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PROGRAM: Stressed Spelled Backwards is Not Desserts

SPEAKER: Dr. Georgia Ohlberg
DATE: Thursday, May 6, 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

PLACE: WIBA Conference Room
445 N. Waco St., Wichita

MENU Chicken with Portabella Mushroom Sauce, Broccoli, Carrots
and Cauliflower, Caesar 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, March 29. 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 the sound of early morning lawn mowers is a good indication that spring has arrived. The temperatures have
been wonderful so we need to enjoy them while we can. It won't be long before we will be hearing the sound of air
conditioners running to cool down our homes.

Minisa has had an awesome month!

Our Annual Education Seminar was held on April 2 at the Hotel at Old Town. Mayor Carl Brewer joined us to deliver
the APW® Proclamation. He spoke on the importance of administrative assistants and how they keep offices running
smoothly. We had a record number of vendors this year. We also had 63 administrative assistants in attendance.
Thanks to everyone for all the hard work that made the seminar a success.

Don'’t forget the Kansas Division Annual Meeting, co-hosted by Johnson County Chapter and Kansas Division, is
June 11-13 in Overland Park. If you are planning to attend, please be sure to get your registration form filled out and
to Jocelyn Pickard prior to May 15 for the early bird fee. The chapter will pay the early bird registration for any
member who would like to attend.

Minisa Chapter is hosting a “Friendship Tea” Saturday, May 8. Tea will be served from 2:30-4:30 p.m. at the Wichita
Independent Business Association conference room located at 445 N. Waco. Members are encouraged to bring
family and friends with them.

Dr. Georgia Ohlberg will speak on Stressed Spelled Backwards is Not Dessert at our May 6 chapter meeting.
Please make a special effort to attend to hear what good information Dr. Ohlberg has to share about stress. With so
many people losing their jobs within the last year, stress is certainly being felt by some who would normally not be
affected.

Applications have been received for Minisa Chapter’s scholarship. June Crawford will announce the winner at the
May meeting and the scholarship check will be mailed directly to the student’s school. It is a great feeling to be able
to help others further their education in the business field.

We are getting close to the end of our year for the chapter. Have you completed the survey for Kansas Division?
Your thoughts and ideas will be evaluated for programs and events for next year. Also due are the chapter's end of
year surveys — these should be sent to President-elect Ruth Smith CPS/CAP by June 3. We will use the results of
the survey in our planning discussion for next year at our chapter retreat.

June 26 will be our chapter’s annual retreat. Please plan to come and share your thoughts and ideas for goals of the
chapter for next year. How would you like to serve the chapter? What can the chapter do for you? Let us know! The
new committees will be determined at the retreat, so if you can’t make it to the retreat, be sure to send Ruth your
completed chapter volunteer form so she can add your name to the committee list.

B\

“One piece of log creates a small fire, adequate to warm you up, add just a few
more pieces to blast an immense bonfire, large enough to warm up your entire

‘ circle of friends; needless to say that individuality counts but team work dynamites.”
~Jin Kwon
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Dates to Remember L’i‘

May 6 Chapter Annual Meeting — closed business meeting for election of officers

May 8 Friendship Tea Fundraiser — WIBA conference room

May 7, 8 CAP, CPS exams

May 20 Pow Wow Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!)
May 22 Chapter Garage Sale — Bobbie Frye'’s house

May 27 Board Meeting

June 11-13 Kansas Division Annual Meeting, Overland Park

June 26 Annual Chapter Retreat — venue TBD

Dr. Georgia Ohlberg: As the only certified Maximized Living doctor in Wichita, Dr. Ohlberg has helped
thousands of people regain their quality of life through Maximized Living Programs. A 1994 graduate of
Cleveland Chiropractic College in Kansas City, Dr. Ohlberg continues to assist her patients with
advanced education in Charrette Extremity Adjusting Techniques, Advanced Spinal Correction, and
Scoliosis Correction. She has completed postgraduate training in Acupuncture, Applied Kinesiology, and
Endocrine Disorders. Dr. Ohlberg has practiced her unique style of chiropractic care in centers in Boston
and Colorado Springs before beginning her private practice in Wichita in 1999. In 2006, Dr. Ohlberg
became a certified Maximized Living instructor and has been a participating chiropractor with Maximized
Living, Inc. since that time.

In Stressed Spelled Backwards is Not Desserts,  we will learn:

What is stopping you from moving forward?

. .. from taking action?

. .. from being your best?

What is controlling and determining the quality of your life?
Why do you do what you do?

Human needs—primal and spiritual

COMMITTEE REPORTS

#Z

Finance Committee Ruth Smith, CPS/CAP, Chairman

The Finance Committee met Tuesday, April 27 at 6:30 p.m. at the WIBA building to review the chapter financial records
for the third quarter. Members present were Bethel Banzhaf, CPS/CAP, Diane Walters, PLS, CPS/CAP and Ruth Smith,
CPS/CAP.

Membership Committee Bethel Banzhaf, CPS/CAP, Chairman

)
N4
The committee is finalizing forms for the chapter’'s mentoring program. Mentoring is rewarding for both the \é %
mentor and the protégé, and we have several new members who would appreciate you helping them learn (E3)
more about IAAP. A new member orientation is being planned for the second or third week of May.
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Ways and Means Committee
Bobbie Frye, CPS/CAP, Chairman

Friendship Tea

Saturday, May 8 will be the first annual Friendship Tea held
by Minisa Chapter. You should have received a notice via e-mail recently. If
not, please contact Bobbie Frye for a copy. Please plan to bring friends and
relatives for a relaxing afternoon with tea and fashion experts. Features
include: Onalea Crile (formerly of Riverside Cup of Tea) who will speak to us
on the history and types of tea and Dress Barn will be doing a fashion show.
A gift will be given for the best-dressed “lady” and “young lady” so dress for
the occasion if you want to win!

It's a perfect event for Mother’'s Day! Please see the advertisement in this
issue of the Pow Wow.

Garage Sale
The Ways and Means Committee would like to hold two garage sales if
possible. The first will be Saturday, May 22 at the home of Bobbie Frye. We
are looking for another location for a second sale on the east side of town or
Derby for Saturday, June 5 . If anyone would be interested in having a
second sale at her home, please contact Bobbie. All
merchandise will be marked from the first sale. We are

- 1] o
- hoping to hit both sides of town to double our money. Any
= leftovers will be sent to Goodwill after the sale unless you
@amgg are there to take items back. More details will be sent via
SaQa e-mail.

Please start pulling any items you would like to contribute to the sale and
price them ahead of time. Workers will be able to make purchases
beginning Friday night if they see something of interest. Remember, one
woman'’s junk is another woman'’s treasure!!

ltems may be taken to Bobbie Frye’s house at 5202 W  Douglas May 17-
21. Workers will be setting up tables Friday, May 21 inside the garage if
possible; the tables will be pulled out Saturday morning. We will also sell our
ways and means items. If you have tables or hanging racks, please contact
Bobbie at 253-8473. A

Program Committee
Ruth Smith, CPS/CAP, Chairman

4
The Program Committee met Tuesday, April 27 at 5:30 p.m. at the WIBA
building. Members present were Bethel Banzhaf, CPS/CAP, Diane Walters,
PLS, CPS/CAP and Ruth Smith, CPS/CAP. We reviewed the information
gathered on potential venues for the 2010-2011 year. We have a few more
venues to investigate before narrowing the choices down for the ballot to be
presented to the membership at the May 6 meeting.

Publications Committee &7

If you have been unable to download the chapter roster from
the Keep and Share website and need a hard copy, please
let Pam Dinwiddie, Publications Committee chair know.

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 & Girill

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

Our final registration count was 67, and actual attendance was 65. We had 11 wonderful vendors and
our “diva” baskets were a hit. The Hotel at Old Town did an outstanding job with the room setup and
lunch, and the two speakers, Kevin Swinicki and Bobby Burcham, were terrific. Several attendees noted
on their evaluation forms how much they learned and enjoyed the seminar.

The seminar was a great financial success as well, and the income/expense statement is included with this issue of the
Pow Wow for your review.

Our vendors were: Arbonne, Beauti Control, Dynamic Rehabilitation Services, KikaPaprika, Mary Kay, Out of the Box
Incentive, Premier Designs Jewelry, Pure Cleaning Solutions, Tastefully Simple, Tupperware and Zurvita. New this year:
The committee sent an evaluation form to the vendors to learn how we could improve their exhibiting experience.

Committee members brought new ideas, volunteered their time and energy, made phone calls and worked together to
produce this seminar. Many thanks to those who attended and who promoted the seminar to co-workers.

Administrative Professionals Week ® Committee

Mayor Carl Brewer presented the APW® proclamation at the education seminar. He also recounted
an amusing story illustrating how much he relies on his administrative assistant.

Rules and Bylaws Committee Bethel Banzhaf, CPS/CAP, Chairman

The proposed amendments to the chapter bylaws and standing rules were distributed to the membership last month for
review. The committee will present the amendments at the May meeting, at which time the membership will vote on
whether to approve each amendment. Your vote counts! So please try to attend the meeting if possible. We need a
guorum (one-fourth of the chapter membership) and a two-thirds majority to pass bylaw amendments.

Nominating Committee Marianne Eyles, CPS/CAP, Co-chairman

The Minisa Chapter Nominating Committee met at the home of Marianne Eyles CPS/CAP on February
18, 2010. We are pleased to present the following slate of officers for the 2010-2011 year: Jﬁ

&)
ﬁ%/%zyg

President : Ruth Smith, CPS/CAP, by virtue of her office as president- -
elect for 2009-2010

President-Elect Jocelyn Pickard

Secretary Diana Smith

Treasurer Cyndi Mullins, CPS/CAP

Director 1 Jenny Stephens, CPS

Director 2 Lisa Baker, CPS

Nominating Committee members are: Cyndi Mullins, CPS/CAP and Marianne Eyles, CPS/CAP, co-chairmen
Gayla Bridwell, Pam Dinwiddie and Diane Walters, PLS, CPS/CAP.

If you would like to run for a board position it’s not too late. Nominations may also be made from the floor, and require two
seconds (chapter bylaws: Article 1V, Section 6).
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Linda McCurdy, CPS and Bethel Banzhaf, CPS/CAP, Photographers
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Membership Renewal

Your membership renews annually in the month you joined IAAP. Two months before your renewal date, headquarters
staff sends each member a renewal notice. They send another notice one month from your renewal date. If you have still
not sent your dues, they give you a grace period of 30 days to renew, but once the 30 days have lapsed, your name is put
on the dropped list. Once you are listed as a dropped member, you may still renew your membership, keeping your
membership ID number, but you will have to pay a $15 reinstatement fee together with your dues.

It pays to renew on time! This is especially true if you are working to become a Member of Excellence — it's one of the
easiest criteria to attain.

Dues may be renewed through the mail by check or credit card and directly online (make sure you go to the renewal
page, and not the join page).

n # $$ n %
If your mailing address, e-mail address, or any oth  er contact information has changed, it is your resp onsibility to
notify headquarters of the change, as well as the ¢ = hapter Membership Committee chair

FYlis a feature column for the benefit of all members.
Information presented is to assist new members as they begin to explore chapter offerings.

Upcoming Deadline Exams

and Exam Dates

August 15, 2010 CPS CAP Study Group May 7, 2010
Application deadline for the CAP exam
November 4-5, 2010 CPS If you are interested in joining

May 8, 2010
and CAP exams a chapter study group, please CPS exam

contact Sue Houser

May 7 — CAP exam CPS/CAP, Certification Exam Site
May 8 — CPS exam Committee chair, at None in Wichita

sue.houser@spiritaero.com.

!

$$# & $

0" % If someone has the CPS or CAP designation, does it have to be included every time that person’s name is
used? For instance, in a report, minutes or during a meeting.

*" 0% Using their designations on the first reference only is common usage.

Emily Allen, Managing Editor, OfficePro
Manager, Communications/Publications
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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 s

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.

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.

Kansas Division Deadlines
May 1 — Professional Development Forms due to chapter president and division
Education Committee chair (May 6)
May 15 — Chapter annual reports to Martha Leek, CPS
May 15 — Division committee reports to Martha Leek, CPS
May 20 — Member of the Year: send your nomination directly to Martha Leek, CPS

International

President’s Shamali’'s Communication

Not only does spring arrive in full force this month, but it's high “IAAP Season” again. What's
happening in IAAP this month? Let’s run down everything that’'s happening and will happen: First,
have you registered for EFAM yet? It's time again to start thinking about IAAP’s Education Forum
and Annual Meeting, and this year promises to be one of the best. You've told us that you want
more education, and we listened.

Susan @flamali CAP
InternatiGnal President

In addition to an extra hour of available sessions, we've also got a second keynote speaker: Erin
Brockovich, one of the highest profile admins . . . ever! Be sure to register soon to get your choice
of sessions before they fill up and to take advantage of the special early bird rate.

Have you Registered for the 2010 International Annu  al Meeting yet? The IAAP Education Forum and Annual
Meeting will be held July 18-21, 2010, in Boston, Massachusetts. Complete details at www.iaap-hg.org.
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young leader related the story of a community member who was

always critical, harsh and abusive towards elected leaders and staff
members. No one could ever live up to his expectations, and he always
treated others as if they were malicious and incompetent. He was
consistently loud and condescending. As a result, people tried to avoid him
as much as they could. The young leader wondered what advice | might
offer for dealing with such a "toxic individual."

During a recent workshop, held for the council of a small village, a

Before | could reply, another individual interrupted and related her story. She
told us how she had decided one day to listen to the above "toxic individual”
intently. Instead of being distracted by his harsh manner, she asked him clarifying questions, until his concerns were fully
aired. At the end of the conversation, she articulated his concerns: "Let me see if | understand. You don't like the fact that
___, and you prefer that we do these things _____, because you believe that . Did | get it right?" After she received the
nod, she said: "Thank you very much for your input. It was very helpful. By the way, can | give you some feedback? You
have such valuable insights to share and have taught me so much just now. It's too bad that your valuable message
sometimes gets lost in your delivery."

Her story offers several important lessons.

The first lesson is for those who need to communicate tough messages: Make it easy for others to listen and learn from
your wisdom and knowledge. Create a safe environment that enables learning, objectivity and knowledge-based
decisions. Prevent your delivery from interfering with your message. Use a tone that shows respect to others, even if they
have given you reasons to not respect their actions. Do what's needed to help people consider your message for its
objective validity and merit, rather than being bullied by an angry, emotional and intimidating tone. Being respectful,
displaying objectivity, and maintaining a safe environment are essential to quality communications and effective decision-
making. Remember the phrase: "Strong and harsh words mean a weak cause."

The second lesson is for those who encounter bullying and emotional intensity:
Listen to the core messages without being distracted by the harsh delivery. Do
not become instinctively dismissive of someone whose communication style is
aggressive. Keep in mind that, within the emotional content, there may be some
hidden "gems" that you can learn from. Conversely, do not allow yourself to be
bullied into taking certain actions only because doing otherwise will make
someone angry. Finally, see if you can find an opening to give feedback to the
individual, suggesting he or she might achieve more with a softer and more
respectful style.

Harsh deliveries should be given special consideration in large meetings which deal with tough issues. Personal attacks
are often on display in such meetings, but should never be tolerated. For example, if an unhappy community member
attacks the integrity and professionalism of a staff member during an annual general meeting, this amounts to public
abuse and harassment. The staff member, if not provided with an opportunity of defense, may become demoralized.
Worse yet, he or she may quit, or may even take action against the organization for failing to protect him or her from
abuse in public. So don't hesitate to set the stage for a meeting (especially when you expect trouble), by indicating that
disrespectful remarks and disruptive behaviors will not be tolerated.

~ Eli Mina, MSc, PRP
Used with special permission. Eli Mina is a Vancouver based board effectiveness consultant and Registered Parliamentarian.
He is the author of 101 Boardroom Problems and How to Solve Them.

n $Il

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?
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Birthdays
None

Minisa Membership Anniversaries
Sue Houser, cps/cap (2002)

Keeping it Together with OneNote ® 2007 r
When you're doing research, Microsoft Office OneNote 2007 is a great place to gather notes %

from all kinds of sources. Note-taking in Microsoft Office OneNote 2007 is as easy as writing -
in a paper notebook, but by using OneNote, you can also
S0 S0 LT TS .eee - .o .owd move text anywhere on the page or to other pages, create
pE— - - space and add pages when and where you need to, and
; -— | tag important notes for follow-up.
Whether it's audio or video data, images and info from the
Web, notes from a book or interview, or data from other Microsoft Office programs,
you can gather it, organize it, and search it all in one place. Your notes can include
any combination of typed text, pictures, and graphics — including text and images
you collect from the Web pages — as well as digital handwriting, audio and video clips, and more.

Want a snapshot of something on your screen? Take a screen clipping. If it's a webpage, OneNote even includes the URL
automatically so you can find it again. Want to know more about a topic? Look it up in various sources, from reference
books to research services to business and financial sites.

g // 0

The Heavens Were Moved by a Simple Tweet ... Did You Hear?

IAAP Web Community, Christine Adams

n April 16, with a simple Tweet, the Associated Press changed an argument that has been raging on in
O newsrooms, among writers, editors, proofreaders and even some of us for years. The AP tweeted:

“Responding to reader input, we are  changing Web site to website . This appears on Stylebook Online today and
in the 2010 book next month.”

How significant is this change? As one blogger noted: “It finally happened. Earth has fallen out of orbit. The blue moon,
once a rarity, has now become every night’'s moon. The AP — which hardly ever changes its stylebook at all, other than to
add or rearrange — has changed its style on Web site, which is now website.”

In addition to Twitter, the change was also announced at the American Copy Editors Society conference. The AP
Stylebook says the announcement drew cheers from the crowd. The change is effective immediately and as stated in
AP’s Twitter post, will appear in the 2010 Stylebook, which is slated to come out next month. However, the change comes
as a drastic shift for some writers. While many applauded the move, others, like the New York Times wasn't all that thrilled

and felt that AP buckled under pressure.

P & A - % *"1 "% A location on the World Wide Web that
maintains one or more pages at a specific address. Also, webcam, webcast and webmaster. But as a short form and in
terms with separate words, the Web, Web page and Web feed.

While “email” is gaining ground over “e-mail,” especially in texts that are more technologically oriented, the AP has
announced no change (yet). So please follow the AP guidelines (“e-mail”) until they announce otherwise.



Pow Wow — May 2010 — Page 11

WIBA
445 N. Waco
Wichita, Kansas

Guests Welcome!

$20 per person

#3!  %#$! & &

RSVP by May 4
Bobbie Frye, cps/cap
316-253-8473

. 9" NS

2 n n !Il OO
The firstwillbe )$. . at the home of Bobbie Frye.

We are looking for another location for a second sale on the east side of town or
Derby for )$. 3)"4

Donations needed!

If you have items you’'d like to donate to this chapter fundraiser, please contact
Bobbie Frye.

Clothing racks and tables needed!

Volunteers needed to help during the sale!

All leftovers will be sent to Goodwill after the sale unless you are there to take
items back. More details will be sent via e-mail.
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Linda McCurdy CPS, Photographer

President Coombs Secretary Landis Sharon and Diana Pam

Cyndi and Sue Teresa Lisa Treasurer’s report

IAAP Anniversaries: Norma Marianne Pam

Diana Sharon Lisa
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One-Minute ldea

Who's your partner in whine?

We all have one: a friend with whom we gripe about
our weight or our job:

You think the commiseration:makes: you feel better,
but:a new study found that it actually does: the
opposite.

So next time your pal starts to complain; steer: the
talk into: positive territory with a  mood-boosting
compliment (“Wow — those are great shoes! Where
did you get them?”).

Important Reminder . . .

3)" 56 s the deadline to submit your
application for Member of Excellence
award! Be sure to track your points in
your quest to be a MoE:
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/MemberofExc
ellence/Default.aspx

)"

Due to is a phrase that many people misuse.

by.

Example

Examples
Incorrect

Correct

Incorrect

Correct

Also watch out for the wordy phrase due to the fact that. You can replace it with because or since.

Due to does not mean the same as because of.

Use due to in front of adjective phrases. Or, to keep it simple, use due to if you could also use caused

The food shortages were caused by the drought.
The food shortages were due to the drought.

She declined the invitation due to her workload.
(You would not say that she declined the invitation caused by her workload.)

She declined the invitation because of her workload.

Due to her workload, she declined the invitation.

Because of her workload, she declined the invitation.
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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/MinisalAAP

SUBMISSION
DEADLINE

3RD THURSDAY OF EVERY
MONTH

Submit articles to Bethel Banzhaf
minisachapter@hotmail.com
P O Box 854, Wichita KS 67201;
phone 269.2137, fax 269.9348

SUBMISSION
REQUIREMENTS

FONT: Arial

Size: 10

PARAGRAPH: justified

NAMES: first and last
CPS/CAP: always, no comma
ALL copY must be proofed
ONE SPACE after periods
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