
    

   Meeting NoticeMeeting NoticeMeeting NoticeMeeting Notice    
 
 
   PROGRAM: Dressing for Professional Success 
    
   SPEAKER:  Bonnie Bing 
                           
   DATE: Thursday, January 5, 2012 
     TIME:  5:30 p.m. Networking    
                      6:00 p.m. Dinner  
                      6:20 p.m. Program and Membership Presentation 
                      7:30 p.m. Business Meeting 
                       
   PLACE: Spiritual Life Conference Center 
                      7100 E. 45th St. N., Wichita 
 
   MENU:  Fettuccini Alfredo with Chicken; Garden Salad; 
                      Chef’s Choice Dessert; Coffee and 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: 

Diana Smith (work 517.7486) 

no later than noon, Monday, 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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“The real tragedy of life is not being limited to one talent, but in failing to use that one talent.” 
~ Edgar Watson Howe 
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About Our Program and Speaker 
 
Bonnie Bing will be talking to us about Dressing for Professional Success. Ms. Bing has 
been a staff writer for the Wichita Eagle since 1980. She writes a weekly fashion column 
and frequent fashion stories. She also writes feature stories in town and on location. Three 
times a year she coordinates and writes a seasonal fashion section. To cover fashion she 
travels to New York and Dallas at least once a year. 

 
Bonnie Bing attended Wichita public schools. She graduated from North High in 1965 and 
received a Bachelor of Arts degree from Wichita State University in January 1970 and a 
Master's degree in Physical Education, with an emphasis in dance, in 1976. Ms. Bing 
taught physical education at Pleasant Valley Junior High for six and a half years and was 
Assistant Athletic Director in Women's Athletics at Wichita State University for four years. 
 
Ms. Bing is very involved in the community, volunteering with several organizations. She is a wonderful commentator for 
fashion shows, etc., and enjoys people, shopping, swimming, reading, writing (which everyone else enjoys daily), interior 
decorating, entertaining, designing jewelry, traveling, fashions, dancing and watching old movies. 
 

 

COMMITTEE REPORTS 
 

 
 

 
Publicity/Community Service Committee    
 
Dress for Success is looking for winter coats, hats, scarves and gloves, and we are still collecting used cell phones for the 
Harbor House. If you would like to help with either of these projects, please bring items to a chapter meeting or one of the 
committee members will pick them up from you. These are ongoing projects and donations will be accepted at any 
chapter meeting.  
 

Rules and Bylaws Committee      Bethel Banzhaf, CAP-OM, Chair 

 
The committee will be meeting on January 24 to review the Kansas Division bylaws and standing rules and 
prepare suggestions for possible amendments to submit to the division bylaws committee. Any member 
may suggest amendments to these bylaws. If you have any proposed amendments to submit, or questions, please e-mail 
them to Bethel Banzhaf by January 16. The current division bylaws may be accessed on the Kansas Division website. 
 

Dates to Remember                                                                           
             January 5       Chapter Meeting: Special Membership Recruitment Event – invite your co-workers  
 January 17  Finance Committee Meeting 
 January 19  Pow Wow Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!) 
 January 21  Kansas Division Winter Workshop, Topeka 
 January 24  Rules and Bylaws Committee Meeting 
 January 26  Board Meeting 
 February 2  Chapter Meeting  
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Program Committee 
Diana Smith, Chair  
 

Important Notice Regarding Chapter Dinners  
According to the contract that Minisa Chapter signed with the 
Spiritual Life Center, we are not permitted to bring any 
outside food into the facility. We have been requested to remind our 
members not to bring their own food to eat inside the facility. Guests with 
restricted diets do have access to a refrigerator and microwave if they wish 
to bring their own meals. 

  
SLC Snack Policy: The Spiritual Life Center offers many snack choices for 
a nominal fee and will make every effort to accommodate any special 
requests you may have. There is a hostess on staff who will tend to your 
refreshments as necessary. We do not allow outside food or drinks brought 
into the Center (except as noted above). 
 

Ways and Means Committee 
Bobbie Frye, CAP-OM, Chair  
 
Premier Jewelry: We still have a few items left from our product we 
received from Premier Jewelry. Any  items left will be on sale for 20% off at 
the next meeting.   
 
Don’t forget our ongoing chapter items:  

� Casserole Carriers – $10   
� Entertainment Coupon Books - $30  
� Chapter Cookbooks – $12  
� Office Angels – $2 (great item for a co-worker) 
� Enchiladas – all profit is donated to the chapter.  

 
Several fundraiser ideas have been received and the committee will meet in 
December to discuss ideas submitted. Any new items we decide on will be 
implemented in the spring. Keep the ideas coming! 

 
Membership Committee 
Bethel Banzhaf, CAP-OM, Chair 

 
Members have been busy inviting guests to our membership drive on 
January 5. Thanks to their efforts we have 11 potential guests registered to 
attend so far! These include co-workers and friends; several responses are 
from the brochures mailed in December.  
 
It’s not too late for someone to register. The flyer, map and complete 
information are available on the chapter website, so why not invite your 
colleagues to take a look and register?  
 
We hated to say goodbye to Diana Hinson at the November meeting when 
she announced that she is moving back home to Houston. In the short time 
Diana was with us, the chapter enjoyed her friendship, willingness to help 
and energy. We wish her success in her new job, and hope to sustain the 
connection of friendship. 
 
We were very saddened to hear that Jean Cale, Linda McCurdy’s mother 
and one of Minisa Chapter’s oldest members, had passed away on 
December 16. Several members were able to attend the memorial service. 
Jean would have celebrated her 50th anniversary with the chapter in June. 
For many years Jean graced our chapter with her delightful combination of 
professionalism, enthusiasm and unique sense of humor.  

 
 Programs at a Glance 

 
  August 11, 2011 
  No Program 
  EFAM Report 
 

  September 1, 2011 
  Assertive Communication* 
  Deb Moody, CAP-OM 
 

  October 6, 2011 
  Shared Leadership* 
  Nathalie Giarrusso 
   

   November 3, 2011 
   Keeping Your Balance with Grace   
      (and Technology)* 
   Bronda Boley 
    

   December 1, 2011 
   Christmas Social  
   Mosley Street Melodrama 
       

   January 5, 2012 
   Dressing for Professional Success 
   Bonnie Bing 
   Membership Recruitment Meeting 
 

   February 2, 2012 
   Effectiveness: Executive and Admin* 
   Mark Withrow 
 

   March 1, 2012 
   Invest in You* 
   Mary Miller, CAP 
 

   April 5, 2012 
  Six Sigma and Admins* 
  Deborah Stubblefield 

    

    May 3, 2012 (Annual Meeting: closed) 

   Support Local Business: Reinventing  
      Business Plans* 
   Sara Bagby, Watermark Books 
 
   June 7, 2012 
   Presentation Tips* 
   Sue Houser, CAP-OM 
          Installation of Officers                       

  

* CAP-OM Recertification Points Awarded – 
60 minute programs  
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Special Informational  
and Networking Program! 

Thursday,  
January 5, 2012 

5:30 p.m. – 7:30 p.m. 

 Conference Room 
Spiritual Life Conference Center   

7100 E. 45th St. N., Wichita, KS 

 
Special Celebrity Guest Speaker 

Bonnie Bing 
Presents 

Dressing  
for Professional  

Success 
Do you want to know the current 

fashion trends and standards of 
business attire?   

Ms. Bing will tell us the dos and 
don’ts of what to wear in the 
office in her own unique and 
humorous style!  

You’re Invited!You’re Invited!You’re Invited!You’re Invited!    

Employees who demonstrate the power of professionalism give 
their employers a competitive advantage in the marketplace. The wisest employers 

recognize the importance of investing  
in the career development of their administrative support staff.  

 

Annual Membership 

Meeting 
 

Bring a co-worker or someone 
you think would benefit from 
what IAAP and our remarkable 
Minisa Chapter has to offer. 
 

PLUS a special program  

by Bonnie Bing 

 and Quiz Show IAAP style! 
 

♦ No cost for first-time guests. 
 
Don’t forget to RSVP for both you and 
your guest(s) so we know how many 
meals to order. 
 

IAAP is here to help us excel! 
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In Memoriam 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Jean and her daughter, Linda McCurdy: Christmas 2007 

Jean CaleJean CaleJean CaleJean Cale    
July 26, 1926 ~ December 16, 2011 

Joined Minisa Chapter in June 1962 

Chapter President 1968-1969 

Outstanding Member of the Year 1993 

Distinguished Service Award 1995 

Chapter Historian 
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New Year Greetings from President Goodall 
 

y absolute favorite leadership author is John Maxwell. I love the messages of hope 
and caring his style conveys. A few months back a very dear person to me, Past 
International President Barb Horton, CAP-OM, sent me the book, The Maxwell Daily 
Reader. This book is a collection of daily leadership insights that come from 

Maxwell’s various books. It is a fixture on my desk. I have made it part of my daily routine to 
read the daily message. I read ahead to December 31 and the message was powerful. It 
reminded me of what I said during my incoming speech in Montreal this past summer. I 
shared with you that we all needed to be leaving a legacy of excellence, achievement and 
passion for others to follow.  
  
I was going to try and paraphrase the message, but sometimes words are perfect in their original form. John Maxwell’s 
are just that. So, I am sharing the entire daily insight entitled, “The Law of Legacy” which comes from his book The 21 
Irrefutable Laws of Leadership: 

  
“I believe that every person leaves some kind on legacy. For some it’s positive.   
For others it’s negative. But here’s what I know: we have a choice about the  
legacy we will leave, and we must work and be intentional to leave the legacy  
we want. 
  
Know the legacy you want to leave. Most people simply accept their lives – they  
don’t lead them. I believe that people need to be proactive about how they live,  
and I believe that is especially true for leaders. Someday people will summarize  
your life in a single sentence. My advice:  pick it now! 
  
Live the legacy you want to leave. I don’t’ know what you want to accomplish in  
life but I can tell you this: a legacy lives on in people, not things. Too often  
leaders put the energies into organizations, buildings, systems or other lifeless  
objects. But only people live on after we are gone. Everything else is temporary. 
  
Make sure you pass the baton. Just about anyone can make an organization  
look good for a moment, but the best leaders lead today with tomorrow in mind.  
They make sure they invest in leaders who will carry their legacy forward. Why?   
Because a leader’s lasting value is measured by succession.” 

  
Like I said, just perfect. 
  
To each of you I wish a Happy New Year and the opportunity to make your leap to a remarkable legacy! 
 
Tamra Goodall, CAP-OM 
International President  
 

 

Administrative Professional Skills Benchmarking Survey  

Insights From IAAP Members 
 

n 2011, members of the International Association of Administrative Professionals were asked 
to participate in a benchmarking survey designed to gather current data on job titles, key 
responsibilities, average salaries, job satisfaction, technology usage, training needs and other 

key issues relating to today’s administrative professionals. A total of 3,376 members submitted 
their survey answers, a seven percent increase over the 2009 survey.  
 
IAAP has just released its report on the 2011 Administrative Professional Skills Benchmarking 
Survey. You can download the report, which includes the survey results, at the international 
library. Here are some excerpts. 

M 

I 
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A resurgence of 
the “secretary” 
job title . . . may 
be due to a “Mad 
Men Effect.” 

Key Findings  
 
Administrative professionals continue to face real challenges as a result of the Great Recession. In 2005, IAAP started 
noting a significant increase in its members’ job responsibilities. The 2011 survey suggests that trend may have 
transitioned into a new normal. At the same time, however, administrative professionals report a high level of satisfaction 
with their work and employers. There’s evidence that compensation rates stunted by the economy may be on the mend. 
Certainly, being an administrative professional has proven to be an economically steady career choice over the last two 
decades. And there’s reason to believe that administrative professionals will be vital for corporations and organizations 
well into the foreseeable future. Admins remain the pulse of the office.  
 
Job Responsibilities and Workload  
 
One interesting fact this year was a resurgence of the “secretary” job title in IAAP after decades of decline. Though the top 
two job titles for IAAP members were “executive assistant” (29 percent) and “administrative assistant” (25 percent), the 
third most common job title was “administrative secretary” (seven percent). That’s the first time in several years that 
“administrative secretary” has made it into the top three job titles. In fact, the number of admins with “secretary” in their 
titles jumped from eight percent in 2009 to nearly 15 percent in 2011. Exactly why there are more admins with “secretary” 
job titles is unclear, though it may be due to a “Mad Men Effect.” It’s possible the popular HBO series could be stoking a 
certain nostalgia for 1950s-era culture in general and the classic image of the American corporate secretary in particular. 
 

Regardless of their titles, IAAP members certainly weren’t relegated to the steno pool 
and coffee makers. Their work has become more complicated, demanding and 
technical. Admins are integral and professional members of their office team. In 2011, 
administrative professionals were expected to support an increasing number of 
executives or managers. Fifty-two percent of the survey respondents indicated they 
support three or more. That’s a slight uptick from the 2009 survey and a continuation 
of a decade-long trend. In 2002, 57 percent said they support just one or two 
executives or managers; that figure is now 45 percent.  
 
Nearly half of the respondents said the number of support staff at their companies 

has decreased since 2008. The number of admins who reported support staff cuts increased six percent compared to the 
2009 survey. Fifty-four percent of admins who work for companies that have reduced support staff said their workload has 
increased, and a plurality of the survey takers blame the economy. It’s worth noting that most of this year’s respondents 
work at companies or organizations with more than 1,000 employees, which could be an indication of how the economy 
has impacted large corporations.  
 
Admins are definitely feeling more pressure at work as a result of the economy. “Juggling multiple priorities” was listed as 
the most significant daily challenge. That was followed by “dealing with difficult people and personalities” and “not having 
enough time to complete work.”  
 
Admins Continue  
 
The trend towards fewer admins doing more work is likely to continue. When asked to rank the most significant issues 
facing admins in the next five to 10 years, they said (in order of importance):  
 

● Keeping up with changing technology  

● Increased workload  

● Doing more with less resources/cost reductions  

● Balancing work and family  

● Corporate downsizing  
 
This list is largely the same as that compiled in 2009, though it’s noteworthy that “corporate downsizing” moved from third 
to fifth place. “Changing technology” and “increased workload” have been the top two since 2005. On the upside, an 
increased workload has also meant that admins are having a greater impact on their employers. Approximately two-thirds 
report that their level of workplace autonomy and authority has increased in the last five years. About 80 percent say their 
overall contribution at work has also increased during the same period. Only three percent of IAAP members say they 
want to change careers.  
 
The full report is available on www.iaap-hq.org. 
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Congratulations! 

 

 

 

 

 

Congratulations  
on  

passing the exam! 
 

 

   Signe Rogers CAP-OM 
  

Jeretta Eash CAP-OM 

 

Margie Williams CAP-OM 
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Let’s “Each One 
Plant One” 

this year and watch 
our chapter grow!! 

Help Minisa Chapter reach 70 Members for Our 70th Anniversary 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Membership Contest: “Each One Plant One”  
 
When: January 1 through June 7, 2012 
 

Using the chapter roster, Minisa Chapter members have been divided into two teams.  

Prizes will be awarded at the June meeting to: 

1. The winning team. 

2. Individuals who recruit new members. 

3. Individuals who bring potential members to meetings. 

What team are you on? 

� The Sunflower Team: all members whose last names start with “A” through “Moody”. 

� The Jasmine Team: all members from “Morgan” through “Z”. 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  

 
       Minisa Chapter    

        membership 
       as of 

          December 31: 
      49 

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

 

Current  
membership: 
49 
 

Our Goal: 

70 

Members! 
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� 

Kimberly Franklin 
Recruited by: Bee Paredes 

  

 

CAP Certification Update 

 
For more information, please go to http://www.iaap-hq.org/sites/default/files/pdf/certification. 

 
 

For Our Newer Members   
 
IAAP Acronyms 

P2E . . . EFAM . . . MoE . . . RTF . . . CAP . . . Do you sometimes feel like you need translation lessons or just want to go 
home to a place where people speak using full words instead of this strange language? As with any organization, IAAP 
has its own jargon which can be confusing to newcomers. But how many times do we use these acronyms with new 
members . . . and they have no idea what we are talking about? We use some acronyms at the chapter level, some for 
Kansas Division and some are association wide. “Older” members try to be aware of how these abbreviations must sound 
to others, but often forget. A list of the more common acronyms is included with this issue of the Pow Wow. 

Upcoming Deadline 

and Exam Dates 

 

Exam Study Group 

 

Mock Exams 

 
March 15, 2012  
Application deadline for  the 
May 5, 2012 CAP and CAP-
OM exams 
  
May 5 – CAP exam 
           – CAP-OM exam 
 

 
CAP Study Group 

TBD 

 

Please contact Deb Moody, 
CAP-OM if you are interested 
in joining a group. 

 

 
TBD 
 
 
 
Contact:  
Deb Moody, CAP-OM  
(316) 523.3428  

ENGAGE someone’s interests 

INSPIRE others to achieve 

ENHANCE your abilities 

PROMOTE Minisa Chapter and IAAP 
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Margo Landis, CAP-OM – January 2  
Margaret DeWitt, CAP – January 23 

 
 

 
 
 

Marie Harville (2010) 
Jana Knodel (2011) 

Nancy Umholtz (2011) 

 

Computer Corner  
 
The Apps 
 
No matter what kind of smartphone you have, there are literally hundreds of 
thousands of apps available. Here are a few of the best. 
 
Chef’s Feed 
Favorite dishes and restaurants from chefs like Michael White, Eric Ripert and 
Thomas Keller. It serves only New York, Los Angeles, Chicago and San Francisco for 
now, but more cities will be rolled out soon. 
 
Hotel Tonight 
Last minute local hotel rooms at substantial discounts. If you don’t mind the possibility of being without a bed on your 
vacation, it can be worth the risk. 
 
Fast Customer 
FastCustomer waits on hold for you. Select from 2,000 customer service numbers, then, once the 
app has reached an actual human, it connects you – assuming the person hasn’t hung up in the 
meantime. 
 
 
 
 

The Patricia S. Pickard CPS Scholarship 
 

Minisa Chapter is proud to offer a $350 scholarship to a high school senior, or a student 
already attending college, who is pursuing a degree in office administration or a related 
business field. The application and criteria for the scholarship are on the chapter website 
at http://www.orgsites.com/ks/MinisaIAAP. The completed forms must be received by 
March 15. If you have any questions, please feel free to contact Ruth Smith, CAP-OM, 
Education Committee chair. 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

A
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News From Around the Association . . . 
 

KANSAS DIVISION  
 
Winter Workshop: Mark your calendar to attend the Winter Workshop on January 21 in 
Topeka. Our speaker will be Carolyn van der Veen who will speak on Getting Things 
Done: The Art of Stress-Free Productivity. 
  

Winter Workshop 
  

DATE:    Saturday, January 21, 2012 

TIME:    8:30 a.m. – 3:30 p.m. 

PLACE:   KNEA, 715 W. 7th Ave., Topeka, Kansas 

COST:   $20 

TOPICS:   Succession Planning 

      Getting Things Done  

 SPEAKER:   Carolyn van der Veen 

           

Don’t miss out on this opportunity to increase your knowledge, network with other administrative professionals and have 
fun! The chapter will pay the early bird registration fee for any member who wishes to attend. Please e-mail your 
completed registration form to our treasurer, Cyndi Mullins, CPS/CAP. A carpool sign-up sheet will be available at the 
January chapter meeting. 
 
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 

 
 
 
 
 

March 4-7, 2012 
Las Vegas, NV 
 
Admins Star in Support! 
Join us for this year’s Spring Conference in Las Vegas March 4-7 and let the world of cinema 
show you how to shine in today’s workplace. Plus, back by popular demand: optional tech session on March 4. 
 
How would you define your office? Is it a hilarious comedy that makes you laugh and leave feeling rejuvenated? Is it 
horror, a haunting that leaves you holding your breath and waiting to exhale for fear some psycho will jump out and grab 
you? Or, is it a soul-wrenching drama where people wring their hands and cry, where hope floats or drowns? 
 
It doesn’t matter what genre your office falls into. Come to Spring Conference to examine the good, the bad and the ugly 
and leave with insights and inspiration on how to return to your workplace with the right skills and the perfect script to 
improve your daily performance.  
 
Early bird registration ends January 31. For more information, go to http://www.iaap-hq.org/events/conferences/spring.  

Tamra Goodall, CAP-OM 
International President 

RECERTIFICATION 
POINTS:  3 
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Need a New Idea? Try Changing Your Perspective 
 

ne definition of creativity states that creative 
people look at the same thing everyone else 
does, yet they see something no one else does.  

 
But even creative people (which includes all of you, of 
course) can run into roadblocks every now and then. 
Sometimes it's not possible to see something different. 
Sometimes you've just been staring at a problem for so 
long it's now impossible to look at it in any other way.  
 
So what do you do in these situations? Why not try 
changing your perspective?  
 
Consider this: A friend of mind who does needlepoint 
has a design that's mostly black. Rather than simply 
stitching the design on white canvas with black thread, 
she's using a black canvas and is stitching the negative 
aspects of the design instead of the positive. She 
changed the way she viewed the problem. And now she 
has a really cool-looking needlepoint design that's 
different from most other ones out there.  
 
Or what about this: An art teacher has her students turn 
a photograph or object upside down and paint what they 
see – not a picture but an arrangement of shapes.  
 
By changing your perspective, you're changing what you 
see. And when you change what you see, you're more 
likely to create something completely different.  
 
But – I can hear you all saying right now – that's art. 
That won't help me with my business problem.   
 
Okay, so here's another story from the book Thinkertoys 
by Michael Michalko. Back in the 1950s, experts 
proclaimed the ocean freighter industry was dying. Costs 
were skyrocketing and delivery times kept getting 
pushed back later and later. Executives at the shipping 
companies kept focusing on ways to cut costs while 
ships were sailing. They developed ships that went 
faster and needed fewer crew members to run. It didn't 
work. Costs continued to spiral out of control and it still 
took too long to get the merchandise shipped.  
 
Then one day, a consultant changed the perspective. 
Rather than ask the question "In what ways might we 
make ships more economical while at sea?" executives 
asked, "In what ways can we reduce costs?" Ta-da! 
 
Ships are big money-sucking machines when they aren't 
at sea actually doing their job – shipping merchandise. 
And when aren't they working? When they're sitting in 
port being loaded and unloaded.  

 
So, the industry 
came up with a way 
to preload 
merchandise on 
land. Now a ship 
comes in, the 
container carrying 
the cargo rolls off, a 
new container 
already loaded with 
cargo rolls on, and 
the ship heads back 
to sea.  
 
That one innovation 
saved an entire 
industry. And it 
happened because shipping executives changed the 
way they viewed their problem.  
 
So, how can you change your perspective and solve 
your business/marketing problems? Try what the 
shipping industry did and change the question. Instead 
of looking at a narrow part of the problem ("In what ways 
can we make ships more economical while at sea?"), 
broaden the question ("In what ways can we reduce 
costs in general?").  
 
Here's another example. Maybe your question is "How 
can I land more clients?" What if you started broadening 
the question like so:  
 

� How can I land more clients?  
� How can I grow my business?  
� How can I make more money from my 

business?  
� How can I make more money period?  
� How can I be happier in my life? (I know, I 

know, money doesn't buy happiness. But it's 
certainly nice to have.)  

 
Maybe one of those questions is a better place to look 
for a solution. Because maybe one of those questions is 
the "real" question you want to solve; but since you 
never took a step back to look at the big picture, you've 
never discovered the right question to ask.  
 
And if you don't ask the right question, your muse will 
never give you an answer that actually solves your 
problem.  

 
 

Reprinted with special permission. Michele Michele Pariza Wacek is your Ka-Ching! Marketing strategist and owns Creative Concepts and  
Copywriting LLC, a premiere direct response copywriting and marketing company that helps entrepreneurs attract more clients, sell more products 

 and services and boost their business. To grab your FREE "Ka-Ching! Business Kit" with a FREE CD visit http://www.MichelePW.com/freecd.  

O 
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One-Minute Idea 
 

Use Your Calendar to the Fullest 
 
One of the biggest time‐wasters is constant 
interruptions — whether it’s from other people, or 
even from yourself! Every time you stop mid‐project  
to answer somebody’s question, attend a meeting,  
or even just check your own e‐mail, it sucks time!  
 
So start using your calendar feature to the fullest, 
blocking out specific time slots to work on projects, 
and stick to them. Consider even putting your phone 
on “Do Not Disturb” and, unless you’re waiting for 
something urgent, don’t even pull up your e-mail. 

IAAP Core ValuesIAAP Core ValuesIAAP Core ValuesIAAP Core Values    
    

CommunicationCommunicationCommunicationCommunication:::: 
 

We cultivate and 
maintain excellence by 
remaining approachable 

at all levels, 
communicating openly 
and building strong 

relationships. 

. . . . . . . . . . . . GrammarGrammarGrammarGrammar    and and and and Style EditorStyle EditorStyle EditorStyle Editor    
Uncountable Nouns and Verbs 
 
An uncountable noun (you cannot count it on your fingers) takes a singular verb.  
 
Examples (Uncountable nouns) 
Charity is a virtue. 
 
Collective nouns are words that are singular in form but are made up of a group, for example, board, 
committee, company, staff and department. Although uncountable nouns always take a singular verb, a 
collective noun uses a singular verb only if the group is acting as a unit. If the members are acting 
independently, it uses a plural verb. 
 
Examples (correct) 
The committee has met its objectives. (“Committee” is a collective noun with members acting together. It   
      requires a singular verb.) 
The committee have not been able to agree on their objectives. (“Committee” is a collective noun with   
      members acting separately. Therefore, the verb is plural.) 
 
      Note: Although grammatically correct, this sentence is awkward and would read better as “The    
      members of the committee have not been able to agree on their objectives.” 
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All copy is subject to editing for length and clarity and is printed at the  

discretion of the editorial staff. 

SUBMISSION 
DEADLINE 

 
THIRD THURSDAY OF 
EVERY MONTH 
 
Submit articles to Bethel Banzhaf 

minisachapter@hotmail.com 
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  

CAP-OM: 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 CAP-OM, P O Box 854, 
Wichita, KS 67201 


