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Congratulations to Jane Heitz, Secretaryfrom the Charleston,
WV Chapterfor submitting the winning entry in the naming
your VA -WV Division newsletter contest. Jane says the reason
she believes this name for Aplur
an Administrative Professional, | thought it would be a good

/dea to use something from the name as part of the name for the
newsletter. Since so many use Admin to describe our profes-

investment for the Administrative
Professional. Thank you to the
Southside and Tri -City Chapters for
hosting such a well -rounded event.

functions, toolbars, and enhance-
ments, attendees left with empowering
information for all levels of expertise!
Mr. Brown fielded questions and ex-
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meant that it would be a fast and quick way to find out the latest

news from Division and all of the chapters that make up the Di-

CZ visiono . CONGRATULATIONS!
J ~
2011 Professional Development Success!
~ Beth Hoss, CPS/CAP
The Southside and Tri -City Chapters  plored scenarios to find answers to
co-hosted the Divisi omuesiontitatican mike avdriejsst a
sional Development Seminar and it little bit easier.
was a wonderful success!
Now what would a Seminar be with-
John Johnson, CCDP/AP from Touch- out the support from our vendors?
Stone Consulting Services was the first With a wide variety of crafts, jewelry,
presenter who' s t o p iaccessori€sh and gaodied] there was
pensoé |l ed t o t h o u g h tefinifely something thgre fa e\ary-
teambuilding interactions on how dif- one!
ferent perspectives can impact in dif-
ferent ways when change happens. He At the end of the Seminar vendors,
provided worksheets that enabled at- chapters and the Seminar Committee
tendees to measure their own level of drew tickets for door prize give -
openness to change and provided al- aways...everyone when home with
ternate strategies for dealing with something special!
change in a more efficient and produc-
tive manner. All in all, with the quality speakers,
delicious breakfast and lunch, excel-

Frank Brown from Paul De Camp lent facility and service, vendors and
Community College presented in the networking among attendees, the
second half of the Seminar on MS Of- 2011 Division Professional Develop-
fice 2007 and 2010. With the review of ment Seminar was truly a well  -spent
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Message From The VA -WV Division President
~ Shirley Fuller, CPS/CAP
The Professional Development she signed her book, Many Moun-

0 Encour age
not forget

~ Chinese Proverb

International Association of

Administrative Professionals®

Virginia-West Virginia Division

Seminar held at the Koger Con-
ference Center on October 29th
was an exciting day and one of
the highlights of the year for me.

Thanks to the Southside and Tri

-City Chapters for hosting this

annual event. Our Saturdays
are filled with hundreds of other

things we can be doing, but
sometimes you just need to cater
to your individual needs for net-

working, career development,
and continuing education. This

falls under the guise of the IAAP
mission which helps you develop
your leadership skills. Some of
the skills you have developed
over the years are at the very
core of leadership opportunities
that may just be knocking at

your door. When that happens,

you need to be prepared.

Preparation comes in many
shapes and sizes; some are soO

subtl e t hat
even recognize it. Such as lis-
tening skills, interpersonal

skills, time management skKills,

ang e degisiord makingy jahility,
egotiation and delegation. Of
prime importance is taking own-
ership of your work and demon-
strating self -accountability.
Combined together this is an
excellent recipe for effectiveness
in your professional, as well as

your personal life.

Reminiscing about previous IAAP
meetings, | was reminded of the
first EFAM | attended in
Portland, OR. | was privileged to
meet and talk briefly with key-
note speaker Stacy Allison as

tains to Climb . On September 29,
1988, Stacy literally stood on the
top of the world as the first Ameri-
can woman to climb Mt. Everest.
She inspired attendees to climb
their own Mt. Everest as the prin-
ciples involved in mountain climb-
ing can be applied to everyday life
and work. Some key points |
remember in her speech were
experience, setbacks, vision, coop-
eration, and commitment. She
also touched on responsibility and
walking away from security and
taking risks. Only when we take
full responsibility for our lives will
we have the confidence and
courage to take risks. When
opportunity arises, you need to be
prepared to take advantage by
setting lofty goals, dreaming big,
and knowing what you want to
achieve. You can do it i and we
can do it together!

p e r h aNdush sugcess to edob asd/du

continue this remarkable journey.

Shirley
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Division News

Parliamentary Picks ~  Judy Pazerski, CPS/CAP

LT For this edition of the VA -WV Division Newsletter, | wanted to review a

Wm, couple of basic items with regard to parliamentary procedure. Most or-
R“BE“T s ganizations rely on  Robert's Rules of Order Newly Revised [RONR] as their
- parliamentary authority because it is comprehensive and contains the an-
7 /‘\\‘"\\
RULESIES:

swers to most of the parliamentary problems that are faced during meet-
ings. As Parliamentary Advisor, it is my responsibility to maintain a posi-
tion of impartiality. Therefore, | do not make motions, participate in de-
bate or vote on any question.

THE STANDARD GUIDE TO

PARLIAMENTARY PROCEDURE . .. .
iLLusTRATED BY wiLLeisner  Successful meetings can be run efficiently by following a few fundamental

guidelines:

~ Start on time.

~ Have a detailed agenda listing all items of business in advance, with wording of motions,
if known.

~ Set time limits for reports.

~ Ask officers and committee chairmen in advance if they have a report and if it includes
any recommendations or motions.

~ Require all main motions and non -trivial secondary motions to be in writing.

~ Refer any time consuming, delayable motions to a committee to perfect.

~ Limit debate to two or three minutes per speech and/or the total debate time per motion
to a specific number of minutes (**requires a 2/3 vote).

~ Keep debate relevant and non -redundant.

~ Disallow (or closely limit) discussion when no motion has been made.

~ Use unanimous consent if no one speaks against &
jection to the adoption of the motion? [pause] Since there is no objection [pause] the mo-
tion is adopted. 0)

~ Use voting cards instead of a rising (standing)

ual (rising or voting card) vote is questionable.

** What is the difference between a majority vote and a two -thirds vote ? A majority vote is
more than half of the legal votes cast for a motion or a candidate. A two -thirds vote is at least
two -thirds of the legal votes cast. In a two thirds vote, the number of affirmative votes is at

least double that of the negative votes. Blanks and abstentions are ignored in both types of

vote.

Thatdés it for this edition. I ook forward to shari
PMOY Update
Many members have inquired about the PMOY form for 2011 fi 2012. The PMOY Chair, Rachel

Hall Smith, CPS/CAP, and committee have been hard at work updating the forms to incorpo-
rate all the changes and to help streamline the process. The team is expected to come through
this process and forms will be made available to Chapter Presidents and on the Division Web
Site for distribution. Thanks to all for your patience. Judging from last years entrants and the
caliber of talent in our Division, we expect even more entries this year. In the meantime, keep
tracking your success and professional development!
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Division Ways & Means  ~ JoAnn Panuska

Thanks to all who supported Gerri, Dee and Doris at the Division Ways & Means tables during
PDS in Richmond. Please keep us in mind at the next Division event where we will have an

assortment of Jewelry by Lesie that just arrived. Also the latest in traveling clothes that you

can mix and match and pack without thinking about ironing - WOW - my type of clothes. We
hope to be able to attend chapter seminars and sell our wares to help the Division treas-

uy. Sorry | wasn't able to attend this yeards PDS
with our outstanding items for sale. Dondt forg

the year and the winner is drawn at AM2012 and you don't have to be present to win! All Di-

vision officers have tickets and it is only $5 per stretch of 20! The pot has already grown to

over a couple of hundred dollars from ticket sales at just two events. Can you imagine how

much it can be by AM2012 if you bought at least one stretch at each event? Please see a Divi-

sion officer if you would |Iike to purchase a str

Web Community Update

Keep your eyes and ears open for a date on the next Division LAN meet-
ing where Gerri Richards, CPS/CAP will be answering questions and of-
fering tips and tricks for navigating our IAAP Web Community. Have you
filled out or updated your web profile yet? Not sure on what to do? Gerri
can help! Please visit our web community and start jotting down any
guestions or concerns you may have and bring them to the next LAN
meeting.

Up Close & Personal
Getting to Know Your 2011 - 2012 Division Board

Q QO QQ9aQ

Q.

Q.0 QQ

Tammy Trietch, CPS/CAP - President -Elect

Birthday:  August 17

Where you were born: Lafayette, LA

City you live in: Hampton, VA

Anything about family: Ken (hubby); Brent (son i lives in San

Francisco); dogs (Harley, Peyton)

Works for:  Universal Solutions, Inc as a government contractor
support US Army Human Terrain System

Hobbies/Interests: Reading, Sudoku, cooking/baking, traveling;
homeless issues (particularly in relation to military veterans), un-
derprivileged youth

Favorite Quote: 0l am only one, but stil!]l [
something, and because | cannot do everything, | will not refuse to do

somet hing that | can do. ¢ Hel en Kel |
Favorite Movie: Casablanca

Member of IAAP since: April 2005
Pet Peeves: Incompetence, bad customer service
What you want to be remembered for: Making a Difference

Administrative Professionals®
Virginia-West Virginia Division
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2011 -2012 DIVISION OF EXCELLENCE

Date Date

CRITERIA Due |Completed

Division submits Chapter Education/Training Evaluation form to IAAP

*
1 Headquarters Membership Department

a. Division submits division budget and annual division financial re-
view/audit report to the International Treasurer by December 31.

b. Division submits Chapter Financial Evaluation form to IAAP Headquar-
ters Membership Department by January 15.

Division submits completed Chapter Membership Drive Evaluation form to

: 6/15/12
IAAP Headquarters Membership Department by June 15

Division submits completed Chapter New Member Orientation Evaluation

. 6/30/12
4 form to IAAP Headquarters Membership Department by June 30
a . Di vision develops and updates the 413012 sionbd
submits business plan to International President -Elect by April 30.

UJ

b. Division submits completed Chapter Business Plan Evaluation form to

IAAP Headquarters Membership Department by May 15. S/15/12

Division submits a completed Division Annual Meeting Credentials Verifi-

. ) /30/
cation form to IAAP Headquarters Membership Department by June 30. o/30112

Division sends a delegate or submits a proxy to the International Educa-
tion Forum and Annual Meeting held in the current IAAP fiscal year.

As of June 30 of the current I AAP f i s year ,
chapters qualify for Chapter of Excellence and at least 7% of the division
8 |members qualify for Member of Excellence 6/30/12
A/O 1 Jul 2011: # of chapter: 19;20% =4

A/O 1 Jul 2011: # of members: 792; 7% =56

This year, with YOUR help, we will make that Leap to Remarkable and attain the Division of
Excellence! During the 2011 EFAM 25 OF 35 division representatives walked across the stage to

accept congratulations from Mary Ramsey Drow, CPS/CAP, 2010 -2011 International President.
It all starts with the individual member - Members of Excellence build Chapters of Excellence
which build Divisions of Excellence. I'm ready to make that leap - are you?

~ Note: Criteria#2 inputs are due NLT December 31, 2011 (for item 2a) and
~ January 15, 2012 (for item 2b) to
Tammy A. Trietch, CPS/CAP, ttrietch@cox.net
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Member of Excellence Program
Cynthia A. Jurek, CAP

My career as an administrative profes-
sional was something | came into kick-

ing and screaming. This was not the
profession | saw myself in as | was de-
veloping my skills in high school and
beyond. | went to school during the
6006s and early 7060s
you learned how to type on a manual
typewriter. | still marvel at those who
claim they could type 80 words a min-

ute on those old manual typewriters. |

am sure they did, but not me. First of

all, I had no desire to type that fast, and | could
only get out a little over 30 words per minute.
For those of you who do not know what a type-
writer is, ask your grandmother.

As a young woman, | was interested in busi-
ness but not anything that had to do with a
typewriter. My interest was in marrying a rich
executive, having two to four children and living
happily ever after. Well, as so often happens,
my life did not turn out as | thought it would. |
did marry a wonderful man, who did not hap-
pen to be a rich executive but rather a
giveback 4o Zhe Zommunity, public ser-
vant/police officer. We were blessed with two
children and after my
from police officer to minister, |1 found myself
having to find a job. Note, | did not say a profes-
sion because it was just a means to give us in-
surance and help us pay the bills. | went from
being a bank teller to babysitting to working at
a golf pro shop to finally getting a taste of being
an administrative assistant. | landed a job at a
small commercial and residential appraisal
company as the office manager. | enjoyed being
in charge of the office and making sure all sup-
plies were ordered and bills were invoiced and
paid. | had a sense of empowerment. Well, as it
would happen, after three years my family had
to relocate so | was once again in search of a
new job.

It was at this time that | actually became an ad-
ministrative professional, not all at once, but |
was being transformed. | interviewed and got
the position of an administrative assistant to
the principal of our local high school. It was
there that | learned about integrity as | worked

I A A P
\ X X Z
T e e
International Association of any

Administrative Professionals’

L Member of Excellence =4

for an incredible woman, who required
the utmost in accountability and hon-

esty with high ethical standards. Before
letter, article, handbook, or flier
went out she made sure it was done to
the best of her ability. Many criticized
hertfdr laeing sb pretise, but she always
said she felt anything that went out of

her office was a representation of her
and the school she represented. While
working there, | also earned the respect
of the other staff by being voted Staff
Member of the Year.

There is a scripture in Colossians 3:23 & 24
that states: Whatever you do, work at it with all
your heart, as working for the Lord, not for men,
since you know that you will receive an inheri-
tance from the Lord as a reward. It is the Lord
Christ you are serving. The knowledge gained
while serving there encouraged me to become
the administrative professional | am today. In
my current position as an administrative
assistant, | work for a company that values
training and professional development. Because
of this, at age 54, | committed to taking the
CAP review courses and taking the CAP exam

h u sirbtiserfatl & 201Ccaad passed. | also eommited

to becoming an active member of IAAP because
of their
success of career ghinded administrative
professionals by providing opportunities for
growth through education, community building
and | eader shi p dcmdvteelr cgreme
values of integrity, respect, adaptability,
communication and commitment.

| am now committed to maximizing the value of
my IAAP membership by signing the Member of
Excellence Commitment Form. By signing this
commitment form it challenges me personally
to promote a professional and positive image to
my employer and others in the business
community. My other goal is to be an
encourager for anyone who wants to become an
administrative professional and to those who
are already administrative professionals to be
the best they can be by becoming a member of
IAAP where you can achieve measurable
standards of excellence.

mi s s i oEnhansingathee me n't

nt.
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Chapter Chat

Colonial Chapter fi PDS ~ Rebecca West, CAC

‘> On Saturday, October 1, 2011, the USS Colonial set sail from the James

City County Williamsburg Community Center, Navigating the Seas of

Public Speaking and Creative Writing. The passengers received their

boarding passes at 9:30 and began loading at 10 am. Frank Connelly
with Toastmasters and Malcolm Miles with JH Miles and Associates did

‘ an incredible presentation on how NOT to do a presentation, followed by

( ] how TO conduct a presentation. Passengers were encouraged to pre-

NN\ sent 3 minute speeches on an impromptu subject. Positive feedback

was given and all passengers were rewarded with tips to improve their

performance. What a great program to enhance our professional images! After a wonderful

lunch by Snapfinger Catering, passengers embarked on a voyage of creativity with Dorothy

Anderson. What creative and passionate passengers we had! Our voyage ended with door

prizes and an award to Inge Flester of Colonial Chapter for the most creative cruise attire. It

was the boardés opinion that the | ife jacket she

passports stamped for this journey we are taking this year to Chapter of Excellence. We had

special passengers who traveled with us from the chapters in Roanoke, Fredericksburg and

Peninsula. What a remarkable journey! Hats off to the crew: Captain Becky West (President),

Cruise Director Ann Repeta (VP), Purser Trish Richardson, CPS/CAP (Treasurer) and First Mate

Grenda Greene (Secretary). Special thanks to the cruise photographer, Patti Baughman. Stay
tuned for Colonialds next traveling adventure o
tive Professionals Week. Mark your calendars to attend this spectacular event with local celeb-

rity speaker, fashion show, and organizational workshop. More info forthcoming!!

n

Peninsula Chapter 2011 Executive Night

The Peninsula Chapter hosted their annual Execu
in Yorktown, VA. This event is held to show appreciation to the executives that support and
promote our Administrative professional sd devel
William Fox who presented on the history of Newport News in pictures.

tli

(0]
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Microsoft Outlook Tips ~  IAAP egroup General Discussion
Q: | Just knOW that someone haS already en- the Enable CheCkbOX YOU W|” then publISh |t
countered and found a solution for my prob- and set it as the default for appointments. Now
lem. | am trying to find a way to prevent a when your meeting invitations go out the for-
meeting notice from being forwarded. | know ward button will not be there for them.
how to prevent an email from being forwarded
but that process doesn't seem to work with Outlook 2010: First select New Items  --
meeting notices. Does anyone have any sug- >Meeting -->Developer -->Designa Form -->
gestions? ~ Lori Lesser CAP Meeting Request Click Open

Executive Assistant, Sonic Corp. _ _
Then on the Actions tab, double click forward

A: Yes, there is a way to do this but it is out- and then remove the check from in front of the

side the normal meeting request. You did not Enable checkbox. You will then publish it and

say which version you were using so below are set it as the default for appointments. Now

the solutions to both 2007 and 2010. when your meeting invitations go out the for-
ward button will not be there for them.

Outlook 2007: First select tools ~ -->designthis ~ ~ LaTonya Blount CPS/CAP

form Insurance & Risk Financing Project Manager,
Atlanta, Georgia Meeting & Event Planner aka

Then on the Actions tab, double click forward The Networking Planner "When all you have is

and then remove the check from in front of you, you better be able to get along."

Microsoft Office Tips ~ 2011 PDS

~ Word Quick Access Toolbar - By default, this toolbar displays above the ribbon but you can
right click on it and have it display below the ribbon. You add items to the toolbar by click-
ing on the drop arrow and selecting an item or right clicking on any icon in any of the

groups then O0Add to Quick Accesso. Easily remo

the Toolbar, then delete.

~ Mark As Final in Word - When you have completed working on a document and you do not
want to allow any changes, click on the Office Button, select Prepare, then Mark As Final.
The document is made read only, editing and typing commands are disabled, and proofing
marks are turned off.

~ Creating a Cover Page in Word - Many reports require a cover page. Before we would insert
a section break, turn off the number in the footer, and print our cover page last. Click on
INSERT, Cover Page. There is an extensive gallery from which to choose. Once chosen,
headers/footers are suppressed. You click on the placeholders to fill in content. To remove
a cover page, choose INSERT, Cover Page, then Remove Cover Page.

~ Excel Conditional Formatting - This enables you to apply color and text and fill for a cell or
range of cells.
~ Resizing the Formula Bar in Excel - If there have been times when your formula has been

wider than the normal Formula Bar area, now you can drag the line between the top of the
Column Headers and the bottom of the Formula Bar to enlarge the area.

ONE BIG CHANGE in Office 2010 is the return of the FILE ribbon
and the removal of the OFFICE BUTTON

vV e
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Mastering the Protocol of Scheduling Capitol Hill ~ Jan Szych, CPS/CAP

On September 15, OTAC was fortunate to host a
program presented by Jonathan Nurse, Director ™ s
of Government Affairs for the American Associa- R b
tion for Dental Research (AADR). Mr. Nurse pre- " “
sented extremely useful and relevant information #4 W, -

regarding Mastering the Protocol of Scheduling ¢

Capitol Hill . e 3

The presentation ran for about 1~ -1/2 hours, with
Mr. Nurse fielding a variety of questions from at-
tendees both during and after his presentation.

In addition, participants were treated to a deli-
cious meal from Z -Pizza, and received a hand-
some portfolio courtesy of Mr. Nurse.

For many of us, appointment scheduling is just
another aspect of our job, and one of our many
duties. But in the DC Beltway area, Capitol Hill scheduling is another matter entirely da
skill that requires you to be knowledgeabl e,
over 12 years in the legislative field, Mr. Nurse was able to share some valuable insight

into the workings of the administrative offices of our elected members, and some excel-

lent tips on how to gain access for our executives to these officials and their staff.

One of the first things that Mr. Nurse reviewed was the physical location of the different
offices and the difficulty of moving around the Capitol Hill district. He also noted the best
and worst times for meeting requests as well as the optimum group size for meetings
(due to the limited size of House and Senate offices). He reviewed the information that
should be gathered before contacting a congressional office to make a meeting request,
and gave some invaluable tips on what to do and (perhaps more importantly) what not to
do when talking to congressional staffers.

Whil e most of wus are familiar with the wpsteeqp
nario, this is especially true when dealing with congressional offices. Meetings may not
be confirmed until the day they are to take place, and arrangements may have to be par-
ticularly fluid when a vote is taking place in the House or Senate.

Mr. Nurse noted the importance of building personal relationships with congressional
staffers, and this extends to the 0t hamdonytmu q

the person that was involved in the meeting, but to the all -important staffer who helped
set it up.
Whi |l e Mr . Nurseds presentation was primarily

would like to be, involved with congressional scheduling, the information was extremely

useful for everyone who attended this meeting. It served as a reminder of the right way to
conduct all appointment scheduling, and d judging by the response of the participants o}
Mr. Nurse provided many useful pointers for all of us.
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- Leadership Forum, August 20, 2011
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