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ELECTION OF 2010—2011 CHAPTER BOARD

Due to hosting the 2010 T-L Division Annual Meetiagd Education Forum, we will not hold ja
regular chapter meeting in May. The May meetingus annual meeting during which our board
for the upcoming year is elected. Consequentlyameaccelerating the timeline for election of
the board for 2010—2011. The Nominating Committelé ve announced at the February meet-
ing and will present the slate of officer candidas# the March meeting with the election taking
place at the April meeting. Installation of the nkward will be at the June meeting. Please note
that our bylaws allow for nominations from the ftpas long as certain requirements are met.
Please read the bylaws for complete details ofnttraination and election process. Below are
the duties of each office as stated in the chdptiaws.

Chapter Bylaws, Article Ill, Officers, Qualificatio ns, Nomination and Election, Term of
Office, and Duties

Section 5 Duties

Chapter officers shall be obligated to uphold agpresent the interests of IAAP and the profes-
sion as a whole.

A. The Presidenshall:
Q) Perform the duties prescribed by thBsgaws and by the Parliamentary Authority
adopted by IAAP.

(2) Preside at all meetings of the Chapter the Board of Directors.

3) Solicit the chairmen for all committe@inless otherwise specified.

4) Be a member ex-officio of all comméseexcept the Nominating Committee and Audit
Committee.

(5) Call meetings of the Board of Direstevhenever such meetings are necessary.

(6) Keep the Division President and DiwisiBoard Contact fully informed on all matters
concerning the Chapter.

@) Be familiar with the International,\i8ion and Chapter Bylaws and Standing Rules.

(8) Keep the membership informed as to PAdfficial communications.

9 Endeavor to serve the entire chapter strictly impartial manner.

(10) Upon completion of term of office, submn annual report of activities, accomplish-
ments and events of historical nature occurringnduthe year, to the Division Board
contact. A copy of the report shall be forwardetht® successor for permanent file.

(12) Perform other duties as required ofdfiice of President.

(12) Be bonded, with premium for bond paihi Chapter funds.

B. The Vice Presidenghall:

Q) Act as assistant to the President.

(2) In the absence of the President, ksiging officer of all Chapter meetings or meetings
of the Board of Directors.

3) In the event of a vacancy in the @faf President, succeed to that office for the unex

pired term.

(Continued on page 3)
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Perspective—that's a word that has been floatiograd in my mind for the last few days, brought
on by some situations that have occurred receBi#yng snowed in Thursday and Friday neafly
drove me crazy! While | did some office work at lrmnand was fortunate enough not to have to| be
out on the roads because my office closed, | caadifatd case of cabin fever. Normally | would have
relished a long snowy weekend. | would have beerdylto Turner Classic Movies or watched
DVDs all weekend, but there’s the rub—my televisiad died the week before the storm hit and |
hadn’t replaced it yet. | was indignant that myy2@w old TV would have the audacity to just giye
Chaeap mos UP on me. | had treated it well—been glued to itHours on end for the past two and 1/2 decades,
and now, here | am with the perfect TV watching apgnity and no TV to watch. That says a Ipt
about how | spend my free time. When the TV filistd | thought, “Great! I'll have lots of readinignie” and | did
read—finished “The Last Lecture” by Randy Pauscth sead another book in two days. Started a couplee m
books last week and then ran out of steam on tdinng train. And let me tell you, radio is great figling me to
sleep at night and making me chuckle while on my wawork, but it is certainly not as entertainiag TV. So
this lead to the hard realization that my hougarésty boring—sure | could have cleaned, but whata#o do that
on a snow day? | got caught up on my magazine mgadiug out the cross-stitch that I've been worlamgfor
years, called my Mom umpteen times a day to make she was doing okay, took naps (okay, that past pretty
good). What | finally realized was that, more thmomedom, | was feeling isolated. | didn’t know whais going
on in the outside world. | felt trapped in my owonte. | know | could have surfed the web to get baug on the
outside world, but that would have taken more éffloan having it spoon-fed to me by the newscaster§V. It
was actually a relief to get outside on Saturdagiéar the driveway, and it was a pleasure to diaveny Mom’s
house and have a face-to-face conversation witreesom | overheard many people at church this mgrren
marking how good it wajsist to be out of the housleguess I'm not the only one who had cabin fever.

So, perspective: —
I may have felt isolated, but at least | was halpdn a warm house. p” “
The electricity stayed on so the heater kept waykin |
My family was safe, whether affected by the stormat.

There was no place | had to be, so | didn’'t haugstogetting out on the treacherous road'
Reading my weekend newspapers was a lot more pédasuthere is still life out there!

| hope your snow days were pleasurable. For me—eume on the “to-do list” - buy a TV! h_ :

Janet
2009—2010 (Continued from page 3)
International Board of Directors trends. For example, she says, seeing that a plarti@x
machine had three breakdowns may be a sign thkat it’
President ««o«-rerermerrrmiii Susan Shamali CPS/CAP Cheaper to rep|ace.
President-Elect -+« - oreerermrminiiinnnn. rMiIRamsay-Drow CPS/CAP
Vice President oo Tamra Goodall CPS/CAP | Conduct a morning prep and end-of-the-day review.
Secretary e Janine Riemersma CPS/CAP| Much of the day is devoted to tackling whatevergop.
TrEASUIEN - -werrrrrrrrrrrsrnnenrinnsne e Karlena Rannals CPS/CAP| But mental preparation can crystallize prioritiest the
Southwest District DireCtor ««««-««---------: Antette Smith CPS/CAR | end of my day | do a once-over to prep for my magni
meeting with Joan, and | make my to-do list, arghth
T-L Division Board of Directors prioritize that list,” says Jasmine Freeman, exgeus-
sistant for admin trainer Joan Burge. Freeman angd
President -« e Donna M. Shotwell CPS/CAF | meet one-on-one each morning. “Some days there just
President Elect -« Mitte A. Spradley CPS/CAR [aren’t enough hours in the day, so knowing whas¢ho
Vice President e Carla S. Flowers CPS/CAP | Al priorities are is key,” she says.
Secretary ........................................ Frances McAnear CPS/CAP
TrEASUIEL v+ +vrrrrrrrrrrnerritatrieniiriaeaanaens Bonnie House CPS/CAP | From Administrative Profession@ibday May 2009
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(Continued from page 1)
4) The Vice President shall be Member&tigirman.

(5) Perform such other duties as may bigiasd by the Board of Directors or the Chapter.

C. The Secretanghall:

(1) Keep an accurate record of all Chaptet Board of Directors meetings.

(2 Have available at all meetings up-ttedzopies of the International, Division and Chaglaws and Standing Rules.

3) Conduct the correspondence of the @raptaccordance with the direction of the Presiden/or the Board of Dire¢-
tors.

4) Following the installation of officerille the names and addresses of the Presidenfaaktary with the local Cham-
ber of Commerce, Better Business Bureau, and tls¢ ®ffice, and keep such information up to dateulghout thd
year.

(5) Maintain records of meetings as pathefpermanent records of the Chapter.

D. The Treasurer shall:

Q) Have custody of all Chapter funds whitiall be deposited in an accredited financialtutgdbn making disbursemengs

&N

only as authorized by the Chapter, either by speatiftion or by adoption of a budget to be adméamned by the Boar
of Directors, or by a check request signed by teard members.

(2 Pay all approved bills promptly by cheand make all disbursements promptly by check upeceipt of properly ap
proved vouchers.

3) Keep the books on a current basis aakienra monthly report to the Chapter.

4) Prepare a complete and detailed firmeport for the period of the term of office fmesentation at the July meeting.

(5) Keep complete and accurate recordshapter membership and submit all new member namgsr@nies to Interng-
tional Headquarters and to the Division Treasurenyptly.

(6) Make the records of the Treasurer dpeimspection at all times by the Board of Direstor by the membership apd

available for audit in accordance with the provisiof Article VIII of these Bylaws.
@) Be bonded, with premium for bond paihf Chapter funds.
(8) Bring the Chapter’s guest registerltcChapter meetings.
9) Bring the Chapter’s checkbook to alb@ter meetings.
(20) Have custody of the Chapter Charterathér official documents.
(12) Bring the Chapter’'s IAAP banner to aflapter meetings.

E. The Director shallact in an advisory capacity and perform all dutissnay be assigned by the Board of Directofs or
the Chapter.

INCREASED WORKLOAD? STAY ORGANIZED

Layoffs, shortened workweeks, stressed-out worlgdadt all can lead to another byproduct of treession: increasing work-
loads and work slippage. How are administrativdgesionals ensuring that, with stakes soaring hitian ever, no work falls
through the cracks?

Use your online calendar to leave mental breadcrurg While you might ordinarily trust your brain to réicegularly occur-
ring events, mental recall becomes more difficaltesponsibilities pile up. Rita Pope, an admiatste specialist at Work-
Source Spokane, says she uses Outlook to set updens for everything—daily tasks, weekly meetiagsl events and monthly
deadlines. “I use this function to remind myselptont monthly reports when they are available anagency intranet, service
our agency vehicles and even when to water my bgdahts,” she says.

Set up a mechanism for follow-upTickler files—31 files for the days of the currenbnth and 12 files for the months ahead—
serve the purpose for many admins. Pope uses radored files so she “can’t ignore them.”

Keep a capture tool at all timesWhether it's a hand-held device or a steno pade lsamething handy for capturing thought
and tasks as they pop up. Pope keeps two stenbawddg on her desk, one to track the IT serviceetkhe delivers to the IT
department, and one to “jot down quick notes ltkenis to add to our next supply order, someone’seasitthat | research the
cost of replacing all of the visitor chairs in omaiting room, a reminder to order lunch for theediors’ meeting on Thursday,
etc.” She dates items as she enters them and srb&sa off once completed. Because it's a runnisighe can look back for

2]

(Continued on page 34)
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“Importance of Continuing Your Education”
Demaris Schlong
Dean of Workforce &dtmmic Development
Amarillo College

February—TBD
March—Lisa Thomas MCAS
April—TBD

May—N/A

June—TBD

Inspiration

February—Barbara Burris
March—Staci Hawkins CPS/CAP
April—Lisa Thomas MCAS
May—N/A

June—Patsy Wells CPS/CAP

Door Prize

February—Lisa Thomas MCAS
March—Staci Hawkins CPS/CAP
April—Chris Lyles CPS/CAP
May—N/A

June—Patsy Wells CPS/CAP
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Invocation Upcoming Chapter Programs

March
“Building Community Partnerships/
Relationships, Event Organizing”
April Brownlee
Development Coordinator,
Special Events
MS Society

April

Administrative Professional Week/Day

Celebration
CMOTY Awarded

May
No Chapter Meeting due to
2010 Annual Meeting

June
“Women in Leadership”
Tracee Davis
Executive Assistant to the Presider
WTAMU

(all programs have been or will be
submitted for recertification points)

February 2010
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On Your Calendar

February 13 &14
Flower Delivery Fundraiser

February 15
Deadline to register for
May CPS/CAP Exams

March 31
Deadline to submit
CMOTY Application

April 9
Deadline for Early Registration for
2010 T-L Division Annual Meeting
and Education Forum

April 26—30
Administrative Professionals WeeK

April 28
Administrative Professionals Day

May 7 & 8
CPS/CAP Exams

May 14—16
T-L Division Annual Meeting

January Membership: 31

Welcome to our new member, Jan V
Pelt CAP. Jan transferred her memb
ship from the Tyler Chapter in Decen
ber. She works at the Coalition of
Health Services.

May the
sweetest desire
of your heart
come true this
Valentine’s
Day.
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