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

Newsletter Committee 
 

Chair: 
Janet Howe, CPS/CAP, MOS 

Howe2@suddenlink.net 
 

Tracee Davis 
Tdavis@mail.wtamu.edu 

Ann Stanford Receives CMOTY Award 
 
Ann Stanford was named the 2010 Amarillo Chapter 
IAAP Chapter Member of the Year at the chapter's Ad-
ministrative Professionals Day celebration on April 8. 
Stanford joined IAAP in 2007. She attended the 2009 
Seminar, and participated in the 2009 Mother’s Day 
flower delivery fundraiser. She serves on the 2010 T-L 
Division Seminars Committee, Banquet Committee, and 
Trips and Tours Committee. She also served the chapter 
as a member of the 2010-2011 Nominating Committee, 
2009 Membership Committee, and 2009 Audit Commit-
tee. 
 
She completed ACT Software Training and attended Enterprising Ideas with Laura Stack 
and with Braden Black and Coco Duckworth. She completed self-study courses, 
“Getting Things Done” by David Allen and “Built to Serve” by Dan J. Sanders. 
 
Ann is employed as the Administrative Services Coordinator  at the WTAMU Enterprise 
Center. 
 
Ann is married to Steve Stanford, owner of S&M Automotive in Borger. They have two 
children, Lindsey, a senior Accounting Major at West Texas A&M University and Lane, 
a sophomore at Panhandle High School. 
 
The Chapter Member of the Year (CMOTY) award is given each year to the chapter 
member who excels in five areas: 1) IAAP participation, 2) CPS/CAP participation, 3) 
Education study courses, 4) Teaching courses, and 5) Fundraising/Community involve-
ment. Points are awarded for participation in each area and all members are eligible for 
the award. 

www.iaap-amarillo.org 
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PO Box 52226, Amarillo TX  79159 Chapter #559125 

2010—2011 CHAPTER BOARD ELECTED 
 
The Amarillo Chapter Board of Directors for 2010—2011 was elected at the April Chapter meet-
ing. Chris Lyles, CPS/CAP, Chair of the Nominating Committee presented the slate of candi-
dates, and stated that there were no nominations from the floor when the slate was presented at 
the March meeting. Elected for 2010—2011 are: 
 

President—Carla Banks, CPS/CAP of WTAMU 
Vice President—Chris Lyles, CPS/CAP of Amarillo EDC 
Treasurer—Sue Kile of WTAMU 
Secretary—Tracee Post of WTAMU 

 
Installation of officers will be at the June meeting. 
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Well ladies, the weekend we’ve been anticipating for the past two years is finally here. Our next big task is the 
workday scheduled for Saturday, May 8. I know Mother’s Day weekend is not the best time to schedule a work-
day, so I am very grateful to our members who have volunteered to be a part of that project. We will assemble 
the program books, fill sacks for the Palo Duro Canyon tourists, create the table cards for the luncheons, fill the 
conference bags with giveaways, make sure everything is printed and ready to go, distribute the scarves that will 
complete our Host Chapter uniforms, ask and answer a million questions, laugh, panic, have fun and work our 
tushies off. We’ll start at 10:00 a.m. and work until we are finished. If you can’t make it until later in the day, 
come when you can, but call to see if we are still working (353-7321) before you head that way. 
 
I want to thank the ladies who have worked so diligently to make this conference happen. Thanks to the Steering 

Committee:  Chris Lyles, CPS/CAP – Co-coordinator, Carla Banks, CPS/CAP, Emily Garner, CPS/CAP, MCAS, and Patsy 
Wells, CPS/CAP. Thanks to the Sub-committee Chairs and Members: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
It’s been a lot of hard work, but you ladies have made the road to next weekend, truly remarkable. 
 
Now get some rest – you’re going to need it! 
 
Janet 
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Janet Howe 
CPS/CAP, MOS 

COMMITTEE CHAIR(S) MEMBERS 

Banquet Staci Hawkins, CPS/CAP 
Chris Lyles, CPS/CAP 

Ann Stanford 

Breakfast Staci Hawkins, CPS/CAP  

Corporate Contributions Janet Howe, CPS/CAP, MOS Carla Banks, CPS/CAP 
Emily Garner, CPS/CAP, MCAS 

Decorations Carla Banks, CPS/CAP 
Gina Garrett, PLS 

Ina Fiel 
Linda Whipple 

DMOTY & Networking Luncheons Emily Garner, CPS/CAP, MCAS Staci Hawkins, CPS/CAP 
Patsy Wells, CPS/CAP 

Finance  Emily Garner, CPS/CAP, MCAS Barbara Burris 

Hospitality Patsy Wells, CPS/CAP  

Night of Welcome 
“Evening at the Museum” 

Donna Anderson Staci Hawkins, CPS/CAP 
Chris Lyles, CPS/CAP 

Program Book Emily Garner, CPS/CAP, MCAS Jo Ann Haddock 
Sue Kile 

Publicity Chris Lyles, CPS/CAP  

Registration Staci Hawkins, CPS/CAP Emily Garner, CPS/CAP, MCAS 
Patsy Wells, CPS/CAP 

Seminars Janet Howe, CPS/CAP, MOS 
Ann Stanford 

Carla Banks, CPS/CAP 
Chris Lyles, CPS/CAP 

Trips and Tours Chris Lyles, CPS/CAP Carla Banks CPS/CAP 
Ann Stanford 
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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 

First Timers at the T-L Division Meeting 
 

I remember the first time I attended an IAAP annual meeting. I served as the chapter’s delegate to the International Conference, 
and had such a good time. I was mesmerized as I witnessed Robert’s Rules of Order in action during the business session, and 
enjoyed seeing IAAP members from all over the world. It was fun traveling with a group of ladies from our chapter, laughing, 
visiting and getting to know each other better. 
 
I’m so excited for our chapter members who will experience their first IAAP conference in just a few days. Of course the experi-
ence will be new for most of us as the host chapter, and I’m sure we’ll be talking about this conference for years. 
 
If you are a first timer, please be sure to attend the First Timers Orientation Friday afternoon. Whether you are a delegate or not, 
the Parliamentary Briefing can be very interesting and entertaining. Take advantage of all that the conference has to offer. 
Here are a few suggestions for all attendees: 

· Take plenty of business cards. This is a great networking opportunity. 
· If you tend to get cold, take a sweater. The hotel suggests keeping the room at 68 degrees, so dress accordingly.  (I bet 

once all of us get in the room, it won’t seem like its 68 degrees in there.) 
· Sit outside your comfort zone. Mingle with the attendees from other areas. You can see the Amarillo bunch any old 

time. If you see someone sitting alone at a table, join them, strike up a conversation. That’s one way to meet people. 
· Get acclimated to your surroundings. Once you have checked in, look at the map provided and actually go to those 

locations; even if the rooms aren’t open yet, you’ll still have a better idea of where you are going. 
· Enjoy, enjoy, enjoy!! 

The most important words of 
personal responsibility 

Author Unknown 
 

The 10 most important words: 
I won’t wait for others to take the first step. 

The 9 most important words: 
If it is to be, it’s up to me. 

The 8 most important words: 
If not me, who? If not now, when? 

The 7 most important words: 
Let me take a shot at it. 

The 6 most important words: 
I will not pass the buck. 

The 5 most important words: 
You can count on me. 

The 4 most important words: 
It IS my job! 

The 3 most important words: 
Just do it! 

The 2 most important words: 
I will.  

The most important word: 
Me. 

Tools for an Admin Conference 
 
Know the rules of formal etiquette for the final-night closing gala: 
· Get up and move around the table to introduce yourself. Don’t 

reach over the table to shake hands. 
· Use the code “BMW” to remember which pieces of the table setting 

belong to you. It means Bread-and-Butter plate is on the left; Meat is 
in the middle; and Water (and all drinks) is on the right. What if 
someone takes your bread-and–butter or salad plate? Ask the wait 
staff for another plate, or place the bread on your entrée plate, or 
don’t eat any bread or salad. 

· When you sit down, immediately take your napkin and place it on 
your lap. 

· Do not eat until everyone at your table is served. If you are wait-
ing for a special meal, let everyone know it’s OK to start eating. 

 
From Administrative Professional Today, June 2008 

To those who have served and who are serving 
now, we thank you for your dedication and service 
to our country and for the sacri-
fices you and your families have 
made. 
 
Remember on Memorial Day... 
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Information Center 
Invocation 

 
June—TBD 
 

Inspiration 
 
June—Patsy Wells, CPS/CAP 
 

Door Prize 
 
June—Patsy Wells, CPS/CAP 

On Your Calendar 
 

May 7 
Conference Workday 

Masterson Management 
10:00 a.m. to ?? 

 
May 7 & 8 

CPS/CAP Exams 
 

May 14—16, 2010 
T-L Division Annual Meeting 

Upcoming Chapter Programs 
 

June 
“Women in Leadership” 

Tracee Davis 
Executive Assistant to the President 

WTAMU 

Congrats to Chris Lyles, CPS/CAP on 
being named one of the finalists for the 
2010 T-L Division Member of the 
Year (DMOTY) award. The award will 
be presented during the 2010 Annual 
Meeting. 

Thanks to Perkins Family Chiroprac-
tic for recognizing IAAP during the 
month of April  They honored us 
with a cake for our APW/APD cele-
bration at our April chapter meeting. 

L-R Back Row: Chris Lyles, CPS/CAP, Denise 
Jordan, Emily Garner, CPS/CAP, MCAS, Tracee 
Post, Lisa Thomas, MCAS, Sue Kile, Jo Ann Had-
dock, Donna Anderson 
L-R Front Row: Ann Stanford, Barbara Burris, Janet 
Howe, CPS/CAP, MOS, Carla Banks, CPS/CAP, 
Kim Lockhart, CPS 

MAY 
 

Happy Birthday to: 
 

2 Denise Jordan 
5 Tracee Post 
7 Paula Badger 
8 Lisa Thomas, MCAS 
29 Jo Ann Haddock 

 
Happy IAAP Anniversary to: 

 
2007       Gina Garrett, PLS 
2007       Gay Mills 
2007       Ann Stanford 
2008       Staci Hawkins, CPS/CAP 
2009       Ina Fiel 

 

Welcome to our new member Jim On-
delacy. Jim is employed at Document 
Shredding and Storage and will be in-
stalled at an upcoming meeting. 

Good luck to our members who will be 
sitting for the CPS and/or CAP exams 
on May 7 and 8. We know you will do 
great! 

April Membership: 32 

2009 - 2010 Membership
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Directions to 
Masterson Man-
agement office, 
3601 SW 28th 
Ave 
 
Take Olsen east 
from Western. At 
Lometa, turn right 
and go south 1 
block. Turn left 
into the parking 
lot on the south-
east corner of 
28th and Lometa. 
The building is a 
blue metal build-
ing on a slope. 

Workday Saturday, May 8 beginning at 
10:00 a.m. at Masterson Management. 
We’ll have lots of tasks to do, so there 
is something for every skill and talent. 
Bring your caffeine of choice. The 
chapter will provide lunch and bottled 
water. This is our time to get the bulk 
of the work done for the conference 
next week. If you can come for just a 
little while or until the job is done, 
your help is needed and appreciated. 
Come comfy—we’ll be working hard. 
Bring boxes if you have them. 


