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April 2010 

2009-2010 Officers 
 

President: 
Janet Howe CPS/CAP, MOS 

Phone:  806-372-6785 
Jhowe@proag.com 

 
Vice President 

Carla Banks CPS/CAP 
Phone:  806-651-2365 

Cbanks@mail.wtamu.edu 
 

Secretary: 
Chris Lyles CPS/CAP 
Phone:  806-379-6411 

Chris@amarilloedc.com 
 

Treasurer: 
Staci Hawkins CPS/CAP 
Phone:  806-359-2422 
Hawkinssl@zhi.com 

 
T-L Division Contact 

Michelle A. Spradley CPS/CAP 
T-L Division President-Elect 
michelle.spradley@basf.com 

Newsletter Committee 
 

Chair: 
Janet Howe CPS/CAP, MOS 

Howe2@suddenlink.net 
 

Tracee Post 
Tdavis@mail.wtamu.edu 

www.iaap-amarillo.org 
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Spring has been fighting with winter trying to make its presence known. Its that time of year when 
you don’t know whether to wear short sleeves or full-on Nanook of the North garb when you head 
out the door. I love seeing the daffodils in bloom, even if they are sitting in a snow pile. Spring is a 
time of fresh starts and renewal. Easter bears witness to that. 
 
We are beginning a time of change in our chapter with the upcoming election of the 2010-2011 
Board of Directors. Once the 2010 T-L Division Annual Meeting is over, our chapter will start up 
with our routine activities, many of which were suspended this year so we could concentrate on the 
conference. I hope that all of our members will renew their commitment to chapter involvement; 

every member’s contribution is valuable and important. 
 
For several years there have been a handful of ladies, “the faithful few” (and you know who you are), who have 
taken on roles of leadership and responsibility in our chapter, but it’s time for other members to step up and take 
on some of these roles. That is not to say that the faithful few are not appreciated—they are! Our chapter would 
not have survived over the years without these ladies, but the chapter does not belong exclusively to these ladies, 
it belongs to all of us; therefore, it is up to each of us to participate, be involved and take the burden off the shoul-
ders of the ladies who seem to be doing everything. Start by volunteering to serve on, or even chair, one of our 
standing committees. There is a place for every member to serve, and I’m sure the incoming board will appreciate 
that you are being proactive by choosing the committee(s) you want to serve on and speaking up. Don’t depend on 
someone else to take on the responsibility, you do it. 
 
To the faithful few, thanks for your willingness to serve, to carry the load, and keep our chapter moving forward. 
Its been a pleasure working with you. 
 
Respectfully, 
Janet 
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Janet Howe 
CPS/CAP, MOS 

2009—2010 
International Board of Directors 

 
President ···················································Susan Shamali CPS/CAP 
President-Elect ·································Mary Ramsay-Drow CPS/CAP 
Vice President ·········································· Tamra Goodall CPS/CAP 
Secretary ············································· Janine Riemersma CPS/CAP 
Treasurer ················································Karlena Rannals CPS/CAP 
Southwest District Director ··················Antoinette Smith CPS/CAP 

 
T-L Division Board of Directors 

 
President ···········································Donna M. Shotwell CPS/CAP 
President Elect ······························· Michelle A. Spradley CPS/CAP 
Vice President ········································Carla S. Flowers CPS/CAP 
Secretary ··············································Frances McAnear CPS/CAP 
Treasurer ····················································Bonnie House CPS/CAP 

Making the first move: networking tips 
 
At the next business social event (or IAAP meeting/
conference), break away from your comfortable 
clique and try your hand at networking. Since you 
never know when you’ll meet the person who will 
become your next mentor (or mentee), your future 
boss or close friend, do your best to make a strong 
impression, says Liz Lynch, founder and executive 
director of the Center for Networking Excellence 
(www.networkingexcellence.com). Here are the tech-
niques she uses to build rapport at social events: 
 
Look around and listen for names. Word associa-
tion tricks (such as, “Tory, she’s as tall as four sto-
ries”) work for some people. “If you don’t catch a 
name the first time, don’t hesitate to use covert ways 
to get it a second time, such as glancing at name tags, 
checking place cards at the tables, or asking someone 
else, either the host or another guest,” says Lynch. 
 
Reintroduce yourself first. To avoid awkward rein-

(Continued on page 3) 

Avoid stewing about a frustrating task at work by asking your-
self, “Is there a better way to do this?” “Even if you don’t imple-
ment it, just by trying to solve the problem, your whole view-
point changes,” says executive coach and author Lee Silber. 
Stretch your creativity by coming up with one new idea each day 
and writing it down. From Administrative PROFESSIONAL, August 2007 
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COMPUTER CORNER 
Submitted by Janet Howe CPS/CAP, MOS 

 
“PROPER” EXCEL 

 
Excel is a magical application. I bet as Admins we use spread-
sheets for databases as much as we do to calculate data and we could probably 
spend the rest of our lives trying to figure out all the functionality of Excel, but here 
is a tip that I know would have saved me countless hours if I had known about it 
before now. 
�
I think you will come to love PROPER as much as I do. Say you have received a 
database spreadsheet from someone else and they have typed their data using all 
caps, no caps or mixed caps. In the past you would have spent time fixing the data 
cell by cell. Not any more. In an empty cell type =PROPER(cellname) then enter. 
The correction will appear in the cell where the formula is typed, then use Autofill 
to correct the rest of the names. 
 
 
 
 
 
 
 
 
 
 

 

 
Autofill  

Ten Good Reasons to Attend Chapter Functions— 
Even When You Might Have Something Else to Do 

 
1. You are important to the chapter; your absence will be felt. 
2. It's vital to support your teammates. You might need them to support your ventures in the future. 
3. You never know when and where opportunity will be knocking. Don't ever assume, "There's nothing in this for 

me." You'll be wrong more often than you'll be right. 
4. Like weddings and funerals, there are times when your presence is essential for relationship building. It's almost 

guaranteed—you will be glad you made the effort! 
5. You'll never convince potential members of the value of IAAP membership if your own chapter members don't 

value IAAP activities. 
6. Like nuclear energy, the maximum production of energy requires a certain critical mass. We owe it to our fellow 

members to participate. 
7. Joining IAAP at the chapter level is a commitment to the group. The more chapter members you have who show 

this commitment, the less chance any one person will be shouldering an unfair or unreasonable burden of this 
involvement. 

8. If your employer is supporting your membership, you owe it to him/her to get a full return on the investment. Your 
employer will see the difference when you're active and involved. 

9. Even the same seminar topic or chapter committee project will be "new" when presented with another viewpoint 
or while working with a different team. Also, you may be primed for a new epiphany because of your new life ex-
periences or enhanced receptivity. 

10. If the chapter event or meeting is not fun or beneficial, why is your chapter doing it anyway? Voice your concerns 
and give good suggestions before the chapter is committed to a course of action. Create — don't just critique. 

 
From IAAP International Headquarters Website 

(Continued from page 2) 

troductions, make things easier for 
the other person. Lynch says, “I ap-
proach a familiar face with an out-
stretched hand and say, “Hi Nick, we 
met at the engagement party. I’m Liz 
Lynch. How are you?” 
 
Ask a question to discover topics 
that interest both of you. Start with, 
“How do you know the hosts?” 
“Where are you from?” and “What 
do you do?” Pick something in the 
person’s answers that you can delve 
into deeper. 
 
Meet the key parties. Lynch’s rule 
of thumb: At a business event, you 
should always meet the organizers 
and speakers. At a social event, intro-
duce yourself to the guests of honor 
and co-hosts. 
 
From Administrative PROFESSIONAL, August 2007 

Strive for excellence, 
not perfection. 
~H. Jackson Brown, Jr.~ 
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Invocation 

 
April—TBD 
May—N/A 
June—TBD 
 

Inspiration 
 
April—Lisa Thomas MCAS 
May—N/A 
June—Patsy Wells CPS/CAP 
 

Door Prize 
 
April—Chris Lyles CPS/CAP 
May—N/A 
June—Patsy Wells CPS/CAP 

On Your Calendar 
 

March 31 
Deadline to submit 

CMOTY Application 
 

May 7 & 8 
CPS/CAP Exams 

 
May 8 

2010 Work Day 
 

May 14—16 
T-L Division Annual Meeting 

2009 - 2010 Membership
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MARCH MEMBERSHIP:  33 
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Welcome to our new member, Tammy 
Scroggins. Tammy is employed by 
Xcel Energy at the Harrington Plant. 
She will be installed at the April meet-
ing. 

2010-2011 BOARD ELECTIONS 
 
During the March chapter meeting, the 
Nominating Committee presented the 
following slate of candidates for the 
2010—2011 Amarillo Chapter Board 
of Directors: 
President—Carla Banks, CPS/CAP 
Vice President—Chris Lyles, CPS/
CAP 
Secretary—Tracee Post 
Treasurer—Sue Kile 
Director—None 
 
There were no nominations from the 
floor. Election of officers will be held 
during the April chapter meeting with 
installation during the June meeting. 

Upcoming Chapter Programs 
 

May 
No Chapter Meeting due to 

2010 Annual Meeting 
 

June 
“Women in Leadership” 

Tracee Post 
Executive Assistant to the President 

WTAMU 
 

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

Please note that the April Chapter 
meeting is a closed meeting—members 
only.  

Early registration for the 2010 T-L Di-
vision Annual Meeting and Education 
Forum closes April 9. After that date 
the registration fee increases to $275. 

Chapter of Excellence Update 
 
We are very close to meeting the re-
quired 14 of 19 criteria to earn the 
Chapter of Excellence designation. If 
we can increase our membership by 
four by the end of June, we should 
have met all the necessary require-
ments. A Chapter of Excellence will 
receive a podium banner (first year), 
banner year patch, and either $100 cash 
or $150 credit toward subscription to 
the IAAP Web Community. 

CPS/CAP Statistics 
(As of November 2009 Exams) 

 
Texas ranks second in the nation in 
the number of CPS holders with 
2,376 out of 27,417 active CPS hold-
ers. We are first in the nation with 
518 of a total 4,732 active CAP hold-
ers (this includes those who hold the 
CPS/CAP designation). Since the 
CPS exam was first given in 1951 
over 67,000 people have earned the 
designation, and over 6,000 have 
earned the CAP designation since its 
inception in 2001. So as you can see, 
if you hold one or both of those des-
ignations, you are part of an elite 
group. The next exams will be given 
May 7 and 8 of this year. 

ALL HANDS ON DECK! We will 
have a work day on Saturday, May 8 in 
order to prepare our materials for the 
2010 T-L Division Annual Meeting 
and Education Forum. We will meet at 
the Masterson Management office lo-
cated at 3601 SW 28th St. from 10:00 
a.m. until we are finished. We’ll be 
building the program book binders, 
preparing bags for the Palo Duro Can-
yon Tour and taking care of other tasks 
that need to be done before we open 
the conference on May 14. If you can 
come for the entire time, or just part of 
the time, your hands are needed. ���������	
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