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There are no foolish questions and no man becomes a fool until he has stopped asking
guestions. ~ Charles Steinmetz, Assistant to Edison
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I hope each of you will enjoy the break from your labors on Monday! For me, Labor Day signals the
end of summer . . . and | am eagerly anticipating cooler temperatures.

Cyndi Mullins CPS did a fine job presenting an overview of the International Convention at our
August meeting. | hope many of you will have the opportunity to attend an International Convention.
It is something to behold! There are admins from around the world with whom to network and many
workshops covering a variety of topics from which to choose. Cyndi’s written report is available for
those interested in reading the details.

The program at the September meeting will be presented by Bronda Robbins CTM. Her presentation is entitled Skills
Portfolio: An Advantage in Promoting Yourself and IAAP. | am pleased to see Minisa members stepping up to the
challenge of public speaking.

Several of us attended the Kansas Division Leadership Workshop in Emporia on August 18. The division board is asking
for one volunteer from each chapter to sit on a division committee to review the strategic plan for Kansas Division. The
meetings would be through e-mail so no travel is involved. If you are interested in participating, contact Betty White CPS,
Kansas Division president.

The division is also creating a task force to build new chapters within the division. The plan is to hold workshops in towns
that do not have IAAP chapters to get the word out. Bethel Banzhaf CPS and Sharon Taylor CPS are working on this and
plan to hold the first session in Great Bend. If anyone is interested in serving on this task force, contact Bethel.

A special thank you to Bobbie, June and Bronda for braving the heat in Potwin on August 18 at the Watermelon Festival.
Bobbie made 14 pans of enchiladas as well as biscuits and gravy for ways and means, netting $351.10! Also thanks to
those who donated items for the sale: Jacki, Carmen, Sue, Bobbie, June, Bethel, Pam and Ruth.

The division board approved our plans for the October workshop. Mark your calendars now: Saturday, October 13, 2007.

Kansas Division Professional Development Forms have been e-mailed to you. Please let me know if you did not receive
one. For those of you who do not have access to e-mail, forms will be available at the September meeting.

| have been thinking of ways to enrich your experience of membership in Minisa Chapter. | would like for us to
purposefully and intentionally work on succession planning. Members should be mentored through the processes leading
to chairmanships and chapter offices. Why should each of us be “self-taught” when there is so much experience
available? Some training has taken place during our June retreats but | think more time and more specific training is
needed. During the course of this year, | would like for those of you who think you might be interested in chairing a
committee or serving as an officer to make it known to the board and the current chair of the committee that particularly
interests you. | plan to contact each committee, beginning with the chairman, and talk about training options. The
guidelines for each office and committee are in the binder that was given out at the June leadership training session.
Contact Cyndi Mullins CPS if you have not yet received one, or pick one up at the next chapter meeting. Please start
thinking about how you might serve as an officer and/or on the committees. It is important for each of you to become
involved in order to get optimum benefit from your membership. | want your experiences with IAAP to be of value to you
personally and professionally.

| encourage each of you to speak up when you see opportunities to improve Minisa Chapter. Your ideas and opinions are
important. | want to hear your vision for our chapter.

Sincerely,
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Dates to Remember

August 28 Ways and Means Committee Meeting; 5:30 pm; place to be determined
September 4  Board Meeting
September 6  Chapter Meeting

Business meeting will include approval of the 2007-2008 budget

i

October 2 Board Meeting
October 4 Chapter Meeting — Executive Night and Executive of the Year Presentation
October 18 POW WOW Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!)

\ November 8 IMPACT Reception and Chapter Meeting /

About Our Program and Speaker

Bronda Robbins, CTM , is the Administrative Assistant at Gossen Livingston Architects. She holds an Associate of
Science Degree in Nursing from Hesston College in Hesston, Kansas, and the Competent Toastmaster certification from
Toastmasters International.

In Skills Portfolio: An Advantage in Promoting Yoursel f and IAAP , Bronda will be covering:

Reasons to develop a skills portfolio

Items to include in your portfolio

Ways to utilize it to promote yourself in your current position, prepare for interviews, and promote IAAP to
those who stop by your desk

% COMMITTEE REPORTS

Chapter History Committee Linda McCurdy CPS, Chairman

The Chapter History Committee has completed scrapbooks and presented them to Bethel Banzhaf CPS, who served as
president for the year 2001-2002, and Delynn Nelson, who served as president for the year 2002-2003.

Our next meeting/scrapbooking session will be held Saturday, September 15, from 1- 5 p.m. at the home of Bobbie Frye
CPS/CAP. We will start working on the scrapbook for the year 2003-2004, the first year that Bobbie served as President.

An e-mail will be sent to committee members and those who have helped in the past with additional details for this first
scrapbooking session of the year. Please mark your calendars now for the September 15 scrapbooking. All members are
welcome to help at any of the scrapbooking sessions for whatever amount of time your schedule allows. If you have
guestions, need additional information, or would like to be added to the e-mail list, please contact Linda McCurdy CPS.

Budget Committee

The Budget Committee met on August 22 to discuss the proposed 2007-2008 Minisa Chapter budget. Please review the
proposed budget included with this issue of the Pow Wow. Be prepared to discuss the budget at the September business
meeting when we will vote to approve it. If you have any questions or cannot attend the meeting and you have input,
please call or e-mail Sue Houser CPS/CAP.
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Executive Night Committee Margo Landis CPS, Chairman

Jocelyn Pickard, Margo Landis CPS (Chair) and Gayla Bridwell (Advisor) form the Executive
Night Committee this year. Executive Night will be held at our regular chapter meeting on
October 4, 2007 at Best Western Airport Inn and Conference Center (West Kellogg) where the
award winning recipient will be announced.

We would like to encourage all of you to invite your executive to attend our dinner and program
meeting. All executives in attendance will be recognized. The cost of the dinner for your
executive will be $13. This cost will not be paid by the chapter so please plan to pay for your
executive or, if you choose, ask your executive to pay for his or her own dinner. We plan to have
invitations printed and distributed at the September 6 meeting.

Please nominate your executive for Executive of the Year . The forms require you to list your executive's (1) contribution
to the International Association of Administrative Professionals and/or the administrative assistant's personal
development, (2) administrative assistant-boss relationship; (3) the executive's professionalism, (4) contribution to
community, and (5) any additional remarks or recommendations. The candidate forms will be judged by three judges not
associated with IAAP or with any member’s place of employment. The nominations will remain anonymous by having a
number assigned to each form.

Education Committee Monique Richardson CPS, Chairman

2007 Kansas Division Fall Workshop:  The Kansas Division Board approved Minisa Chapter’s Fall
Workshop proposal. The division board will send out the flier and registration form with all of the
details. Workshop date: October 13, 2007; location: Cowley County Community College Southside
Education Center (4501 E. 47th St. South); speaker: Carolyn van der Veen; presentation: Getting
Things Done, the Art of Stressful Productivity.

The committee is asking that members donate breakfast items (muffins, coffee cakes, etc.) for the
morning session of the workshop. Please contact Monique Richardson CPS to sign up.

Program Committee Cyndi Mullins CPS, Chairman

Things are progressing well. We have speakers committed for September 6 and October 4. November will be the IMPACT
membership drive and December will be the holiday social so we will not have programs those months. We also have
speakers lined up for January, February and March 2008. The committee is still working on programs for April, May and
June. There will be another Program Committee meeting scheduled in the near future.

Publicity/Community Service Committee Monique Richardson CPS, Chairman

Minisa Chapter will answer phones for the KPTS phone drive on September 14 from 6:45-10 p.m. at 320 West 21st Street
North. We are in need of 8-10 members to assist with answering phones. Currently we have seven members who have
signed up but we really need more help. KPTS will also feed us. If you are interested in helping please contact Monique
Richardson CPS.

Ways and Means Committee Bobbie Frye CPS/CAP, Chairman

Potwin Water Festival Enchilada Sale. We took in $529 between lunch and breakfast and sold out of gravy by 10:30
with nine biscuits left. | made 14 dozen enchiladas and had three dozen left, which have all been sold. We also sold all the
leftover drinks and desserts. It was a great turnout of customers, and thanks to Bronda’'s great marketing skills, she
brought in many people who tried to venture past without stopping. Of course once others saw their plates, they inquired
as to where they could get the same. We had several great “rushes” for both breakfast and lunch.

The Income and Expenditure Statement for this event is included with this issue of the Pow Wow. Many thanks to Bobbie,
June Crawford and Bronda Robbins for their tremendous help, and those who donated items.
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Membership Committee Delynn Nelson and Bethel Banzhaf CPS, Chairman
Welcome.. 2w.Member

) =
¥
A big WELCOME goes to our new member, co-worker of Paula Iman! Debbie joined 0
Minisa Chapter in August and we look forward to getting to know her! (f\
x2D

We enjoyed meeting Aura Roseberry, a guest at our August meeting, and are looking forward to seeing

her again. Incentive points awards were presented at the August meeting. As you know, officers and chairmen have been
keeping track of your attendance, and if you wear your pin, if you wear your name badge, if you bring a prospective
member, etc., you get incentive points. 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 2007.

$5 Dinner Coupon: 30-49 points $10 Dinner Coupon: 50+ points

With 35 points — Patricia Combs With 66 points — Marianne Eyles CPS/CAP
With 42 points — Pat Pickard CPS With 72 points — Bobbie Frye, CPS/CAP
With 32 points — Monique Richards CPS With 85 points — Sue Houser CPS/CAP
With 38 points — Ruth Smith CPS With 65 points — Linda McCurdy CPS

With 115 points — Bethel Banzhaf CPS

The grand prize goes to the member who had the An Entertainment Book was presented to Sue
most points from July 2006 to June 2007. Houser CPS/CAP who had 141 points.

INCENTIVE POINTS TOTALS

Member Jan — Year Member Jan — Year
June Total June Total
2007 2007
Lisa Baker CPS 16 23 Margo Landis CPS 18 54
Bethel Banzhaf CPS 115 168 Frances Larson 1 1
Debbie Blasdel 3 6 Nina Leeper 0 4
Janet Brannan 1 1 Diana Loux 6 12
Gayla Bridwell 18 37 Linda McCurdy CPS 65 119
Cindy Cachard 7 7 Jessie Montgomery 6 6
Jean Cale 1 Cyndi Mullins CPS 47 81
Nicki Calhoun 1 4 Patti Neace 1 1
Jill Coker 7 7 Carmen Ned 15 15
Patricia Coombs 35 64 Delynn Nelson 4 6
June Crawford 25 42 Nancy Palyash 4 4
Stacy Derebery 0 1 Jocelyn Pickard 10 10
Fern DeShazer 0 4 Pat Pickard CPS 42 76
Margaret DeWitt CPS 1 1 Jacki Redd 29 58
Pam Dinwiddie 21 43 Cindy Reints 1 15
Mary Ecker 1 1 Monigue Richardson CPS 32 71
Marianne Eyles CPS/CAP 66 110 Bronda Robbins CTM 13 21
Norma Farnsworth CPS 27 62 Ruth Smith CPS 38 66
Patti Ferguson CPS/CAP 6 13 Janet Southards CPS 1 8
Terri Fiscus-Goforth 4 13 Mary Spacheck 14 26
Bobbie Frye CPS/CAP 72 114 Nykki Stock 1 1
Keri Henderson 20 38 Diane Walters CPS/PLS 17 33
Sue Houser, CPS/CAP 85 141 Sheri Werner 4 4
Paula Iman 6 6 Shirley Yingling CPS 26 71
Debbie Konklin 9 12
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T THE [ ]
r uS t Bronda Robbins CTM, Liaison

RETIREMENT TRUST
B FOUNDATION ®

This year we will have a variety of ways to raise funds for the RTF. One idea is an "uh-oh" cup, where we fine members
for not wearing their pin, talking during the program, not following parliamentary procedure, etc. Also planned is a silent
auction similar to what we did for the raffles, but we'd only do it every other month or so. Another idea suggested to me is
an "RTF Calendar" where we pick a particular month and put together a calendar with something different on each day
along with a sum ($0.05 to $0.50 or so), and at the end of the month you donate your total amount to RTF. Members will
be informed about which project we’ll be doing before each meeting.

Don't forget that the RTF Christmas cards are available for purchase from the RTF Web site. They are very pretty this
year, and an excellent way to support the Trust!

IAAP® Kansas Division

News From Around The Association . . . /IIDRIVE >
KANSAS DIVISION 2007 - 2008

The Fall Workshop will be held on Saturday, October 13 in Wichita. If you have not yet been able to attend a Kansas
Division workshop, this is a great opportunity to do so since it will be held locally. All members are encouraged to attend
for a great day of education and networking with fellow members from different parts of Kansas.

Carolyn van der Veen will present a three hour program on Getting Things Done, the Art of Stressful Productivity which
will qualify for three CPS/CAP recertification points.

Mark your calendars now and plan to attend. The registration form will be available soon from any division officer or
President Marianne Eyles CPS/CAP.

INTERNATIONAL

Presidential Membership Growth Programs

To promote friendly competition among IAAP members and leaders, awards are offered for exemplary performance in
membership growth at all levels of the organization. The Award Criteria reflects the organization's growth goals.

Recruit 5 Rewards Program
A member who sponsors five new members (not transferring members) will receive a
$25 gift card.

Recruit 10 Rewards Program
A member who sponsors 10 new members (not transferring members) will receive a
$50 gift card.

Recruit 15 Rewards Program
A member who sponsors a minimum of 15 new members (not transferring members) in 2007-2008 will have one
year of international, chapter, and division member dues paid by IAAP.
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Membership Retention Growth Program

Chartered before July 1, 2007

status

Monthly Recruitment Program

Chapters that retain 100% of their membership (no transfers out or deletions) from July 1, 2007 through
June 30, 2008 and meet the following criteria will receive $300.

Membership is at least 15 members on June 30, 2008
From July 1, 2007 through June 30, 2008 chapter has no transfers out and no drops from active

The top three chapters that recruit the most new members each month in the 2007-2008 year will receive $100 (U.S.)
each. Chapters can win all 12 months. Membership applications with payment must be received prior to the last business
day of each month and at least six new members must be recruited.

Birthdays
Cindy Cachard (10)
Mary Ecker (23)
Marianne Eyles CPS/CAP (30)

R.AIR.A! A Meeting Wizard's Approach

Do your team meetings often start late and go over the
time set? Do your project meetings seem to accomplish
little or nothing? How much time and money is lost each
year in ineffective meetings? Isn't this the reason many
people give for dreading their next meeting? What can
be done about making meetings more effective that will
make attendees feel they are not wasting their time? Is
the answering reading another book about
meeting management?

As we all may know, many books related to
meetings are designed primarily for
presenters, event coordinators, managers,
or meeting facilitators. However, Shirley

Fine Lee’s book R.AIR.A! A Meeting

Wizard's Approach is designed for any

meeting or group member who wishes to
learn tools that will make their meetings more
effective as well as simple methods for applying them to
increase productivity.

R.AIR.Al is an easy-to-follow book written in a workbook
style which aids in quick learning of ways to improve
meetings after just a few hours of reading. It provides
great tools to help work teams or project teams develop
meeting skills. The book contains explanatory text and
illustrations for quick skill building, which include process
flow charts, diagrams, tables, and example forms. This
book includes reproducible forms for use in making

UV Service Anniversaries
Debbie Blasdel (2006)
Keri Henderson (2006)

meetings immediately more effective. Not only does the
book cover the mechanics of productive meetings, it
includes a problem section on what can derail a meeting
and how to get things back on track.

The 57-plus pages of R.AIR.A! help make meetings
more effective by offering a quick look at basic meeting
management principles and the related skills
needed through the RAIRA! approach, which
stands for Roles, Agenda, Records, and
Action . In just a few hours of reading, we
learn: the necessary meeting roles, how to
get the right people there, how to start and
. end meetings on time, how to accomplish
( more in each meeting, how to insure
meeting ideas and decisions are captured,
how to accomplish needed tasks and follow-
up outside the meeting, what may detract from
a meeting and how to deal with it, and how to improve
future meetings.

In summary, the book R.AIR.Al A Meeting Wizard's
Approach is a no-nonsense guide that can help anyone
prepare for meetings in which they will be participating or
facilitating. In it, Shirley Fine Lee explains how to assign
roles, create a clear agenda, keep records, and assign
actions for follow up — thus maximizing the effectiveness
of every meeting. Buy the book today and see what it
does for you!

Reprinted with permission from Shirley Fine Lee
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Linda McCurdy CPS

Marianne Eyles presiding Paula and new member Debbie Carter Presentation of past president’s scrapbook

Cyndi reporting on Convention Members at August Meeting

Minisa members in Emporia Division Leadership Workshop in Emporia As the Gavel Pounds skit

Keeping Laptops From Getting Lost or Stolen

Most people know that when you travel you limit the amount of cash you carry, you avoid flashing around large bills, and
you keep your wallet deeply buried. But how many of us are aware that when we walk around town, an airport, or a hotel
with a rectangular, reinforced cloth or leather briefcase in our hand or slung over a shoulder, we're sending a message:
“I'm carrying a $1,500 laptop computer that's yours if you can snatch it."

A minor distraction is all it takes for your laptop to vanish. If it does, you may lose more than an expensive piece of
hardware. No one thinks their laptop will be stolen — at least not until they find the trunk of their car broken into, notice that
their laptop isn’t waiting at the other side of airport security, or get a refill at the local java joint only to turn around and find
their laptop gone.

OnGuardOnline, a Web site managed by the federal government that is devoted to computer security, protecting personal
information, and guarding against Internet fraud, suggests keeping these tips in mind when you take your laptop out and
about:
Treat your laptop like cash. If you had a wad of money sitting out in a public place, would you turn your
back on it — even for just a minute? Would you put it in checked luggage? Leave it on the backseat of
your car? Of course not. Keep a careful eye on your laptop just as you would a pile of cash.
Keep it locked. Whether you're using your laptop in the office, a hotel, or some other public place, a
security device can make it more difficult for someone to steal it. Use a laptop security cable: attach it to
something immovable or to a heavy piece of furniture that’s difficult to move.
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Keep it off the floor. No matter where you are in public — at a conference, a coffee shop, or a registration
desk — avoid putting your laptop on the floor. If you must put it down, place it between your feet or at
least up against your leg, so that you're aware of it.

Keep your passwords elsewhere. Remembering strong passwords or access numbers can be difficult.
However, leaving either in a laptop carrying case or on your laptop is like leaving the keys in your car.
There’s no reason to make it easy for a thief to get to your personal or corporate information.

Mind the bag. Consider using a suitcase, a padded briefcase or a backpack instead of a computer case.

Get it out of the car. Don’t leave your laptop in the car — not on the seat, not
in the trunk. Parked cars are a favorite target of laptop thieves; don't help
them by leaving your laptop unattended. That said, if you must leave your
laptop behind, keep it out of sight.

Don't leave it “for just a minute.” Your conference colleagues seem
trustworthy, so you're comfortable leaving your laptop while you network
during a break. The people at the coffee shop seem nice, so you ask them
to keep an eye while you use the restroom. Don't leave your laptop
unguarded — even for a minute. Take it with you if you can, or at least use
a cable to secure it to something heavy.

Pay attention in airports. Keep your eye on your laptop as you go through security. Hold onto it until the
person in front of you has gone through the metal detector — and keep an eye out when it emerges on
the other side of the screener. The confusion and shuffle of security checkpoints can be fertile ground for
theft.

Be vigilant in hotels. If you stay in hotels, a security cable may not be enough. Try not to leave your laptop
out in your room. Rather, use the safe in your room if there is one. If you're using a security cable to lock
down your laptop, consider hanging the “do not disturb” sign on your door.

Use bells and whistles. Depending on your security needs, an alarm can be a useful tool. Some laptop
alarms sound when there’'s unexpected motion, or when the computer moves outside a specified range
around you. Or consider a kind of “lo-jack” for your laptop: a program that reports the location of your
stolen laptop once it's connected to the Internet.

Where to turn for help. If your laptop is stolen, report it immediately to the local authorities. If it's your
business laptop that's missing, also immediately notify your employer. You may also wish to review the
FTC's information for businesses about data breaches. If it's your personal laptop and you fear that your
information may be misused by an identity thief, visit the FTC’s Identity Theft page for more instructions.
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FOR SALE
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Dress for success ... butp ay less!

The Working Woman’s Shop
A Consignment Boutique

IAAP Members receive 10%
off all orders

Women's Clothing - Casual to Formal
Home Décor and Gifts
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 MRichardson4@MarvKay. 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:

Pow Wow Editor: Bethel Banzhaf CPS
minisachapter@hotmail.com

Patricia Coombs
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Keri Henderson

Bronda Robbins CTM

Ruth Smith CPS

WE'RE ON THE WEB:
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