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DATE: Thursday, November 8, 2007
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7:00 pm Business Meeting
PLACE: Best Western Airport Inn
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need to cancel your reservation please contact:
Cyndi Mullins CPS (work 523.5116)

no later than noon, Monday, November 5. 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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“Remember, if you have a problem, it's your problem.
burden people with your complaints. Ninety percent
troubles. The other ten percent are glad you havet hem.”

Solve it. Don’t blame other people. Don’t
of the people you meet don’t care about your
~ Lou Holz: Winning Every Day
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Kudos to Margo Landis CPS and Jocelyn Pickard for a successful Executive Night. The evening
was well-attended by members’ executives. Nine executives, two spouses of executives and two
other guests were there. The recipient of the Executive of the Year Award is Kip Schmidt,
nominated by Cyndi Mullins CPS.

Thank you to Monique Richardson CPS for organizing the Kansas Division Fall Workshop which

was held in Wichita on Saturday, October 13. Thirteen Minisa Chapter members participated.

Monique worked diligently to organize the workshop and then about an hour into it, she had to leave to catch at plane to
Texas for the Certification Seminar. The breakfast spread contributed by many Minisa members was really something!
The food was varied and delicious and well presented. Margo Landis CPS and Ruth Smith CPS set the food tables up
with fall decorations . . . very attractive. | heard that we even did some ways and means business! Carolyn van der Veen'’s
presentation, Getting Things Done, The Art of Stressful Productivity, was excellent.

Bethel Banzhaf CPS, wearing her Kansas Division president-elect hat, is looking for Division members to help with the
new chapter building task force she and Sharon Taylor CPS are organizing. If you are interested in spreading the word
about IAAP, talk with Bethel.

The Membership Committee has organized the annual membership drive, often referred to as the IMPACT meeting. Invite
your friends and colleagues to see what IAAP can mean for them professionally. Some “entertainment” will be included!
Remember that we will meet November 8, instead of November 1. The meeting was moved one week such that those
Minisa members sitting for the CAP exam on November 2 or the CPS exam on November 3 will have an extra night to
cram!

Be sure to nominate a deserving member for Outstanding Member of the Year. The guidelines, nomination form and list of
eligible members are included with this issue of the Pow Wow. The deadline for nominations to be received by Linda
McCurdy CPS is November 12.

The Membership and Education Committees are starting to plan the April education seminar. If you have suggestions for
speakers, please contact Bethel. This seminar is our biggest money-maker of the year. Please plan to attend and invite
others. The committee will have information and flyers ready in the spring.

| encourage each of you to take part in some of the ways and means projects. Items are available for sale at each chapter
meeting, or from Bobbie Frye CPS/CAP if you are unable to attend a meeting. We need to meet our 2007-2008 budget
and will need everyone’s help to accomplish that.

If you are interested in purchasing an APW pin, see Ruth Smith CPS at the November meeting. The sale of Administrative
Professionals Week® pins is a ways and means project of the International Convention host committee.

There will be no board meeting in December. Our holiday social on December 6 will be at the Old Cowtown Museum. We
will have a chuckwagon dinner and listen to music by the Prairie Wranglers. Have you made your reservation with the
Communications Committee?

| am happy to report that | have heard a few Minisa members expressing interest in leadership positions on the board next
year! What about you? Consider chairing a committee or joining a Kansas Division committee. Stretch a little, it's good for
you.
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Dates to Remember

November 2 CAP exam
November 3 CPS exam
November 8* Informational and Networking Reception  and Chapter Meeting
* * * Important Date Change : this is the second Thursday of November
December 6 Christmas Social: Diamond W Chuckwagon Supper with the Prairie Wranglers, Old Cowtown
December 20 POW WOW Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!)/

\ January 3 Chapter Meetina

Kip Schmidt is the director of Technology Development for Spirit AeroSystems, Inc.,
a position he assumed in June of 2005. Prior to the Boeing Company divestiture of
their Commercial Airplanes Division, Mr. Schmidt was leading the division’s strategic
planning. Additionally, Mr. Schmidt is also responsible for managing Spirit's
intellectual property.

Mr. Schmidt’s executive office administrator, Cyndi Mullins CPS, nominated him for
this honor. Cyndi has worked for Kip for two years now and appreciates the
encouragement she gets from him to participate and be a contributing member of
IAAP. His enthusiasm assisted her determination to take and pass the CPS exam.
He continues to encourage her education and studies for taking the CAP exam in
November, 2007. From Mr. Schmidt’s fair, honest and “big picture” principles, Cyndi
is confident she can learn and grow her knowledge and expertise.

% COMMITTEE REPORTS

Program Committee

Our Christmas social will be the Diamond W Chuckwagon Supper at the Old Cowtown
Museum, 1865 W. Museum Blvd. The Diamond W offers year round family dining with its world
famous Prairie Wranglers providing the western musical entertainment. Doors open at 5:30 p.m.,
6:30 each evening the supper bell rings and it's all you can eat bar-b-que. Afterwards, you'll sit back in your padded chair
and enjoy the world famous Prairie Wranglers who performed at Carnegie Hall in 2003 and 2004 as well as China in
2006. The western music of the Prairie Wranglers stretches far beyond Old Cowtown. It is loved around the world!

Join us for three fun filled hours of great food, great music and wonderful memories. Friends and family are welcome.
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Service Awards Committee
Pat Pickard CPS, Chairman

Outstanding Member of the Year . The Minisa OMY award i

is presented annually to a member elected by her peers to acknowledge her
"generosity of service, understanding shown, and continuing interest in the
success of administrative professionals.” All regular and merited members
with two or more years of membership in Minisa Chapter are eligible to
receive the honor of Outstanding Member of the Year, with the exception of
the current president and former recipients within the last 10 years.

Instructions and a nomination form are enclosed with this issue of the Pow
Wow. Please read and follow the instructions carefully. Nominations will be
collected at the November meeting. If you cannot attend the meeting but
would like to nominate a candidate, please complete the form and e-mail or
mail it to Linda McCurdy CPS as listed in the instructions. Only one
WRITTEN nomination from each member will be accepted; the nominated
member must be on the eligibility list. All nominations must be received by
the NOVEMBER 12 DEADLINE. To ensure impartiality, all committee
members will review the nominations and determine the winner.

Ways and Means Committee
Bobbie Frye CPS/CAP, Chairman

You do not have to participate in all fundraisers, but
please select at least a couple to help the chapter raise the operating funds
we need for the year. Remember, our budget is almost $9,000.

Fall Fundraisers

Terri Lynn Premium Quality Nuts and Candies — October-November: If you
were not at the meeting and want to sell, please e-mail me and | will be glad
to put a copy into the mail immediately. The order will go in around the
middle of November. Payment to be made at the time of order (checks made
out to Minisa Chapter IAAP). The prices listed include tax.

Village Inn Pies — November: Certificates will sell for $10 each. Our cost will
be approximately $7.25 per pie (depending on how many we sell). Selling
time will be November with emphasis on the holiday period. We will not be
charged for certificates returned to Village Inn.

Super Video Cards — October-December: The video cards are for Movie
Gallery or Hollywood Video; customers buy a card for $10 and it allows them
to rent one movie and get one rental free. You may rent as many as you
wish and receive the same amount free. The card is good for a year or
longer. The cards will be available at the November meeting.

Entertainment Books: We still have a few available. They sell for $25 and
you get coupons to enter a drawing for a vacation (both seller and
buyer). These all need to be sold before Christmas.

Ongoing until items are liquidated - great for Christmas!

Chapter Cookbooks ($10)
Office Angels ($2)
Casserole Carriers ($10)
Enchiladas ($20)

IAAP pin sashes ($10)

August 16, 2007

Report of IAAP International
Convention

Cyndi Mullins CPS

September 6, 2007

Skills Portfolio — An Advantage in
Promoting Yourself and IAAP*

Bronda Robbins, CTM

October 4, 2007
Diversity*
Joseph Onijala

November 8, 2007
Forward Moving
Networking/Informational Reception

December 6, 2007
Christmas Social — Old Cowtown
Diamond W Chuckwagon and Show

January 3, 2008
ADA — Need-to-Know Facts *
Del Richardson

February 7, 2008

Sarbanes-Oxley — How Controls
Keep Your Boss Out of Jail*

Mark Mann and Rosemary Hight

March 6, 2008

The Knowledge Age and The
Knowledge Worker*

Bobby Burcham

April 3, 2008

Rights and Responsibilities of
Employees and Employers*

Alan Rupe, Wichita Bar Association

May 1, 2008 (Annual Meeting: closed)

Recognize the “Traps” And Learn
How To “Zap” Them *

Martha Leek CPS

June 5, 2008
Team Building*
Dena Graham
Installation of Officers

* CPS/CAP Recertification Points Awarded
60 minute programs
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Publications Committee
Bethel Banzhaf CPS, Chairman

GOOD LUCK!

to all those taking the
CAP and CPS Exams

The committee would like feedback from members on the
Pow Wow and chapter Web site to determine if they are
meeting your needs and expectations. Enclosed is a survey designed to
help us decide what or if changes should be made. Please assist us by
answering the questions and returning the survey to Bethel at the chapter
meeting or by mail, e-mail (minisachapter@hotmail.com) or fax (269-
9348).

If you have not received your copy of the chapter roster let Bethel know.

Reminder: all Pow Wow deadlines are the 3rd Thursday of every month. Fnday’ November 2
Officers and committee chairs, please keep this date in mind for reports Saturday, November 3
so the committee does not have to send reminders. We welcome all V

contributions for the newsletter and ask that you refer to the submission
requirements on the last page and the publications style guide.

Executive Night Committee Margo Landis CPS, Chairman

Executive Night was held October 4, 2007 at the Best Western Airport Inn. As in 2006,
nine executives attended this year’'s event. Several nominations were received and
qualifications were submitted for five categories: (1) boss’ contribution to IAAP and/or
administrative assistant’'s personal development, (2) administrative assistant/boss
relationship, (3) professionalism, (4) contribution to community, (5) additional
remarks/recommendations.

The nominations were judged by three judges not associated with Minisa Chapter or with

any member’s place of employment. The judges this year were: (1) Dr. Georgia Ohlberg

D.C., doctor of Chiropractic and Wellness Center, Downtown Chiropractic; (2) Karen
Carlson, vice president Overdraft Privileges, Fidelity Bank; (3) Steve Finley, general manager, Konica Minolta Business
Solutions. The judges ranked each nominee with a total of 50 points possible from each judge. The winning nomination
received a total of 123 points out of a possible 150.

The recipient of the 2007 Executive of the Year Award is Mr. Kip Schmidt, director of Technology Development, Spirit
AeroSystems, Inc. Kip’s nomination was submitted by Cyndi Mullins CPS, who presented him with an engraved plaque
and certificate. All executives in attendance received a small engraved trophy. As an added elegance, committee
chairman, Margo Landis CPS, gave away a beautiful rose to the “tape-under-the-chair” recipient at each table. When the
evening was concluded, most remaining members got to go home with a beautiful rose.

An attending executive commented how much he enjoyed Joseph Onijala’s program, Diversity, and how it correlated to
the issues he and other executives face in their day-to-day regimen at their companies. Mr. Onijala has a
charismatic/entertaining style of story telling which was enjoyed by many. There was a photo session at the end of the
program for members and their executives. The Executive Night Committee would like to thank everyone for their help
and support. The evening was a grand success.

Membership Committee Bethel Banzhaf CPS, Chairman

November is membership drive month. Have you invited your co-workers and friends to join us for
a fun evening? It's not too late to do so. Flyers have been distributed to all the admins at Cessna,
Learjet/Bombardier, Spirit AeroSystems and over 100 have been mailed to date. We will also try to
hand deliver some to downtown offices.

The event will be held in the lounge area of the hotel, not our normal meeting room. There will be
no formal program and our regular business meeting will follow the reception.

Remember to: (1) invite a friend or business associate, (2) welcome guests and new members,
(3) participate and contribute, and (4) enjoy the evening!
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Bronda Robbins CTM, Liaison

A Brief History of The Trust

Believe it or not, The Trust is more than just pins and fundraisers. Read on for a brief history of IAAP’s own 501(c)3
charitable foundation!

At a meeting of the Memphis chapter of National Secretaries International, Della Herring asked why secretaries didn’t
have a retirement home. She proposed establishing just such a center, and contributed the first dollar to a fund toward
that end. The project continued, and in 1951, when the National Secretaries Association merged with Secretaries
International, the project was continued. At approximately the same time, it was decided that the project warranted its own
organization, and the National Secretaries Home Association was formed.

In 1958, the NSA membership took perhaps the most important step in the RTF’s history: the National Secretaries
Association and the National Secretaries Home Association boards were directed to execute a Declaration of Trust. This
Trust gave the NSHA the authority to independently manage the fund. The NSHA continued to take donations and look for
possible sites on which to build their retirement center, and in 1967, approximately 6.7 acres of land were acquired in Rio
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Rancho, New Mexico. Soon after, the NSA Retirement Center became the
official name of the world’s first retirement center for secretaries.

December 1970 saw a flurry of activity. The NSHA signed a contract with a
construction company, an FHA-insured loan was signed, and construction
began on the new retirement center. Less than one year later, the first
residents, Jess and Arthur Wignal, moved into their new home. In 1971, the
name of the retirement center was changed to what we know it as today:
Vista Grande.

In 1983, the trust was renamed to Professional Secretaries International

Retirement Centers Trust, abbreviated to RCT. In 2001, the International

Convention delegates of IAAP approved dissolving the RCT and created the The world's only retirement center for
Retirement Trust Foundation. The Internal Revenue Service approved administrative professionals!
operation as a 501 (c) 3 charitable foundation one year later.

Today, the RTF's mission statement is forthright: The mission of the IAAP Retirement Trust Foundation is to assist needy,
elderly administrative professionals. The RTF now has programs in addition to Vista Grande, including a financial
assistance program for retired IAAP members, RTF ReVisions, a quarterly newsletter, and a monthly e-newsletter
ReVisions 2.0. Our programs benefit everyone, retirees and future retirees.

News From Around The Association . . . IAAP® Kansas Division
KANSAS DIVISION JIIDRIVE :: >
2007 - 2008

The Johnson County Chapter is finalizing plans for the Spring Seminar to be held in March. A Kansas Division seminar
consists of five continuing education hours, as well as division news and business. As soon as the date has been firmed
up, members will be informed so they can mark the day off for IAAP networking.

Professional Development Record:  this is a record of your IAAP and related activities for one year. An award is given to
the Kansas member with the highest points, but this is also a very useful tool to show your supervisor during your
performance review. Remember to record your activities regularly so you're ready for the submission deadline. Forms are
available from Marianne Eyles CPS/CAP or Bethel Banzhaf CPS, Kansas Division president-elect.

INTERNATIONAL

Action>Direction is prepared and distributed to help inform IAAP members of recent International Board actions and
activities. Look for other pertinent association news and information on upcoming activities in current and future issues of
IAAP Connections.

The Pre- and Post-Convention Board of Directors meetings were held in July 2007 at the Marriott Waterside Hotel in
Tampa, Florida.

The Board held a Strategic Planning Session prior to its Pre-Convention Board Meeting. The focus of this session
was the development of the new “Pathways to Excellence Recognition Awards Program.”

The Board approved the new Chapter and Division Branding Standards document regarding the use of IAAP
logos, slogans, and design. This information will be communicated to chapters and divisions and posted on the
IAAP website after November 1, 2007.

The Board approved the IAAP Corporate Relations Trademark Policies and Graphic Standards document. This
information will be communicated to chapters and divisions and posted on the IAAP website after November 1,
2007.

The Board approved working with The Office Professional (TOP) and KRM Information Services to promote
educational opportunities.
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Service Anniversaries

Debbie Konklin (2006)
Shirley Yingling CPS (1990)

Birthdays

Cyndi Mullins cps (8)
Jocelyn Pickard (21)
Bobbie Frye cps/cap (24)
Lisa Baker cps (28)

Adding a picture as a worksheet background in Excel *
You can create a sheet background from any graphic you have in electronic form. l ‘
Click Format on the menu bar, point to Sheet, then click Background . [ - 1

Use the Look in list arrow and the Up one level arrow to locate a graphic, select it, then click Insert.
You may need to shade cells so their contents appear against the background.

You can use a variety of picture file formats, including .jpeg, .wmf, and .gif.

Background patterns do not print.

If your background picture is small, Excel will insert multiple copies on the worksheet background.

What are some basic steps | can take when | am havi  ng trouble printing?
Submitted by Pam Dinwiddie

Be sure the printer is turned on.

Check to see if the ink cartridges are full.

Check to see if the printer cable is fully plugged into the back of the computer and the printer.
Click Start / Settings and go to Printers to see if the printer icon is black or is it grayed out?

Is there paper in the printer?

Install new print cartridges if you have them available to you.

If you are trying to print to a network printer, be sure you are plugged into the network.

Be sure there is not any paper jammed in the printer.

Install new print cartridges if you have them available to you.

If all else fails contact your IT helpdesk

Professional Development — Start a Victory Journal

Each person should have a Victory Journal — a place to record successes, achievements,
and goals, and a place to collect samples of your work. Here’s how to get started.

In a three-ring binder, make five sections

1. Daily successes — every day write down three to five things you did well that day.

2. ldeas - strategic planning for your job, or ideas you have relating to an issue at work.
This helps you formulate your ideas and also becomes a record of authorship in case you work with someone who
likes to claim others’ ideas as his own.

3. Kudos — certificates of achievement, thank you notes, e-mails, awards (place plaques on the copier to make a copy).

4. Professional Development — a list of classes/workshops/seminars you attend; be sure to list the date, number of
hours attended and CEU points awarded. Also list books you read that relate to your profession.

5. Samples of work — shows how your skills develop over time, and is a great tool to use when looking for a new job.

Organize and display these items in your Skills Portfolio to use in your performance review, or job interviews.
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Linda McCurdy CPS, Chapter Photographer

Chairing a meeting CAN be fun! Paula receives her recruiter pins
Joseph Onijala on “Diversity” Patricia and Norma
June and Pat Jones Paula and Jorge Gomez
Bronda and Carol Wooten Sue with Rick and Randy Davis

Marianne and
Heather Morrison

Parliamentarians have fun, too

Executive of the Year presentation

Debbie and Mary French

Bethel and Dr. Ron Waln

Margo and
Kenny Wright
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Base Salaries for Administrative Professionals to G row in 2008

Starting salaries for administrative professionals across the country are expected to rise an average of 3.2 percent in
2008, according to the just-released OfficeTeam 2008 Salary Guide. The increase is a result of continued demand for
highly skilled administrative and office support employees, business expansion and a competitive hiring environment. The
2008 Salary Guide is based on an analysis of the thousands of job placements managed by the company’s
North American offices.

In addition to industry background and technical expertise, hiring managers seek
administrative professionals with strong interpersonal skills, and who show initiative and
commitment to ongoing education. Employers also seek candidates who are multilingual
and can communicate with colleagues, vendors and customers in other countries.

Human resources assistants will see average starting salaries of $27,250 to
$37,500, a 5.3 percent increase over 2007.
Senior executive assistants can expect base compensation to rise 3.7 percent, to the
range of $40,500 to $56,750.

Receptionists will see salaries in the range of $21,250 to $28,000, an increase of 3.1 percent .
Base compensation for customer service/call center representatives will increase 3 percent, to the range of
$22,000 to $30,000.
Data entry specialists can expect starting salaries between $21,500 and $26,750, an increase of 2.7 percent over
2007.
Average starting salaries for entry-level administrative assistants will increase 2.4 percent, bringing base
compensation to the range of $23,750 to $29,000 annually.

The Importance of Certification:  Professional certification and specialization can further increase base compensation,
as companies continue to seek job candidates with specific expertise. OfficeTeam research shows employers are willing
to offer an average of 7 percent more to candidates with designations such as Certified Administrative Professional™ and
Certified Professional Secretary®, and an average of 11 percent more to those who possess the Microsoft® Office
Specialist certification. Multilingual applicants can command starting salaries as much as 10 percent higher than
candidates who speak only one language.

Businesses nationwide consult the OfficeTeam Salary Guide each year to determine starting salaries for administrative
staff, and the US Department of Labor uses the guide when preparing its Occupational Outlook Handbook. Order a free
copy of the OfficeTeam Salary Guide by visiting www.officeteam.com or calling (800) 804-8367.

Source: www.iaap-hg.org

November provides a great occasion to count your blessings and give thanks.

Teach your children the definition of gratefulness: "letting others know by my words and actions
how they have benefited my life."

o 2

@ Make a list of those who have benefited your family, and discuss ways you can show your
e appreciation. Remember that gratefulness is more than a feeling. It involves expressing
appreciation for others' contributions.

Consider these ideas:

Write "Thank You" notes to schoolteachers.

Make food or desserts for someone who has helped your family.

Send notes of appreciation to city leaders, police officers or other public servants.

Recall the good things that happened this year, even the unexpected benefits of disappointments.

~ By Robert Greenlaw
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One-Minute Idea

If.you-eliminate the word- “but’ from . your communications; you'll
strengthen your ability to persuade others. Why? Any time you use
“but”, what you'’re really saying is that you disagree with the person.
For example, if you say “l agree with you, but let me say this . . . %
people will wonder.if you really agree with.them-or-not. The solution?
Always replace “but” with “and”. So in the above example you would
say, “l agree with you, and let me say this . . . . “ Replacing “but” with
“and’. eliminates-all contradiction-from. your-message, and-makes
what you say more powerful.

<
T

Marianne Eyles CPS/CAP: This was the third year for me to coordinate volunteers from my church to participate

in the Building on Faith initiative for Habitat for Humanity. Three houses were worked on at the same time by three
denominations . . . members of local Methodist, Presbyterian and Lutheran churches and some men from McConnell AFB
spent Saturday, October 6, mudding, sanding, painting, etc. Our youngest volunteer is 12 and the oldest in his 70s. We
are never too young or too old to get involved in good works for our community! It was a great day . . . lots of fun, food and
hard work. Not being used to manual labor, | was sore all over on Sunday!

Friday, October 19, | was a volunteer victim for training “first responders” at the Responding to Terrorist Incidents and
Major Disasters event October 13 to 21. The “victims” were given roles to play regarding injuries sustained during a
disaster. Some of them had some serious make up! Do you know that toasted marshmallows on the skin look just like
nasty burns!? | supposedly had a dislocated shoulder. We were loaded into buses and hauled to the ERs at local
hospitals where our injuries were treated by physicians and nurses. It was quite an experience.

@ )

FOR SALE
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$25

& )

Dress for success . . . but pay less!

The Working Woman'’s Shop
A Consignment Boutique

Women's Clothing - Casual to Formal
Home Décor and Gifts

IAAP Members receive 10%
off all orders

2625 S West St Lot 608

2075 N. West St. T-W-F 10:00-5:30 Wichita, KS 67217 316-304-6935
Wichita KS 67203 Thurs  10:00- 7:00 MRichardsond@MaryKay.Com
316-943-3388 Sat  10:00-4:30

www.workingwomanshop.com
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Bethel Banzhaf CPS
P O Box 854
Wichita, KS 67201

MINISA CHAPTER

Publications Committee:
Chair: Bethel Banzhaf CPS

minisachapter@hotmail.com

Patricia Coombs
Pam Dinwiddie

Norma Farnsworth CPS - Webmaster

Patti Ferguson CPS/CAP
Keri Henderson

Bronda Robbins CTM
Ruth Smith CPS

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
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