October 2006

Volume LXIV
The Newsletter of Minisa Chapter, IAAP Issue 3
[utorational Snocoiation of PROGRAM: Assumptions and Needs: Impact to Performance
Administrative Professionals®
SPEAKER: Jan Eaton, Spirit AeroSystems, Inc.
DATE: Thursday, October 5, 2006
TIME: 5:30 pm Networking
6:00 pm Dinner
2006-2007 Board of Directors 6:30 pm Program (60 minutes for recertification points)
VICE PRESIDENT PLACE: Corporate Caterers Banquet Facility
Sue Houser CPS/CAP 3920 W Douglas, Wichita
Sue.houser@boeing.com
MENU: Garlic Herb Pasta with Grilled Vegetables and Grilled Sirloin

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

SECRETARY
Cyndi Mullins CPS
Cyndi.mullins@spritaero.com

TREASURER
Shirley Yingling CPS
Syingling@swpaper.com

DIRECTORS
Marianne Eyles CPS/CAP
Linda McCurdy CPS

PARLIAMENTARY ADVISOR
Patricia Pickard CPS

Tips; Chicken Parmesan; Salad; Seasonal Vegetables;
Dessert; Coffee; Iced Tea

CosT: $13.00

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, Monday, May 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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“Although your road may bend and curve, and winds blow hard that can disturb, keep
moving on and you will find more opportunities and much sunshine." — Andy Horner
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The leaves are beginning to turn, temperatures are much cooler, and fall is definitely in
the air. 1 hope Minisa Chapter members will approach our new IAAP year with the
same vigor and zest as we approach each new season. As | indicated last month, we
have quite a few activities going on in the next few months. Let's embrace the
challenges and opportunities that these activities present to us.

The Program Committee is close to finalization of the 2006-2007 programs. A brochure
with this complete listing will soon be available.

We held our “Networking and Informational Reception” on September 7 at Corporate Caterers Banquet
Facility, 3920 West Douglas. We had a great turnout with seven guests and a gain of three new members with
the potential for more. Thanks to everyone who helped with this event. It was a great success and all of our
members really pitched in to help set up and tear down the information tables. Great teamwork! What an
awesome start to our new year!

Executive Night, October 5, is fast approaching. If you haven't already invited your executive to this special
evening, please reconsider as it is not too late. It will be a memorable evening as our Executive of the Year will
be announced. It is also a wonderful and timely opportunity to honor all executives as October 16 is National
Boss Day.

Please remember to search for items around your home for the Minisa Chapter Garage Sale on October 7.
This sale will be held at the home of Marianne Eyles CPS/CAP. Mark your items and plan to participate as we
will need lots of help setting up, manning the sale, and tearing down.

The Kansas Division Fall Workshop will be held on October 21 in Topeka and will be hosted by the Kaw
Chapter. The programs will be True Colors — the Colors of Your Personalities and Developing Leadership. The
workshop will run from 8:30 a.m. to 2:45 p.m. and lunch is included. The cost is $25 for IAAP members and a
$5 discount will apply if you register by October 5. Carpools will be available and | encourage all members to
attend this great educational opportunity.

The membership voted on Wyldewood Cellars as the location for our December 7 meeting. Please mark your
calendars and plan to attend this fun Christmas program. Guests are welcome — the more the merrier.
Additional details will be announced at our October business meeting.

In keeping with our chapter goals of communicating and connecting, let's continue our outreach for new
members throughout our community. Let’s try to find new ways to spread the IAAP word. There are many ways
to connect with others; it is just a matter of finding that common ground. | challenge each Minisa member to
step out of your comfort zone at least once during the next month. It may be as small as approaching someone
you wouldn’t normally approach or as large as taking a leadership position you wouldn’t normally take. Be it
large or small, it is a step toward professional growth. Remember International President “Chandler's 5 C’s :
Commitment, Continuing Education, Communication, Creativity, and Connectivity.

| foresee great growth for Minisa Chapter this year. Feel free to contact me if |
can be of any assistance.
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Dates to Remember

) \\\\%

October 3 Board Meeting
October 5 Chapter Meeting: Executive Night and Executive of the Year Presentation
October 7 Chapter Garage Sale — Marianne Eyles’ garage
October 12 Publications Committee Meeting
October 20 POW WOW Deadline (e-mailed [minisachapter@hotmail.com] submissions are appreciated!)
\ October 21 Kansas Division Fall Workshop hosted by Kaw Chapter, Topeka j

Where: Marianne Eyles’ garage at 3560 N. Ca meron
When: 8 a.m.to 6 p.m.

Sign-up sheet is available to help or donate items.

Marianne is accepting items now, but please coordinate delivery times with her.

Remember:
Price items at least 70% below the original price. People bargain so be ready to take an additional 10-20% off.
All clothes to be clean and presentable.
/\%

All items to be priced.

Tables and clothes racks needed.

Have batteries for electronics; include instruction manuals.
Tie a ribbon around matching linens to make them attractive and prevent people from buying them separately.
If something is damaged label “as is”.

If you have any questions about the garage sale, please contact Marianne Eyles CPS/CAP or Shirley Yingling CPS.

% COMMITTEE REPORTS

Budget Committee Bobbie Frye CPS/CAP, Chairman

The Budget Committee will meet to complete the proposed 2006-2007 budget at 7 p.m. on Thursday, September 28 at
Bethel’s office. This meeting is open to anyone who is interested in attending. A vote on the budget will be held at the
October 5 meeting.

Education Seminar Committee

This committee is comprised of the Education Committee and the Membership Committee. We are looking for a
professional speaker to conduct a full or half day seminar for the second week of April. If anyone knows of a possible
speaker please contact June Crawford or Bethel Banzhaf CPS. The committee has started researching hotels and will be
meeting in early October to start working on this important chapter event.

At several members’ requests, Bethel contacted Anita Reed to ask if she would be willing to present another seminar for
Minisa Chapter. Unfortunately, Anita has retired but was pleased we had asked her. She wanted to pass on “hugs to
everyone.”
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Chapter History Committee
Linda McCurdy CPS, Chairman

The committee’s last meeting was held May 20, 2006, at Bethel Banzhaf's
office. Work continued on several additional pages for Bethel's scrapbook.
Various IAAP activities prevented our committee from meeting during June,
Linda’s mother was very ill in July, and she had another commitment the first
week of August that required most of her time the end of July. However, we
are now back on track for the current year, and the committee met for a
scrapbooking session on Sunday, September 24 at Marianne Eyles’ home.

Our next session is tentatively scheduled for either Saturday, October 14 or
Saturday, October 28. Details will be e-mailed to the committee and those
who have helped in the past. All members are welcome to attend.

Membership Committee
Delynn Nelson

As you know, officers and chairmen have been keeping track of your
attendance, if you wear your pin, if you wear your name badge, if you bring a
prospective member, etc. and they give you incentive points. If you didn't
know, those add up. Incentive points were collected from January to June of
2006. At the September meeting the membership committee presented
awards for those points collected.

To be eligible for an award, one must have at least 30 points minimum to get
a $5 coupon towards a dinner at a chapter meeting.

With 36 points — June Crawford
With 41 points — Ruth Smith CPS
With 45 points — Cyndi Mullins CPS
With 47 points — Pat Pickard CPS

If a member has 50 points or more, then she receives a $10 coupon towards
their dinner at a chapter meeting or the education seminar registration.

With 51 points — Lisa Baker CPS

With 53 points — Norma Farnsworth CPS
With 55 points — Shirley Yingling CPS

With 63 points — Marianne Eyles CPS/CAP
With 73 points — Linda McCurdy CPS

With 88 points — Sue Houser CPS/CAP

If a member has 100 points or more, then she receives a gift from the
Selective Gift Program.

With 108 points — Bobbie Frye CPS/CAP
With 127 points — Bethel Banzhaf CPS

A grand prize goes to the member who had the most points from July 2005 to
June 2006. Anyone guess who that might be? Well it isn’'t Bobbie Frye CPS
at 147 points for the year. Itisn't Sue Houser CPS/CAP at 151 points for the
year. It is Bethel Banzhaf CPS at 169 points for the year!

Congratulations everyone!!
Officers and committee chairs, please be sure to turn in your attendance
sheets to Delynn Nelson for the next presentation which will be for the time

frame of July to December 2006. Thank you.

If you want to see how many you incentive points you received this last period
or the last year, please see the table below.

Programs at a Glance

August 17, 2006

Report of IAAP International
Convention

Sue Houser CPS/CAP

September 7, 2005
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 2, 2007
Sarbanes Oxley*
Marva Benton, Cessna Aircraft

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

April 5, 2007
TBD*
Gary Kral, Cessna Aircraft

May 3, 2007 (Annual Meeting: closed)

Understanding Company Financial
Statements*

Don Roswurm, Spirit AeroSystems

June 7, 2007 (Installation of Officers)
TBD
Sara Callendar, Cessna Aircraft

* CPS/CAP Recertification Points Awarded
(60 minute programs)
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Incentive Points Summary
Member January to June 2006 Year Total

Lisa Baker CPS 51 69
Bethel Banzhaf CPS 127 169
Andrea Beer 28 41
Gayla Bridwell 15 15
Patricia Coombs 21 21
June Crawford 36 64
Margaret DeWitt CPS 2 2

Pam Dinwiddie 21 21
Norma Farnsworth CPS 53 76
Patti Ferguson CPS/CAP 25 25
Bobbie Frye CPS/CAP 88 147
Sue Houser CPS/CAP 88 151
Paula Iman 7 8

Margo Landis 29 40
Linda McCurdy CPS 73 99
Cyndi Mullins CPS 45 53
Patti Neace 11 11
Delynn Nelson 24 29
Pat Pickard CPS 47 74
Jacki Redd 21 31
Cindy Reints 20 20
Monique Richardson 18 29
Bronda Robbins CTM 11 11
Ruth Smith CPS 41 53
Janet Southards 22 28
Mary Spacheck 17 38
Danielle Street 12 12
Diane Walters CPS/PLS 16 23
Kathy Wilhoft CPS 4 4

Shirley Yingling CPS 55 83

The Impact Reception went very well. We had tables set up to display the various benefits and programs of IAAP for our
guests and members to visit. This was a good time of networking and talking about our chapter. We had 13 guests RSVP
with seven in attendance. They all expressed interest in the association, and three completed application paperwork. We
are still waiting for the final papers from Jeanette Ferrer (Cessna). We look forward to seeing more join as a result.

Welcome new members: Debbie Blasdel and Keri Hender  son (both of Spirit AeroSystems)!!

Program Committee Bobbie Frye CPS/CAP, Chairman
December Meeting At the September meeting, the membership voted to hold our December 7 social at Wyldewood
Cellars Winery Comedy Mystery Dinner Theater (951 E. 119th, Mulvane, just west of Mulvane; 554-9463). Below is the
information Lisa and Norma have put together for the meeting:

6:15 — Wine and Cheese Tasting
6:30 — Seating for the show
7:00-9:30 — Show: The Spy Who Killed Me

Dinner is served during the show (a four course meal which includes water, tea or coffee with an additional charge for pop
and wine). A reservation has been made for 20 people (note: tickets not available through employee clubs). The final
headcount is due 72 hours before.

Cost: $27 plus tax and gratuity. Payment is due on or before the night of the show to Norma Farnsworth CPS (credit
card, cash, or check).

Note: If anyone has a birthday or anniversary in December, let the theater know. They like to interact with the audience.
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News From Around The Association . . .

FALL WORKSHOP: SATURDAY, OCTOBER 21, 2006 . This will be held at the Shawnee Regional Prevention and
Recovery Services, 2209 SW 29th Street, in Topeka and hosted by Kaw Chapter. If you have not received a registration
form it is available from Sue Houser CPS/CAP or on the Division Web site: http://ksdivision.freeyellow.com/index.html. A
carpool will be organized for those who wish to enjoy a day of education, networking and fun.

In True Colors: the Colors of Your Personalities Carol Spiker will help us understand how our own behavior and that of
those around us is affected by our personalities. We will use that knowledge to learn to work together. We will work up an
appetite for lunch with a lively team exercise, IAAP Jeopardy. After lunch, Ina Jo Razo will present Developing Leadership
to help us develop leadership in ourselves and others with a mentoring mentality, peer resources and succession
planning. After a time for Division business and announcements, the workshop will adjourn at 2:45 p.m. Three
recertification points have been requested.

KANSAS DIVISION MEMBERSHIP CONTESTS

Chapter Member Increase Contest: the chapter that shows the greatest net increase will receive one paid
registration for the 2007 Kansas Division Annual Meeting.

Chapter Member Retention Contest: the chapter that shows the greatest member retention will receive one paid
registration for the 2007 Kansas Division Annual Meeting.

Individual Star Recruiter Contest:  the Kansas Division member who recruits the greatest number of new members
will receive an award at the 2007 Kansas Division Annual Meeting. (Entry form required.)

IMPACT Recruitment Contest: the chapter that successfully recruits the most new members through an Impact
meeting will receive an award at the 2007 Kansas Division Annual Meeting. (Entry form required.)

These contests will run from July 1, 2006 through May 31, 2007. More details and entry forms are available on the Kansas
Division Web site.

INTERNATIONAL MEMBERSHIP CONTESTS

Details on chapter, division and individual contests are available at Members’ Place at www.iaap-hg.org.

Service Anniversaries
Stacy Derebery (2003)
Margo Landis (2005)
Linda McCurdy CPS (1988)
Cyndi Mullins CPS (2005)
Jacki Redd (2005)
Monique Richardson (2005)
Ruth Smith CPS (2005)

Birthdays
Jacki Redd (18)
Diane Walters CPS/CAP (19)
Terri Fiscus-Goforth (22)
Kathy Wilhoft CPS (30)

it |

%& I have made a dinner reservation for a potential member and she is not able to attend the

meeting, do | have to pay for her meal? No. The chapter will pay for the meal. However, should that
guest attend a future meeting, she is responsible to pay for her own meal. The chapter will pay for only one
meal for a potential member.

%&s there such a thing as a Virtual Chapter? Yes. A Virtual (sometimes referred to as a Cyber) Chapter shall be

defined as an IAAP chapter with a membership base made up of individuals that shall conduct IAAP business and
participate in programs electronically. Such chapters shall follow the guidelines and procedures as any other IAAP chapter
in establishing bylaws, electing officers, offering educational programs, etc. A home base division shall be established at
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the chartering of the chapter and shall remain the home base division for the life of the chapter. This home base division
will designate the amount of the annual division dues and be the recipient of the membership statistics.

Keep those enquiries coming! If you wonder why the chapter or IAAP does or does not do certain things, send your
guestions to minisachapter@hotmail.com. It's possible others may have the same question.

| C

Linda McCurdy CPS, Chapter Photographer

Jeanette and Bobbie - Recognition Table Monique - Education Table

Cyndi - Certification Table - Kathy and Norma

Sue and Jan Marianne - Benefits Table

Treasurers Past and Present Krista, Robyn, Bobbie
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Keyboard Shortcuts

Submitted by Pam Dinwiddie

| use 95% of these shortcuts below on a daily basis. Get in the habit of using some shortcuts and your mouse will be

jealous.

*Note depending on what screen or program you are in, the shortcuts might do different things
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Poise, Polish and Professionalism

Articles in USA Today, the Wall Street Journal, Human Resource Executive indicate “casual Friday” is out and the
pendulum is swinging back to a professional attitude and image in the workplace. You are a reflection of your organization
and yourself. You are your own calling card. What does your card say about you? Does it say, "l dressed how | felt when |
rolled out of bed this morning" or does it say, "I gave thought to how | want to be perceived"?

Do you recognize the importance of personal packaging? Do you refine your overall professional image as a leader,
including: appearance, correspondence, verbal skills, interpersonal relationships? If so, you are a World Class Assistant.
You realize that the "icing on the cake" of being professional best is your overall image.
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FASHIONS TO AVOID IN THE OFFICE

Ankle bracelets etc.  The gypsy/harem/belly dancer look really only works on gypsies, in harems and on belly
dancers. Don't load yourself down with big jewelry or weighty fabrics.

Dark brown lip liner (with a much lighter lipstick) . Lip liner is good, but not when it gives
you cartoon lips — it draws undue attention. Watch what you do around your face. You should
‘set your face off,’ not outshine it.

Eyebrows plucked clean and penciled back in. A "plucking session" gone horribly wrong?
Unless, of course, you were born without eyebrows.

High, clunky platforms on anyone over 18. They're not flattering, they're not practical, and
in fact, they're hazardous. Avoid flip-flops even if your company dress code allows them.
Stripes and ornaments on fingernails. Unless your normal daily attire is full-blown “urban
chic” (and you've changed your name to Lil' Missy or D’Angerous), skip the nail art.

“Novelty” sweaters. You know, those seasonal sweaters with appliqué designs. It's enough that we decorate our
homes, inside and out, on festive occasions. We don’t need to decorate ourselves. A zebra-striped accent is okay. A
total zebra look . . . save for a social occasion.

Cleavage and bare midriffs (even a glimpse) in an o ffice. This isn’t really a question of fashion, more of decorum,
and does not require more explanation. At work, you simply don't flash. Get the classics. The Little Black Dress really
can get you everywhere.

Look at yourself in the mirror and see what you see . Experiment. Black slacks and a white blouse (ivory, if you
look sick in white) can take you anywhere.

According to the TV show, What Not To Wear :
No miniskirts after the age of 30.
It's okay to wear white shoes after Labor Day.
Shoes and purses do not need to match.

Lisa Baker CPS: My mother was released from the hospital on September 18. On September 22 the doctor told her she
was in remission. In about two weeks he plans to put her back in the hospital for more chemo just to make sure the
leukemia doesn't come back. She is home now and is very happy to have real food.

Bethel Banzhaf CPS: My sister is on a “flying” visit from Kenya to enroll my nephew in WyoTech. | will be going to
Denver to visit with her and my parents while she is here. | plan to drive to Albugquerque with her to visit my niece before
returning to Wichita. Because of her limited time in the States, | will be gone during the October meeting and garage sale.
I'll be sorry to miss them, but | don’t get many opportunities to see my sister! My dad just spent the night in the emergency
room following a minor stroke, so I'm glad | already had planned to visit them.

Andrea Beer: I'm so excited! | am now a homeowner, and | ended up getting back $467, which was money | had paid
over the last month for inspections and appraisals. It had to do with the FHA program | used and the fact that it was an
income-based program that allowed me to get the money back. So, | have some extra for things | will need for my new
home. If anyone knows where | can get a fairly cheap washer and dryer, let me know!

Dress for success . . . but pay less!
p
e
; ) s
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 Thurs 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
P. O. Box 854
Wichita, KS 67201

MINISA CHAPTER

Publications:

Editor: Bethel Banzhaf
minisachapter@hotmail.com

Staff: Andrea Beer

Patti Ferguson CPS/CAP

Paula Iman

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 other 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

SUBMISSION SUBMISSION space available basis.
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 PARAGRA-PH: Justified Bethel Banzhaf, 1633 E 2nd,
minisachapter@hotmail.com NAMES: f|.rst and last Wichita KS 67214
1633 E 2nd, Wichita, KS 67214 | 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.



