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   PROGRAM:  With Confidence . . . Anything Is Possible  
                           
   SPEAKER: Martha Leek, CPS  
 
    DATE: Thursday, June 3, 2010 
 ��������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 and Board Installation 
                                      
   PLACE: WIBA Conference Room 
                      445 N. Waco St., Wichita 
 
    MENU  Beef Bourguignon, Green Beans with Almonds, 
                      Mixed Greens Salad, Dessert; Iced Tea, Coffee 
                       
   COST: $18 for dinner; $4 for meeting only 
 
Reservations Required : We recognize emergency situations do come up. If you need to 
cancel your reservation please contact: 

Ruth Smith, CPS/CAP (work 526.3568)  

no later than noon, Monday, June 1. 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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" “Whoever I am, or whatever I am doing, some kind of excellence is within my reach.”  
~ John W. Gardner  
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2009-2010 Board of Directors 
 
PRESIDENT  
Patricia Coombs 
pjcoombs01@gmail.com 
 
 
PRESIDENT-ELECT 
Ruth Smith, CPS/CAP  
ruth.smith@spiritaero.com 
 
 
SECRETARY 
Margo Landis, CPS/CAP 
Margo.l.landis@spiritaero.com 
 
 
TREASURER 
Jocelyn Pickard 
Jocelyn.pickard@aero.bombardier.com 
 
 
DIRECTORS 
Marianne Eyles, CPS/CAP 
Diana Smith 
 
PARLIAMENTARY ADVISOR 
Bethel Banzhaf, CPS/CAP  
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Well, the chapter year is coming to a close. My thanks go out to everyone for  
the support you have shown me this year. It has been a rewarding and  
challenging experience for me. I have grown personally in so many ways this  
year and I thank you for a job well done as a chapter.  
 
Our Kansas Division President, Martha Leek, CPS will be in attendance to install  
our new board on June 3. The new board will need your continuing support to guide the Minisa Chapter. 
You will reap benefits from your membership if you participate and support the chapter. I hope you think 
about serving on a committee as it is the committees that carry out the goals and vision set by you, the 
members. 
 
Have you registered for Kansas Division Annual Meeting June 11-13 in Overland Park? It will be held at the 
Holiday Inn Hotel & Suites 8787 Reeder Road, and co-hosted by Johnson County Chapter and Kansas 
Division. The theme is A Successful Harvest Sow the Seed – Reap the Benefit. The chapter will pay the 
early bird registration for any member wishing to attend. Carpool sign-up sheets will be available at the June 
meeting. 
 
International President Susan K. Shamali, CPS/CAP will be speaking on Sunday June 13. You won’t want 
to miss what she has to say about “How is your commitment level affecting your ability to be successful?” 
This session will delve into the importance of commitment and how this attribute can shape our personal 
and professional lives, and our ability to serve an association like IAAP in a leadership role. Overcoming the 
fear of commitment will be closely examined. Session highlights include: a self-assessment of one’s own 
commitment, the key criteria for assessing and maximizing our commitment level in our personal and 
professional life, and volunteer roles, and exposing the connection between commitment and success. I 
hope you plan to attend. This is an excellent opportunity to meet members from other chapters across the 
state as well as the highest officer in our association. Our own Sue Houser, CPS/CAP will be nominated as 
the 2010-2011 Kansas Division president-elect. Let’s show her our support this year. Instead of taking a 
silent auction item to the meeting this year, we voted to take up a collection to donate to the Kansas 
Division treasury. If you would like to participate, bring some extra change or “bills” to the June 3 chapter 
meeting. 
 
Please plan to attend our annual retreat on June 26. We will review our accomplishments for 2009-2010 
and set goals for the 2010-2011 chapter year. This is a time of relaxation and brainstorming so that ALL  
members may share their ideas and visions for the Minisa chapter. We will be setting committees as well as 
our goals for the chapter next year. Your attendance shows your support of the 2010-2011 board members. 
Remember this is your chapter and everyone is important. The new board will be working hard to ensure a 
successful year and your input is important to help make it successful.  
 
I am proud to say that Minisa Chapter once again will attain Chapter of Excellence status. We also have 
several members who have or plan to submit their Member of Excellence forms. Congratulations to 
everyone for helping our chapter continue to be outstanding! We have certainly demonstrated the Power of 
Commitment  this year. 
 
It has been my honor and pleasure to serve you as the 2009-2010 president of Minisa Chapter. Thank you 
for this opportunity. I know Ruth and her team will continue the chapter’s tradition of excellence. 
 

����������		
��  

  
 

 
  



Pow Wow – June 2010 – Page 3 

 

 
 
� � � �� � ��

�
 

 

 

 

 

 
 
  
 
 

�����	���	�������	���	������� �

 
Martha Leek, CPS recently retired from TFI Family Services (The Farm, Inc.) after 18 years. She was hired as the office 
assistant and held the positions of administrative assistant, executive secretary, executive assistant, and administrative 
services manager until 2001 when she was promoted to assistant to the CEO. 
 
Martha joined the Heartland Chapter of IAAP in 1993 and has been very involved at the division and chapter level since. 
She has presented programs at division events, several IAAP chapters, and for her employer. Martha is currently serving 
as Kansas Division president. Martha graduated from Emporia State University in 1991. She is a 1999 graduate of 
Leadership Emporia and is a member of the Leadership Emporia Alumni Association where she held the position of 
treasurer from 2001-2005. 
 
With Confidence . . . Anything is Possible . During your life, both personally and professionally, you will find that a 
series of unexpected events which will change your life. Some of these events are good, some not so good. We will look 
at the good, the bad and the ugly and learn how to grow and thrive when that unexpected event finds it way to your 
doorstep. This presentation will cover 10 Steps to Building Confidence. Based on a nationwide survey of over 1,300 men 
and women, each step will provide you with the core ingredients for improving who and what you are.  
 

1. Follow Your Passion . . . Be True to Yourself 
2. Delete Negativity . . . Being Positive Isn’t a  
                                       Myth    
3. Break The Rules . . . Be Different!  
4. Keep on Learning . . . The Power of Renewal   
5. You Are Never Alone . . . Going Solo Is For   
                                              Sissies  

 

6. Failure is Not Your Enemy . . . It Happens  
7. Expect the Unexpected . . . It’s Life  
8. Create Bravos . . . Take Your Credit 
9. Keep in Circulation . . . Visibility Counts  
10. Show Courage . . . Forget-it-Not  

 

 

 

COMMITTEE REPORTS 
 
 
 

Education Committee   

 
The Patricia S. Pickard CPS Scholarship has been awarded to Marie Schurter. Marie just graduated from 
Butler Community College and is preparing to attend WSU. She is pursuing a degree in business administration and 
accounting. Marie and her father will join us for dinner at the June meeting, when she will be presented with a scholarship 
certificate. The funds will be sent directly to the college for the fall semester. 

Dates to Remember                                                                          

 

 
             June 3   Chapter Meeting and Board Installation  
             June 11-13         Kansas Division Annual Meeting, Overland Park 
             June 26               Annual Chapter Retreat – venue TBD 
             July   18-21   International Education Forum and Annual Meeting, Boston 
             July 16    Pow Wow  Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!) 
             August 5     August Social – Spiritual Life Center 
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Program Committee 
Ruth Smith, CPS/CAP, Chairman 
 
This year was very challenging for the Program Committee: It 
seems every time we thought we had found a new “home,” 
something went awry.  
 
We started the year at Caffé Moderne. The food was great, but it proved to 
be too small for our needs. Executive Night was held at Office This on 
October 1. The November Open House was held at Olive Tree Restaurant, 
and Player’s was the venue for our December Social. Our January meeting 
was held at the Wichita Area Association of Realtors conference room, and 
we moved back to WIBA in February.  
 
We recently learned that the WIBA building had been put up for sale so we 
had to find another venue for the 2010-2011 year. Following an exhaustive 
search by committee members, a ballot was presented to the members at 
the May 6 meeting. The members selected The Spiritual Life Center as our 
venue for 2010-2011 meetings. The Center is located at 7100 E. 45th Street 
North (just east of Woodlawn).   
 
Eight of our eleven monthly meetings offered programs that qualified for 
recertification points. Our June speaker just found out that he will be 
traveling that week so Martha Leek, CPS very kindly agreed to step in at 
short notice and present our program.   
 
Many thanks to all the committee members for their diligence and 
perseverance. A special thanks to Deb Moody, CPS/CAP for arranging for 
inspirational messages at each meeting and to each of the members who 
presented a message. Giant kudos to Sue and Bethel for giving 
presentations and helping us towards another Chapter of Excellence award.  
  
 
 
Publicity/Community Service Committee 
 
One of the chapter goals this year was to do three 
community service projects. In December we collected hats, gloves, scarves 
and coats for Dress Success. 
 
The committee is offering three additional opportunities for any member who 
would like to participate; we will be collecting items at the June meeting. A 
flyer with more information and the website links is included with this edition 
of the Pow Wow. As with any chapter project, participation is optional.  
 

�  Food bank – food donations 
  
�  Women's Initiative Network – fabric or other donations as 

suggested on their website  
 

�  Victory in the Valley – bring donations to the meeting OR 
sign up for the June 5  

 
These are all organizations Minisa Chapter has supported in the past. 

 
If you cannot make the meeting and would like to donate items, please get 
your donations to Cyndi Mullins, CPS/CAP, Bobbie Frye, CPS/CAP or Bethel 
Banzhaf, CPS/CAP. 
 

 
��#&��% �������*!�
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August 13, 2009 

Climbing the Career Ladder in a 
Man’s World 

Michele Gors Paris, KPTS CEO 
 

September 3, 2009 
Customer Service: Make it a WOW!* 

Judy Whiley 
 

October 1, 2009 
Managing Global Teams* 

Bobby Burcham 
 

November 5, 2008 
Are You Part of the Social Media 

Explosion? 
Kevin Swinicki 

Olive Tree Restaurant 
Membership Drive/Open House 

 

December 3, 2009 
Christmas Social 

Players Sports Bar & Grill 
 

January 7, 2010  
Non-Verbal Communication* 

Sue Houser CPS/CAP 
 

February 4, 2010 
Understanding Accents in the 

Workplace* 
Anne Maki, M.S., CCC-SLP 

 

March 5, 2010 
Excellence and Leadership in 
Administrative Professionals* 

Carol Zamaitis 
 

April 1, 2010 
The Polished Professional* 
Bethel Banzhaf CPS/CAP 

 

May 6, 2010 (Annual Meeting: closed) 
Stressed Spelled Backwards is Not 

Desserts * 
Dr. Georgia Ohlberg 

 
June 3, 2010 

The Work-Life Balance Equation* 
Brian Alexander Black 
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 has successfully surpassed  our goal for 2009-2010 year, as well as 
raised more money than in years past, thanks to the help of the chapter members. Our committee of five 
could not have done it alone! 

 
Minisa Chapter held a Friendship Tea on May 8 in the WIBA conference room. 
There were 50 registered with 43 actual attendees. This event was pulled 
together with only three working committee members (plus the chapter 
president) with just two months to plan and the same members being heavily 
involved in the annual seminar in between. Therefore, I am very proud of my 
team!! We heard all kinds of positive feedback from this event and plan to make 
it an annual chapter event going forward. The majority of food was prepared or 
purchased by chapter members and we had grandsons of two members as 
waiters to pour tea and refill the buffet tables. The boys did a wonderful job with 
only five minutes of training. A contest was held for the best-dressed Lady and 
Young Lady and the winners received china teacups and saucers. Dress Barn 

held a fashion show at the end of the event and several of our members modeled the clothing. Ruth Smith, CPS/CAP 
made bookmarks for all attendees; everyone received a booklet on tea etiquette. This was a trial event and many lessons 
were learned for the future, but the outcome was FABULOUS!  After all expenses were paid, our profit was $341.01. A 
SUPER THANK YOU goes to ALL members who donated food, set tables, planned the event, hosted a table, modeled 
and assisted with cleanup or any other duty for this remarkably successful event!!   
 
Our latest project was the garage sale held at Bobbie Frye’s home on May 22. The garage sale raised $362.16 after 
paying for the newspaper ad. We also sold $34 worth of Terri Lynn products during this time. Keeping items on the tables 
was a challenge due to the wind, but we survived!  We were unsuccessful in finding someone to hold a sale on the east 
side of town or Derby, so all leftovers (a full van) went to Goodwill. Had I realized that Memorial weekend was our 
neighborhood garage sale, I would have kept the leftovers another week and set up again with FREE advertizing!   
 
Future projects we are considering are a Tastefully Simple  (convenient and unique gourmet foods) fundraiser in June 
and a Tupperware  fundraiser in July. More information will be sent as these fundraisers are set up. Both companies have 
specific fundraiser items and can give us a nice profit. 
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Friday evening: Shirley Yingling (5 hours) and her sister 
Cleo (5 hours), Diane Walters, CPS/CAP/PLS (2.5 
hours), Bobbie Frye, CPS/CAP (5 hours), Marianne 
Eyles, CPS/CAP (3.5 hours), June Crawford (2 hours) 
and Bethel Banzhaf, CPS/CAP (1.5 hours). 
 

Saturday: Diana Smith (7 hours), Ruth Smith, 
CPS/CAP(10 hours), Bethel Banzhaf, CPS/CAP (3.5 
hours), Diane Walters, PLS/CPS/CAP (7 hours), 
Marianne Eyles, CPS/CAP (8.5 hours), Sue Houser 
CPS/CAP (4 hours), June Crawford (8 hours) and 
Bobbie Frye, CPS/CAP (10 hours). 
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Membership Committee   Bethel Banzhaf, CPS/CAP, Chairman 

 
As we come to the close of another IAAP year, Minisa Chapter has dropped to 43 registered members, but we have some 
leads that we’re following up on. The good news is members continue to join the chapter, adding diversity and networking 
opportunities. We still have a few weeks left in the fiscal year to boost that number back up to 53, so be sure to help your 
friends and colleagues 
complete those applications 
and submit them to 
Headquarters ASAP! 
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Easy Membership Renewal Plan 

 
 
 
 
 
 
 
 
 
 
     
 
 
 
 
 
 
Save $2.02 each week for the next 52 weeks. 

 
For membership information, contact: 
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We don’t accomplish 
anything in this world 

alone . . . and whatever 
happens is the result of 

the whole tapestry of 
one’s life and all the 

weavings of individual 
threads from one to 
another that creates 

something. 
 

- Sandra Day O’Connor 
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There are many discounts available through belonging 
to the IAAP organization. Below are just a few. 

 
Insurance : As an IAAP member, the GEICO Auto 
Insurance Program offers members quality car 
insurance with complete 24-hour sales, policy, and 
claims service, and you may qualify for a member 
discount. 
 
Office Products:   IAAP members can receive 
remarkable savings on office supplies, promotional 
products, furniture, and many other items through Office 
Depot. 
 
Financial: IAAP Master Card from Bank of America. 
There is no annual fee and the world points rewards 
program with a world of options. 
 
Car Rental: Avis Rent-A-Car - Membership in the Avis 
Association Program entitles you to a host of special 
Avis services and discounts that can save lots of time 
and money. 
 
Travel: Carlson Wagonlit Travel is the official travel 
agency of IAAP. They guarantee the lowest available 
airfare on all domestic and international flights. 
 
Training Discounts: IAAP has an alliance with 
National Seminars Group/Padgett-Thompson, divisions 
of Rockhurst University Continuing Education Center. 
Any IAAP member or co-worker of an IAAP may take 
advantage of excellent discounts. 
 
Package Delivery - You can now save up to 26% on 
an expanded portfolio of air and international express 
shipping services with UPS. 
 
Flowers: IAAP members can experience the Teleflora 
difference and save 20% on all flower orders. All 
bouquets are hand-arranged and delivered by a local 
florist. Same day delivery is available on all products 
and no flowers are ever shipped in a box. 
 
Retirement Center:  IAAP’s Vista Grande is the world’s 
only retirement center for administrative professionals. 
It is located in Albuquerque, New Mexico. IAAP 
members and their families have first preference for 
occupancy. 
 
Retirement Trust Foundation:  a financial assistance 
program set up by IAAP to provide assistance for 
housing assistants for all members who are in need 
with the option of staying in their own communities. 
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Linda McCurdy, CPS and Bethel Banzhaf, CPS/CAP,  Photographers  
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If you have questions about the policy and procedures used at any meeting or questions about functions, speakers (or 
more), please feel free to talk to a board member at any time.  

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.   
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If you’re planning to register for the CPS/CAP exams, to be held November 5-6, 
2010, the deadline to register is August 15. All applications postmarked after that 
date will be held for the May 2010 exams. 
 
You may obtain the registration packet at: http://community.iaap-
hq.org/IAAPHQ/IAAPHQ/MemberResources/CertificationInformation/Default.aspx. 
This is an eight�page PDF document which you need to complete. The cost to 
register for IAAP members is: 
 

� $160 for the CPS exams 
� $260 for the CAP exams 
� $120 if you already have the CPS rating and only need the CAP  

portion (part 4)  
 
Note: The application package requires a statement from your employer, and you 
must have met several work and experience requirements to qualify for the test. You also need to attach your current 
resume, and college transcripts or diploma. 
 
Note: If you meet the exam criteria, but are now unemployed, please contact the Registration Department at 
certification@iaap-hq.org . IAAP will consider individual situations to help you attain your professional certification(s). 

Upcoming Deadline 
and Exam Dates 

 
Exam Study Group  

 
Exams  

 
August 15, 2010  
Application deadline for  the 
November 5-6, 2010 CPS 
and CAP exams 
  
November 5 – CAP exam 
November 6 – CPS exam 

 
 

 
CPS CAP Study Group  
 
If you are interested in joining 
a chapter study group, please 
contact Sue Houser 
CPS/CAP, Certification 
Committee chair, at 
sue.houser@spiritaero.com. 

 
November 5, 2010 
CAP exam (Part 4) 

November 6, 2010 
CPS exam (Parts 1-3) 

Exam Site 
TBD 
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Kansas Division 

 

Kansas Division Annual Meeting – June 11-13, 2010 

Co-hosted by the Kansas Division board and Johnson County Chapter 
 
Overland Park, Kansas – Holiday Inn Hotel and Suites, 8787 Reeder Road 
 
KDAM will begin on Friday afternoon with Trips and Tours: this will be a visit to Moon 
Marble Company located in Bonner Springs, Kansas, followed by ‘high tea’ at Madame 
Hatter’s, also located in Bonner Springs. 
 
The Friday evening opening event will be a fun and unique way to get to know members from different chapters of the 
division! Get ready to learn something new about yourself, eat pizza and salad, and play “Name That Admin” which will be 
based upon administrative professionals in real life, television and movies.  
 
The business session begins Saturday morning where we will vote on proposed amendments to the division bylaws and 
elect the division board for 2010-2011. There will be a vendor mart, silent auction and an awards banquet in the evening 
where we celebrate our accomplishments for this year.  
 
Two workshops – Saturday afternoon and Sunday morning – will qualify for four recertification points.  

�  Seeds for Successful Communication by Kurt Reinke, EN Group Resources 
�  Power of Commitment by Susan K. Shamali, CPS/CAP, IAAP international president  

 
The chapter will pay for members’ early bird registration but each member is responsible for the Friday events and their 
hotel room. So find a roommate, sign up for a carpool, and prepare for a weekend of fun and learning! For more 
information and to download the flyer, visit the Kansas Division website at http://www.iaap-kansas.org.  
 
 
 

International 
 
Action>Direction 
 
News from the International Board of Directors 
 

�  The Board approved the elimination of The Academy effective June 30, 2010. 
�  The Board approved clarifications to the Pathways to Excellence Program to take effect 

beginning July 1, 2010.  
�  The Board approved audit clarifications, updates and requirements to the Pathways to 

Excellence program to take effect beginning July 1, 2010. 
�  The Board approved the international standing committees and Institute for Certification 

dean appointment for the 2010-2011 IAAP year. 
�  The Board approved the 2010-2011 international them e, “Passion and Purpose.” 

 
Upcoming Events: 

�  The 2010 International Education Forum and Annual Meeting (EFAM) will be held July 18-21, 2010 at the Hynes 
Convention Center, Boston, Massachusetts. Additional details are available in the “Events” section of the IAAP 
website (http://www.iaap-hq.org/events). 

�  The 2010 Fall Education Conference will be held October 17-20 in Louisville, KY. Additional details are available 
in the “Events” section of the IAAP website (http://www.iaap-hq.org/events). 

�  The 2011 Spring Education Conference will be held March 6 through 9, 2011 in Tampa, FL. Additional details are 
available in the “Events” section of the IAAP website (http://www.iaap-hq.org/events). 
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Susan Shamali CAP 
International President 
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Okay, So What’s the Big Deal About Tracking My Chap ter Activities? For months we’ve been asking you to track 
your chapter and professional activities, as requested on the Member of Excellence form. Why is that? Well, Minisa 
Chapter is participating in the IAAP challenge of being a Chapter of Excellence. The accomplishments of each member 
contribute to our overall standing as a Chapter of Excellence. IAAP awards Members, Chapters and Divisions of 
Excellence for achieving a series of goals set by IAAP. 
 
If you’re still working on your Member of Excellence, you have a few more weeks. Simply go to http://community.iaap-
hq.org/IAAPHQ/Pathways/MemberofExcellence/Default.aspx and submit your information directly online using the 
worksheet provided. You don’t have to wait until June 30 to submit the form. 
�
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Minisa Chapter has met the required minimum of 14 of the following 19 criteria to qualify for Chapter of Excellence ! 
�

1. Sixty percent of the chapter meetings offer recertification points (60% of 11 meetings = 7) ÖÖÖÖ  

2. At least one member of the chapter obtain their CPS and/or CAP certification during the current 
IAAP fiscal year  

ÖÖÖÖ  

3. Sign the online Chapter of Excellence Commitment agreement ÖÖÖÖ  

4. Publish at least six newsletters/e-newsletters ÖÖÖÖ  

5. Participate in the IAAP Web Community (website) No 

6. Publish annual meeting calendar with education and/or training topics by September 1 to 
encourage members to attend chapter, division, and international meetings and events and 
establish marketing plan 

ÖÖÖÖ  

7. Create and maintain an annual budget; provide a monthly financial statement to the membership 
and submit annual audit report to the division treasurer  

ÖÖÖÖ  

8. Maintain a full slate of officers (minimum four offices); maintain committee chairmen for the 
Bylaws, Certification, Education and Membership Committees; and submit new officers and 
committee chairmen listing to HQ by July 1 deadline (will do) 

ÖÖÖÖ  

9. A minimum of four officers and chairmen of the Bylaws, Certification, Education and Membership 
Committees participate in at least one IAAP Leadership/Succession Planning training event  

ÖÖÖÖ  

10. Send a delegate to the division annual meeting (will do June 11-13, 2010) and a delegate or 
submit a proxy to the International Convention and Education Forum (Boston July 2009) 

ÖÖÖÖ  

11. At least one member serve in a division office or committee; or serve on an international 
committee; or as an international officer or as an RTF Trustee  

ÖÖÖÖ  

12. Sponsor or co-sponsor a professional development seminar (April 2, 2010) or sponsor/co-sponsor 
an APW/APD and/or annual executives’ event (October 1, 2009) 

ÖÖÖÖ  

13. Submit a completed application for the Avery Chapter/Division Achievement Awards Program 
and/or submit a nomination in the Award for Excellence program 

ÖÖÖÖ  

14. Maintain a minimum of 15 members and achieve an annual retention rate of at least 80 percent  
Number of members as of July 1, 2009: 53 x 80% = 42.4 (currently we have 43 per HQ)  

ÖÖÖÖ  

15. Conduct at least one IMPACT meeting (November 5, 2009) ÖÖÖÖ  

16. Conduct new member orientation program (will do in June)  

17. Achieve a net membership increase of at least 12 percent (minimum required is a net 3 member 
increase) As of July 1, 2009: 53 x 12% = 6.36 

No 

18. Sponsor a new IAAP professional chapter or student chapter No 

19. Create an annual Business (Strategic) Plan; review/update annually; submit a copy to the division 
president by December 31  and conduct an annual member interest/satisfaction survey  

ÖÖÖÖ  
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  Please return your completed Volunteer Form  and Suggestion Form  to President-elect Ruth 
  Smith, CPS/CAP so she can tally the information before the chapter retreat. 
 
  Your  input is important to the chapter leadership in their planning for next year. What are your 
  professional goals and how can the chapter help you meet those goals? What activities or
  programs would you like the chapter to consider? How can your IAAP membership be more
  beneficial to you? 
 
 


 � 7�� � ��� � ���� 8 �9� � ��� � �� : ��� 9 �� , 9�� � ���� � �� � ��� � �� : ��� 8 �9� 0�0�0�
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

lease join us at the chapter retreat as we work with the 2010�2011 leadership team to plan for the new chapter 
year. This is your chance to let us know how you think we’re doing as a chapter . . . what we’re doing right, what 
we’re doing wrong, and what we can do to make this the best chapter ever! In order to have a productive meeting, 
Ruth Smith, CPS/CAP has asked that you send your completed survey to her ahead of time. Communication is the 

key to a successful year and the success of the chapter. 
 
Believe  in what can be accomplished when we work together as a team. Give yourself 
an opportunity to get to know fellow members by participating in the brainstorming 
sessions, discussions and fun activities. Your participation will benefit all members of 
Minisa Chapter, but none as much as you through personal and professional growth. 
Committees will be assigned and will have an opportunity to begin working on the goals 
for their specific committee after a brief training session.  
 

Join the 2010-2011 Leadership Team! Be part of the chapter leadership team and take an 
active role in leadership service. No prior experience is necessary! Participation on a 
committee will enhance your personal goals and professional growth, plus give you a clearer 
understanding of the inner workings of IAAP. Wondering which committee might be the one for 
you? A summary of the responsibilities of each committee can be found in the chapter roster, 
and the August 2009 Pow Wow. Detailed descriptions are in the officer and committee 
guidelines and bylaws and standing rules. 
 
It is exciting to be part of a committee “team”. You will have FUN getting to know other IAAP 
members and will gain a sense of pride and accomplishment seeing your work come to fruition. 
Accept the challenge to make a difference! 

 
 

P 
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WHAT: Annual Chapter Retreat 
 

WHEN: Saturday, June 26, 2010 
 

WHERE: Cessna Employment Conference Room 
 

COST: FREE to Minisa Chapter members!! 
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Microsoft Outlook ® Tasks Feature  
 
Microsoft Outlook is one of the most widely used software programs for e-mail, but if that is all 
you’re using it for, you’re missing out on a great productivity tool! Here are a few ways you can 
use the Outlook Tasks feature to keep track of your to-do list. 
 
Assign categories to your tasks.  
If you have many items on your task list, you may have found that viewing them all on your 
screen is too overwhelming to be helpful. However, assigning an appropriate category to each 
task allows you to group similar tasks, such as telephone calls or appointments, so you can look after several at the same 
time. You can create your own categories to replace or supplement the default categories supplied with the program. 
 
Enter deadlines and priorities for your tasks.  
Outlook allows you to sort and view your tasks by category, priority and due date, so entering this information will allow 
you to reap the benefits of using an electronic task manager over a paper to-do list. 
 
Create a task from an email message.  
Drag and drop a message from your Inbox into the Tasks folder to create a new Task. Edit the subject line and other 
details as needed, save the Task, and delete the message or move it to an appropriate folder. This is the electronic 
equivalent of taking a piece of paper out of your in tray, placing it in an action file on your desk, and adding it to your list. 
 
Attach relevant files to your tasks.  
Save time searching for information by attaching relevant documents to your Outlook Task for ready reference. With the 
Task open, simply click on Insert – File and browse to the appropriate file. 
 
Schedule time to complete your tasks.  
To schedule a block of time to work on a task, drag and drop it to your calendar, and edit the date and times as needed. 
By scheduling the task on your calendar you have made a commitment to get it done. This practice will also allow you to 
monitor how you are spending your time. It is helpful to schedule time at the end of each week to plan your schedule for 
the following week. 
 
 

�

 
Birthdays 

June Crawford (June 4) 
Carmen Stoner (June 18) 
Pat Troutman (June 25)  

Angela Conyers (June 27) 
 

 
Minisa Membership Anniversaries  

Jean Cale (1962) 
Margaret DeWitt, CPS (1981) 
Bobbie Frye, CPS/CAP (1992) 

Diane Walters PLS, CPS/CAP (1980) 
 

 
“Be generous with your colleagues and your competito rs. 
When people learn that they do well whenever they w ork 
with you, they will be more willing to come to you with 

opportunities.” 
 

Michael Masterson, Entrepreneur and bestselling business author 
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Linda McCurdy CPS, Photographer 
 

                           Garage Sale 

Board Meeting at Gander Mountain 

Chapter Meeting 



Pow Wow – June 2010 – Page 14 

 

 

 
 

�

 
 
 
 
 
 
 

����
����
����

 
�
�

�

���������	
������
�������
��������
��������
��������

��������������������
��
������������ ��!������

�
 

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

����

 

One-Minute Idea 
 
Your Attitudes Affect Your Health 
 
While you are striving to reach your goals, there may 
be some days when you do not feel the best. You will 
need to turn up the intensity on your positive attitude 
on days like this and maybe even exert a little more 
energy, in small doses, when you need to. 
 
“A professional is at their best regardless.” This 
statement simply means that, even though we may 
not always feel the greatest, we should always 
perform at the best of our ability in the moment. 
 

From On Being a Dog with a Bone, Peggy McColl 
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Whenever the word “another” appears in a sentence as a subject or as an adjective modifying a subject, 
the verb must be singular. 

Examples  
Another was chosen. 
Another staff member was asked to attend. 
One shipment went out this morning, and another is going out this afternoon. 
Another seven senior executives was let go around the same time. 

Other similar words that always take a singular verb are each, every, either, neither, one, and much. 

Examples  
Neither woman was available. 
Much work is required to get ready for the presentation. 
Each of us is going to work on a solution. 
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Bethel Banzhaf CPS/CAP 
P O Box 854 
Wichita, KS  67201 

 

 

 

MINISA CHAPTER 
  
 
 

Publications Committee: 
Chair:  Pam Dinwiddie  
Bethel Banzhaf, CPS/CAP 
Norma Farnsworth,  CPS/CAP 
 
 
minisachapter@hotmail.com 
 

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


