International Association of Administrative Profess

International Association of

Administrative Professionals®

The Amarillo Chapter

ionals-Amarillo Chapter

Newsletter

PO Box 52226, Amarillo TX

79159 www.iaap-amarillo.org November 2006

2006-2007 Officers

President:
Lisa Thomas
Phone: 806-356-9182
Lisa@nikoli.net

Vice President:
Chris Lyles
Phone: 806-379-6411
Chris@amarilloedc.com

Treasurer:
Tammy Norton
Phone: 806-358-2936
Tammy_norton58
@hotmail.com

Director:
Janet Howe CPS/CAP
Phone: 806-468-2575
Janet.a.howe@
Precisionresources.net

T-L Division
Amarillo Board Contact
Linda Dickson CPS/CAP

Division Secretary
Phone: 318-678-6112

Shaping the Future

===l |\. ‘l,"'--.,__i_'.

Newsletter Committee

Chair:
Janet Howe, CPS/CAP
Janet.A.Howe@
Precisionresources.net

Jo Ann Haddock
jhaddock@afiama.com

Affiliated Foods, Inc. Named 2006 Company of the Ya

The Amarillo Chapter of International Association of Admtrative Professionals held its sec-
ond annual Boss Day Luncheon Monday, October 16, 200 @&marillo Club. The event was
held as an opportunity for administrative professioratsonor their boss for National Boss Day.

Lisa Thomas, chapter president recognized Billie Jo Cook&attdThompson Love as long-
term members. Cooks joined IAAP in September 1979 aweé f[oined in August 1977. Love
explained that in the early years of IAAP you had to me¢dicerequirements in order to be-
come a member.

The 2006 Company of the Year award was presented toaddfiliFoods, Inc. in recognition of
the company’s continued support of administrative profassscand IAAP. Accepting the award
on behalf of Affiliated Foods was Tammie Coffee.

Speaker for the event was Sharon Miner, Executive Dire¢toeadership Amarillo & Canyon.

Her topic was “Bosses are People, Too!” She gave examples mfdvious bosses and the les
sons she learned from each. She encouraged us to make suxewertariorities straight and to
look upon each work experience as an opportunity to leatg@w.

% | neighbors. Their Governor, William Bradford, proclaimedia
/| of thanksgiving that was to be shared by all the coloaististhe neighboring Native American

A Brief Look at the History of Thanksgiving

In 1621, after a hard and devastating first year irNtew World the Pllgrlm s fall harvest was
very successful and plentiful. There was corn, fruitsetedgles,
along with fish which was packed in salt, and meat that wag
smoke cured over fires. They found they had enough fopditt
away for the winter.

The Pilgrims had beaten the odds. They built homes in the
derness, they raised enough crops to keep them alive dioein
long coming winter, and they were at peace with their India

Indians.

The custom of an annually celebrated thanksgiving, hedd #hi¢ harvest, continued through the
years. During the American Revolution (late 1770's) a daatdmal thanksgiving was sug-
gested by the Continental Congress.

In 1817 New York State adopted Thanksgiving Day as anarmustom. By
the middle of the 19th century many other states also celelardteanksgiv-
ing Day. In 1863 President Abraham Lincoln appointedtional day of
thanksgiving. Since then each president has issued a TingDay proc-
lamation, usually designating the fourth Thursday of eamelber as the
holiday.
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Invest in understanding the finances
Sure, you've glanced at the organization’s balance sheet. Butudknow what all those financial termesally mean?

“Take the initiative to understand what the numbers say dbewurrent status of the business and what you campirgon-
ally contribute to its future success.” suggests Rita BailB) 6f consulting firm QVF Partners and a 25-year vetefan
Southwest Airlines.

Once you've brushed up on your vocabulary, she says, ight try asking your boss to talk with you about hitv business
makes money and what role you play in that. The knowledgeéeaowerful, for you and your organization.

Example:At Southwest Airlines, every employee knows how manyoensts the company needs on each plane to break elven,
how many it takes to be profitable, the cost of fuel ampkes and the cost of a flight delay. So every employew/&mow he
can affect profitability.

First step: Match the financial terms below left with their correct digbns on the right!

1. Balance sheet A. Assets that are expected to be converted to cash withigear. This includes cash, ac-
counts receivable and inventory.

2. Cash and equivalents | B. Also called “shareholders’ equity,” the portion of agamization’s assets that the share
holders own, as opposed to what they've borrowed: equatadl assets minus liabilities. It
represents the source of the business’s funding.

3. Current liabilities C. Liabilities that must be paid within one year. The ragitveen this and current assets is
important: A company should have enough of the formeoter the latter. This includes
such items as dividends payable, accounts payable (what thampmpes to suppliers for
buying raw materials or retail products on credit), intgpagments on long-term debt and
taxes payable.

4. Current assets D. Actual cash plus investments that are “as good as casltaartate cashed-in within threg
months, e.g., checking accounts, CDs, money market accountseasiliry bills.

5. Good will E. What an organization owns and what it owes. The main caegi assets are usually
listed first and are followed by the liabilities. The difface between the assets and the liapili-
ties is know as the organization’s “net worth” or “net assets.”

6. Long-term assets F. Debt to be paid off in a year or less.

7. Owners’ equity G. A class of intangible assets such as an organization's aathreputation. This shows uf
on an organization’s books when it acquires another orgaizdlien depreciates over a p¢
riod of years.

8. Short-term debt H. Also known as fixed assets, these have a life spami than one year. They can refer |t
tangible assets such as machinery, computers, buildingiaddDepreciation is calculated
and deducted from these types of assets. They can also lgghlgassets, such as a Web $i
domain, or a patent or copyright.

(9]
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Grammar School
Fiancé or Fiancédoth words are now slightly formal terms for peopleovelne engaged to be married and the ending is an|indi-
cation of gender. Aiancéis the ‘husband-to-be’; Bancéeis the ‘wife-to-be’. The first spelling is sometimes ugadboth sexes
but the difference should be observed. (Each word takes am aves the firste’.)

How to avoid: Fiancéapplies to the shorter word, man, while the lorfgarcéeapplies to the woman.

From Who's Whose A No-Nonsense Guide to Easily @sedl WordsPhilip Gooden; Walker and Company, New York
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What a cast of characters! Each
symbol, or emoticon, below is a
clever face made by a series of
keystrokes. Tilt your head to the
left to see the faces and then
match them up with the clues. For
example, the icon :-[ represents a
vampire.

1. :-Q A. Cindy Crawford
2. 0:) B. graduate

3. Q) C. chef

4. ~0 D. clown

5. C=:) E. baseball player
6. d:-) F. baby

7. G. mustached

8. 5:) H. Uncle Sam

9. =) I. bucktoothed
10. *<:0) J. smoker

11.:-B K. Elvis Presley
12.=):-)= L. dunce

13. <i+( M. angel

From Readers Digest, October 2006

TTETHCTTT!IA 0TV 64819 °L
‘390G 4V 9 SN Z [T Slamsuy
Doxology

Praise God from whom all blessings flowv

Praise Him, all creatures here below,
Praise Him above, ye heavenly host|
Praise Father, Son and Holy Ghost.

Need a gift for someone on your
Christmas list —
co-worker, Secret Pal, sorority sistg

‘Tis the season for
Office Angels
$3.00 each
or
2 for $5.00

Birthstone colors available
Contact Janet Howe
468-2575 or
janet.a.howe@precisionresources.

=
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Check it Out

Little things add up. These simple calculators show ydihjow much you can save b
dropping little indulgences during the workdd@wlly up your savings on these Web

sites:

1. Muffin calculator (www.hughchou.org/calc/muffin.cgi). You could be eatihg
cost equivalent of a brand-new Dell desktop (includingiasitreen monitor) ever

2-3 years.

2. Starbucks calculator (www.hughchou.org/calc/coffee/cgi). Say you spend just
$3.50 every workday for your latte. If you drank the offece brew instead, you'd
have more than $11,500 to play with after 10 years.

3. Lunch calculator (www.hughchou.org/calc/lunch.cgi). Going out to lunckhwi

colleagues can be a smart career move. But bringing your lurzhywel save

money. How much? As much as $23,000 in 10 years.

Simple savings calculatowww.hughchou.org/calc/savings.cgi). See how mu

you could accumulate in five or 10 years by setting ashi ywou've saved in

passing on the lattes and muffins.

Tip: Put your savings in an account separate from the rgsuofmoney. You'll be les
tempted to spend it if it's hidden away there.

From Administrative PROFESSIONAIOctober 2006

Drinking From
My Saucer
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I've never made a fortune
and it's probably too late now,
But | don't worry about that much
I'm happy anyhow.

And as | go along life's way,
I'm reaping better than | sow,
I'm drinking from my saucer
'‘Cause my cup has overflowed.

Haven't got a lot of riches
and sometimes the going's tough
But I've got loving ones around m
and that makes me rich enough
| thank God for his blessings
and the mercies He's bestowed
I'm drinking from my saucer
'‘Cause my cup has overflowed.

O, Remember times when thing
went wrong;
My faith wore somewhat thin.
But all at once the dark clouds bro
and sun peeped through again.
So Lord, help me not to gripe
about the tough rows that I've hoe
I'm drinking from my saucer
‘Cause my cup has overflowed

If God gives me strength and
courage
When the way grows steep and
rough,

I'll not ask for other blessings,
I'm already blessed enough.
And may | never be too busy
to help others bear their loads,
Then I'll keep drinking from
my saucer

'‘Cause my cup has overflowed.
~Author Unknown~
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Monthly Networking & Education Session

Date: Thursday, November 9, 2006
Schedule: 5:30 p.m. Networking
6:00 p.m. Dinner
6:30 p.m. Program
7:00 p.m. Business Meeting
7:30 p.m. Adjourn
Location: Pacific Rim
2061 Paramount
Program: Diane Henry
Swingline, Inc.
“Paper Tools to Increase Your Productivity”
Attendees will receive CEU Credit
Menu: Open Menu
Order from the menu; pay Pacific Rim directly
Meeting Fee:  $2 for IAAP members
RSVP:

<>

Please contact Tammy Norton at 806-358-2936 or
Tammy_Norton58@hotmail.com for more information.

Top Tips

A good question to consider —
whether you're evaluating an employ
or being evaluated: Why does this
company need you?

Source: Mark McCormack’s Success Secrets
When designinga form that you migh
be faxing, fax the form to yourself to
see if the design is working. If it's dif
ficult to read any of the form after it's

been faxed, you should rework it.
Source:Maxine Glover

Before youbuy a computer or soft-
ware, call the maker’s toll-free help
numbersReasonif you can't get
through or must hold a long time,
you'll be better able to decide which

companies you don’'t want to deal wi
Source:Bill Altier, Princeton Associates, Inc.

To help employees accept change, &
them to identify at least one benefit
they’ll get as a result of the proposed
changeReasonThis gives each em-

ployee a stake in the new venture.
Source: EntrepreneyEntrepreneur Media Inc.
From_Communication Briefings ideas that wo
Volume XXII, Number 1

—F

Show a little appreciation to a co-workJar
who helped you through a hectic day by
leaving a bottle of water on her desk,
along with a note: “Thanks for helping

me keep my head above water today.”
From AdministrativePROFESSIONAL

On Your Calendar

November 3 & 4
CPS/CAP Exams

November 7
Election Day

December 2
Christmas Party

2007
March 4—7
Professional Education Conferenc
San Diego CA

April 18
Seminar

May 18—20
T-L Division Annual Meeting
Crowne Plaza Hotel
Houston

17

Door prizes for the following months
will be provided by:

November—Emily Garner CPS/CAP
December—N/A

January 2007—Barbara Burris
February—Nancy Howard
March—Janet Howe CPS/CAP
April—Barbara Barber CPLS
May—Chris Lyles

June—TBD

October Membership: 21

Upcoming Programs

December—Christmas Party
January—Janie Braddock, Christial
Women’s Job Corps of Amarillo,
facility tour

ood luck to our members who
will be sitting for the CPS or
CAP exam this weekend.
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