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FORWARD
PROGRAM: ADA — Need-to-Know Facts MOVING
SHow: Delbert Richardson M*
DATE: Thursday, January 3, 2008 e i)
TIME: 5:30 pm Networking

6:00 pm Dinner
6:30 pm Program (60 minutes for recertification points)

PLACE: Best Western Airport Inn
6815 W. Kellogg, Wichita

MENU: Baked Tilapia; Baked Potato; Green Beans; Salad;
Chef’s Choice Dessert; Coffee and Tea

CosT: $13 (please pay for yourself at the door)

Reservations Reguired : We recognize emergency situations do come up. If you

TREASURER
Ruth Smith CPS/CAP
ruth.smith@spiritaero.com

DIRECTORS
Bobbie Frye CPS/CAP
Bronda Robbins CTM

PARLIAMENTARY ADVISOR
Patricia Pickard CPS

The Pow Wow is a monthly
publication of Minisa Chapter.

need to cancel your reservation please contact:
Cyndi Mullins CPS/CAP (work 523.5116)

no later than noon, Tuesday, January 2. 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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We spend January 1 walking through our lives, room by room, drawing up a list of work to be done,
cracks to be patched. Maybe this year, to balance t  he list, we ought to walk through the rooms of our
lives . . . not looking for flaws, but for potentia . ~ Ellen Goodman
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Happy New Year to one and all! We have six more months to accomplish the goals we established
at the June retreat. To refresh your memories, here they are:

Present seven programs eligible for recertification points. Our Program Committee

arranged for eight programs which qualified for points.

Increase membership by 10%. We need to do some work on this one! We have been up

and down since July. We started July with 48 members. We gained a few and lost a few; as of December 1, we
are still at 48, according the Kansas Division Scoreboard. Continue to invite your associates and friends to
chapter meetings to show them the benefits of membership. Remember to renew your own membership in a
timely manner such that Headquarters does not remove you from our rolls!

Conduct one face-to-face visit to a company. Not done that | know of! Anyone have this on her agenda?
Ensure information is sent to news media. This has been done faithfully. Thanks, Monique!

Send pictures of events to newspaper.  Linda has taken pictures, sent them to the Eagle and at least one was
published . . . the installation of the 2007-2008 officers.

Increase Ways and Means to $4000 . We're working on this.

Increase Spring Educational Seminar by 10% (attenda nce and profit) and increase vendors by one. The
Membership and Education Committees are busily planning the April seminar. Help with spreading the word by
distributing flyers at your company and inviting colleagues.

Two chapter members to give presentations with one member standing ready as a backup.  Cyndi spoke at
the August meeting about the International Convention and Bronda gave an excellent presentation in September
regarding portfolio-building. Bethel is standing ready as needed.

Achieve an average of eight members in attendance a t Kansas Division functions.  There were 13 Minisa
members at the Kansas Division Workshop in October. Still ahead are the Spring Seminar and the Annual
Meeting. So far, we are on track.

Select two community service projects. Minisa has a long-standing and continuing record of supporting Dress
for Success. Personal hygiene items were collected in December and donated to a women'’s shelter.

Continue recognition/incentive points. Thanks to committee chairmen and chapter officers for reporting
meeting and committee attendance and thanks to Delynn for keeping track of it all!

Let's continue to work together to accomplish these goals. Your participation, ideas and insights
are appreciated.

Speaking of accomplishments! Congratulations to Minisa’s hew CAP holders: Bethel, Cyndi,
Margo, Monique, Norma and Ruth. What a great way to end one year and begin a new one! Did
you know that Minisa now has 16 members with CPS and/or CAP certification? That is about one-
third of our members. WOW!

Chartering new chapter in Kansas Division. Kansas Division President Betty White CPS and President-Elect Bethel
Banzhaf CPS/CAP went to Topeka in mid-December to meet with some judicial court admins about chartering a new
corporate chapter. It will be a statewide chapter. There are 18 in the Wichita/Sedgwick County judicial court system ready
to join the Kansas Judicial Pros Chapter. Perhaps they will attend some of our meetings and maybe work with us on some
projects. They plan to charter as a corporate chapter located in Topeka and will encompass admins who serve the judges
in the six judicial departments of the Kansas Supreme Court. Betty has already submitted the Request for Approval to
Charter and it has been approved. Bethel and Betty will meet with the Topeka group in early January to firm up plans for
their charter. The plan is for the charter to take effect in February 2008. An exciting development for Kansas Division!

Speaking of February . . . the Avery Award application is due February 1. | am working on Minisa’s application. Minisa is
eligible for the Chapter Prestige Award ($3000) and Chapter Distinction Award ($1500). Each chapter submitting an
application will receive a consolation prize: either a donation on its behalf to the Retirement Trust Fund or to the IAAP
Research and Education Foundation.

As mentioned previously, plans are in the works for the April educational seminar. Remember,
this is our biggest fundraising opportunity of the year. Please do your part to make it a success!

If success is a journey rather than a destination, let’s hit the road!
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Dates to Remember

January 3 Chapter Meeting

January 17 Pow Wow Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!)
January 30 Board Meeting

February 1 Chapter Meeting

February 15 CPS and CAP application deadline for May exam

February 15 Pow Wow Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!)

February 27 Board Meeting

\ *** Note: there will be no board meeting in January /

Delbert Richardson is a twenty-year veteran of the US Army (with tours of duty in Vietham and
Germany), former general contractor, and assistant constructional engineer. After being diagnosed
with multiple sclerosis in 1997, Delbert made a simple dream into reality when he pedaled from
Seattle, Washington, across the Golden Gate Bridge, to Washington, DC in 2001, to get national
attention for thousands of MS patients and their families, showing that one man can influence
others. In 2004, Delbert once again undertook a solo cross-country journey covering 38 of the 48

lower continental states, completing over 10,000 miles, proving that one with MS can achieve the
impossible. Now Delbert travels the country and is nationally known as a motivational speaker, empowering others with
his inspirational story, words of empowerment and never-ending hope. He and his wife, Monique, have both represented
Wichita as former torchbearers.

Delbert currently sits on the Multiple Sclerosis Society’s local Leadership Board, is a patient advocate and peer-to-peer
counselor. Delbert has also been featured in Inside MS, Newsweek and a host of newspapers across the United States.
He has been a guest speaker on radio talk shows and has been an honored guest on several live Internet chat sites such
as MS World.

% COMMITTEE REPORTS

Membership Committee Bethel Banzhaf CPS/CAP, Chairman

Membership in this great association is such a rewarding experience. You can take advantage of the
many avenues of learning, friendship, certifications, networking, and more learning. Stop and ask yourself,
if you had not joined IAAP, where would you be today professionally? Would you "just be working", day in
and day out, waiting for a paycheck? Instead, you have chosen the path to professionalism by becoming a
member of IAAP.

The Membership Committee needs you to help our chapter grow. Our association has numerous benefits
to share. Without you, our benefits cannot be shared with the business community. We challenge you to
make it a personal goal this year to help retain as many of our members as possible and to work toward increasing our
membership. Ask yourself, "What can | do for Minisa Chapter, to retain our membership and spread the word?" Whatever
the answer is, share it with other members, and spread the news about IAAP!

There are IAAP brochures, Minisa Chapter brochures and membership application forms available at every chapter
meeting. Why not take a handful and start distributing them to other office professionals? The committee is also happy to
mail membership information to potential members at your request.
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Education Committee
Bobbie Frye CPS/CAP, Co-Chairman

Scholarship applications have been sent to 10 area
colleges. The application deadline is March 15, 2008 to be
considered for the fall semester. g

If you know of someone who would be eligible for this scholarship, please
encourage him or her to apply.

The application form and instructions may also be downloaded from the
chapter website at: http://www.orgsites.com/ks/minisaiaap.

Service Awards Committee
Linda McCurdy CPS, Chairman

At the February 7 meeting, the OMY award will be i
presented to this year’s recipient, and Pat Pickard CPS will give her OMY
acceptance speech for last year’s award.

The Distinguished Service Award nomination forms will be ready in
February, and the DSA acceptance speech and the DSA award will be
presented at the March meeting.

Seminar Committee

Minisa Chapter’'s major project each year is our annual
Education Seminar, held in conjunction  with
Administrative Professionals Week® in April. The
membership and education committees work together to
organize this, so the combined committees are referred to as the Seminar
Committee.

)

We have several good options for speakers. The Seminar Committee is
scheduled to meet immediately after the business meeting on January 3 to
decide on a program and speaker. Any member is welcome to attend and
provide input.

We have tentatively reserved a conference room for two dates at the Best
Western Airport Inn: Wednesday, April 16 and Friday, April 18 and will
confirm one date according to the speaker’s availability.

As soon as the speaker, program title, date and registration fees have been
determined, the committee will start work on the brochure in order to have it
ready for mailing by mid-February.

The purposes of the Education Seminar are to provide a day of continuing

education for office professionals in the Wichita area, gain membership for
Minisa Chapter, increase recognition of IAAP in the
business community, and raise funds for the chapter.
Therefore, we are looking for a dynamic professional
speaker(s) and a program that will attract a wide range of
attendees. If the speaker promotes IAAP, that's even
better!

August 16, 2007

Report of IAAP International
Convention

Cyndi Mullins CPS

September 6, 2007

Skills Portfolio — An Advantage in
Promoting Yourself and IAAP*

Bronda Robbins, CTM

October 4, 2007
Diversity*
Joseph Onijala

November 8, 2007
Forward Moving
Networking/Informational Reception

December 6, 2007
Christmas Social — Old Cowtown

Diamond W Chuckwagon and Show

January 3, 2008
ADA — Need-to-Know Facts *
Del Richardson

February 7, 2008

Sarbanes-Oxley — How Controls
Keep Your Boss Out of Jail*

Mark Mann and Rosemary Hight

March 6, 2008

The Knowledge Age and The
Knowledge Worker*

Bobby Burcham

April 3, 2008

Rights and Responsibilities of
Employees and Employers*

Alan Rupe, Wichita Bar Association

May 1, 2008 (Annual Meeting: closed)

Recognize the “Traps” And Learn
How To “Zap” Them *

Martha Leek CPS

June 5, 2008
Team Building*
Dena Graham
Installation of Officers

* CPS/CAP Recertification Points Awarded
60 minute programs
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Ways and Means Committee Bobbie Frye CPS/CAP, Chairman

The Ways and Means committee scheduled a volunteer gift wrapping engagement at Border’'s East.
Volunteers included Ruth Smith CPS, Bethel Banzhaf CPS, Marianne Eyles CPS/CAP, Cyndi Mullins
CPS, Margo Landis CPS, Monique Richardson CPS and Bobbie Frye CPS/CAP. Due to the poor location
of the wrapping table, the committee made only $40.05 in the five days worked.

The Terri Lynn sales have been great! We have sold a total of $1,781 and our cost was $1,684 so we have made a total
of $97. All future sales will add to our profit. These items will be for sale at the meeting January 3, or you can place your
order with Bobbie Frye CPS/CAP.

Below is a list items still available:

Item Bags Item Bags
Light Walnuts 6 Chocolate Pecans 4
Black Walnuts 8 Chocolate Cashews 5
Whole Cashews 5 Chocolate Raisins 1
Pistachios 3 Yogurt Raisins 7
Roasted Almonds 2 Chocolate Almonds 1
Roasted Peanuts 5 Malted Milk Balls 5
Turkish Apricots 6 Chocolate Turtles 3
Fruit Mix 5 Gift Tin Cashews 4
Fruit and Nut Mix 5 Gift Tin Mixed Nuts 3

Watch for information on a Taste of Home Entertaining and Two Sisters Gourmet fundraiser event coming in January.
Products will be showcased at the home of Bobbie Frye and all members who are interested may take brochures. You are
encouraged to bring guests to the open house. This could be a great opportunity to raise money for our chapter!

Minisa Chapter has six new Certified Administrative Professionals®!

Ruth Smith CPS/CAP
Monique Richardson CPS/CAP

Cyndi Mullins CPS/CAP
Margo Landis CPS/CAP
Norma Farnsworth CPS/CAP
Bethel Banzhaf CPS/CAP

Minisa Chapter is proud of you for setting and achieving this goal — congratulations to each of
you!
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IAAP® Kansas D ivision

News From Around The Association . . . ///IDRIVE >
KANSAS DIVISION 2007 - 2008

The Johnson County Chapter is finalizing plans for the Spring Seminar to be held on March 1. A Kansas Division seminar
consists of five continuing education hours, as well as division news and business. Reserve this date now and plan to
attend. The registration form will be forthcoming.

INTERNATIONAL

Action>Direction is prepared and distributed to help inform IAAP members of recent International
Board actions and activities. Look for other pertinent association news and information on upcoming
activities in current and future issues of IAAP Connections.

The fall Board of Directors meeting was held November 2-3, 2007 at the Hilton New Orleans
Riverside in New Orleans, Louisiana.

The Board reviewed the 2006-2007 IAAP Audited Financial Statements. A copy of this
report is available for members in the “Members’ Place” area of the IAAP website at
www.iaap-hqg.org.

The Board agreed the International Treasurer’s oral report will no longer be provided at Convention since
the IAAP financial audit is conducted in September. In accordance with the IAAP Bylaws, the audited
financial statements will be posted on the website no later than October 31.

The Board approved providing an optional health care plan to members through Affinity Health Plans. The
Plan is available to US residents only and members can contract individually with the Plan. Details will be
available after the first of January.

The Board approved a new achievement-based recognition program for the 2008-2009 year. The
“Pathways to Excellence” recognition program for members, chapters and divisions will be communicated
at the Incoming Division Presidents Conference in March 2008.

The Board approved the elimination of the District Director newsletters published after each board meeting.
Updates and information will be available in upcoming issues of IAAP Connections and on the website.

Selected members of The Employer Advisory Group participated in their second conference call panel
discussion. The topic was “Effective Communication Between Executives and Admins.” Downloads and
summaries will be available through the website as soon as they are produced.

Information, procedures, and forms are now available for submitting nominations for the International
Board, The Retirement Trust Foundation (The Trust) Trustees, International Committees, and The Trust
Committee. Forms are available in the “Members’ Place” area of the IAAP website, under “Forms.” Please
note that the certified or registered mail postmark or e-mail deadline is January 15, 2008 for applications.
Beginning this year, an application for International Officer or Retirement Trust Foundation Trustee must
be completed in its entirety by the deadline or it will be rejected.

The procedures and sample format for submission of proposed amendments to International Bylaws and
Standing Rules and Resolutions is also available with the nominations forms on the IAAP website. Please
note the postmark or e-mail deadline of February 1, 2008.
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Delynn Nelson (1) Mary Ecker (1977)

Margo Landis CPS/CAP (2)
Nykki Stock (5)
Margaret DeWitt CPS (23) 7

Birthdays U y Service Anniversaries

fty

What is the Ribbon? Introducing Microsoft Office 20 07 .
Say goodbye to traditional toolbars and menus. l ‘

Searching for an unfamiliar feature can sometimes lead to a maze of menus, toolbars, task panes,

and dialog boxes. But no more. The new Microsoft® Office system user interface introduces the Ribbon, which makes
features super easy to find.

Designed to replace traditional toolbars and menus, the Ribbon runs across the top of your screen and uses a band of
tabs to take you to the commands you need. When you click on a tab, all of the associated tools appear, so you can
simply “browse, pick, and click” instead of dealing with complicated dialog boxes.

For example:
Microsoft Office Word® 2007 has tabs for writing, inserting, arranging page layout, finding references and more.

Microsoft Office Excel® 2007 has tabs unique to spreadsheet work, such as creating worksheets, inserting charts
and working with formulas.

Microsoft Office PowerPoint® 2007 tabs are organized to allow you to add animations, manage transitions, do a
quick review and more.

The Ribbon reduces the guesswork and puts function at your fingertips, making it easier and faster to create great-looking
documents.

—

Promote Our Profession

Wear your IAAP membership pin

Use the “Turning Jobs into Careers” or other IAAP logo as your computer
wallpaper

Carry membership applications and brochures

Talk with your friends about the benefits of belonging to a professional
organization

Prepare your IAAP “elevator speech” and use it at your workplace or outside
training events

Invite guests to our chapter meetings and other events

_
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Protocol and Courtesies

and enhances the success of activities. The term protocol is closely integrated with courtesy and involves

universally accepted customs and regulations which govern the formality, precedence and etiquette practiced on a
day-to-day basis within a civilized society. In simple words, courtesy is nothing more than proper consideration for the
feelings and rights of others and protocol is the body of accepted rules of social behavior practiced by thoughtful and
considerate people.

Courtesy is the key to successful human relationships. In IAAP, courtesy kindles the friendly association of members

What is Protocol?

1. Etiquette of formal occasions : the rules or conventions of correct behavior on official or ceremonial occasions.
2. Code of conduct : the rules of correct or appropriate behavior of a group, organization or profession

What Is Courtesy?

Polite or considerate behavior : consideration for other people or good manners.

Polite or considerate action : something done out of politeness or consideration for another person.
Well-mannered behavior toward others.

A courteous act or courteous acts that contribute t 0 smoothness and ease in dealings and social
relationships

PONE

Be Yourself
You are unique
Relax, and let others get to know the real you
Have confidence in yourself

Cell Phones
Remember to turn your cell phone off or put on vibration during
meetings. If you must take a call, slip outside the room to avoid
disturbing others and to preserve your privacy.

Cliques
Avoid cliques; it is discourteous to members outside the group.

Compliments
Pay sincere compliments, but don’t gush
Receive compliments graciously
Avoid boasting, belittling, complaining, name dropping

Friends
Avoid discussing private matters
Don't verbally assassinate others in your chapter
Don’'t monopolize friends, share them with others
Remembers birthdays, job promotions, retirements, weddings, birth, illnesses and bereavements

Please and Thank You
You get more cooperation by being polite rather than “pulling rank” or giving orders.

Privacy
Don't pry into others’ personal lives
Members have the right to vote their conviction without fear of being questioned by others

Visitors
Make all visitors welcome at your chapter meetings, as you would at your home.
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Linda McCurdy CPS, Photographer

Diamond W Chuckwagon Supper

Cyndi counting money

Debbie and Paula

The Prairie Wranglers

and Prairie Wranglers at the Old Cowtown Museum

Minisa Chapter members and guests

Bronda’s family Ruth and Pat

Pat and Patricia Members and guests

Members and guests
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Nonverbal Communication

onverbal communication can contribute to your effectiveness as a leader.

The Eyes Have It . When used together, the head, face and eyes provide the

clearest indication of attitude toward others. If you are addressing a group

member, turn your head toward that member, look at the person’s face, and
make eye contact. Your full attention suggests respect for that person. By making eye
contact with group members, they in turn pay more attention to your message and
perceive you as being more confident.

Stand Up Straight! Posture is perhaps the most obvious nonverbal signal of self-confidence and belief in yourself.
Standing up straight generally reflects high self-confidence, whereas stooping and slouching can indicate a poor self-
image and weak leadership capability.

Personal Space. Respect another person’s space. Standing from one and a half to four feet from the person you're
addressing is best for projecting face-to-face leadership. Moving too close to a person might be perceived as being brash.
If you are too far away from a person you might appear to be shying away from them.

How Do You Sound? A forceful voice, which includes a consistent tone without vocalized pauses suggests confidence. A
whispery, wimpy voice detracts from a confident image.

Your Time Is Important. Be prompt for meetings and, if you are the leader, start and stop meetings on time. Be
respectful of another person’s time.

Source: The Complete Idiot's Guide to Leadership by Andrew J. DuBrin

Time Management Tips

can get more done in less time. To be more efficient, try these ideas to increase your

Do you keep getting behind your planned deadlines for getting things done? Most of us think we
productivity.

Make sure you have a clock in your office to aid you in monitoring your time and avoid running late.

Confirm appointments prior to leaving your home or office. Otherwise, you risk wasting valuable
time driving to a meeting that has been cancelled or rescheduled.

Situate your phone so you're not facing the doorway while talking on it. This helps you concentrate during
conversations.

Schedule specific times during the day to check and process your e-mail.
Get in the habit of dealing with your mail at a set time each day, and stick to that schedule as much as possible.

If you get behind on processing old mail, carry a bundle with you and process it during any unexpected downtime you
have — waiting in airports, between appointments, etc.

Combine all business, personal and office appointments and meetings into one calendar or planner to avoid
overbooking.

The average person spends roughly 23 minutes a day on hold waiting for someone to pick up; take advantage of this
time to purge your business card file.

Learn to delegate tasks effectively. Delegation gets things accomplished through others and is a hallmark of a great
leader.

Use the phone rather than written communications whenever possible, especially for short messages. It can save
both time and money.

Plan your phone calls. The average planned phone call can take about seven minutes, whereas an unplanned call
will take at least 12 minutes.

As you weed out old magazines, scan the indexes for articles that might be valuable. (No reading!) Rip out and
staple those you want, then put them in a “to read” folder for later.

Use technology! When you truly can’t afford an interruption, let voice mail take your calls.
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What are you waiting for

. .. aninvitation?
One-Minute Idea
IAAP is available for YOU. You'll find our
monthly meetings a refreshing
experience. But that's just the first of
many reasons why belonging to our
organization is a satisfying association.

Make sure that you always keep the customer’s interests in mind.
Remember this old saying: When a customer goes into a hardware
store looking for a drill or a drill bit, what he or she really wants is a

hole. Belonging to IAAP has dozens of
benefits, including being a leader of office
Make sure you are constantly asking yourself, “What kind of holes professionals for the enhancement of
do our customers want?” Then make sure you are providing your individual and collective value, image,
customers with the holes they need. competence, and influence.

We invite you to visit our next
meeting.

Call 316-269-2137 for more information.

J

\
Delynn Nelson: If you haven't heard already, Ethan Wayne Nelson \/
arrived a week early on December 31, 2007, just in time for a tax 3%
deduction! Ethan was born at 5:42 a.m. and weighed 6 Ibs, 6 0z and was 20
inches long, almost the same numbers as Ella when she was born. Delynn and
Ethan are doing well and are now home. Ella seems to really like her brother so far.

Congratulations Delynn and Robin!

Bethel Banzhaf CPS/CAP: On December 21, | drove by myself from Denver to Laramie for my nephew’s graduation from
Wyotech. My sister, who was already in Laramie, warned me it was snowing there but | decided to venture forth anyway
using the main highways. Sure enough, just before the Wyoming border the weather changed from sunny to snow. The
roads were snow covered and the wind was blowing the snow so hard the visibility was almost nil in some places. At first |
thought 1-80 was closed, but it was a false alarm, so | made my way through the blowing snow and flashing warning signs
until it gradually cleared up and the road surface wasn't so bad. (The highway was closed west of Laramie.) | was just in
time — | met my sister’s family as they were leaving the motel and | was arriving. We all made it to the auditorium on time
in spite of the biting cold, falling snow and WIND! The next day the roads were fine to return to Denver, where we had a
great Christmas with all the family.

Dress for success . . . but pay less!

The Working Woman’s Shop
A Consignment Boutique

Women's Clothing - Casual to Formal
Home Décor and Gifts

IAAP Members receive 10%
off all orders

2625 S West St Lot 608

2075 N. West St T-W-F  10:00-5:30 Wichita, KS 67217 316-304-6935
Wichita KS 67203 Thurs  10:00- 7:00 MRichardson4@MarvKay. Com
316-943-3388 Sat  10:00-4:30

www.workingwomanshop.com
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Bethel Banzhaf CPS/CAP
P O Box 854
Wichita, KS 67201

MINISA CHAPTER

Publications Committee:
Chair: Bethel Banzhaf CPS/CAP

minisachapter@hotmail.com

Patricia Coombs

Pam Dinwiddie

Norma Farnsworth CPS/CAP —
Webmaster

Patti Ferguson CPS/CAP

Keri Henderson

Bronda Robbins CTM

Ruth Smith CPS/CAP

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

SUBMISSION
DEADLINE

3RD 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 copYy must be proofed
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