
Small talk anyone?  While attending a business-writing seminar in early April, I 
picked up a book called Power Phrases ɀ The Perfect Words to Say It Right 
and Get What You Want by Meryl Runion. As I am sure you have guessed by 
the title, the book is geared toward using the certain phrases and techniques to 
×ÉÎ ÁÔ ÃÅÒÔÁÉÎ ÓÉÔÕÁÔÉÏÎÓȢ 4ÈÅ ÆÉÒÓÔ ÔÈÉÎÇ ) ÎÏÔÉÃÅÄ ×ÁÓ Ȱ3ÍÁÌÌ 4ÁÌË 0Ï×ÅÒ 
0ÈÒÁÓÅÓ ÔÏ "ÒÅÁË ÔÈÅ )ÃÅȢȱ 
 

Okay, I know what you are thinking. Why in the world is Slone writing about small talk and 
ÂÒÅÁËÉÎÇ ÔÈÅ ÉÃÅȩ 7ÈÁÔ ÃÏÕÌÄ ÔÈÉÓ ÐÏÓÓÉÂÌÙ ÈÁÖÅ ÔÏ ÄÏ ×ÉÔÈ )!!0 ÁÎÄ ÍÅȩ -Ù ÁÎÓ×ÅÒȣ %6%29Ȥ
THING! 
 
9ÏÕ ÍÁÙ ËÎÏ× ÔÈÁÔ ÍÏÓÔ ÐÅÏÐÌÅȭÓ ÇÒÅÁÔÅÓÔ ÆÅÁÒ ÉÓ ÐÕÂÌÉÃ ÓÐÅÁËÉÎÇȟ ÂÕÔ ÄÉÄ ÙÏÕ ËÎÏ× ÔÈÁÔ ÔÈÅ 
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. I believe Mark DeMoss de-
scribes networking opportunities best ɀ ȰÔÈÅ ÇÏÏÄ ÆÏÒÔÕÎÅ ÔÏ ÃÁÔÃÈ ÓÏÍÅ ×ÉÓÄÏÍ ÔÈÒÏÕÇÈ ÅØÐÏȤ
ÓÕÒÅ ÔÏ ÁÎÄ ÁÓÓÏÃÉÁÔÉÏÎ ×ÉÔÈ ÐÅÏÐÌÅ ÍÕÃÈ ×ÉÓÅÒ ÔÈÁÎ ÍÅȢȱ 
 
Every Huntsville Chapter, Alabama Division, and International event is an opportunity for each 
of us to meet someone new and learn something new. I believe that we should make it a point 

(PLACE Continued on page 3) 

0ÒÅÓÉÄÅÎÔȭÓ 0ÌÁÃÅȟ Slone West CPS/CAP 

4ÈÅ 3ËÉÌÌÓ ÔÏ 3ÁÙ Ȱ.Ïȱȟ Dr. Cal LeMon 

 It is such an uncomplicated, simple word. The one-syllable 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. 

άbƻέ ŎƘƛƭƭǎ ƻǳǊ ǎƻǳƭ ōŜŎŀǳǎŜ ƻŦ ƛǘǎ ŦƛƴŀƭƛǘȅΦ ¢ƘŜ ŘȅŜ Ƙŀǎ ōŜŜƴ ŎŀǎǘΣ ǘƘŜ ǿǊƛǘƛƴƎ ƛǎ ƻƴ ǘƘŜ ǿŀƭƭ ŀƴŘ ǘƘŜ 
ōŀǊƴ ŘƻƻǊ Ƙŀǎ ōŜŜƴ ŎƭƻǎŜŘ ƛƴ ǘƘŜ ǿŀƪŜ ƻŦ άƴƻΦέ 

Lǘ ƛǎ Ƴȅ ƻǇƛƴƛƻƴ ƘŜŀƭǘƘȅΣ ŀǎǎŜǊǘƛǾŜ ǇŜƻǇƭŜ Ƴǳǎǘ ōŜŎƻƳŜ ŎƻƳŦƻǊǘŀōƭŜ ǿƛǘƘ άƴƻέ ƛƴ ƻǊŘŜǊ ǘƻ ǎǳŎŎŜŜŘΦ 

(ñNOò Continued on page 3) 
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May Birthdays: 

13 - Gayla Hale 

17 - Rozella Coggin, CAP 

31 - Beverley Gentry,  

31 - Debby Griffith, CPS/CAP 

May  Anniversaries: 

Vanessa Akins - 1 year 

Angela Craig - 1 year 

Suzanne Ivey - 2 years 

Rhonda Pendleton - 2 years 

Rosemary Rogers - 2 years 

Rebecca Ortiz - 3 years 

Sandy Brown, CPS - 3 years 

Desiree Droste - 3 years 

Trish Cantrell-Teetor - 5 years 
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Welcome  to Beatrice Rose McCormick, born 4/7/10, weighed in at 7lbs 5oz, and 20 
inches long. Congratulations grandma Anita McCormick. 
 
 

Welcome transferring members: Pamela Morgan and Pat Weeks (Huntsville Housing) 
from Members-at-Large. 
 
 
Congratulations to member Cathy Askew,  CPS/CAP on receiving her 
Associate of Science degree in Business Administration from Calhoun 
Community College! She will start this fall at Athens State in pursuit of 

a major in Business Management with a minor in Contracts and Acquisitions. 
 
 
Welcome new member: Betsy Stine - Madison County Commission 

ŀƴŘ ά{ǇƭŀǎƘέ ōǳǘ ǘƘŜȅ ŀǊŜ ƴƻǿ ŘŜŀǊƭȅ ŘŜǇŀǊǘŜŘΦ  Shannon 
enjoys playing the piano, reading, and watching movies.  She 
states one of her skills is being highly organized.  She states, 
άL ŀƳ ŜȄǘǊŜƳŜƭȅ ǎƘȅΣ ōǳǘ L ŀƳ ƎǊŀŘǳŀƭƭȅ ƎŜǘǘƛƴƎ ǘƻ ƪƴƻǿ ƛƴŘƛπ
viduals at IAAP.  I am meeting new individuals every meeting 
ŀƴŘ ǘƘŀǘ ƛǎ ǾŜǊȅ ŜƴŎƻǳǊŀƎƛƴƎ ǘƻ ƳŜΦέ  
 
 
 

Sunday, May 9 

Member Spotlight 
Shannon Malone is currently the 
administrative assistant to the Vice 
President in the Office of Advance-
ment and Development at Oak-
wood University.  Shannon has 
been in this position for almost two 
ȅŜŀǊǎΦ {ƘŜΩǎ ŀƭǎƻ ǿƻǊƪŜŘ ŀǎ ŀƴ ŀŘπ
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.  {ƘŜΩǎ ōŜŜƴ ŀ 
Huntsville Chapter IAAP member since November 
2008, and she has been active on the Programs Com-
mittee.  She and husband Dammeon have no children 
ƻǊ ǇŜǘǎΣ ōǳǘ ǎƘŜ ŘƛŘ ƳŜƴǘƛƻƴ ƘŀǾƛƴƎ ǘǿƻ ŦƛǎƘ ά{ǇƭƛǎƘέ 
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¢ƘŜǊŜ ŀǊŜ ŦƻǳǊ ƎƻƻŘ ǊŜŀǎƻƴǎ ǿƘȅ άƴƻέ ǎƘƻǳƭŘ 
be part of your vocabulary. 

CƛǊǎǘΣ άƴƻέ ƛǎ ŜƴŘŜƳƛŎ ǘƻ ǘƘŜ ǇǊŀŎǘƛŎŜ ƻŦ ŎǊŜŀǘƛƴƎ 
boundaries. 

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

Here are questions all of us must answer as we develop ma-
ǘǳǊƛǘȅ ƻǾŜǊ ŀ ƭƛŦŜǘƛƳŜΦ ά²ƛƭƭ Ƴȅ ŎƘƻǎŜƴ ǇǊƻŦŜǎǎƛƻƴΣ ǿƛǘƘ ŀƭƭ ƛǘǎ 
demands, drain my physical energy and deplete my emotional 
ǿŀǊŜƘƻǳǎŜ ƛƴ ƻǊŘŜǊ ŦƻǊ ƳŜ ǘƻ ōŜ ŀ ǎǳŎŎŜǎǎΚέ άLǎ ǘƘŜǊŜ ǎƻƳŜπ
one in my personal life who is emotionally holding me hos-
ǘŀƎŜΚέ ά/ŀƴ L ŎƻƴǘǊƻƭ Ƴȅ ƴŜŜŘ ǘƻ ŎƻƴǎǳƳŜΚέ 

From choosing to eat one donut instead of four and working 
70 hours a week for the next 20 years, we all have to stake out 

(ñNOò Continued from page 1) 

to step out of our comfort zone and introduce ourselves to 
someone we do not know well at each event ɀ even if we 
are the first time guest! 
 
How to get started: 
4ÈÅ ÍÏÓÔ ÉÍÐÏÒÔÁÎÔ 0Ï×ÅÒ 0ÈÒÁÓÅ ÉÓ ÔÈÅ ÏÔÈÅÒ ÐÅÒÓÏÎȭÓ 
name.  

If you know it, use it.  
Take time to learn proper pronunciation.  
)Æ ÙÏÕ ÈÁÖÅ ÆÏÒÇÏÔÔÅÎ ÓÏÍÅÏÎÅȭÓ ÎÁÍÅȟ ÕÓÅ Á 0Ï×ÅÒ 
0ÈÒÁÓÅ ÔÏ ÁÓË ÔÈÁÔ Á ÎÁÍÅ ÂÅ ÒÅÐÅÁÔÅÄȟ ÓÕÃÈ ÁÓȟ Ȱ) 
ÁÐÏÌÏÇÉÚÅȠ )ȭÖÅ ÆÏÒÇÏÔÔÅÎ ÙÏÕÒ ÎÁÍÅȢȱ 

If you think they have forgotten your name, tell them 
before they have to ask.  

Give more information in order to invite more informa-
tion from them.  

Do not say, (Éȟ )ȭÍ 3ÌÏÎÅ.  
Say, (Éȟ )ȭÍ 3ÌÏÎÅȢ ) ÁÍ ÔÈÅ (ÕÎÔÓÖÉÌÌÅ #ÈÁÐÔÅÒ )!!0 

President. This is my first time here. They will likely 
respond with similar comments.  

$ÏÎȭÔ ÓÔÁÒÔ ÃÏÎÖÅÒÓÁÔÉÏÎÓ ×ÉÔÈ ÓÔÁÔÅÍÅÎÔÓȢ 
Most people will not continue a conversation that 

opens with a statement. 
Use the Three-Step Icebreaking Process  

Make an opening statement. 
Reveal something (not too personal) about yourself.  
Encourage them to reveal something about themselves 

Ask open-ended questions.  
Develop a 10-second commercial for yourself.  
 
Now get out there and network!     

(PLACEContinued from page 1) 
ōƻǳƴŘŀǊƛŜǎΦ άbƻέ ƛǎ ǘƘŜ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ǿƻǊŘ ǿƘŜƴ ǎǘǊƛƴƎƛƴƎ 
barbed wire around our psyche. 

{ŜŎƻƴŘΣ άƴƻέ ŎƭŀǊƛŦƛŜǎ ŜȄǇŜŎǘŀǘƛƻƴǎ ŦǊƻƳ ǘƘƻǎŜ ŀǊƻǳƴŘ ǳǎΦ 

I find it much easier to work with someone who can be consis-
tently honest with me about what to expect in the future. If I 
have to constantly second guess whether or not this person is 
άǊŜŀƭƭȅέ ŎƻƳƳƛǘǘŜŘ ǘƻ ŀ ǇǊƻƧŜŎǘΣ ǿƻǊƪƛƴƎ ǊŜƭŀǘƛƻƴǎƘƛǇǎ ōŜŎƻƳŜ 
confusing and often problematic. 

The real problem in working relationships with someone who 
Ŏŀƴƴƻǘ ǳǘǘŜǊ άƴƻΣέ ƛǎ ǘƘŜȅ ǿƛƭƭ ǳǎŜ ǎƛƭŜƴŎŜ ŀƴŘ ŘŜƭŀȅ ǘƻ ƳŀƪŜ ŘŜπ
cisions. These are the folks who do not return phone calls, re-
spond to e-mail messages or sit in a conference room and nod 
approval but everyone knows they are wandering around in an-
other galaxy at that moment. 

¢ƘƛǊŘΣ ǿƘŜƴ ȅƻǳ ǎŀȅ άƴƻέ ȅƻǳ ŀǳǘƘŜƴǘƛŎŀǘŜ ȅƻǳǊ ǾŀƭǳŜ ŀǎ ŀ 
strong and worthy person. 

²Ŝ ƭƛǾŜ ƛƴ ŀ άȅŜǎΣ ȅŜǎέ ǿƻǊƭŘΦ ²ƘŜǘƘŜǊ ǿŜ ŀǊŜ ƛƴ ŀ ŘǊƛǾŜ-thru 
ƭŀƴŜ ǘŀƭƪƛƴƎ ǘƻ ŀ ŦŀŎŜƭŜǎǎ ƳƛŎǊƻǇƘƻƴŜ ƻǊ ƛƴ ŀ ŘƻŎǘƻǊΩǎ ƻŦŦƛŎŜ ƎƛǾπ
ing approval for recommended tests, we socially feel the pres-
ǎǳǊŜ ƻŦ ŀ άȅŜǎΦέ 

²Ŝ ŎƻƴǎƛǎǘŜƴǘƭȅ ƘŜŀǊΣ άL ǘƘƛƴƪ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƻ ŀƎǊŜŜ ǿƛǘƘ ƳŜΦΧέ  
hǊΣ άǘƘƛǎ ƛǎ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ȅƻǳ Ƨǳǎǘ Ŏŀƴƴƻǘ ǘǳǊƴ Řƻǿƴ ōŜŎŀǳǎŜ 
ǿŜ ƻŦŦŜǊ ǘƘƛǎ ǇǊƻŘǳŎǘ Ƨǳǎǘ ƻƴŎŜ ŀ ȅŜŀǊΧΦέ hǊΣ ά/ƻƳŜ ƻƴΣ ƘƻƴŜȅΣ 
ǿŜ Ƴŀȅ ƴŜǾŜǊ ƎŜǘ ǘƻ ǎŜŜ tŀǊƛǎ ŀƎŀƛƴ ƛƴ ƻǳǊ ƭƛŦŜǘƛƳŜΧΦέ 

Personal value is determined, not just by what we do, but who 
ǿŜ άŀǊŜΦέ hǳǊ ŎƘŀǊŀŎǘŜǊΣ ǿƘƻ ǿŜ άŀǊŜΣέ ƛǎ ōǊǳǎƘŜŘ ƻǳǘ ƻƴ ŀ ƭƛŦŜΩǎ 
ŎŀƴǾŀǎ ǿƛǘƘ ǘƘŜ ƛƴǘŜƎǊƛǘȅ ƻŦ ƻǳǊ ŀƎǊŜŜƳŜƴǘǎ ŀƴŘ ƻǳǊ άƴƻΩǎΦέ 

CƛƴŀƭƭȅΣ ǾŜǊōŀƭƛȊƛƴƎ άƴƻέ ƭŜŀǾŜǎ ǊƻƻƳ ƛƴ ƭƛŦŜ ŦƻǊΦΦΦȅƻǳΦ 

We are independent people. We have to rely on each other to 
get food on the table for dinner tonight, finalize 
an agenda for a team meeting tomorrow and 
turn in accurate numbers to the IRS. 

But there has to be a few moments in our life 
ǿƘŜƴ ǿŜ ōŜŎƻƳŜ άƛƴǘǊŀŘŜǇŜƴŘŜƴǘΦέ 

LŦ ǿŜ ŀǊŜ ǎŀȅƛƴƎ άȅŜǎέ ǘƻ ŜǾŜǊȅ ǊŜǉǳŜǎǘ ǘƘŜǊŜ 
may not be the space or time for us to get com-
ŦƻǊǘŀōƭŜ ǿƛǘƘ άƳŜΦέ 

I 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 
crowds just keep screaming demands and they are ot of breath 
rushing from one new goal to the next. 

{ŀȅƛƴƎ άƴƻέ Ŏŀƴ ŘƛǎŀǇǇƻƛƴǘ ŀƴŘ ŜǾŜƴ ŎǊŜŀǘŜ ŀƴƎŜǊ ƛƴ ǘƘƻǎŜ ǿƘƻ 
ǿŀǘŎƘ ȅƻǳǊ ƭƛŦŜ ŦǊƻƳ ŀ ŘƛǎǘŀƴŎŜΣ ōǳǘ άƴƻέ ŀƭǎƻ ǎŀȅǎ άȅŜǎέ ǘƻ Řƛπ
rect and nurture the the life you know best...yours.  

Dr. Cal LeMon, President, Executive Enrichment, is a corporate educator 
and organizational consultant who can be reached at 800-373-4040 or 

www.execenrichment.com  
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Chapter Announcements 

Free Weekly Podcasts -  IAAP has teamed up with The Office 
Professional Newsletter to bring free weekly podcasts to mem-
bers. Visit the homepage of the IAAP Web Community and 
there you'll find the link to the podcasts. You must be logged 
in to access them.  

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

We are excited about this new member benefit and thank The 
Office Professional for working with IAAP. 
 
Please complete the Member of Excellence form by June 30, 
2010 in order to accomplish this designation as part of your 
personal and professional goal. You can find the form on the 
HQ website: http://www.iaap -hq.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. 
 

Have you registered for EFAM yet? )ÔȭÓ ÔÉÍÅ ÁÇÁÉÎ ÔÏ ÓÔÁÒÔ 
thinking about )!!0ȭÓ %ÄÕÃÁÔÉÏÎ &ÏÒÕÍ ÁÎÄ !ÎÎÕÁÌ -ÅÅÔÉÎÇȢ 
The International Education Forum & Annual Meeting is 
)!!0ȭÓ premier event taking place during the summer with an 
average of over 1,800 attendees. This event offers more than 
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 
by attending the business sessions that highlight the associa-
ÔÉÏÎ ÌÅÁÄÅÒÓÈÉÐȢ !ÎÄ ÄÏÎȭÔ ÆÏÒÇÅÔ ÔÈÅ ÎÕÍÅÒÏÕÓ ÎÅÔ×ÏÒËÉÎÇ 
events that provide social gatherings with your peers. 
 
Drake State Students (Whitney) Ingram and (Sophia) Lacy 
Earn All-State Awards; Birmingham, AL - Ȱ4ÈÅ ÓÃÅÎÅ ×ÁÓ ÔÈÅ 
Alabama Community College System (ACCS) All Alabama Aca-
demic Awards...Ms. Whitney Ingram and Ms. Sophia Lacy of 
Drake State Technical College were honored at the celebra-
tion. The two students were selected based on their academic 
achievements, community involvement and leadership quali-
ties. ...Ingram is an Office Systems Technology student with a 
4.0 GPA, working as a Cooperative Education Student (Co-op) 
at Army Garrison on Redstone Arsenal. ...Lacy will be graduat-
ing in May with an Associate Degree in Office Systems Tech-
nology. Her 3.7 GPA, attention 
to detail and professionalism 
earned her a co-op position at 
PEO Missile and Space Agency 
ÁÔ 2ÅÄÓÔÏÎÅ !ÒÓÅÎÁÌȢȱ #ÏÎȤ
gratulations to both these 
young ladies! 

 Keep Your Contact Informa-
tion Current!  When your con-
tact information changes, such as 
moving, changing jobs, etc., be 
sure you update this information 
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 
are as follows:  

Go to www.iaap-hq.org  
Click on the Already a Member icon.  
In the upper right corner of your screen, select login  
Enter your user name and password. (If you do not have 
one, select Need a login? to obtain one.  
 
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 problem-solving. It is 
updated when changes warrant and posted under the Mem-
bers Only section of the chapter website.  So if your infor-
mation changes in addition to updating your information 
on the IAAP database, be sure to copy Carolyn Drake CPS/
CAP, Membership Committee Chair so she can be sure the 
Huntsville Chapter roster is current as well.   

 
IAAP Student Chapter Hosts Mock Interviews on Campus -  
April 8, 2010 ɀ The J.F. Drake State Technical College Stu-
dent Chapter of the International Association of Adminis-
trative Professionals (IAAP) hosted mock interviews for the 
student body as part of Career Week activities on the cam-
pus. 

Local business owners and representatives conducted in-
terviews with twenty student volunteers.  Students were 
evaluated on their communication skills and professional 
appearance and were given immediate feedback on their 
performance.  This is the third year that the Drake State 
College Student Chapter has facilitated mock interviews on 
the campus. 

The Drake State College Student Chapter was formed in 
February 2008, with students from various degree pro-
grams.  The student officers coordinate monthly programs 
on various professional and personal-related topics as well 
as attend professional workshops and events hosted by 
their sponsor, the IAAP Huntsville Chapter. 
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WebsitesðCheck It Out 
 www.onlineorganizing.com ɀ 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. 

 brainteaser           (answers on last page) 

 
According to U.S. government estimates, what percentage of Federal Income Tax filers cheat? 
[  ] 5% 
[  ] 17% 
[  ] 32% 
[  ] 63% 
 
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? 
[  ] Italy 
[  ] Australia 
[  ] Canada 
[  ] Mozambique 2009-2010 Board of Directors 

PresidentðSlone West CPS/CAP 

President-ElectðStacey Brewer CAP 

Vice PresidentðTrish Cantrell-Teetor 

SecretaryðSusan Crittenden 

TreasurerðRozella Coggin CAP 

Immediate Past PresidentðStephany Wingard CPS 

Parliamentary AdvisorðCarolyn Drake CPS/CAP 

Memorial Day - May 31 

Formerly known as Decoration 

Day, it commemorates U.S. 

men and women who dies in 

military service. 

 

Armed Forces Day - May 15 

To recognize and honor the 

countryôs military forces 
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What's the Buzz on Microsoft Office 2010?  
Microsoft Office 2010, the successor to Microsoft Office 
2007 for Windows, is now available on the Microsoft site 
in beta test version for users of Windows XP, Vista, or 7. 
Currently the release date for Office 2010 is June 15, 2010. 
This version of Office offers the first 64-bit version of Of-
fice for those who use Windows Vista or 7. Here are just a 
few of the other new features:  

¶ Office 2010 keeps the ribbon that some of us love and 
some love to hateτeven more, the ribbon has been 
added to all the Office programs. The Office 2010 ribbon 
has been improved so that users can control the ribbon. 
Now you can decide what items appear on the tabs and 
even add tabs with your favorite commands. 

¶ This marks the debut of free online versions of Word, 
Excel, PowerPoint, and OneNote. Office Starter 2010 will 
replace the current low-end 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. 

¶ 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 
so that as you read the notes, you can click on the links. 

¶ Now in Word, two people can edit simultaneously and 
the status bar tells you who is editing. You can also cache 
shared documents so that you can edit them when you are 
offline and the changes will be automatically made on the 
original when you come back online. 

¶ An "Ignore" button has been added to Outlook, so that 
if you belong to a discussion email list, you can get rid of 
conversation threads you aren't interested in. It can delete 
all the messages in your inbox related to that thread and 
will delete messages that come on later as well. 

¶ Another feature to the new 2010 Microsoft Office is 
the social connector feature. It allows users to write emails 

while keeping track of their family, friends, and colleagues 
by viewing status updates and past communication history 
with the individual. While users view their emails, a name, 
picture, and title will be available from the person they are 
contacting. 
Photo-editing tools are much more advanced so that you 
can get effects very similar to programs like Photoshop. In 

Word, Excel, and PowerPoint, you can get a thumbnail pre-
view of the image.    

 
A Dozen Proven Productivity Boosters   
Who doesn't need to get more done every day? Choose 
the 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 
browsers open on the desktop. Stay away from 
your computerτwork offline. Research shows 
that multi-tasking is less efficient.  

Take the first step. Often times, starting is the hardest 
part. Once you get going, you will quickly get into 
a rhythm.  

Write out a to-list each day. Prioritize items as you go.  
Focus on result-oriented activities. Pareto's law states 

that 20% of our actions result in 80% of the re-
sults. Focus on those actions.  

 
 

From the April 2010 ASAP FasTrack enewsletter     
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Huntsville Chapter 

International Association of Administrative Professionals
®
 (IAAP

®
) 

Huntsville, Alabama 
 

 

Alabama Division 435000 

Huntsville Chapter 435155 
 
 

 

 

April 25, 2010 

 

Dear Huntsville Chapter Members: 

 

Nominations for 2010-2011 officers for the IAAP Huntsville Chapter are now 

closed.  By virtue of his office as the 2009-2010 President-Elect, Stacey 

Brewer CAP will automatically succeed to the office of President for 2010-

2011.  Nominations were received as listed below for the following offices: 

 

President-Elect ï Dedra Herod 

Vice President ï Margie Burchfield 

Secretary ï Rebecca Ortiz 

Treasurer ï Ruth Ghoja 

      

Election of officers will occur during the chapterôs annual business meeting on 

Tuesday, May 25, 2010. 

 

Should you have questions, please feel free to contact me. 

 

Sincerely, 

 
Tamra D. Chamblee 
 
Tamra D. Chamblee CPS/CAP 

2009-2010 Nominations Committee Chair 
 

         

         

         

    

 

 

 
 
 
 
 
 
 
 
 
 

 

2009-2010 
Board of Directors 

Chapter ID 435155 
 

Slone West CPS/CAP     
President 

256.656.7297 
slonewest@iaaphsv.org 

Stacey Brewer CAP 
President-Elect 
256.722.3409 

staceybrewer@iaaphsv.org 

Tricia Cantrell-Teetor 
Vice President 
256.461.2076 

trishteetor@iaaphsv.org 

Susan Crittenden 
Secretary 

256.428.1375 
susancrittenden@iaaphsv.org 

Rozella Coggin CAP 
Treasurer 

256.824.2907 
rozella@iaaphsv.org 

Stephany Wingard CPS     
Immediate Past President 

256.799.3522 
stephanyw@iaaphsv.org 

Carolyn Drake CPS/CAP 
Parliamentary Advisor 

256.746.5600 
carolyndrake@iaaphsv.org 

Chapter Nominations 
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 Capitalization of Association Names  
 
)ÔȭÓ ÂÅÓÔ ÆÏÒ ÃÏÎÔÉÎÕÉÔÙ ÉÆ ×Å ×ÏÒË ÔÏ×ÁÒÄ ÃÏÎÓÉÓÔÅÎÃÙ ÉÎ ÏÕÒ ÓÔÙÌÅ ÏÆ ×ÒÉÔÉÎÇ ÁÓÓÏÃÉÁÔÉÏÎ ÎÁÍÅÓ ÉÎ ÏÕÒ ÃÏÍÍÕÎÉÃÁȤ
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-
ÆÅÓÓÉÏÎÁÌȟ ÃÅÒÔÉÆÉÃÁÔÉÏÎȟ ÉÎÔÅÒÎÁÔÉÏÎÁÌ ÐÒÅÓÉÄÅÎÔȟ ÔÒÕÓÔÅÅȟ ÃÈÁÐÔÅÒ ÐÒÅÓÉÄÅÎÔȟ ÎÅ×ÓÌÅÔÔÅÒ ÅÄÉÔÏÒȟ ÒÅÃÅÒÔÉÆÉÃÁÔÉÏÎȣ.ÏÎÅ 
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 the association .  
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 several Members to come to the Board Meeting to discuss their respective Divisions 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 the Ohio Division to meet with her at 
the recent IAAP conference. She also spoke with Emily Allen, communications and publications manager at 
Spring Conference.  
 
7Å ÃÁÐÉÔÁÌÉÚÅ 3ÕÓÁÎȭÓ ÔÉÔÌÅ ÂÅÃÁÕÓÅ ÉÔ ÁÐÐÅÁÒÓ ÂÅÆÏÒÅ ÈÅÒ ÎÁÍÅȢ )Æ ×Å ÓÁÉÄ Ȱ3ÕÓÁÎ 3ÈÁÍÁÌÉȟ ÉÎÔÅÒÎÁÔÉÏÎÁÌ ÐÒÅÓÉÄÅÎÔȟȱ ÉÔ 
would not be capped as in the example of Emily Allen. Ohio Division is a proper title. IAAP conference is not capped 
ÓÉÎÃÅ ÉÔȭÓ ÎÏÔ ÔÈÅ ÔÉÔÌÅ ÏÆ ÁÎÙÔÈÉÎÇȢ 3ÐÒÉÎÇ #ÏÎÆÅÒÅÎÃÅ ÉÓ ÃÁÐÐÅÄ ÂÅÃÁÕÓÅ ÉÔ ÉÓ ÎÏ× ÔÈÅ ÏÆÆÉÃÉÁÌ ÎÁÍÅ ÏÆ ÔÈÁÔ ÃÏÎÆÅÒÅÎÃÅȢ  
 
Incorrect  
Many Administrative Professionals have attained Certification through IAAP. Those who are Certified can 
earn up to 7 percent more, according to OfficeTeam, an IAAP Corporate Partner .  
 
These are all common nouns. The words in bold should all be lower case. 

International News 
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Division News 

There is still time to register for the Alabama Divi-

sion Annual Meeting. Just log on to the division 

website at www.iaapalabama, and follow the path to 

ñEventsò then ñ58th Annual Meetingò and then 

ñRegistration is now openò or type the following ad-

dress into your internet browser : http://

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. 


