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MS Office ® 2010 Overview
Karen Skillman, CAP
Thursday, May 5, 2011

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

Spiritual Life Conference Center
7100 E. 45th St. N., Wichita

Bacon Wrapped Steak, Russet Potatoes, Squash, Garden Salad,
Dessert, Coffee, Iced Tea

$13.50 for dinner; $4 for meeting only
*** | ate Cancellat ions and No Shows will be billed

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

to cancel your reservation please contact:

Jocelyn Pickard (work 946.3289)

no later than noon, Monday, May 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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If April showers bring May flowers, what do May flowers bring? Pilgrims!

Did you make May Day baskets, hang them on your neighbors’ and relatives’ doors, knock, and hide in the bushes to
see their reaction? How about May poles? All the sixth-graders in Wellington gathered at the Municipal Building for a
May Day celebration when | attended Lincoln Elementary School. The highlight of the event was the winding of the May
pole. | don’t know that anyone still honors the arrival of May with baskets or May poles. | challenge each of you to make
at least one May Day basket for someone special in your life. Fill it with the traditional flowers, candy, or even fishing
lures. | guarantee a smile in return.

The April 22 Education Seminar was a resounding success. | haven't seen the “official” survey results, but have
received several very favorable comments on the speaker and the seminar overall. Susan Meyer presented What the
Heck Just Happened: When Bad Behavior Happens to Good People; Susan’s presentation was very energetic and
interactive and included tips for dealing with DRIPs (Difficult Rude Irritating People). We had a variety of vendors who
were all very generous in donating items for a drawing. To those of you who were lucky enough to win a prize (or two),
congratulations! Please support these vendors when you can so they’ll keep coming back. Hopefully, we'll see some of
them again at KDAM. A HUGE “thanks” goes out to the Seminar Committee (combined Education, Membership and
APW committees) for all their hard work in making this year’s seminar another success.

Betty White, CPS presented SHED or You're Dead at the April 7 meeting. “Shedding” — accepting change, adapting,
being willing to learn new things and to share that information with others — will help us grow with less stress and enjoy
our work more. Betty is the 2010-2011 Kansas Division treasurer and Minisa Chapter liaison.

Our second annual Friendship Tea is Saturday, April 30. | hope to see many of you there. If you were unable to attend
this year, make plans now to attend next year. A fun time will be had by all.

Don't forget to register for Kansas Division Annual Meeting (KDAM), June 17-19 at the Hyatt Regency. The registration
form should be available before the May 5 meeting. Reminder: As the host chapter for KDAM, we need to provide a
small gift for each attendee. We anticipate about 50 attendees, so each Minisa member is asked to provide a gift and
gift bag. You can bring them to the May meeting or make delivery arrangements with any board or KDAM committee
member.

At our April 28 board meeting, the board discussed possible dates for our annual retreat. Standing Rule #1 states that
we have to conduct the retreat before June 30. After considerable discussion, we decided we already have a lot going
on in June, what with the chapter meeting, getting ready for KDAM, and KDAM itself. The board recommends May 21
as the date for this year’s retreat. We'll bring this before the membership at the May 5 meeting.

We have a full ballot for the May 5 election of officers for 2011-2012. Please make every effort to attend the meeting to
vote. Installation of officers will be conducted at the June 2 meeting.

President Jocelyn Pickard, by virtue of her office as president-elect \
President Elect Diana Smith

Secretary Teresa Virden \
Treasurer Cyndi Mullins, CPS/CAP ~
Director 1 Deb Moody, CPS/CAP ‘
Director 2 Margie Williams

There is still time for you to become a Member of Excellence. If you have questions about the criteria
or ideas on how you can meet them, contact any board member or current MoE for assistance.

S
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’



Pow Wow — May 2011 — Page 3

-

Dates to Remember

May 5 Chapter Annual Meeting — closed business meeting for election of officers

May 6,7 CAP, CPS exams

May 16 Pow Wow Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!)
May 24 Board Meeting

June 17-19 Kansas Division Annual Meeting, Hyatt Regency — Wichita

\ TBD Annual Chapter Retreat /

Karen Skillman, CAP is the owner of KJS Computer and Training Services in Topeka, Kansas, offering service,
training, and consulting in computer technology and finance for small businesses and individuals. She holds a Business
Management degree from Baker University. She is involved in several organizations including the International
Association of Administrative Professionals Heartland Chapter, NE Kansas Executives Networking Group, BBN, and
Business Women’s Networking Group.

Karen’s involvement with IAAP includes being the chartering president of the Heartland Chapter in Emporia Kansas. She
has also served in the following areas for Heartland Chapter: vice president, secretary, on numerous committees, taught a
CPS certification class, and passed the CAP exam.

In MS Office 2010 Overview , we will look at new features and tools how to available with this version of MS Office,
including the best productivity experience across the PC phone and browser.

Things you are going to love about Office 2010
* Bring ldeas to Life - PowerPoint

Take Control of your Email and Calendar — Outlook * Photo Editing

» View Conversation * Video Editing
» Cleanup * Broadcast Video
* Ignore Conversation Plus ...
* Quick Steps * OneNote — Ideas Connected Intuitively

* Work Better Together - Word - BackStage * Any content on page

» Create Powerful Data Insights — Excel — * Tag and Search

Sparklines and Slicer *  Web Apps — Use Office Anywhere

 BPOS - Office Lights up — Enterprise ability
for small and mid-sized companies

COMMITTEE REPORTS

#Z

Education Committee June Crawford, Chair

Our scholarship recipient is Caitlyn Idleman, a student at Northwest High School. | have written her a letter telling her we
will be awarding her a certificate regarding her scholarship and asking if she will be available on the May 5 meeting. |
have also sent a letter to the other person who applied to tell him he did not get the scholarship.
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Nominating Committee
Marianne Eyles, CPS/CAP, Chair

The Minisa Chapter Nominating Committee is pleased Jﬁ% ;\/{

to present the following slate of officers for the 2011-
2012 year:

President : Jocelyn Pickard, by virtue of her office as president-elect

President Elect Diana Smith

Secretary Teresa Virden
Treasurer Cyndi Mullins, CPS/CAP
Director 1 Deb Moody, CPS/CAP
Director 2 Margie Williams

Nominating Committee members are Marianne Eyles, CPS/CAP (chair),
Margo Landis, CPS/CAP, Deb Moody, CPS/CAP, Diana Smith and Jenny
Stephens, CPS.

Nominations may be made from the floor prior to the election and such
nominees shall be entered on the ticket, provided they have consented to the
nomination. Nominations from the floor must receive two seconds.

According to the chapter bylaws (Article IV, 7): A majority vote of the
members having voting privileges and present at the annual meeting shall be
required for election, which shall be by ballot.

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

Our annual Education Seminar on April 22 at the Hotel at o
Oldtown went off without a hitch. We had 62 registered
with three “no shows”. Everyone seemed to enjoy the day. Our speaker,
Susan Meyer, did an outstanding job, and interacted very well with the
audience.

Thanks to Diana Hinson, we had a good variety of vendors which helped
offset the costs of the seminar. The final figures are not complete but we did
make a profit of over $2,000. Along with paying for their seminar registration,
four ladies also joined the chapter, and one new member joined during the
seminar!

The Hotel at Oldtown organized a special reception for us during the
afternoon break in the lovely hotel foyer. There were soft drlnks cookles and
mini cheesecake, and a tour of several . 2 ¥
hotel rooms for those interested. We
greatly appreciated this special treat.

A big Thank You to everyone for all your
help and for networking with our guests.
It was great to see your smiling faces so
early in the morning.

have already reserved the conference room again for next year’'s seminar, so
mark the date on you calendars: Good Friday, "#$ %

Special thanks to those who helped get the flyers and folders put together,
set up the room and helped in other ways! We couldn’t do it without you!

& ( #

August 5, 2010
K-9 Search and Rescue
Karen Fillenworth

September 2, 2010
Dysfunction Junction*
Michelle Lohrengel

October 7, 2010
The Heart of a Leader*
Sharon Taylor, CPS

November 4, 2010
Resume Magic

Kyelene Flaming, PHR
Membership Recruitment

December 2, 2010
Christmas Social
White Elephant Gift Exchange

January 6, 2011
Event Planning and Organization*
Krista Blaes

February 3, 2011

Expanding Your Skills through
Volunteering*

Cheryl Nuebauer

March 3, 2011
Communicating with Difficult People*
Mona Drouhard, MSEd

April 7, 2011

Protect Your Health: Ergonomics in
the Workplace*

Muci Chali Zarzar

May 5, 2011 (Amual Meeting: dosed)
Windows 7 ® and MS Office ® 2010*
Karen Skillman, CPS/CAP

June 2, 2011
Making a Winning Presentation*
Peggy Gross

Installation of Officers

* CPS/CAP Recertification Points Awarded
— 60 minute programs
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Administrative Professionals Week Committee gAWWW

Bobbie Frye, CPS/CAP, Chair

The committee invited Mayor Carl Brewer to attend the Minisa Chapter-sponsored @W% 5“%

education seminar to be held at the Hotel at Oldtown on April 22. Before the SN g
proclamation, Jocelyn Pickard and Cyndi Mullins, CPS/CAP gave a short presentation ,/
about Administrative Professionals Week. During the presentation, the APW Committee

handed each attendee specially packaged Ceros chocolates in commemoration of APW.

What a treat!

Mayor Brewer presented the Administrative Professionals Week proclamation to President Smith and was able to join us
for lunch. If you were unable to attend the seminar, a video of the presentation will shortly be available on the chapter’s
website.

Jocelyn talking about APW Bobbie distributing chocolates Ruth welcoming the Wichita mayor

Mayor Carl Brewer reading APW proclamation  Presentation of proclamation to President Smith Mayor Brewer with Minisa Chapter board

+Il ! *1 , *!&" ll_.

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! Jocelyn Pickard, president elect, will be distributing a
Volunteer form and a Suggestion form to all members. Please take a few moments and mark what committees you'd like
to help with next year on the Volunteer form. Then look at the Suggestion form — even if you don’'t have ideas for all
categories, fill in what you can and then send both forms back to Jocelyn. These completed forms are a great help to the
board and committee chairs as they begin planning chapter priorities and activities for the next IAAP year.

FYlis 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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Please return your completed Volunteer Form and

Suggestion Form to President-elect Jocelyn Pickard

so she can tally the information before the chapter
retreat.

Your input is important to the chapter leadership in
planning for next year. What are your professional
goals, and how can the chapter help you meet those
goals? What activities/programs would you like the

chapter to consider? How can your IAAP membership
be more beneficial to you?

Welcome Wembers!

(& *( /]

0+* 1% is the deadline to submit your application for the Member of Excellence award!
Be sure to track your points in your quest to be a MoE. It's not too late — why not review the

criteria and see how many you have met already?
Renew membership on time
Serve as a committee member
Recruit at least one new member

Sign Member of Excellence Commitment Agreement

All the information you need — criteria for attaining Member of Excellence, answers to
questions, forms for submission — can be found online at
http://pathways.iaap-hg.org/IAAPHQ/Pathways/MemberofExcellence/Default.aspx

£~ Member of Excellence =4

For your convenience, the forms, audit suggestions, and worksheet are posted on the
homepage of the chapter’s website: http://www.orgsites.com/ks/MinisalAAP.

* 2# 3

John Wooden, a Hall of Fame basketball coach, once
said, “It's what you learn after you know it all that
counts.” If you want to grow your organization — and
prepare others to follow in your footsteps — YOU have to
remain teachable.

So you're a good leader — people listen to you, look to
you for advice — they respect you. This is a danger zone
for leaders: it's easy to fall into being content with the
status quo.

So why should leaders continue to work on themselves
and their skills? John C. Maxwell says the answer is
simple:

Your growth determines who you are.

Who you are determines who you attract.
Who you attract determines the success of your
organization.

Teachability requires us to admit we don't know
everything; we have to check our ego. And it's important
to remember that much of learning is an outgrowth of the
mistakes we make and what we learn from those
mistakes. Or, as Teddy Roosevelt said, “He who makes
no mistakes, makes no progress.”

So try something new. Go out of your way each day to
do something different that will stretch you mentally,
emotionally, or physically. Challenges change us for the
better.
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Upcoming Deadline Mock Exams

and Exam Dates

August 15, 2011 CPS, CAP Study Group TBD
Application deadline for the Contact Deb Moody,
November 4-5, 2011 CAP The coordinator is Deb CPS/CAP (316) 523-3428
and CAP-OM exams Moody, CPS/CAP. Please

contact Deb if you are Exam Site
May 6 — CAP exam interested in joining the group. | TBD

May 7 — CPS exam

=

Certification Committee Deb Moody, CPS/CAP, Chair

We are pleased to let you know several new certification publications are now available. All of these materials are for the
new November 2011 exams, and are on the main website under Certification > Certification Changes, www.iaap-hg.org.

The Exam Guide: Certified Administrative Professional
http://www.iaap-hqg.org/sites/default/files/pdf/certification/ CAPExamGuide.pdf

The Exam Guide: Organizational Management specialty
http://www.iaap-hqg.org/sites/default/files/pdf/certification/ OMExamGuide. pdf

Application for the CAP exam and the Organizational Management specialty exam
http://www.iaap-hqg.org/sites/default/files/pdf/certification/ CAP_OM_Application.pdf

Job Function and Employer's Statement for new CAP candidates
http://www.iaap-hg.org/sites/default/files/pdf/certification/JobFunctionEmployerStatement.pdf

The Exam Guides include general information on the CAP rating and Organizational Management specialty exam,
outlines for each exam, bibliography of college texts used to write the exams, tips on how to prepare for the exams,
materials that may be used for broad overview, and suggestions on how to start a study group.

Headquarters has also released two new promotional brochures on the IAAP certification. One brochure is aimed at
administrative professionals, and the other toward executives. We will let you know when those brochures are available
through our distribution department and online bookstore.

Birthdays

- - ) : :
None N Minisa Service Anniversaries

Rachel Bournival (2010)
Cindy Cachard (2007)
Sue Houser, cps/cap (2002)
Donna Shrader (2010)
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Dedicated to Office Administration’s Finest!

The intensive study began to take its toll

On Lisa, Bethel and Ruth

But they hit the books, shook off all those looks
In their relentless pursuit of the truth.

“A Trojan horse, are you serious?” they asked
Yes, Margaret, Marianne and Norma

“My study was wrong, | do not belong

There’s no way I'll find out that | passed!”

But they kept their thoughts on the prize; did not go astray
Rock on Bobbie, Diana and Sue

You are the best of the best and smart as a whip

Soon we will shout shouts of woo-hoo!

It was harder than heck to pass those dang tests
For Linda and Margo and Shirley

Get plenty of rest, bring a number two pencil
The three of them showed up a tad early.

Green computing was the stumper that day

For Jenny and Diane and Deb

They'd studied about buses, page printers; weird stuff
And questions on the World Wide Web.

But now looking back at the journey begun
And finished with receiving the prize

We all would agree; it’s a quest for the best
Just watch as the cream starts to rise.

So my words to you as this elite group dines

Decisions define who you are

You have taken the high road and have not looked back
Congratulations on being a star!

Written by Deb Moody, CPS/CAP and presented at the chapter Certification Lunch

7"** &8*" & 99* :* * * (*

If you frequently design PowerPoint presentations for yourself or your manager, do
you know the most annoying PowerPoint habits? Dave Paradi, co-author of Guide to
PowerPoint, recently published survey results which showed that the following factors

are most annoying to audiences:

Speakers reading slides to the audience—67.4%
Slides containing full sentences instead of bullet points—45.5%
Using text so small the audience can'’t read it—45.0%

Paradi offers one free online PowerPoint assessment that you can use to evaluate how effectively you are using this
important presentation tool. Visit thinkoutsidetheslide.com and click “Effectiveness Assessment” under “Learning
Resources for Presenters” at the top of the home page.

Message from Colleen Neill, CPS/CAP

Please accept our heartfelt thanks for all of your cards, your prayers, and your support during these past few weeks as we
have had to deal with losing our son, Jim. We are continually amazed by all of the caring and compassionate calls and
cards that we have received, and are still receiving. Please know that when some of my IAAP friends came to Jim'’s
service in Kansas City that day, that helped us so very much. Richard turned to me and said, “Your IAAP family is here,”
and now he understands even more clearly what this organization means to me.

We are, unfortunately, on a familiar journey down this road of loss; and it is a long, dark and dreary trip. It really helps us

immensely to know that we have such caring people in our lives who are willing to lend a kind ear on the days that are
more than we can handle. Thank you, thank you, thank you . . .

Colleen and Richard
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KANSAS DIVISION PASSION
& *-* PURPO
May 10 — Membership Recruitment Contest entry form due to KANSAS DIVISION

President Elect Houser

May 15 — Professional Development Record forms due to chapter president

May 15 — Individual Star Recruiter Contest entry form due to President Elect Houser
May 25 — Division committee reports to President Taylor

May 20 — Member of the Year nominations to President Taylor

May 20 — Chapter annual reports to President Taylor

The Division President’s Recognition Award nominations may be submitted to President Taylor any time.

& +#* ",0+*<6 %
Co-hosted by the Kansas Division board and Minisa C  hapter Wichita, Kansas Hyatt Regency downtown

KDAM will begin on Friday afternoon with two options for Trips and Tours: Tour A is a trolley ride to Old Town and tour of
the Museum of World Treasures; Tour B is a tour of Spirit AeroSystems and the Aviation Museum.

The Friday evening opening event is the Great Decade Party, celebrating IAAP’s 69 years. There will be prizes for the
best costume, a decade trivia quiz, and a talent show. What a fun way to get to know members from different chapters of
the division! Minisa’s decade is the 1990s so start working on your costume and rehearse for the talent show if you're so
inclined! These two events are fundraisers for Minisa Chapter so the more the merrier.

The official annual meeting begins with the business session on Saturday morning where we will vote on proposed
amendments to the division bylaws and elect the division board for 2011-2012. There will be a vendor show, silent auction
and an awards banquet in the evening where we celebrate our accomplishments this year.

Two workshops — Saturday afternoon and Sunday morning — will qualify for a total of four recertification points.

It's not too late to register! Individual event registration may be an option for you if you cannot attend the full conference.
Forms and other division documents/information are available on the division website: http://www.iaap-kansas.org.

INTERNATIONAL

7"&( "™ -* "3 (*36"&8

EFAM: | have to say a few words about EFAM, especially to those who are debating on whether or -
not to go. Since that first convention | attended over 15 years ago | keep going back for a myriad of

reasons and for one strong one: | always learn something that makes me more valuable in the v
workplace. Professional development is essential to every person serious about his or her career. If

you're involved in IAAP, | know you're serious about learning all you can to become indispensable in
the office. And, I'll admit, I've made so many lasting relationships in IAAP that | enjoy renewing Mary Drow:CAP
those every year. Don’t miss EFAM in Montreal this year. yrzied s el

Pathways to Excellence: P2E submission deadlines will arrive soon. Don’t miss submitting your Chapter of Excellence
or Division of Excellence forms. The deadline for chapters and divisions is July 5. For member submissions the deadline
is June 30. For more detailed information, including criteria and the audit process visit the Pathways to Excellence
website.

IAAP Privacy Policy: We value your privacy as IAAP members. We have a new JAAP Privacy Policy that you'll want to
familiarize yourselves with. For more information go to http://www.iaap-hg.org/events/conferences/efam.
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communication, and being able to write effectively and persuasively is a core
executive skill. Growing recognition among executives of the importance of
good writing is evident in the growth of business writing instruction.

This may be a digital world, but the written word remains the fundamental tool of

As an administrative professional with good writing and editing skills you will be
invaluable to your boss and set yourself apart within the company. Well-written
communication is a reflection of competence and reliability — for you personally, and the company you work for.

The style of business writing and standards for letters are continually changing. You need to keep abreast of these
changes so your work does not look dated.

Anyone can write an excellent business letter. The secret is identifying your reasons for writing and then organizing your
letter around them. Clear thinking leads to clear writing.

All business writing has a purpose: to inform, to document, to instruct, to persuade. All that truly matters is that your
writing accomplishes its purpose. Think about your reader: To whom am | writing? What do | want to say? What action do
| want my reader to take?

There are four basic steps to writing:

Pre-Write Draft Revise: read through Refine: read through
Purpose Opening: Consider reader Polish line by line
Audience -Introduce topic Check details and Precise meaning

Gather information Middle logic Spelling (especially

List main points -Supply details Consider tone names)

Arrange in order Closing -Appropriately Correct grammar,
-Identify action professional punctuation, etc.
needed

a) Purpose : a simple letter depends on clarity of thought.
Plan before you write: think carefully about what you plan to say. Writing down your plan helps keep you on track
and saves time later. What is your overall goal?

There are four reasons to write a letter:
1. To convey or request information
2. To persuade
3. To complain
4. To compliment

Define your message. Once you know that the hardest part is written. Everything in your letter should be directly
related to the primary message.

b) Keep the reader in mind : the challenge is to get what you want without offending.
Who is the reader? Does he have knowledge of the topic or terminology? Empathy with your reader makes letters
easier to write. Failing to grasp another person’s point of view is a common pitfall. Be sensitive to the way
someone will read your letter; careless use of words can pervert your meaning. If you expect a response, state
what it should be and when.

c) General principles
There are four parts to a letter:

1. Opening — state the purpose as quickly as possible.
Draws attention
Sets the tone

2. Expansion
Defines purpose
States priority
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3. Action
Outlines response
Sets deadlines
4. Close — never close passively; ask for a response that is specific and timely.
Creates the response
Leads to action

Next, revise your letter for reader friendliness:
Frequent paragraph breaks
Lists catch the reader’'s eye and allow the writer to condense writing into phrases rather than sentences
Wide margins
Section headings

Break up your revising into parts:
Big Revising: skim through your document looking for the big picture: overall content and organization of
your work.
Middle Revising: next, quickly read for clarity, simplicity and conciseness. Eliminate excess verbiage.
Little Revising: now look at the details — spelling, grammar and punctuation.

Refine:
Review your first draft. What is the main message you want to convey? Remove anything that is not
directly related to that message.

Make your writing concise. We write twice as many words as we need. William Zinsser’s classic book, On
Writing Well, suggests we can eliminate half the words we write, as we often fill our documents with words
that do no work. Eliminate needless phrases: “Performed an evaluation of . . . “ means you evaluated. “Made
a decision . . . “ means you decided.

Using passive voice weakens your message and adds extra words. . 4
Changing “A decision was made by the committee.” (passive voice) to
“The committee decided” (active voice) reduces a seven-word

sentence to three words.

Write shorter sentences and use shorter paragraphs: 10-17 words per
sentence and 5-7 lines per paragraph. If paragraphs are more than 10
lines, break them into shorter paragraphs. Don’t use a big word when a
small one will do: use, not utilize; end, not terminate, ask, not request.

Proofread:
The final step before sending any letter is to print it and ask at least one other person to proofread it for you.

¢) Brainstorming guidelines
When you have writer’s block, or are not sure where to start, try brainstorming. Brainstorming, or freewriting, is the
very rapid creation of lots of unedited ideas. It temporarily lets perfection go for the sake of high output creativity.
Write as much as you can as fast as you can. Don’t worry about spelling, grammar, punctuation — save those for
editing later. The best attitude to have when writing is to relax perfectionism temporarily — brainstorm now, organize
and perfect later. If you stop to perfect your writing at this stage, you will interrupt your creative flow.

Think energy.

Write as fast as you can.

Start anywhere.

Free yourself.

Accept every idea.

Record as many ideas as possible.

Write everything down; use abbreviations.
Ignore spelling, punctuation, sentence structure, etc.
Prevent self-criticism.

Jump freely among ideas.

Write until you burn out; rest, and repeat!
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After brainstorming comes the organizing phase. Put the most important things first and last — busy readers
tend to notice the beginning and ends of documents, then lists. A new paragraph signals that a new topic (part) is at
hand.

d) Grammar and punctuation
Punctuation has been described as a courtesy designed to help readers understand a story without stumbling. It's
the equivalent of good manners.

Punctuation is an endangered species — we see signs every day for banana’s, or CD’s sold here, or 100’s of articles,
or the judges decision is final. The Internet age has been blamed for the decline; on the other hand it has made
language education more important than ever. Websites, web articles, blogging, etc., tell a great deal about
companies and individuals — we tend to mistrust a company that does not exhibit basic English skills.

Tweaking your grammar and punctuation skills (including the correct spacing for _ _
punctuation) will make you look more professional and impress your boss and clients. Punctuation . . . Is
o _ o o _ the equivalent of
Spelling is extremely important in written communication. It sends a signal that you

o 2 good manners.
are — or are not — educated, intelligent, aware and careful. W hether you are writing to
a customer, boss or co-worker, be sure to check all spelling, especially names.

Do not use contractions or abbreviations (e.g., Mon. for Monday) in business writing. A few contractions are
acceptable in some business letters in order to set a friendly tone. Spelling contractions, such as thru, are never
acceptable.

In an age of technology, writing skills and professionalism are more important than ever. You will gain recognition by
preparing professional-quality letters and documents and show your boss you can shoulder more responsibilities and
writing assignments.

Being able to communicate clearly is an essential professional skill, so write as well as you can, whenever you can. Your
document may be the first link a customer has to your business so make that impression count!

Written by Bethel Banzhaf, CPS/CAP
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Minisa Chapter is hosting the 68th 1"# 94

Kansas Division Annual Meeting
in Wichita, Kansas.

Hyatt Regency downtown

The IAAP theme for 2010-2011 is

What is your passion?
Do you have purpose?
Are you committed?

& *#18 % =

Sign up for any sub-committee

Chair a sub-committee

Sign up for an individual task
Need more information?

Contact Jenny Stephens, CPS at bgstephens@cox.net
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Bethel Banzhaf, CPS/CAP, Photographer

Inspirational message by Marie Guests and members Jenny and Terri
New member welcome Nancy, Sue, Sandy Speaker Betty White and Marianne
Margie and Margo Diane, Deb, Ruth Jeretta

Members Diana and Bobbie Cindy, Jocelyn, Jenny, Lisa
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Can membership in IRAP® make
life easier at the officed
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Do Chair Twists

Stretching increases blood flow to muscles and
helps you feel more alert. To do this at your
desk, sit up straight, lengthen your spine, twist to
the left and hold on to the back of your chair for
10 seconds before switching sides.

Stop whatever you're doing, roll your shoulders
back, open your chest and take four deep
breaths. This helps you relax, refocus and
refresh your mind and body so you can return to
that report energized.
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“Between” is used when referring to two persons or things. “Among” is used when referring to more than
two.

Examples
Let’s divide the work between Joe and Susan.
The work should be divided among the three project managers.

However, there seems to be an exception to every rule regarding English grammar.

In the previous example, the project managers are separate people. But, if you are referring to a group or
to geographical locations, then don't use “among.” You must use “between" even if there are more than
two.

Example (correct)

Between the five of us, we obtained over 500 signatures. (The five of us are a united group.)

The purpose of the meeting was to encourage discussion between the participants. (The participants are a
group.)

The train travelled between Salina, Newton and Wichita. (These are geographical locations.)

Dividers were placed between the pages. (Again, pages are considered a group.)
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Bethel Banzhaf, CPS/CAP
P O Box 854
Wichita, KS 67201
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