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2006-2007 Board of Directors

PRESIDENT
Sue Houser CPS/CAP
Sue.houser@spiritaero.com

VICE PRESIDENT
Bobbie Frye CPS/CAP
Bfrye@cessna.textron.com

SECRETARY
Cyndi Mullins CPS
Cyndi.mullins@spritaero.com

TREASURER
Shirley Yingling CPS

DIRECTORS
Marianne Eyles CPS/CAP
Linda McCurdy CPS

PARLIAMENTARY ADVISOR
Patricia Pickard CPS

PROGRAM: Understanding Company Financial Statements

SPEAKER: Don Roswurm

DATE: Thursday, May 3, 2007

TIME: 5:30 pm Networking
6:00 pm Dinner
6:30 pm Program (60 minutes for recertification points)

PLACE: Corporate Caterers Banquet Facility
3920 W Douglas, Wichita

MENU: Giant Pasta Tortellini: Cheese-filled mixed with Ham, Peas and
Alfredo Sauce; Chicken En Croute: sautéed with Mushrooms
and Shallots, wrapped in a Dough Pastry and baked, topped
with White Wine Cream Sauce; Vegetables; Tossed Salad;
Fresh Baked Rolls; Dessert; Coffee and Iced Tea

CosT: $13

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

Bobbie Frye CPS/CAP (work 517-3548)

no later than noon, Tuesday, April 3. 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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Well, I'm not sure whether to feel like a snowman or a duck. In any event, | hope we are finally
transitioning to sunshine and warm weather.

Minisa has had an awesome month!
| received the APW® Proclamation from the mayor at the City Council meeting on April 17. The

following members were in attendance: Margo Landis CPS, Bobbie Frye CPS/CAP, Monique
Richardson CPS and Diana Loux.

The April 5 chapter meeting was a fun evening with a great speaker. Dr. Julie Gilpin-McMinn spoke to us on If It's Going
To Be Funny Later — Why Wait? She did an excellent job and had us all laughing and learning at the same time. We hope
to have Dr. Julie back with us sometime in the near future. We had three guests join us, two of them found us on our Web
site and decided to visit. We really enjoyed having them. Two of our new members attended our April meeting and we had
several members celebrate anniversaries at this meeting.

Don't forget the Kansas Division Annual Meeting is coming up soon. The meeting will be hosted by KCK Sunflower
Chapter and will be held June 22-24 in Kansas City, Kansas at the Hilton Garden Inn. If you are planning to attend, please
be sure to get your registration form filled out and to Shirley Yingling CPS prior to June 1. Carpool sign-up sheets will be
available at the May meeting.

The April 14 field trip to Aunt Hattie’s and the Wichita-Sedgwick County Historical Museum was another fun event for five
Minisa members and one guest. We had a great time eating and looking around at all the fun things Aunt Hattie’s has to
offer. Our next field trip will be on May 12. We will caravan to Abilene to visit the Brookville Hotel and Eisenhower Library
and Museum. Please reserve this date on your calendar. Ruth Smith CPS will give further details at our May meeting.

The April 19 Education Seminar was held at the Best Western Airport Inn. We had a record number of attendees (80) and
we also had six seminar attendees who joined when they registered. All feedback has been exceptional and most
attendees felt they left with something beneficial to take back to their workplace. Thanks to all members, especially Bethel
Banzhaf CPS, who made this a very successful seminar.

Administrative Professionals Week® was April 22-28. Our APW® event was held on April 25 at the Hilton Homewood
Suites. Cyndi Mullins CPS and Jacki Redd did an excellent job planning the event. The room was very nice, food was
excellent, and networking was great. We had 12 members in attendance but did not have any guests.

Don Roswurm from Spirit AeroSystems will speak on Understanding Company Financial Statements at our May 3 chapter
meeting. Please make every effort to attend as Don always has good information and shares it in a fun way.

$haping the Future V€ are one month closer to the end of our chapter year and we are continuing to build our chapter at
W R an awesome pace. All our puzzle pieces are fitting together and to form the perfect chapter picture.

: Let's continue this pace for the final two months of our chapter year and keep striving to implement
Kansas Division President Betty White's puzzle pieces: Communicating, Connecting, Observing and
Expanding. In addition, please keep in mind International President Sandra Chandler's 5 C's:
Commitment, Continuing Education, Communication, Creativity and Connectivity. What an awesome
feat for our members to be able to finish our chapter year with a completed puzzle.

Pat Pickard CPS received the President's Star Search Award at our April chapter meeting. Pat is a wealth of information,
not just related to Robert's Rules of Order, but also the history of the Minisa Chapter. She attends meetings faithfully and
is always ready to answer questions form any member. If/when she decides to step down as Chapter Parliamentarian in
the next 30-40 years, her shoes will be hard to fill. Congratulations Pat!
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Dates to Remember
May 1 Board Meeting
May 3 Chapter Meeting; CLOSED business meeting — election of officers
May 4-5 CAP and CPS exams
May 17 POW WOW Deadline (e-mailed [minisachapter@hotmail.com] submissions are appreciated!)
June 5 Board Meeting
June 7 Chapter Meeting — installation of officers
June 16 Annual Chapter Retreat, 9 a.m.-3 p.m.
June 22-24 Kansas Division Annual Meeting, Hilton Garden Inn, Kansas City, Kansas
June 30 Leadership Orientation, 1-4 p.m.

\ July 29-August 1 International Convention and Education Forum, Tampa, Florida /

About Our Program and Speaker

Don Roswurm has been involved in teaching and facilitating for nearly 30 years. By the 1980s Don began work in the
accounting profession, making his way up to corporate controller of accounting of a Wichita manufacturing firm by 1983.
In 1986 Don joined the Boeing Company (Wichita Division) where he has been a financial analyst and corporate trainer
for the last 20 years. Don has trained groups in many Boeing locations, including Seattle, Chicago, Houston, Long Beach,
St. Louis and Wichita. In addition to his Financial Acumen offerings, Don is also an accomplished Leadership
Development trainer, training such topics as Front-line Leadership, Coping with Difficult People, Leading from the Middle,
Managing Anger, Project Management, Creating Value, etc.

In Understanding your Companies Financial Statements, Don will:

Review Corporate Financials Financial ratios

What are they What are they

Who reports them Why do companies and outsiders watch

Are they accurate financial ratios

Can we trust the data How do different companies’ financial
Annual Reports (hands on review) ratios compare

Annual reports contain company financial What's in it for me?

statements (and more) How can the office professional affect
Review 3 main company financial statements financial success

Balance sheet
Income statement
Cash flow statement

% COMMITTEE REPORTS

Administrative Professionals Week Committee Cyndi Mullins CPS and Jacki Redd, Co-chairmen

On April 25, Minisa chapter hosted the annual Administrative Professionals Week event held at Homewood Suites on the
Waterfront from 4 p.m. until 6 p.m. This year, our event was an after-work social/mixer which provided an opportunity for
attendees to socialize and network with fellow admins. Appetizers, beverages and cake were available. Jacki Redd and
Cyndi Mullins CPS, co-chairs, along with committee members Monique Richardson CPS, Ruth Smith CPS, Pat Coombs,
advisors Norma Farnsworth CPS and Lisa Baker CPS, and President Sue Houser CPS/CAP contributed their multiple
talents to organizing this event. Fourteen members braved the wet weather to enjoy the camaraderie and networking
opportunity.
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Publicity/Community Service Committee Year End Repo  rt
Monique Richardson CPS, Chairman

Publicity

| sent press releases for our business meetings to The Wichita Business
Team, and all local area newspapers, and a press release for the 2006
Executive of the Year to The Wichita Eagle Business Team and the Wichita
Business Journal. Press releases were also submitted for the Distinguished
Service Award, Outstanding Member of the Year, past chapter presidents'
recognition and the APW event to The Wichita Eagle. The Distinguished
Service Award was the only one published.

On April 3 Minisa Chapter rented an information table at the Career Fair
sponsored by Butler Community College at Towne East. We had brochures,
magazines, certification information, fact sheets on the profession, etc., to
give away. Most people were looking for education or job opportunities, but
several did stop to find out more. Bethel Banzhaf CPS, June Crawford, Cyndi
Mullins CPS, Jacki Redd, Patricia Coombs and Bobbie Fry CPS/CAP manned
the table in two-hour shifts, starting with set-up at 8:30 a.m. and packing up at
2:30 p.m.

Community Service

This year we had several community service opportunities. During the
holidays we adopted a single mother of four from the Wichita Women’s
Shelter. Minisa members raised money to purchase gifts from the family’'s
Christmas wish list and money to purchase food for their Thanksgiving meal.
On March 11, 2007 Diana Loux and Monique Richardson answered the
phones for the local KPTS pledge drive. This also gained us publicity
whenever IAAP was flashed on the screen as a sponsor.

Chapter History Committee
Linda McCurdy CPS, Chairman

Our next scrapbooking session is scheduled for May 19, from 1- 5 p.m. at the
office of Bethel Banzhaf CPS. Please mark your calendars to save this date
and time if at all possible. Any member is welcome to help.

Education Committee
June Crawford, Chairman

To date, we have only received scholarship application. Although the deadline
has passed, if | receive any more applications the committee will decide
whether or not to accept them. | mailed out the first applications in mid-
January; then | called the schools a month later to see if they had received
them, and still only received one application. If anyone has suggestions on
how to get more response, please let me know.

Seminar Committee
June Crawford and Bethel Banzhaf CPS, Co-Chairmen

Thanks to all the hard work of Minisa Chapter members, we once again had a
very successful education seminar with a top-notch speaker, Shari Peace.
We had many positive comments and from the laughter generated throughout
the day, it was evident we had fun while learning! Several ladies mentioned it
was just what they needed. The attendance was our highest ever — 80
registered with 75 in actual attendance. While no-one joined that day, they
learned about IAAP from us and our speaker, who talked about her CPS mom
and IAAP. We did not have as many vendors as previous years, but had the
right number for the space available.

The seminar income and expense statement is enclosed in this edition of the
Pow Wow. We had a record breaking net profit!!

THANK YOU MINISA MEMBERS - YOU'RE AMAZING!

Programs at a Glance

August 17, 2006

Report of IAAP International
Convention

Sue Houser CPS/CAP

September 7, 2006
Maximize Your Potential
Networking/Informational Reception

October 5, 2006

Assumptions and Needs: Impact to
Performance*

Jan Eaton, Spirit AeroSystems

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

December 7, 2006
Wyldewood Cellars Winery Comedy
Mystery Dinner

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

February 1, 2007
Let's Talk Strengths*
Sara Callendar, Cessna Aircraft

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

April 5, 2007

The New Partnership: Manager/
Administrator*

Monique Richardson CPS

May 3, 2007 (Annual Meeting: closed)

Understanding Company Financial
Statements*

Don Roswurm, Spirit AeroSystems

June 7, 2007 (Installation of Officers)
Understanding Sarbanes Oxley
Marva Benton, Cessna Aircraft

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



Pow Wow — May 2007 — Page 5

Membership Committee Bethel Banzhaf CPS, Chairman
WELCOM MEMBERS' Two more ladies took advantage of the special discount to join Minisa *(
Chapter and pay for the seminar registration at the same time. We had v‘)
three other new members join at the end of April. A big WELCOME goes to 0
I We're thrilled to have you in our
chapter and look forward to getting to know you! *(:)\

We enjoyed meeting three guests at our April meeting, two of whom found us on our Web site! Inviting colleagues from
your own company or an admin you interact with in another company is a great way to introduce them to the world of
IAAP and all we have to offer.

Telephone Committee Year End Report Patricia Coombs, Chairman

The telephone committee sent an e-mail with all pertinent meeting information to the members of Minisa Chapter each
month. Members in turn responded with their reservation. A list was then compiled and sent to the program chair,
president, treasurer and membership chair. The committee also made phone calls on occasion to get information to the
members in a timely manner and called those members not on e-mail to get reservations. The committee also made
phone calls to new members inviting them to their first meeting and to get pertinent information for e-mail distribution from
then on.

Ways and Means Committee Gayla Bridwell, Co-chairman

A big thank you to everyone for the used books and music CDs donated for the ways and means table at our educational
seminar. Also, special thanks to Norma Farnsworth CPS who manned our busy table the majority of the time during
breaks and lunch. The books and casserole covers contributed to the majority of sales for this event. Thank you to Bobbie
Frye CPS/CAP for packing up and storing the remaining used books. The committee intends to sell used books at our
next chapter meeting and Bethel Banzhaf CPS is willing to transport books to the Kansas Division Annual Meeting in
Kansas City. Plans are to sell the remaining books at Book-A-Holic.

Now that this large event is over, the committee will focus on ideas received from our members to generate new income.
Don't forget to reserve these dates in August to help us sell enchilada dinners:

August 11 — Haysville citywide garage sale

August 18 — Potwin Watermelon Festival

Please reserve the dates of these two very important chapter meetings. More details will be published in the June issue of
the Pow Wow.

CHAPTER RETREAT ON JUNE 16

This will be the seventh annual Chapter Retreat and the board would like all members to attend. This is a time of
relaxation, fun and a general brainstorming session so that ALL members can share their ideas and visions for Minisa
Chapter.

We will be setting committees and our chapter goals for next year. Each member is important to the chapter, and the
leadership team needs your input on where Minisa Chapter should be going. This is also a great opportunity for us to get
to know one another in an informal setting.

DATE: Saturday, June 16, 007
TIME: 9 a.m. to 3 p.m.
PLACE: East Hampton Estates, 2921 North Governeour,  Wichita
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LEADERSHIP ORIENTATION ON JUNE 30

The Leadership Orientation is crucial for all incoming and outgoing officers and committee chairs to attend. This is the
time for the outgoing officers and committee chairs to train all the incoming officers and committee chairs. Any members
who would like to learn more are welcome to attend even if they will not be in a leadership position for the 2007-2008
chapter year.

DATE: June 30, 2007
TIME: 1 p.m. to 4 p.m.
PLACE: to be determined

Birthdays Service Anniversaries
Mary Spachek (1) Sue Houser CPS/CAP (2002)
Janet Southards CPS (1988)
Paula Iman (2002)

News From Around The Association . . .

KANSAS DIVISION ANNUAL MEETING — June 22-24, 2007 — Kansas City

/ The 2007 Kansas Division Annual Meeting will be held in Kansas City,
Kansas, and hosted by KCK Sunflower Chapter at the Hilton Garden
\ ‘ Inn, 520 Minnesota Ave., Kansas City, KS 6610. Telephone: 913-342-
7900.
L

The activities begin on Friday afternoon, June 22 with Trips and Tours

7/
<l
% 1163,
which will include the C. W. Parker Carousel Museum and a driving

1
They a \hangm" - tour of Historic Fort Leavenworth. The Opening Event is an evening of
J , - food and fun at Dave and Buster’s, including games in the Million
(Bob Dollar Midway. Join in the fun and make new friends from other
e chapters!

Division business will be conducted on Saturday when the chapter delegates vote on Division and International proposed
rules and bylaws amendments and elect the Division officers for the next year. We will honor CPS/CAP holders and
instructors at the luncheon on Saturday. The Awards Banquet on Saturday night is a chance to dress up and celebrate
Kansas Division’s accomplishments for the year. The banquet includes the installation of the 2007-2008 officers, the
incoming president’s remarks and recognition of Kansas Division members and chapters, including Member of the Year
and Chapter of the Year.

We are honored this year to have International President-elect Judy McCoy CPS/CAP present a two-hour workshop, Take
Charge of Your Success and Kay Enlow CPS/CAP, past international president, present Change . . . Friend or Foe — It's
Up to You!

Register by June 1 at $85; after that it is $90. Minisa Chapter will pay for members’ early bird registrations only ( the
Friday events). Brochures/registration forms are available either by e-mail from any Division officer or the Division Web
site http://ksdivision.freeyellow.com, chapter president, or at the chapter meeting. Everyone is responsible for making their
own hotel reservations at the Hilton Garden Inn. A block of rooms has been reserved at the special Kansas Division IAAP
rate of $112.41 (includes tax) until May 22.

If you have not attended a Kansas Division Annual Meeting before, we encourage you to do so. It's a great time for
networking and building relationships with other IAAP members. You also gain a better understanding of what IAAP is all
about. There will be a carpool going from Minisa Chapter, so come join us!
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INTERNATIONAL
PromoCorp is the new IAAP Emblematic Merchandise Su  pplier

IAAP is excited to announce that we have reached agreement with PromoCorp based out of Alexandria, Virginia, to serve
as IAAP's emblematic merchandise supplier. The online store should be available by the first part of June for members to
place orders. Officer pins should be available immediately once the online store is available.

PromoCorp will not be able to take orders until the online store is up and running. Due to the contractual
obligations and the transition from Russell-Hampton to PromoCorp, officer installation pins may not be available until after
annual meetings have taken place and we apologize for this inconvenience. This occurred because we have been
reducing the inventory on hand at Russell-Hampton at the same time we are developing our new contract agreement with
PromoCorp. This has caused an interruption in our ability to provide some items during this transition as those items are
exhausted from Russell-Hampton’s inventory.

PromoCorp will require upfront payment for purchased items (either by check or credit card), so purchase orders or CODs
will not be accepted. Look for notice of the grand launch of the new IAAP online store in June.

Linda McCurdy CPS, Chapter Photographer
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How To Introduce A Speaker

How many bungled introductions have you sat through? If you don’'t want to make the same mistakes, give it some
thought and you will make the event more successful — and establish your professionalism.

The purpose of an introduction is to gain the audience's attention and to motivate the audience to listen.
Your task as introducer is to communicate effectively to the audience about the speaker. The focus should =
be on the speaker, not on you the introducer. Don't take the task lightly. The speaker deserves the best @

introduction you can give — one that summarizes and emphasizes important information.

Remember the purpose of the introduction by thinking "TIS". Topic: What will the speaker
talk about? Importance: Why this topic for this audience? Speaker: Who is the speaker
and why this speaker for this topic? These are the questions you must answer for the
audience in your introduction. There is a tendency to over qualify the speaker. If the
speaker is a PhD, don't mention their high school achievements. ’

Keep it brief . For informal gatherings 30 seconds is plenty. For larger events, aim for no
longer than a minute. Under certain conditions (a very formal event with a very important
speaker) you may need to speak for two minutes. Ask the speaker to send you a resume or their own written
introduction. Ask the speaker if you must read it as is. If it appears too long or disorganized suggest changing it, but
never change the written introduction without asking.

Learn how to pronounce the speaker's name . As with any public speaking, practice reading the introduction out
loud several times before the event. This will help you avoid stumbling over words and the speaker’s name.

Walk to the lectern with confidence. Arrange your notes and adjust the microphone. Take a breath. Look at the
audience and smile.

Speak your introduction. Climax your introduction with the speaker's name, which is her or his cue to come forward.
Pause before stating it, state it clearly, and raise your voice a bit: “I am pleased to present [short pause] . . . Mr.
Donald Smith.”

Wait at the lectern until the speaker arrives. Shake his or her hand and step back from the lectern, handing it over
symbolically to the speaker.

Thank the speaker after the presentation.

The 10 Most Common Table Manners Sins at Business M eals

Chewing with your mouth open, or speaking with food in your mouth.

Putting used cutlery back on the table.

Holding the knife like a dagger and the fork like a cello.

Indecisive ordering and finishing the meal well before or after everyone else.

Using a cellular phone during the meal.

Putting keys, phone, gloves, purse, or similar objects on the table.
Picking or poking your teeth.
Flapping the napkin and putting it on the table before the end of the meal.

© © N o gk~ w NP

Slouching, squirming in, or tilting the chair.
10. Leaving lipstick smears.

Source: The Complete Idiot’s Guide to Business Etiquette
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Jean Adrian: Jean’s 54 year old daughter and son-in-law were involved in a car accident on April 18, and her daughter
died as a result of terrible head injuries. The funeral was the following Monday. Jean was a member of Minisa Chapter for
25 years and very close friend of Agnes Pinkowski. Her other daughter is still recovering from severe injuries sustained in
a horse riding accident several years ago. Please keep Jean in your prayers; she’s a sweet, wonderful lady..

Linda McCurdy CPS: The year 2007 has been very busy for me with bridal showers and helping my daughter Jeannie
with her wedding. Just two weeks prior to the wedding, | also spent time at my daughter Christie’s in lowa when she came
home from the hospital after giving birth to a premature baby that she had only carried six months. He weighed 1 |b. 7 oz.
The baby suffered a massive brain hemorrhage and was only two days old when the decision was made to remove his
ventilator. The following week, | spent time at Jeannie’s in Olathe because she had gallbladder surgery just 10 days
before her wedding. Jeannie and | also attended the memorial service for my grandson while | was with her. | returned
home three days before the wedding. Somehow everything was done and the wedding was fabulous. My mother Jean
Cale was able to attend and had a great time! | want to thank all of you who sent e-mails and cards when | lost my
grandson. | appreciate your thoughtfulness. | also want to say a very special thank you to Marianne Eyles CPS for taking
charge of the Chapter History scrapbooking sessions while | was busy with bridal showers and the wedding, and also
thank you to the committee members for continuing to work on the scrapbooks. Minisa Chapter members are always
supportive, and | truly appreciate it.

Mary Spachek: Mary's mother has been diagnosed with stage three cancer. She reports her mom is doing okay but there
is another spot they are watching that they think might be cancerous. Please keep the family in your thoughts and
prayers.

Dress for success . . . but pay less! )
e
The Working Woman'’s Shop =&
A Consignment Boutique
Women's Clothing - Casual to Formal
Home Décor and Gifts
2075 N. West St. T-W-F  10:00-5:30
Wichita KS 67203 Th urs  10:00- 7:00
316-943-3388 _ Sat 10:00-4:30 For a current book or to place an order call:
www.workingwomanshop.com (316) 776-9372 or email : iluvavon@cox.net
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Bethel Banzhaf CPS
P O Box 854
Wichita, KS 67201

MINISA CHAPTER

Publications Committee:

Editor: Bethel Banzhaf CPS
minisachapter@hotmail.com

Staff: Andrea Beer

Pam Dinwiddie

Norma Farnsworth CPS

Patti Ferguson CPS/CAP

Cindy Reints

Ruth Smith CPS

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

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

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

receive incentive points. RATE:

$15 for 11 issues

Advertising is accepted on a

DEADLINE REQUIREMENTS
Submit check with your

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

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



