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2007-2008 Officers 
 

President: 
Chris Lyles CPS 

Phone:  806-379-6411 
Chris@amarilloedc.com 

 
Vice President: 

Janet Howe CPS/CAP, MOS 
Phone:  806-358-7759 
Howe2@nts-online.net 

 
Treasurer: 

Lisa Thomas 
Phone:  806-356-9182 

Lisat2255@hotmail.com 
 

Director: 
Emily Garner CPS/CAP 
Phone:  806-353-7321 

Mastersonmgmt 
@sbcglobal.net 

 
T-L Division 

Suzanne Dunbar CPS/CAP 
T-L Division President-Elect 

Phone:  832-813-4348 
Dunbars@cpchem.com 

Suzdunbar@sbcglobal.net 
 

Newsletter Committee 
 

Chair: 
Janet Howe, CPS/CAP, MOS 

Howe2@nts-online.net 
 

Gina Garrett 
Garrett-gr@actx.edu 

www.iaap-amarillo.org PO Box 52226, Amarillo TX  79159 

Chapter Lending Library 
 

To borrow a book on the list, contact the Lender. If you have books to lend, send the information 
to the newsletter at howe2@nts-online.net. It is each participant’s responsibility to keep track of 
books borrowed or loaned. 

TITLE AUTHOR LENDER 

The Radical Leap 
“A Personal Lesson in Extreme 
Leadership” 

Steve Farber 
(Keynote speaker at the 2005 
IAAP International Conven-
tion) 

Janet Howe  
howe2@nts-online.net 

Career Compass for Women 
“The Indispensable Guidebook 
for Women in the Workplace!” 

Compilation Janet Howe 

Everyday Business Etiquette 
“How to deal gracefully and ef-
fectively with every aspect of 
your career” 

Marilyn Pincus Janet Howe 

Attitude is Everything 
“Change Your Attitude … And 
You Change Your Life!” 

Jeff Keller Janet Howe 

It’s All Too Much 
“An Easy Plan for Living a 
Richer Life with Less Stuff” 

Peter Walsh Janet Howe 

Supercharge Your Career 
“99 Answers to the Questions 
Admin Professionals Ask Most” 

National Institute of Business 
Management 

Janet Howe 

Casual Power 
“How to Power Up You Nonver-
bal Communication and Dress 
Down for Success” 

Sherry Maysonave Janet Howe 

Grammar School 
 

NAVAL or NAVEL  Similar spelling and identical pronunciation sometimes produce 
a comic confusion over these two. The adjective naval means ‘relating to the navy’. 
The noun navel is defined by one dictionary as the ‘depression in the centre of the ab-
domen’ but is known to the rest of humanity as the ‘belly/tummy-button’. ‘Navel-
gazing’ is self-absorption, fussing too much about your own situation. Be careful over the spell-
ing of this one—either the writer below got the wrong kind of navel or southern Californians are 
very fond of ships and sailors: In a town as full of precious naval-gazing [should be navel-
gazing] types as Los Angeles … (Guardian)  
How to avoid:  The navel is in the belly. From Who’s Whose A No-Nonsense Guide to Easily Confused Words, Philip Gooden 
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Okay, so the secret is out. I want our chapter to exceed expectations and succeed beyond belief. I hope the chal-
lenges I issued, the goals I have set, will not scare anyone off. I hope these will invigorate everyone to step out of 
their box. I have learned, over the past several years when faced with a challenge that I must first evaluate it, to 
the best of my capabilities. 

 
And I have learned that it is okay to acknowledge my limitations. But I must at least give the challenge a shot 
before dismissing it outright, or saying that I “can’t” without first attempting it. 
 
While expectations for the outcome are grand, it is the journey by which we travel, together and individually, 
that will benefit us the most. 

 
And I want to re-emphasize the communication hi-way. I want everyone to contribute, to the best of their ability and often, for 
the success of this chapter. We have some new members that are probably going to wait a month or two before signing up for a 
committee. That’s okay, I understand that. But I do ask that you do sign up for a committee within 3 months of joining. You 
don’t have to be chairman, but please become involved. You can send me an email when you are ready to sign up! 
 
And anyone with any ideas, no matter how “off the wall” you might think it, is encouraged to share it with someone. Even if the 
idea isn’t workable, it might spark another idea that is. 
 
Everyone is also welcome to contribute to the “Educational Minute” during the chapter meeting. If you are too shy to get in front 
of everyone, you can relay the information to someone else. We’ll let you wade into the shallow end before we coax you into 
deeper water! 
 

Remember:  �����������	
�����
���  
 
Chris Lyles CPS 
President 

����������	�
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������������

Chris Lyles CPS 

COMPUTER CORNER 

Submitted by Janet Howe CPS/CAP, MOS 

 
Changing Colors in a Clip Art Image in PowerPoint 
 
You can change the color of clip art images to create a different look or to match the current color scheme. The Recolor Picture 
command displays a dialog box with a preview of the picture and a list of all of the colors in the picture. You can change any 
color in the list.  1. Select the clip art object. 2. On the View menu, point to Toolbars, and then click Picture to display the Pic-
ture toolbar. 3. On the Picture toolbar, click the Recolor Picture button. The Recolor Picture dialog box appears with the Col-
ors option selected in the Change area. 4. Click the Fills option to display the fill colors in the image. 5. Under New, click the 
down arrow next to the color you want to change and then click the color you would like. The color swatch changes to your cho-
sen color and the preview box on the right shows that all the parts that were the original color are now the new color. Repeat 
these steps to change other colors. 6. When finished, click OK. 
From Step by Step Microsoft PowerPoint Version 2002 
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2007—2008 COMMITTEES 
 
It’s not too late to sign up for a committee. There are only two restricted committees—the Nominating Committee and the CPS/
CAP Committee. The Nominating Committee members are elected in February and the CPS/CAP Committee is made up of all 
chapter members who are certified. All the other committees are open to anyone who is a chapter member. All committees are 
standing committees unless otherwise noted. 

COMMITTEE FUNCTION CHAIRMAN*/MEMBERS 

Bosses Day To plan and execute an event to honor our 
bosses in October. 

Chris Lyles CPS* 
Emily Garner CPS/CAP 
Barbara Burris 

2008 Seminar To plan and execute the annual seminar 
held in April 

Janet Howe CPS/CAP, MOS* 
Linda Whipple 
Ann Stanford 

2010 T-L Division Conference 
Hosting Feasibility (ad hoc) 

To determine feasibility of hosting the 
2010 annual meeting. Bids are due in 
March 2008. 

Chris Lyles CPS* 
Emily Garner CPS/CAP 

Programs/Education To arrange for speakers at the monthly 
meetings. 

Lisa Thomas* 
Gina Garrett 

Membership To promote membership in the chapter. To 
install and mentor new members. 

Janet Howe CPS/CAP, MOS* 
Gina Garrett 
Linda Whipple 

Newsletter To publish the monthly newsletter. Janet Howe CPS/CAP, MOS* 
Gina Garrett 

Celebration To plan special events such as the Christ-
mas party. 

 

CMOTY/COTY To plan the Chapter Member of the Year 
(CMOTY) and the Company of the Year 
(COTY) award presentations (CMOTY in 
April and COTY in October). 

Barbara Burris 

2007 Audit (ad hoc) To audit the financial records of the chap-
ter and present it’s findings to the Board 
and the chapter. 

Chris Lyles CPS* 
Barbara Burris 
Janet Howe CPS/CAP, MOS 

2008 Scholarship To notify area schools of the scholarship; 
prepare and send out applications; review 
applications and decide on a recipient. 

Emily Garner CPS/CAP 

Ways & Means  Fundraising  

Website To maintain the chapter website. Lisa Thomas* 

By-Laws  To review and amend the chapter bylaws 
as needed. 

Janet Howe CPS/CAP, MOS* 
Jo Ann Haddock 
Lisa Thomas 
Emily Garner CPS/CAP 

CPS/CAP To ensure study materials and opportuni-
ties are made available to candidates for 
the exams. To help candidates in preparing 
for the exams and to administer the exams. 

All certification holders 
Janet Howe CPS/CAP, MOS* 
Emily Garner CPS/CAP 
Chris Lyles CPS 

Nominating To compile a slate of officer candidates 
for the Board of Directors and present that 
slate to the members at the April meeting. 

Elected in February 
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Upcoming Programs 
 

September 
Cathy Jacobson 

Consumer Credit Counseling Service 
“Preparing Financially to Make it 

Through the Holidays” 
 

October 
TBD 

 
November 

Denise Skinner, M.Ed., L.P.C. 
Director, Career & Counseling Services 

West Texas A&M University 
“Resume Writing” 

 
December 

Christmas Party 
 

January 
Joe Marquez 

Document Shredding & Storage 
“Document Retention & Disposal” 

 
February—June 

TBD 

IAAP Logo Items for sale—contact Janet Howe CPS/CAP, MOS (howe2@nts-online.net) to purchase. 

Office Angel $3 each 
Birthstone colors available 

Mug $2.50 
White w/ green logo 

Green and gold pen $4.00 

Canvas bag w/ green logo $5.00 
14-1/4” long X 14-1/2” wide 

License plate cover $5.00 (only 1 left) 
White with teal lettering 

Sleeve pins $1.00 

Chapter pin $4.00 
Gold w/ green 

logo 
Travel document 

holder $10.00 

Patch (navy or black) $7.00 
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Information Center 
On Your Calendar 

 
August 15 

Deadline to register for 
November CPS/CAP exam(s) 

 
September 25 

IAAP University 
Las Colinas Chapter 

 
October 16 

National Boss Day Event 
 

November 2 & 3 
CPS/CAP Exams 

 
December 1 

Chapter Christmas Party 
 

April 17, 2008 
Education Seminar 

Door prizes for the following months 
will be provided by: 
August—Janet Howe CPS/CAP, MOS 
September—Linda Whipple 
October—Emily Garner CPS/CAP 
November—Gay Mills 
December—N/A 
January—Barbara Burris 
February—Gina Garrett 
March—Jo Ann Haddock 
April—Chris Lyles CPS 
May—TBD 
June—Ann M. Stanford 

Invocation Sign-up 
 
August—Barbara Burris 
September—Chris Lyles CPS 
October—TBD 
November—Gina Garrett 
December—TBD 
January—Barbara Burris 
February—Gay Mills 
March—TBD 
April—TBD 
May—TBD 
June—TBD 

Inspiration Sign-up 
 
August—Jo Ann Haddock 
September—Janet Howe CPS/CAP, 
MOS 
October—Barbara Burris 
November—Chris Lyles CPS 
December—N/A 
January—Emily Garner CPS/CAP 
February—Gina Garrett 
March—TBD 
April—Gay Mills 
May—Linda Whipple 
June—Ann M. Stanford 
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The Bylaws Committee submitted pro-
posed amendments to the chapter by-
laws at the July meeting for a first 
reading. A vote on the amendments 
will be taken at the August chapter 
meeting. To obtain a copy of the pro-
posed amendments, please contact 
Emily Garner CPS/CAP at 
mastersonmgmt@sbcglobal.net. 

FOR SALE:  Two 2007 Administra-
tive Professionals Week pins—$5 
each. Please contact 
Janet Howe CPS/CAP, 
MOS at howe2@nts-
online.net to purchase 
one. 

Print-n-Post 
Located on page 4 is a new feature—a 
page formatted to print and then post 
on your company bulletin board. Be 
sure to put your name and phone num-
ber on the line at the bottom (included 
in electronic newsletters only). Membership as of 7/27/07: 23 


