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as to have a quorum in
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officers.
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Small talk anyone? While attending a businessriting seminar in early April, |

picked up a book calledPower Phrasesz The Perfect Words to Say It Right

and Get What You Wantby Meryl Runion. As | am sure you have guessed by

the title, the book is geared toward using the certain phrases and techniques to
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Qkay, | know yvhat you are thinklng. Why in the Worlq is S~Ione writ[ng about small talk ang
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second greatest fear is starting a conversation with someone we do not know? The good news,

the art of networking and mingling is a skill and it can be learned. | believe Mark DeMoss de-

scribes networking opportunities bestz OOEA Ci1 1T A &£ 0001 A 061 AAOGAE C

OO0OA O AT A AOOI AEAOGEI 1T xEOE PAIT PI A | OAE xEOA

Every Huntsville Chapter, Alabama Division, and International event is an opportunity for each

of us to meet someone new and learn something new. | believe that we should make it a point
(PLACE Continued on pad®
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It is such an uncomplicated, simple word. The -ggltable just rolls off the tongue with alacrity.

Yet, to speak this word keeps us awake all night, can ruin a career and may terminate personal and
professional relationships.
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Chapter Celebrations

May Birthdays: Rhonda Pendleton2 years
Rosemary Rogers2 years

13- Gayla Hale Rebecca Ortiz 3 years

17 - Rozella Coggin, CAP Sandy Brown, CPS3 years

31- Beverley Gentry, Desiree Droste 3 years

31- Debby Griffith, CPS/CAP Trish CantrelTeetor- 5 years

May Anniversaries: &
Vanessa Akins 1 year \
Angela Craig 1 year (9
Suzanne lvey 2 years

Member Spotlight YR &a{ L}l akKé odzi (KS@hanhdB Yy 2«
Shannon Malonds currently the enjoys playing the piano, reading, and watching movigise
administrative assistant to the Vice States one of heE s!<i||s iAs bejng highly organizgte states,
President in the Office of Advance- ¢ L 'Y SEUNBYSte akKez odzn L I
ment and Development at Oak- viduavls at’IAAPl am meeting new indivigiualg every meeting
wood University.Shannon has PYR GKFU Aa GSNE SYO2daNI 3AY3

been in this position for almost two

@SFNE® {KSQa |faz2z 62Nl SR a Iy | Rm
ministrative secretary and office
manager at Oakwood before progressing to her cur-
rent job. Shannon has a B.S. in English with a minor in
Communicative Arts from Oakwood. KS Qa 06 S¢
Huntsville Chapter IAAP member since November
2008, and she has been active on the Programs Com
mittee. She and husband Dammeon have no childre
2N LISGA&ax o0dzi aKS RAR YSyilAzy KFE@Ay3a (62 FArAakK a{®i AiAak

Sunday, May 9

Welcome to Beatrice Rose McCormick, born 4/7/10, weighed in at 7lbs 50z, and 20
inches long. Congratulations grandaita McCormick

Welcome transferring member®amela Morgarand Pat WeekgHuntsville Housing)
from Membersat-Large.

Congratulations to membetathy Askew, CPS/CAR receiving her
Associate of Science degree in Business Administration from Calhoﬂ
Community College! She will start this fall at Athens State in pursu l
a major in Business Management with a minor in Contracts and Acquisitions.

Welcome new membemBetsy Stine Madison County Commission
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to step out of our comfort zone and introduce ourselves to ~ Parbed wire around our psyche.

someone we do not know well at each evergteven if we {SO2yR3Y ay2é¢ OfFNARFASA SELISOGL

are the first time guest! _— . . .
9 | find it much easier to work with someone who can be consis-

How to get started: tently honest with me about what to expect in the future. If |

4EA 11006 EI DI OOAT O 01 xAO o E BXIRconstantlysecand guess whathep ok gotshisipgregn is

name. aNBFtteé O2YYAUGGSR G2 | LINR2SO(
If you know it, use it. confusing and often problematic.
Take time to learn proper pronunciation. The real problem in working relationships with someone who

) £ UI O EAOA Al OCI O0AT OI I Ml iyAeq lokiliAng Q9% sA Glax AR Sz st ¢
0EOAOCA O AOE OEAO A 1 Alfiond AneQARANDE @b doP& fefarmn AnBr cat®s) re-
A D_' | TCEUAN ) 8606A A OCI O O’&sboncHd &l mleséa'g 8rit in a conference room and nod

If you think they have forgotten your name, tell them approval but everyone knows they are wandering around in an-

: befpre they. haye i o . other galaxy at that moment.
Give more information in order to invite more informa-

tion from them. ¢CKANRIZ ¢gKSy &2dz alé& ay2é¢ &2dz | c
Donotsay( Eh ) &6i 3iiTA  stongandworthy person.
Say( Eh )d&i 31 1T1TA8 ) Ai OEA 2 (0T QQHRE 'A'YA | # Ed,%%%lszo 35 e Mra 2 NF R

President. This is my first time her&hey will likely tryS GFEQAYy3 G2 F FHOStSaa YAiON
respondAw[th‘simila[ comments.

ST 180 OOAOO AiTOAOOAGEIT O x E%Zaﬁpgodaéfgrée§qmg%n%e§gséts, we socially feel the pres-
Most people will not continue a conversation that

opens with a statement. 2§ O2yaraiaSyidfte KSINE aL GKAY]
Use the Three-Step Icebreaking Process hNE GGKA&E A& Fy 2LILRNIdzyAide &2c
Make an opening statement. 6S 2FFSN) GKA& LINRPRdAzOG 2dzaid 2y OF°

Reveal something (not too personal) about yourself. 6S Yl & yS@SNI 3ISi G2 &4SS tFNMA
Encourage them to reveal something about themselves
Ask open-ended questions.
Develop a 10-second commercial for yourself.

Personal value is determined, not just by what we do, but who

S Gl NBdé hdzNJ OKIF NF OGSNE 6K2 ¢
OFy@la ¢AGK GKS AyiSaNwnide 27 2
Now get out there and network! CAylLttes @SNDFEATAYy3d ay2¢ S Q¢

We are independent people. We have to rely on each other to
get food on the table for dinner tonight, finalize
%ngge%dﬁfgr ztteﬂn meeting tomorrow and
turn in accurate humbers to the IRS.

(ANOO Continled from pagd
¢CKSNBE NS F2dz2NJ 322R
be part of your vocabulary.

CANRGZ ay2é¢ A& SYRSY
boundaries.

<But,therg ha beﬁ_ menis_in our life
Dsuﬁgéyg éﬁé? 06‘ 2%35 aj)\ Vi NI RS L
L¥ S IINB aleAay3da aesSaé¢ i
may not be the space or time for us to get com-
F2NIFofS 6AGK ayYSoé

| meet people all the time who are angry
with...themselves. They sulk around seething

. with regret that life has become a large stadium where the

Here are questions all of us must answer as we develop ma- rowds iust k reami nd th re at of breath
GdzNRG& 208NJ I tAFSGAYS® a2 A £PVOYPERFEAN ng angs and they are gtofpreath,

. : . rushing from one new goal to the next.
demands, drain my physical energy and deplete my emotional 3 ) 5
61 NEK2dzaS Ay 2NRSNI F2NJ YS G(2r88yH dyw@OSHENE: RaBELERENE & g RS
one in my personal life who is emotionally holdingme hos- ¢+ 0 OK @2dz2NJ t ATS FNRBY | RAaulyo
GF3sSKe¢ a/ by L O2yGNBf Y@ vy S &&andeaurtudehe theiifeyeuknow best...yours.

From choosing to eat one donut instead of four and working Dr. Cal LeMon, President, Executive Enrichment, is a corporate educator

70 hours a week for the next 20 years, we all have to stake o@hd organizational consultant who can be reached at-808-4040 or
www.execenrichment.com

In order for us to protect our minds, bodies a
futures it is essential we know how to build
fences. There are just some internal places it
where only invited guests are permitted ac-
cess.
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Chapter Announcements

Keep Your Contact Informa- Free Weekly Podcasts IAAP has teamed up with Theffice
tion Current! When your con- Professional Newsletteto bring free weekly podcasts to mem-
tact information changes, such as bers. Visit the homepage of the IAAP Web Community and
moving, changing jobs, etc., be there you'll find the link to the podcasts. You must be logged
sure you update this information  in to access them.

in the IAAP database. You can do
this by going to the IAAP HQ and

logging into the Web Com
munity. Step-by-step instructions ~ We are excited about this new member benefit and thankhe

are as follows: Office Professiondbr working with IAAP.

Some of the upcoming topics include training on career man-
agement, teamwork and professional development.

Go to www.iaaphg.org

Click on theAlready a Membeicon.

In the upper right corner of your screen, select login
Enter your user name and password. (If you do not have
one, selectNeed a login?o obtain one.

Please complete the Member of Excellenderm by June 30,
2010 in order to accomplish this designation as part ofour
personal and professional goalyou can find the form on the
HQwebsite: http://www.iaap -hqg.org/, Click on "Already a
member", Click on "Member Resources", Click on "Pathways
to Excellence Program." Click on "Member of Excellence",
Complete the form*Remember to record and keep all backup
in case you are audited.

Also, the Membership Committee maintains our Huntsville
Chapter member directory. This directory was created to
enable members to better identify one another and facili-
tate communication, networking and problemsolving. It is
updated when changes warrant and posted under the Mem- Have you registered for EFAM yetp 06 O OEI A AGCAEI
bers Only section of the chapter website. So if your infor-  thinking about) ! 1 08 O %AOAAOEI T &1 001 A
mation changes in addition to updating your information The International Education Forum & Annual Meeting is

on the IAAP database, be sure to copy Carolyn Drake CPS/ ) ! ! Prénmier event taking place during the summer with an

CAP, Membership Committee Chair so she can be sure the average of over 1,800 attendees. This event offensore than
Huntsville Chapter roster is current as well. 50 education workshops focusing on topics from manage-

ment skills to leadership development. Attendees will have

the opportunity to see the inner workings of the association

IAAR Student Chapter Hosts Mock Interviews on Campus by attending the business sessions that highlight the associa
April 8, 2010 z The J.F. Drake State Technical Coll Stu-x PR I v A A
pr < 1he foke Siale ' echniear Lorede St | AAARAOOEEDS ! TA AiT80 A& O

dent Chapter of the International Association of Adminis- OEl Ih i ol aatheri ith
trative Professionals (IAAP) hosted mock interviews for the events that provide social gatherings with your peers.
student body as part of Career Week activities on the cam-

puS Drake State Students (Whitney) Ingram and (Sophia) Lacy

Earn All-State Awards;Birmingham, AL-O4 EA OAAT A x A
Local business owners and representatives conducted in- Alabama Community College System (ACCS) All Alabama Aca-
terviews with twenty student volunteers. Students were demic Awards...Ms. Whitney Ingram and Ms. Sophia Lacy of
evaluated on their communication skills and professional Drake State Technical Co||ege were honored at the celebra-
appearance and were given immediate feedback on their tion. The two students were selected based on their academic
performance. This is the third year that the Drake State achievements, community involvement and leadership quali-
College Student Chapter has facilitated mock interviews on tjes. ...Ingram is an Office Systems Technology student with a

the campus. 4.0 GPA, working as a Cooperative Education Student (Gp)

The Drake State College Student Chapter was formed inf"‘t A_rmy Garr_ison on Red_stone Arsengl. ...L_acy will be graduat-
February 2008, with students from various degree pro- ingin May with an Assoaatg Degree in Office Systems Tech-
grams. The student officers coordinate monthly programs nology. Her 3.7 GPA, attention

on various professional and personafelated topics as well 0 detail and professionalism CLe %/gf

as attend professional workshops and events hosted by €arned her a ceop position at - A%~ A

their sponsor, the IAAP Huntsville Chapter. PEO Missile and Space Agency 5 :
AO 2AA001T 1T A O\(/o/nﬁ/ux/b/u&liio/rw/!
gratulations to both these N\ - évg ;
young ladies! ah S
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brainteaser (answers on last page)

According to U.S. government estimates, what percentage of Federal Income Tax filers cheat?
[ 15%
[117%
[ 132%
[ 163%

In 1913, the Sixteenth Amendment to the U.S. Constitution was passed. What did it do?
[ ] Established the IRS

[ ] Permitted states, in addition to the Federal government, to levy and collect taxes

[ ] Put the graduated scale for income tax in place

[ ] Made income tax permanent

Which president implemented the very first income tax in the United States?
[ ]John Quincy Adams

[ ] Abraham Lincoln

[ ] Teddy Roosevelt

[ ] Franklin D Roosevelt

Which one of the following countries DO NOT have an income tax?

[ ]ltaly
[ ] Australia

Hﬁiﬁi‘fnabique 2009-2010 Board of Directors

Presiden® Slone West CPS/CAP

—
‘ ' Memorial Day- May 31 PresidentElectd Stacey Brewer CAP
Formerly known as Decoration . . .
— Day, it commemorates U.S. Vice President TI’ISh. CantreliTeetor
L: men and women who dies in Secretary® Susan Crittenden
military service. Treasurerd Rozella Coggin CAP
Armed Forces DayMay 15 Immediate Past Presidend Stephany Wingard CPS
To recognize and honor the Parliamentary Advisord Carolyn Drake CPS/CAP
countryé6és military forces

Websitegy Check It Out

www.onlineorganizing.comz Even though it isn't geared specifically toward
administrative professionals, Online Organizing is full of helpful tips for get-
ting organized in the workplace. Not only will you find advice about organiz-
ing desks and workspaces, but also useful information and checklists for of-
fice supply purchasing, business travel, delegation, productivity, and much
more.
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Career Development

What's the Buzz on Microsoft Office 2010? while keeping track of their family, friends, and colleagues
Microsoft Office 2010, the successor to Microsoft Officeby viewing status updates and past communication history
2007 for Windows, is now available on the Microsoft sitewith the individual. While users view their emails, a name,
in beta test version for users of Windows XP, Vista, or 7picture, and title will be available from the person they are
Currently the release date for Office 2010 is June 15, 2GIMtacting.

This version of Office offers the first-&# version of Of- Photo-editing tools are much more advanced so that you

fice for those who use Windows Vista or 7. Here are justan get effects very simila programs like Photoshop. In
few of the other new features: Word, Excel, and PowerPoint, you can get a thumbnail pre-

T Office 2010 keeps the ribbon that some of us love af§W ©f the image.
some love to hate even more, the ribbon has been .
added to all the Office programs. The Office 2010 ribbona‘ Dozen Proven Productivity Boosters

has been improved so that users can control the ribbon.WhO doesn't need to get more done every day? Choose

Now you can decide what items appear on the tabs anolthe three best ideas here and make a pledge to try them in
the next two weeks.

Every day, complete or start the worst thing you have
to do that day FIRST. If you dread it, do it.

Get rid of time wasters during the work day. This in-
cludes Facebook, twitter, Instant Messenger, video
games, Flickr, and uncontrolled Internet surfing.

Keep your email inbox under control by learning to use
filters and folders.

Take a break. Work in short bursts at your most pro-
ductive times, and don't get overtired.

Use music to elevate your mood and tempo; classical
music is said to increase productivity.

Block out time for work, and set a timer for each of
your tasks. Once you've worked to a timer for
awhile, you'll instinctively set the pace.

Eliminate all distractions. This includes the phone,
email notifications, and having multiple web

even add tabs with your favorite commands.

{ This marks the debut dfeeonline versions of Word,
Excel, PowerPoint, and OneNote. Office Starter 2010 will
replace the current lowend home productivity software,
Microsoft Works. Microsoft's update to its mobile produc-
tivity suite, Office Mobile 2010, will also be released for
Windows Phones running Windows Mobile 6.5 and Win-
dows Phone 7 Series.

9 OneNote has improvements including simultaneous
multi-user editing of notebooks, and content that was
added or changed by another user is now highlighted.
There is also color coding of authors available so you can
see at a glance what someone has written. For editing,
OneNote supports the addition of math equations, has a
miniature translator, and touch gestures such as finger
scrolling. You can put OneNote in link mode and it will

automatically link your notes to whatever you are viewing browsers open on the desktop. Stay away from
so that as you read the notes, you can click on the links. your computer work offline. Research shows

1 Now in Word, two people can edit simultaneously and that multi-tasking is less efficient.

the status bar tells you who is editing. You can also cache Take the first step. Often times, starting is the hardest
shared documents so that you can edit them when you are part. Once you get going, you will quickly get into
offline and the changes will be automatically made on the a rhythm.

original when you come back online. Write out a tolist each day. Prioritize items as you go.
1 An"Ignore" button has been added to Outlook, so that Focus on resuibriented activities. Pareto's law states
if you belong to a discussion email list, you can get rid of that 20% of our actions result in 80% of the re-
conversation threads you aren't interested in. It can delete sults. Focus on those actions.

all the messages in your inbox related to that thread and

will delete messages that come on later as well. .

1 Another feature to the new 2010 Microsoft Office is From the April 2010 ASAP FasTrack enewsletter

the social connector feature. It allows users to write emails
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Chapter Nominations

International Association of

Administrative Professionals®

Huntsville Chapter

20®-2010
Board of Directors
Chapter ID 435155

Slone WesEP3CAP
President
256656.297
slonewest@iaaphsv.org

Stacey Brewer CAP
Presiden€lect
256722.3409
staceybrewer@iaaphsv.or

Tricia CantrellTeetor
Vice President
256461.2076
trishteet@iaaphsv.org

Susan Crittenden
Secretary
256428.1375
susancrittend@iaaphsv.org

Rozella Cagin CAP
Treasurer
256.824.2907
rozella@iaaphsv.org

Stephany Wingard CP:

Immediate Past President
256799.3522

stephanyw@iaaphsv.org

Carolyn Drake CRESAP
Parliamentary Advisor
256746.5600
carolyndrak@iaaphsv.org

Page 7

Huntsville Chapter
International Association of Administrative ProfessiofigIAAP ®)
Huntsville, Alabama

Alabama Divisiord35000
Huntsville Chapter 43515!

April 25, 2010
Dear Huntsville @apter Members:

Nominations for 200-2011 officers for the IAAP Huntsville Chapter are nov
closed. By virtue ofils office as the 209-2010 PresidentElect, Sacey
BrewerCAP will automatically succeed to the office of President fdr20
2011. Nominatiaos were received as listed below for the following offices:

PresideniElecti Dedra Herod

Vice President Margie Burchfield
Secretary Rebecca Ortiz
Treasureii Ruth Ghoja

of fi wi ||

El ecti on of cer s

Tuesday, May 2, 2010.

occugon:

Should you have questions, please feel free to contact me.
Sincerely,
Tamra D. Chamblee

Tamra D. Chamblee CPS/CAP
2009-2010 Nominations Committee Chair




. Newsletter Title

International News

Capitalization of Association Names

)y 060 AAOGO A& O Ai1 OETOEOU EAEA xA x1 OE O xAOA AT 1 OEOOAI
tions. Inconsistency causes confusion for members and nonmembers. Traditionally we have capitalized the fol-
lowing (this is not an exhaustive list): member, association, board, chapter, division, manager, administrative pro-
AAOOET T Al h AAOOEAZEAAOQETTh ET OAOT AGET T Al DPOAOGEAAT Oh O
of these should be capitalized since they are all common nouns. Only capitalize if the word is used as part of a
proper noun.

Another change that will be effective immediately is we will now be using a comma to set off designations: Susan
Shamali, CPS/CAP.

In your communications, please lower case these words unless they are in a correct title.

Examples:

Correct

The IAAP International Board of Directors met in Reno to discuss matters important to thessociation .

When we use IAAP with international board it becomes a proper noun. Association is only capped when it is in our
proper title.

Incorrect
The Board asked severaMembers to come to theBoard Meeting to discuss their respectiveDivisions about
matters important to the Association .

These are all common nouns and should not be capitalized.

Correct

International President Susan Shamali, CPS/CAP, asked the president of theOhio Division to meet with her at
the recentlAAP conference. She also spoke witlEmily Allen, communications and publications manager at
Spring Conference.

7A AAPEOAI EUA 300AT60 OEOI A AAAAOOA EO APPAAOO AAAEI O
would not be capped as in the example of Emily Allen. Ohio Division is a proper title. IAAP conference is not capped
OET AA EOGB8O 1106 OEA OEOI A T &# AT UOEET C8 3DPOET C #11 AAOA

Incorrect
Many Administrative Professionals have attainedCertification through IAAP. Those who ar€ertified can
earn up to 7 percent more, according to OfficeTeam, an IAS@rporate Partner .

These are all common nouns. The words in bold should all be lower case.
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Division News

- IAAP Alabama Division
T A A P 58th Annual Alabama Division Meeting Pn E“

June 4-6, 2010

Birmingham, AL cn.‘lm

ixtarnational apwvctiten of REGISTRATION FORM

AdmInletrairs Tratesluals

Name Company,
For Name Tag OCPs OCAP Chapter.
Mailing Address IAAP Member # or SSN
{required for CEUs)
E-mail Current Division Officer (Position)
Home Phone Past Division President (Vear),
Office Phone Past International Officer/Committee/RTF
cell Phone (Highest Position/¥r)
Fax No O Check if this is your first annual meeting

REGISTRATION TNFORMATION

Registration fee includes: Seminar sessions,

APY event, light breakfasts, recognition luncheon,

business sessions, receptions and banquet.
Professional Member $110
Merited Member/Past Div Pres  § 75
Student Member $ 50
Late Fee [after May 21) +§25
Total Amount Due:

SINGLE EVENT:

Friday Seminar § 65
Recognition Luncheon $ 64
Awards Banquet/Receptions ~ § 47
Late Fea (after May 21) + 4§25

Total Amount Due:

Guest Name(s):
Dietary Restrictions:

FOR PLANNING PURPOSES ONLY

Friday night networking activities: Pick one listed
below (you are not commiting to participate):
O Shopping at The Summit
O Sips n Strokes - The cost is extra and you are
responsible for making your cwn resarvation.

Lodging:
O I plan to stay at the Hilton (Indicate here, but you
are responsible for making your own reservation.
Note that block of rooms will be released 5/13.)

Signature

PAYMENT INFORMATION

O Creprr Caro: O MC O VISA O AMEX
Ne Exp
Name on Card

O Checxs payable to [AAP Alabama Division Meeting
O PuRchAsE ORDER =

Mail, email or fax registration form to:
Lynnell Frazier
Alzbama Pavier Comp:
600 North 16th Stret - 55-0104
Blnnmgham AL 35203

mail:
Fax 205f257 3394

VOTING CERTIFICATION
0O Delegate O Alternate Delegate
Chapeer.

I hereby certify that this member is the duly elected or
appointed Delegate or Alemate Delegate to the IAAP
58th Annual Alabama Division Meeting and will
represent our chapter in all matters which come before
said meeting.

Signature—Chapter Treasurer

REGISTRATION DEADLINE: Friday, May 28 (add late fee after May 21) NOQ REFUNDS AFTER: May 21

Questions? Contact Gina Chesser, CPS, Coordinator 205/226-1091 or gchesser@southernce com

Page9

There is still time to register for the Alabama D|V|=

sion Annual Meeting. Just log on to the division

website atvww.iaapalabamaand follow the path to

AEvent so then A58th A
ARegistration 1S now
dress into your internet browsenttp://

n:
oi

www.iaapalabama.org/PDF/2010DivMtgReg. pdf
The room block will be released on May 13. Early

registration ends on May 21 and all registration
closes on May 28.

nua
pen



