a reminder.
To set a reminder to reply to a message:

1. Inyour Inbox, right-click the message that you want to set the reminder for, point to Follow Up on the shortcut
menu, and then click Add Reminder .

2. Inthe Flag to box, click Reply.
3. Inthe first Due by box, click the date when you must reply by. In the next box, click a time.
4. Inthe Flag color box, click a flag color, and then click OK.

Tip: To help keep track of messages flagged for reply in your Inbox, you can assign names to the different colored quick
flags.

20 Questions Letter Writers Should Ask Themselves

Does my letter look neat and professional?
Have | followed one letter format (block, semi-block) consistently?

Are my margins wide enough — at least 1-1/2 inches all the way around?

Did | spell every word, especially the reader’'s name, correctly?

Have | corrected every typographical error?
Did I tell the reader exactly why | am writing?
Does my letter adopt the “you attitude”?

Are my words clear and precise?

© ©® N o g A~ w DN PE

Is my letter free from flowery and stuffy language?

[E=Y
o

. Do | get my message across politely and sincerely?

[N
[N

. Have | answered the reader’s questions without including irrelevant material?

[iny
N

. Have | eliminated unnecessary repetition?

=y
w

. Are all my facts (costs, names, topics, dates) correct?

H
N

. Have | included all necessary information (dates, quantities, locations, names, costs, references to previous
orders or letters)?

15. Does my last paragraph sum up my letter appropriately including action to be taken and when?
16. Have | chosen an appropriate complimentary close (for the block or semi-block format)?

17. Did | sign the letter in ink?

18. Have | indicated an enclosure line if | am sending something with the letter?

19. Is my return address on the upper left front of the envelope?

20. Does the reader’'s name and address on the envelope match the inside address and include a courtesy title (Mr.,
Ms., Dr.)?
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Is Your Purse Toxic?
Do you ever think about where your purse has been?

According to a news piece done by a Fox affiliate TV station in Cleveland in May 2006, and re-broadcast by numerous
Fox stations in the US, your purse may be carrying disease into your home.

In the news story, swabs from 50 purses were sent to a lab for analysis. While a few of the
samples did not show evidence of bacterial growth, most did, and nearly one-fourth of the
handbags tested proved to have E. coli on them. Most strains are harmless, but one
produces a powerful toxin that results in severe illness in humans. E. coli is transferred to
us as part of contaminated foodstuff, or through hand-to-mouth contact by people who
have handled items laden with the bacteria, or through our swimming in water where the
microbes are present. Purses can also carry microbes like hepatitis and mononucleosis.

The typical purse carrier will unthinkingly place her handbag on the floors of public restrooms, at
her feet in restaurants, buses or subways, the floorboards of her car, the child's seat of shopping carts (where the
diapered bottoms of toddlers may have been placed earlier). While most of us remember to wash our hands after being
out in public and handling a variety of items, we usually do not think about sanitizing the handbags and briefcases that go
with us.

According to Snopes.com, here are some things you can do to decrease the likelihood of spreading illness with your
purse:

- Clean your purse or tote bag regularly with a soaped-up wet cloth or anti-bacterial spray or disposable
wipe. Don't forget the handle or strap as well as its sides.

- Keep in mind that bacteria and viruses latch on far more readily in wet or damp environments than they
do in dry ones. If you set your purse down on a damp or wet surface, clean it once you're home, even if
you've just washed it recently.

- Do not place your purse on any surface where food will be prepared or eaten. That means keep it off
dining tables and kitchen or break room counters. If you eat at your desk, don't place your handbag
there.

- Remember that your purse comes into contact with almost every surface your shoes tread on, so treat
your handbag accordingly. If you wouldn't place your sandals on the kitchen counter, don't drop your
purse or briefcase there either.

Sources: Steves, Kristy. "News at Five" Fox 8 [Cleveland], 3 May 2006. Snopes.com

Dress for success . . . but pay less! u

e
The Working Woman's Shop Z\'é?
A Consignment Boutique
Women's Clothing - Casual to Formal

Home Décor and Gifts

2075 N. West St. T-W-F  10:00-5:30

Wichita KS 67203 Th urs  10:00- 7:00

316-943-3388 Sat 10:00-4:30 For a current book or to place an order call:
www.workingwomanshop.com (316) 776-9372 or email : jluvavon@cox.net

Mail On Time For The Holidays
With more than 20 billion pieces of mail being processed during the holidays, make sure your letters and
packages don’t get lost in the mix. Avoid the rush — mail early.
First week of December: get Parcel Post® packages to the post office.
Second week of December (no later!): send all greeting cards.
Third week of December: send all Priority Mail®.
By December 22: send all Express Mail®.
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Bethel Banzhaf CPS
P O Box 854
Wichita, KS 67201

MINISA CHAPTER

Publications Committee:

Editor: Bethel Banzhaf CPS
minisachapter@hotmail.com

Staff: Andrea Beer

Pam Dinwiddie

Norma Farnsworth CPS

Patti Ferguson CPS/CAP

Cindy Reints

Ruth Smith CPS

WE'RE ON THE WEB:
www.orgsites.com/ks/minisaiaap

See your name in print! All chapter members are ADVERTISING
encouraged to submit articles, information, personal
updates, anything you think would be of interest to othier SPACEAVAILABLE

chapter members. All members who submit articles will Business card size

receive incentive points. RATE:

$15 for 11 issues

Advertising is accepted on a

DEADLINE REQUIREMENTS
Submit check with your

3RD THURSDAY OF EVERY FONT: Arial business card made payable tq
MONTH SizE: 10 o Minisa Chapter, IAAP, c/o
Submit articles to Bethel Banzhaf PARAGRAPH: justified Bethel Banzhaf, P O Box 854,
minisachapter@hotmail.com NAMES: f|.rst| and last Wichita KS 67201
P O Box 854, Wichita, KS 67201 | CPS/CAP:always, no comma
phone 269-2137, fax 269-9348 ALL coPy must be proofed

The editorial staff reserves the right to edit all material submitted for publication.



