
    
    

MeetingMeetingMeetingMeeting Notice Notice Notice Notice    
    
  PROGRAM:  Expanding Skills Through Volunteering  
                           
  SPEAKER: Cheryl Neubauer 
 
   DATE: Thursday, February 3, 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  Chicken Breast with Lemon Caper Sauce, Rice Pilaf, Garlic 

Roasted Broccoli, 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, January 31. 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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Albert Schweitzer, the famed theologian, philosopher and physician, said, "Example is not the 
main thing in influencing others. It is the only thing." 

 

    MINISA CHAPTER    
        Wichita, Kansas  

CHARTERED 1942 

 

 
 
 
 
2010-2011 Board of Directors 
 

PRESIDENT  
Ruth Smith, CPS/CAP  

ruth.smith@spiritaero.com 
 
 

PRESIDENT-ELECT 
Jocelyn Pickard 

Jocelyn.pickard@aero.bombardier.com 
 
 

SECRETARY 
Diana Smith 

dsmith@cessna.textron.com 
 
 

TREASURER 
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cyndi.mullins@spiritaero.com 
 
 

DIRECTORS 
Lisa Baker, CPS 
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PARLIAMENTARY ADVISOR 
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publication of Minisa Chapter. 
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Greetings from the President . . .      
 
 
 
 
Does anyone besides me have cabin fever? We’ve actually had a mild winter so far but I’ve 
had enough. I don’t do winter. I don’t mind sitting inside where it’s warm and observing it, I 
just don’t like having to deal with it. I keep reminding myself that we need the moisture so 
we can have a spectacular spring. As Dolly Parton says, “If you want the rainbow, you gotta 
put up with the rain!” Come to think of it, that pretty well sums up life as a whole. 
 
The board gathered at my house for a breakfast meeting on January 22 to work on the 
Minisa Chapter Strategic Plan and Marketing Plan. Our next challenge is to develop a straw 
horse for a succession plan. The board drafts these documents, but all members are 
encouraged to provide input. This is YOUR chapter. Never hesitate to offer suggestions or 
opinions. We want to hear from you!  
 
After a two-month break, monthly board meetings will begin again on January 27. Members 
are encouraged to attend board meetings at any time. Your ideas and participation are 
critical in making Minisa the best chapter possible. Let me know if you would like to attend 
and I’ll send you the details.  
 
Several members are registered to attend the Kansas Division Winter Workshop in Emporia 
on January 29. IAAP workshops and seminars are a great way to network with other 
administrative professionals and increase your knowledge base in the process. This is 
something you can do just for you. Try to attend at least one non-Minisa event this year. 
You’ll be glad you did.  
 
Our February 3 speaker, Cheryl Neubauer, will present Expanding Your Skills Through 
Volunteering. Volunteer work can provide incredible networking opportunities, help retain 
old skills and develop new skills, and explore new career options . . . and that’s just the 
beginning. Join us to hear more. 
 
We’re still on track to attain Chapter of Excellence again, thanks to your help. One of our 
members said she wasn’t working on her Member of Excellence because she didn’t think 
there was any way she could complete eight of the criteria. Please don’t assume you can’t 
meet the criteria until you’ve discussed them with a current MoE. You might be surprised at 
the different ways you can meet criteria that you thought were unobtainable. 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.  
 
Stay warm, stay healthy, and keep a positive attitude. A positive attitude may not solve all 
your problems, but it will annoy enough people to make it worth the effort. 

 

Ruth Smith, CPS/CAP 
 



Pow Wow – February 2011 – Page 3 

 

 
   

 

 

 

 

 

 
 

 

 
 

About Our Program and Speaker 
 

Cheryl Neubauer has worked as an administrative assistant and in human resources for 30 
years; she is currently employed at Hawker Beechcraft Services. Cheryl has had the privilege of 
living around the world most of her life. When she and her husband lived in Venezuela, Cheryl 
became a community volunteer, working with Fundamigos, a non-profit organization that mainly 
repaired cleft lips and pallets for impoverished children, as well as a local orphanage and 
children’s hospital. She also taught local non-profit organizations how to raise funds and get 
people involved in volunteering within their community. Cheryl loves sharing how her volunteer 
experiences have enhanced her leadership and career skills as an administrative assistant and 
project leader. 

 
Expanding Skills Through Volunteering: Volunteering is a great way to learn new skills—from working as part of a 
team to setting and reaching goals—and gives you a chance to discover the things you're best at and enjoy the most. 
 
The diversity of volunteer activities, organizations, cultures, ages and individuals offer countless opportunities. With the 
state of the economy and volatile work environment, volunteering can help keep our skills current, direct career paths, 
enhance our credibility and actually give us the opportunity to make a difference. The program will cover: 

  
♦ Incredible network opportunities  
♦ Retain and sharpen old skills 
♦ Develop new skills and practice in a 

relatively risk-free environment 
♦ Expand your horizons and explore new 

career options 
 

♦ Involvement in your community 
♦ Visibility 
♦ Energizing and renewing 
♦ Creates leaders   
♦ Volunteer skills documented in a resume 
 

 
 
 

COMMITTEE REPORTS 
 

 
 

 
Retirement Trust Foundation    
 
Have you visited the newly revised RTF website? Just type www.iaap-rtf.org in your web browser. The site is very user-
friendly making navigation a breeze. Want to donate on-line using a credit card? Click on the Donate tab and select 
Contribute online. It’s as easy as that!  

Dates to Remember                                                                           

            February 3   Chapter Meeting – 2010 Distinguished Service Award recipient’s speech 
            February 24   Board Meeting 
            February 15   CPS and CAP exam application deadline              
            February 16    Pow Wow Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!) 
            February 24   Board Meeting  
            March 3   Chapter Meeting: Past Presidents Recognition, DSA Presentation 
            March 5   Kansas Division Spring Workshop, Overland Park 
            March 6-9           IAAP Spring Conference – Tampa, Florida 
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Ways and Means Committee 
Bobbie Frye, CPS/CAP, Chair 
 
The Ways and Means Committee will have a Tupperware 
representative (Sandy) at the February meeting to kick off our 
February fundraiser. You will be able to take orders from either 
the regular book or the fundraiser flyer – the flyer will have items that are not 
available in the book. Please take a set of material and try to get a few 
orders to assist in our fundraising efforts. 
 
Our committee is also working on the Friendship Tea for May and we will 
meet on February 8 at 5:30 p.m. to get some of the details lined out. 
 
Terri Lynn items will be available at the February meeting for those who 
need a gift for their valentine!  
 
The Ways and Means Committee appreciates your support. 
 
Contact Bobbie Frye at 517-3548 or 253-8473 if you would like any of these 
items.  

 
Service Awards Committee 
Cyndi Mullins, CPS/CAP, Chair 
 
The Distinguished Service Award (DSA) is awarded to a 
member of Minisa Chapter who has belonged to IAAP five 
years or longer as of February 1 of the award year, has made significant 
contributions, but has received no recognition. A Certificate of Appreciation 
will be given and known as the Distinguished Service Award. Qualifications 
include continued service contributions to IAAP and five or more years of 
membership in Minisa Chapter as of February 1 of the award year. 
Exceptions are the current president, former recipients within the last ten 
years, and members of the current Service Awards Committee, who are not 
eligible.  
 
Eligible members have received, via e-mail, DSA instructions and nomination 
forms to be completed and returned by February 18. Only those members 
described and listed on the Eligibility to Vote list may submit a single written 
nomination to vote for the 2010-2011 Distinguished Service Award recipient. 
Members who are not on this list do not meet the criteria to submit a written 
nomination to vote for the 2010-2011 DSA. 

 
Education Seminar 
Bethel Banzhaf, CPS/CAP, Co-chair 
 

April 22, 2011 
The education and membership committees have secured the Hotel at Old 
Town for our annual Education Seminar on April 22. We are currently in 
contact with several speakers (for the seminar and Kansas Division Annual 
Meeting). The registration flyer will be mailed by mid-February. 
 

Education Committee    
 
Minisa Chapter offers one scholarship per year to a college 
student in the business field. Applications have been sent to 
area schools. Please spread the word – if anyone knows of a likely candidate 
application forms can be downloaded from the chapter website. Contact 
June Crawford for more details. The deadline for applications to be turned in 
is March 15.  
 

 
 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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Congratulations! 
            

    

Outstanding Member of the YearOutstanding Member of the YearOutstanding Member of the YearOutstanding Member of the Year    
    

Deb Moody, CPS/CAPDeb Moody, CPS/CAPDeb Moody, CPS/CAPDeb Moody, CPS/CAP    
 
 
 
 

For Our Newer Members   
 

What is Ex-Officio? 

Question:  According to the chapter bylaws, the president is an ex-officio member of the finance, nominating and tellers 
committees. Can the president speak and/or vote at committee meetings?  

Answer:  Yes. The term ex-officio simply describes how membership came about (by virtue of an office or title held in the 
society or outside group), and does not define rights of membership. Unless the bylaws restrict participation, an ex-officio 
member has all rights of membership, including the right to speak and to vote. "In the executive board of a society, if the 
ex-officio member of the board is under the authority of the society (that is, if he is a member, officer, or employee of the 
society), there is no distinction between him and the other board members."  Robert's Rules of Order Newly Revised (10th 
Edition, p. 475)   

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.   

 
  

CPS and CAP Certification Update 
 
 

 
Current information on the changes to the certifications (CAP/OM) can be found on the IAAP website, www.iaap.hq.org, 

under the tab Certification.  

Upcoming Deadline 
and Exam Dates 

 
Exam Study Group 

 
Mock Exams 

 
February 15, 2011  
Application deadline for  the 
May 6-7, 2011 CPS and CAP 
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 
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Jana Knodel 
Nancy Umholtz  

 

 

Certificate Program or Professional Certification: What's the 

Difference? 
 

any times the terminology “certificate” and “certification” are misused. I saw a brochure the other day for an 
Administrative Management Certification. To gain this “certification” you needed to attend a variety of seminars. 
There are no prerequisites and no follow-up. In truth, this is a certificate program, not a certification. 

 
Now take the CPS and CAP programs. There are exams associated with these programs. There are specific education 
and experience prerequisites to be approved to take the exams. Following certification there is a recertification process to 
maintain the rating. This is a professional certification program.  
 
So the next time you receive a brochure about a “certification” program, read further. It may, in fact, be a certificate 
program. 

Excerpt from IAAP Connections – January 2009 edition 

 
 

Can You Answer These CPS Questions? 
 

 
1. Which one of the following technologies automatically configures a new device as it is 

being installed? 
   A) Wizard program 
  B) Device driver 
  C) Spooling process 

  D) Plug and play 
2. An activity which involves the selection and management of resources that will be used 

to develop, produce, and sell goods and services is 
 A) Investing 
 B) Financing 
 C) Crediting 

  D) Operating 

Answers can be found on page 15. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Parliamentary Procedures Every Member Should Know  
 
� How to obtain the floor to make a motion or to speak to a motion.  
� How to phrase a motion.  
� The ranking of motions (presidents and secretaries need to know this too)  
� Members’ rights in debate.  
� When the president has over-stepped his role as facilitator and how to correct it.  
� How the rules in large meetings differ from rules in small boards and committees (those under 12 members). 
 

M 

SSAAVVEE  TTHHEE  DDAATTEE!!!!  
 

Annual Education Seminar 

Friday, April 22, 2011 

at the Hotel at Old Town 
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Birthdays  
 

Jenny Stephens, CPS (February 1)  
Shirley Yingling, CPS (February 8) 

Vera Abasolo (February 12) 
 

 
Service Anniversaries 

 
Bethel Banzhaf, CPS/CAP (1996) 

Marsha Ector-Haney (2008) 
Diana Hinson (2009) 
Pat Troutman (2008) 
Nara Wright (2008) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

 Computer Corner  
 
 

Saving Changes in All Open Word® Documents at 

One Time 
 

f your Word sessions often wind up with a lot of open documents, this obscure 
command can streamline the process of closing them and saving your changes. 
  

In Word 2003 or earlier:  

♦ All you have to do is press the [Shift] key and pull down the file menu.  
♦ Word will add the Save All command to the menu, above the Save As command.  

 

In Word 2007:  

♦ Click the Office Button and click Word Options;  
♦ Click Customize in the left-hand column;  
♦ Select Commands Not In Ribbon from the Choose Commands From drop-down list;  
♦ Scroll down and select Save All;  
♦ Click the Add button and then click OK.  

 
 
 

Insight 
 

"Happiness is to be found along the way, not at the end of the road, 
for then the journey is over and it is too late. Today, this hour, this 

minute is the day, the hour, the minute for each of us to sense the fact 
that life is good, with all of its trials and troubles, and perhaps more 

interesting because of them." 

 
Robert R. Updegraff 

Author of Be Thankful For Your Troubles    

 

I 
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News From Around the Association . . . 
 

KANSAS DIVISION  

Call for Nominations: 2011-2012 Kansas 

Division Board 
  

he division Committee on Nominations is now accepting applications for the 2011-2012 IAAP Kansas Division Board 
positions of president elect, secretary and treasurer.  
  

The IAAP Kansas Division Board of Directors is the voice of the membership. The committee strives to look for qualified 
candidates who will advocate for membership, and exemplify the goals of IAAP by raising the administrative support 
profession to the level of recognition it so greatly deserves. The Committee on Nominations invites you to consider 
yourself and your chapter peers for a position on the IAAP Kansas Division Board of Directors. Now is the time to look at 
what IAAP has done for you and how you can assist in continuing the ongoing tradition of the association’s success. 
 
If you are interested in running for division office, the chapter will need to take a formal vote to submit your name to the 
Committee on Nominations. 
 

���� Candidate nomination packets must be postmarked no later than March 15, 2011, and sent to Kathy 
Schmalz.  

 
You will need to review the following documents and complete an application form: 2011 Kansas Division Nominations 
Instructions, Application for Election to Kansas Division Board of Directors, and Kansas Division Board of Directors Job 
Descriptions. All forms may be reproduced and are available to download at http://www.iaap-kansas.org. 
  
Kathy Schmalz can be reached at: kyannayon@kc.rr.com or Kathy.Schmalz@kansasgasservice.com or via phone at 816- 
520-9140.        
 
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 Spring Conference 
 
Bounce Back—Bounce Higher 
 

March 7-9, 2011, Tampa, Florida 
 

ough economic times are easing. Business is getting back on its feet and consumers are 
starting to spend again. Although it looks like things are returning to normal, they're not. 
Today's business environment has shifted to a New Normal. 

 
These changes have affected the role of the administrative professional. Admins continue to be given and take on more 
responsibilities beyond the scope of their original job positions and work experience, becoming the hub for collaborative 
endeavors. People are working longer and harder and are required to learn the skills they don't know to do the jobs 
they’ve never done before.  
 
You may still register by sending the registration form and payment to headquarters via mail or fax. 

Hyatt Regency Tampa – $189 per night. 

T 

T Mary Drow CAP 
International President 
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Give yourself one point for each statement below that you can say YES to. If you 
answer NO – don’t deduct any points! 
 
Total your points at the end and check out where you rate. The answers are on 
page 11. 
 
 

 

 
Questions – Based on the IAAP year July 1, 2010 through June 30, 2011 

Yes 
1 
point 

No 
0 
point 

1. I currently hold the CPS, CAP rating or both.   

2. I have gone online to IAAP’s website and signed the Member of Excellence commitment 
agreement. 

  

3. I have participated in discussions on the web community forum OR I’ve submitted an article for an 
IAAP publication (original article, minimum 200 words). 

  

4. I attended non-IAAP professional education workshops, seminars and conferences.   

5. I hold a degree, certificate or equivalent from an accredited college OR have earned a Microsoft
®
 

certification. 
  

6. I paid my membership dues on or before my anniversary date.   

7. I am serving as a chapter, division OR international officer, committee chair OR committee 
member; OR serving as an RTF trustee; OR serving on a student chapter advisory board; OR the 
school’s advisory board for the office administration program. 

  

8. I have or will conduct a public presentation, program or training session at least 60 minutes in 
length. 

  

9. I have attended a minimum of eight chapter, division or international sponsored meetings, 
programs or events (any combination). 

  

10. I have recruited at least one new member.   

11. I have integrated IAAP membership and involvement into my annual performance plan or 
individual professional development plan. 

  

 
 
If you said YES to eight of the eleven questions – CONGRATULATIONS! You are a Member 
of Excellence! 
 
Complete the Member of Excellence validation spreadsheet available at http://pathways.iaap-
hq.org/IAAPHQ/Pathways/20102011PathwaysInfo/Default.aspx, submit it before midnight, June 
30, 2011 and you will be eligible for a Member of Excellence certificate! 
 
If you did not get eight out of eleven points – no problem! The solutions to each item are  
on page 11. 
 



Pow Wow – February 2011 – Page 10 

 

Picture Your Picture 
 

ith your perceptiveness and your camera, either digital or a traditional 35 mm, you can capture that fleeting 
second to share with others. 

 

Photo Tips  

� Take natural pictures versus posed pictures whenever possible. 

� Pay attention to lighting. Do not snap a picture with the sun, window, mirror or light behind the object. 

� Protect the camera’s lens from scratches.  

� Make sure the camera’s batteries are charged and will not die during a shoot.  

� The best photos are usually the ones you don’t plan for. Be ready, and you can get some amazing shots. 
 

Capture Your Event for Eternity! 

 
The main aim of a photograph should be to capture the essence 
of the moment, the incident or event. Those “Kodak moments” 
can be captured! These once-in-a-lifetime moments are often an 
emotional experience that you want to freeze for eternity. Simple 
knowledge of photography and a little skill enhances the 
possibility of good photos that will be worthy of your photo 
album. 
 

Photography Tips 

 
•••• Every event has its own dynamics. Photographers need to 

have the camera ready at all times, batteries fully charged 
and film/media cards ready to go. 

•••• Picture your picture before you actually take it. 

•••• Plan to take photos during the event in order to capture the moment. Announce photo sessions for after the event if 
needed.  

•••• If you must take pictures of a group during the event, have your camera ready and do not interrupt the dynamics of 
the meeting. 

•••• Point your camera where action is likely to happen. Keep your viewfinder near your eye and your finger over the 
shutter button so you’ll be ready for the moment.   

•••• If you appoint someone to take pictures while you are participating, be sure they will do as good a job and will not 
interrupt the event. 

•••• When taking a group photo get creative with the arrangement. Be mindful of the background. Have some of the group 
stand, some sit and some kneel. Use props like a staircase to stagger height. 

•••• Resist the urge to make every shot a posed photo – move around to get different perspectives and candid shots that 
capture the spirit of the people and the occasion.  

•••• Closer to your subject is almost always better. Use your zoom to fill the frame and get compositions that are more 
dynamic. Some people freeze up when they see a camera, so standing back and using the zoom can result in more 
authentically candid shots.  

•••• Use the camera’s easiest shooting mode for your situation unless you’re going for a specific effect. If your camera has 
a “party” mode setting, use that. If not, use the “automatic” mode and let the camera figure out the right shutter speed, 
flash and other settings. You’ll miss fewer shots, and have more time to focus on enjoying the event. 

•••• Have everyone close their eyes until you say “open!”, taking the photo as you say it. 

•••• Take plenty of pictures! You never know when you’ll capture that perfect shot. If you’re shooting digital, you can edit 
later and there is no money wasted printing bad photos.  

W 
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Quiz Answer Key 
 

If you did not get eight out of eleven points – no problem! The solutions to  
each item are below. 

 
1. The next opportunity to take the CPS and CAP exams are in May 2011. Contact our certification chair, Deb Moody, 

CPS/CAP for details. 
 
2. This is an easy one! Go to the IAAP website under Pathways to Excellence – download the Member of Excellence 

Commitment Agreement, sign it and keep it on file. 
 

3. The website Forums are open 24 hours online. You can chat with chapter, division or international members – 
reply or start your own thread. And articles are always welcome at the chapter, division and international levels. 

 
4. Attend a professional development seminar that is not IAAP related and a keep record of your attendance. This 

could be training through work or through an outside training source. Pass along the name of the speaker or the 
topic if you had a great experience. 

 
5. MOS certification is nationally recognized and a great resume builder. Interested in pursuing a degree or a 

certificate? Network with other members and see what college programs they’ve pursued. Don’t forget your CPS or 
CAP certification will earn you college credit toward a degree. 

 
6. Paying your membership dues on time or early is easy. Visit the IAAP website, log in with your ID and password and 

there is a button where it can be done online – no stamps needed. This criterion is mandatory. 
 

7. Leadership opportunities abound in the chapter and Kansas Division. Take advantage of the openings we have, 
especially if you don’t have a leadership role at work. There are still some chapter committees without a chair. 

 
8. Are you a subject matter expert (SME) in something? Have you ever had the itch to present to a group? Start 

honing your presentation skills in a safe environment – your IAAP family – we all want you to succeed!  
 

9. There are 11 general chapter meetings during the year, the annual education seminar in April, the chapter 
retreat/leadership orientation in June, four Kansas Division events, three international conferences and opportunities 
to attend meetings at other chapters – eight events should be easy! 

 
10. Is there someone at work who you think could benefit from IAAP as you do? Invite them to a meeting so they can 

learn more about our organization. Don’t forget to ask them to join and include your name on the application form 
as sponsor. 

 
11. Documenting the programs you’ve attended during your performance review is 

a great way to show that you consider what you do is not just a job – but a 
career! We hope that members are talking about the association with their 
managers and telling them about what skills and training they are learning in 
the association that is making them better in their roles at work. But because of 
confidentiality it may be that an individual is unable to share her work 
performance plan. Instead, an individual could create her own performance 
plan/strategic plan and that would fulfill this requirement. A professional 
development form is available on the IAAP website that can be used for this 
purpose. 
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We Need Your Help Now!! Your Involvement AND Commitment! 
 
The Kansas Division president is the chair of the overall conference, but the host chapter has several responsibilities. 
Minisa Chapter hosts two events that are fundraisers for the chapter with opportunities for you to get involved: 
 

Trips and Tours – Friday afternoon, June 17 
♦ Tour guide(s) 
♦ Possibly volunteer drivers 

Opening Event – Friday evening, June 17 (a networking and fun time) 
♦ Help decorate tables 
♦ Miscellaneous tasks 

 

Here are more areas where help is needed: 

 
Collect door prizes – one for each attendee.  

♦ All members are encouraged to “re-gift” unwanted items and bring them to chapter meetings. 
♦ We also need gift bags/tissue (recycled is fine). 
♦ Help distribute items when names are drawn. 

 
Business Sessions – Saturday and Sunday mornings, June 18 and 19 

♦ Work with hotel to ensure correct room setup. 
♦ Make sure all AV equipment is in order. 
♦ Arrange for Color Guard. 
♦ Arrange for official welcome from a City of Wichita representative. 
♦ Procure a speaker for one of the two workshops. 
♦ Assist in any way required, i.e., distribute handouts. 

 
Vendor Expo – Saturday afternoon, June 18 

♦ Spread the word about the Vendor Expo. 
♦ The rate for a vendor table is $35. If you know anyone who might be interested, please have them contact 

Diana Hinson. The KDAM vendor forms will be posted on the website soon. 
 
Banquet – Saturday evening, June 18 

♦ Make and set out centerpieces and favors on tables. 
♦ Procure and confirm entertainment; make sure all required equipment has been ordered; meet performers 

when they arrive. 
 

If you would like to help in any area, or have questions, please contact Jenny Stephens, CPS or Bethel Banzhaf, co-
coordinators. 

The difference betweenThe difference betweenThe difference betweenThe difference between    
involvement and commitmentinvolvement and commitmentinvolvement and commitmentinvolvement and commitment    

is like eggs and ham.is like eggs and ham.is like eggs and ham.is like eggs and ham.    
The chicken is involved The chicken is involved The chicken is involved The chicken is involved ––––        
the pig is committed.the pig is committed.the pig is committed.the pig is committed.    

    
As you can see, it will take many people to make the 2011 Kansas Division 

Annual Meeting a success. We need YOU!!!We need YOU!!!We need YOU!!!We need YOU!!!  Be brave and volunteer . . . it will 
definitely add to your meeting experience!  
 

So . . . are you going to be the eggs or the ham?So . . . are you going to be the eggs or the ham?So . . . are you going to be the eggs or the ham?So . . . are you going to be the eggs or the ham?    

Kansas Division Annual Meeting                                                                                                         

June 17-19, 2011                                                                                  
Hyatt Regency, Wichita                                                                                                                              
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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  

r  
  
 
  

 

 

 

 

 

 

 

 

 

 

 

 

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! 

 

Talk about our programs Talk about our programs Talk about our programs Talk about our programs 
and bring a friend with and bring a friend with and bring a friend with and bring a friend with 
you to the meeting!you to the meeting!you to the meeting!you to the meeting! 

Minisa 

Chapter 

membership 

in January 

2011: 

42 

The Standards of Integrity Statement 

was approved by the International 

Board of Directors on March 8, 2009. 

IAAP members, chapters, divisions, 

affiliates, International Board and 

headquarters staff will exhibit the 

highest standards of integrity through 

core values; ethical representation; 

and, transparent demonstration of 

financial stewardship. 

 

Members around the world will focus 

their skills, energy and commitment to 

excellence in support of IAAP by 

conducting business responsibly and in 

a manner that reflects favorably to the 

association. 

 

Full document at www.iaap-hq.org. 
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January Meeting Highlights . . .  
Bethel Banzhaf, CPS/CAP, Photographer 
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Answers to Certification Questions: 

1. D)        2. A) 

    
 
 
 
 
 
                                          
 
 
 
 

 

One-Minute Idea 
 

Help New Hires 
 

Help new hires quickly learn who’s who in your 
company by providing an internal telephone 
directory alphabetized by first names – followed 
by last names and then by department or job 
function. 
 
In the informal cultures of most companies, first 
names are most often used and easier to 
remember (Jim in HR, Scott in accounting). 

. . . Style Editor. . . Style Editor. . . Style Editor. . . Style Editor    
Would vs. Could 
 
“Would” and “could” are similar words with slightly different meanings. It is up to you to decide what 
impression you want to give. The root word of “would” is “will.” Using “would” shows you are giving the 
reader permission to say “no.” It is the more formal choice. 
         Examples 
         Would you please get me a cup of coffee? (You have an option — yes or no.) 
         Will you please get me a cup of coffee? (Less formal — you still have an option.) 
The root word of “could” is “can.” Both words are used to express ability. However, “can” is used for the 
present tense and is straightforward.  
         Examples 
         Can you get me a cup of coffee? (Do you have the ability to get me a cup of coffee?) 
“Could” also carries the sense of ability but under some condition. 
         Examples 
         If you have the time, could you please get me a cup of coffee?  
         We could have won the contract if we had lowered our prices. 
         Could you please repair this for me? (The unwritten condition in this example is “if you are able.”) 

 

 

Uniquely conditioned 
to keep you ahead  

of the pack. 

IAAP is the recognized leader of office 
professionals for the enhancement of 

individual and collective value, image, 
competence, and influence. 

Visit our next chapter meeting. 

It’s an opportunity you can’t afford to 
miss! 
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Bethel Banzhaf, CPS/CAP 
P O Box 854 
Wichita, KS  67201 

 

 

 

MINISA CHAPTER 

  
 

Publications Committee: 
Bethel Banzhaf, CPS/CAP 
Bobbie Frye, CPS/CAP 
Margie Williams 

 

 

minisachapter@hotmail.com 

 

 

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

    
TO:TO:TO:TO: 

  Newsletter Information  Newsletter Information  Newsletter Information  Newsletter Information    
 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

    

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 


