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Our April Chapter meeting is an important one as the nominations for
the new 2010-2011 Medical Center Chapter officers will be announced.
Each position will give a brief speech to state their candidacy. The
officer elections will take place in the May Chapter meeting and the
elected officers will be installed in the June Chapter meeting.
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Please plan to participate in such significant events that determine the
future of our chapter.

Best regards,
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Medical Center Chapter IAAP® presents...

“7 Ways to Overcome Your Fear of Public Speaking and Emerge as a Leader”
Jan Poscovsky, DTM
April 26, 2010
CHAPTER
MEETING

“I'm not a public speaker and have no need for these skills.”
APRIL 26, 2010 _ o ,
If you have said these words it’s time to learn what it really
means to be a public speaker and why it’s important to your
career. Through her speech, “7 ways to Overcome Your
Fear of Public Speaking...”, Jan Poscovsky will provide
you with the basic tools you need to achieve confidence in
front of an audience and help you to overcome your Fear of
Public Speaking.

5:30 P.M.

HOTEL ZAZA

To register visit:

http://medctr.iaap-hq.org e e o
iy i 5:30 p.m. Networking / Dinner / Welcome Members & Guests / Business Meeting
HOTEL i 6:00 p.m. Guest Speaker Presentation
. - ¢ 7:15p.m. Meeting Adjourned
i Cost: $25.00 Registration fee includes program, dinner, and valet parking
B $27.00 Late Registration (after April 23, 2010)
5701 Main Street ; $13.00 Meeting only

Hi
Deadline for Reservations or Cancellations: April 23, 2010
@ =pRegistration form MUST be EMAILED to: €=

Melinda R. Pefia at mrpena@mdanderson.org
Regardless of payment method

Check one: [ |Meat Dinner [ ] Vegetable Dinner ~ [_] Meeting only

Name: [Jcps []cAp
Company:

i Office Number:

i Email Address: ] Member []Guest

[ Please enroll me in automatic monthly registration
| will be responsible for payment unless | cancel prior to the deadline date.

LATE PAYMENT Seeeecesenne ey :
AFTER APRIL 23, 2010 < NOTE: For hotel directions click here.
Lpabaveel Q) ! To go to websites, hold <Ctrl> key :

CLICK HERE ! before clicking on web links or button

© 2010 Medical Center Chapter IAAP®. All Rights Reserved.



http://medctr.iaap-hq.org/
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Members’ Page

March 22" Chapter Meeting

The March presentation on
Leadership was great! Bill Member of Excellence
Beausay was wonderful and - .
very inspirational! We got
out of the meeting ready to
conquer the world!

Member of Excellence
Submission Deadline —11:59 pm
Central Time on June 30, 2010

We also had the honor of A Member of Excellence will receive a certificate (first four years),
having a special guest Pathways to Excellence certificate cover, and Member of Excellence

attending the meeting, Roslyn pin (the fifth year).

Hebert, CPS/CAP - President For more information and forms, please click on the following links:
of the Houston Downtown chapter. Roslyn wanted

to see Bill Beausay’s presentation. He definitely Member of Excellence Online Submission Form

delivered an awesome one!

Member Commitment Form

Wondering about the audit procedures?

Member of Excellence Audit Procedures

Example Member of Excellence Validation Spreadsheet
Member of Excellence Validation Spreadsheet

IAAP Standards of Integrity Statement



http://www.iaap-hq.org/awardsofexcellence/excellence_Member.asp
http://community.iaap-hq.org/IAAPHQ/IAAPHQ/Resources/ViewDocument/Default.aspx?DocumentKey=67aaa653-882d-4b55-8e92-6c9587af0663
http://www.iaap-hq.org/MPdocs/MOEAuditProcedures.pdf
http://www.iaap-hq.org/MPdocs/MOEAuditProcedures.pdf
http://www.iaap-hq.org/AwardsOfExcellence/Member%20of%20Excellence%20Criteria%20Validation-Sample.xls
http://www.iaap-hq.org/AwardsOfExcellence/Member%20of%20Excellence%20Criteria%20Validation.xls
http://community.iaap-hq.org/IAAPHQ/IAAPHQ/Resources/ViewDocument/Default.aspx?DocumentKey=8d50ddcf-3ea2-4cba-a729-8852821ef39b
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Welcome to our
new Chapter members!

Virgie D. Bergman
Melisa Buog
Sonia | . Davis
Roni M. Kibbg
Kc“cy [ . Mikeska
Angie Olivo
Rhonda (G. Padilla
| eticia Ramirez
Denise R. Stockbridge
Gloria C T orres
Graciela S. T orres
Antonia (T oni) K. Vasqucz

Spring Fundraiser

The 2010 Spring Fundraiser was a total success!
Thank you so much for your continued support!
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The IAAP Medical Center Chapter
Sponsors...

Vendor Show

Honoring Administrative Professionals

Friday, April 23, 2010
11:30 a.m. — 1:00 p.m.

Cancer Prevention Building
8t Floor Room 1-2 & 7-8

‘ Celebrating
Administrative Professionals Week
e dpell 1908 o

Door Prizes and Vendor giveaways will be provided.
For more information please contact Melissa Menchaca
at 713-792-7759 or mkmartin@mdanderson.org

W7
)\

Bgémé ¢

fundraisers.

SPccial thanks to Anne Mcf“/cmy, CF5/CAﬁ who once again donated to the Chapter cluring the

T hank you to Flatinum Procedures for not only Par‘ticipating as a vendor but for also maicing a donation to the cl'iaptcr. Fleasc feel free

to visit their table at the AFPW event on APril 23%,2010.
httpy//platinumprocedures.com/



http://platinumprocedures.com/
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CPS/CAP Certification Exam Preparation

EXAM DATES & DEADLINES

Exam Dates Deadline Dates

May 7-8, 2010 February 15, 2010
November 5-6, 2010  August 15, 2010

May 6-7, 2011 February 15, 2011

Administrative Professionals®

It pays to be an IAAP Member!

Did you know you get discounts on
registration for the Certified Administrative
Professional or the Certified Professional

Secretary exams? Check it out!

R
COLLEGE CREDIT RECOMMENDED FOR CERTIFIED PROFESSIONAL SECRETARY®
(CPS®) and CERTIFIED ADMINISTRATIVE PROFESSIONAL® (CAP®) EXAMINATIONS

Since 1976, many CPS holders have found an excellent benefit of passing the CPS Examination is that of receiving college credit. Now CAP
holders can enjoy that same benefit.

In June 2003, the American Council on Education (ACE), Washington DC, provided the following credit recommendation. Colleges and
universities can find the complete recommendation in the ACE Guide to Educational Credit by Examination.

2003 ACE Recommendation

Since 1976, the American Council on Education (ACE), Washington DC, has reviewed the CPS examination for possible college credit; the CAP
exam has been reviewed since 2003.

In 2006, the American Council on Education (ACE), Washington DC, provided the following credit recommendation for the exam blueprint
effective 2004. Colleges and universities can find the complete recommendation in the ACE Guide to Educational Credit by Examination.

2006 ACE Recommendation

College Credit Verification Form

A A s,

b

R i v iy v

N T e o A e v

s


http://www.iaap-hq.org/
http://www.cpsreview.com/
http://vig.pearsoned.com/store/home/1,1205,store-14242_id-2,00.html
mailto:certification@iaap-hq.org
http://www.iaap-hq.org/prodev/certification/ace2003.html
http://www.iaap-hq.org/prodev/certification/ace2006.html
http://www.iaap-hq.org/prodev/certification/verify_ratings_form.doc

THE PULSE

Texas-Lovuisiana Division News

DIVISION NEWS: (www.iaap-txla.org) P“ w E“

President Donna Shotwell celebrated her birthday last Friday. Happy Birthday, Donnal!!! co it ent

** T-L Division Raffles are now available on the Division website. The T-L Division is selling raffle tickets Texas-louisiana Division

for escape week-ends to Austin, San Antonio or Galveston. Don't want or like to travel? Relax, and

check out our Spa Basket Raffle. It has everything you need to pamper yourself. Want a new look for the summer? Check out our It's All About Hair
basket with all the terrific products you need to look great! www.iaap-txla.org

ANNUAL MEETING NEWS:

**The Texas-Louisiana Division Annual Meeting early registration deadline is TODAY - April 9. The Annual Meeting will be held May 14-16, 2010
at the Ambassador Hotel in Amarillo - the Annual Meeting brochure and registration form are available on the Division Website. Come join us for
an awesome meeting in Amarillo "The Road to Remarkable Never Ends"! Registration Brochure.

** Congratulations to Lisa Kumbalek, Clear Lake/NASA Area Chapter - WINNER of the Amarillo Raffle, free registration to the 2010 T-L Division
Annual Meeting in Amarillo!

** T-L Division Business Outline The Greenspoint Area Chapter is accepting orders for the T-L Division Annual Meeting Business Outline please see
the home page of the division website for ordering information www.iaap-txla.org.

**BINGO Deadline is: April 30, 2010
**Newsletter Contest Deadline is: April 30, 2010

INTERNATIONAL NEWS:
** EFAM early bird registration is now available - $495 for members - www.iaap-hg.org

** proxy forms for EFAM will be sent in April to THE current chapter presidents. PLEASE PASS THE PROXY FORM to the incoming chapter
president. Each chapter will only receive one form, and you cannot request a second or

make copies of someone else's form. IF YOUR CHAPTER IS NOT SENDING A DELEGATE, PLEASE COMPLETE THE PROXY FORM. THE deadline to
submit the proxy or Delegate/Alternate information to International Headquarters is June 28, 2010.

CHAPTER NEWS:
**Aggieland Chapter will host an APW lunch on April 21, 2010 Click here for further information.

**The City of Houston Chapter Administrative Conference will be May 12, 2010 from 7:30 am - 5:00 pm at the George R. Brown Convention
Center, Houston, TX. Click here for more information.

**Houston Chapter hosts Houston Inter-City Council Event "2010 APW Event Breakfast With Susan Shamali CPS/CAP 2009-2010 International
President IAAP" on April 24, 2010. Click here for more information.

** For more Chapter News, please visit www.iaap-txla.org

EDUCATION:
**CompuTrain Business Solutions, Ltd. is offering complimentary 2-hour computer training workshops to IAAP members of all Houston-area IAAP
Chapters. All classes will be instructor-led, hands on courses i.e all students will be seated at a computer. Classes will be held on a monthly basis
and are being offered to IAAP members only. To sign up go to http://www.computrain.com/iaap/registration.php.

April 27 - Excel 2007 - New Features, Tuesday
May 25 - Outlook 2007 - New Features and Tuesday
June 22 - Power Point 2007 - New Features

CompuTrain’s fee-based All day classes are worth 7 recertification points. Current schedules may be obtained at www.CompuTrain.com.

Donna, Michelle, Carla, Frances and Bonnie
2009-2010 Texas-Louisiana Division Board - IAAP



http://www.iaap-txla.org/
http://www.iaap-txla.org/
http://www.iaap-txla.org/IAAPHQ/TXLADivision/UploadedImages/2010%20Registration%20Brochure%201.19.10.pdf
http://www.iaap-txla.org/
http://www.iaap-hq.org/
http://www.iaap-txla.org/IAAPHQ/TXLADivision/UploadedImages/AGGIELAND%20ADM%20PROF%20DAY%20LUNCH%204.21.pdf
http://www.iaap-txla.org/IAAPHQ/TXLADivision/UploadedImages/ADMIN%20PROF%20CONF%20BROCHURE%202%20(2).pdf
http://www.iaap-txla.org/IAAPHQ/TXLADivision/UploadedImages/APW%20BREAKFAST%20REGISTRATION%20FORM_02%2003%2010.pdf
http://www.iaap-txla.org/
http://www.computrain.com/iaap/registration.php
http://www.computrain.com/
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Calendar

APRIL 2010
Dates to Remember 2010 = =l T
| |
Administrative Professionals Week April 19-25, 2010 12
456|789 10
APW Celebration and Vendor Expo April 23, 2010 11112113114 | 15| 16 | 17
Medical Center Chapter April Meeting April 26, 2010

CPS/CAP Exams May 7-8, 2010

T-L Division Annual Meeting and Education Forum May 14-16, 2010

Member of Excellence Deadline June 30, 2010 9 l10/112 11211314 |15

16 | 17 | 18 | 19 | 20 | 21 | 22

23|24 | 25|26 |27 | 28 |29

Chapter Meetings

July 20, 2009: Joshua McDonald of CTREC Hilton IT Academy will present, “Microsoft Word

2007 Tips & Shortcuts.” 1 Recertification point. =AY

T I W| T
August 24, 2009: Dennis Clark, a registered Parliamentarian, will present “ Making Your

Meetings More Efficient.” 1 Recertification point.

September 28, 2009: Daniel Guerra, Division Director, Office Team, will present "7en Tips for 6 7 8 9 |10 | 11 | 12
Communicating with your Boss.” 1 Recertification point.

13|14 | 15| 16 | 17 | 18 | 19

October 19, 2009: Executives’ Evening. Dr. Bennie Lambert "Helping People Reach their
Potential.” 1 Recertification point. 201 21| 22 | 23| 24| 25|26
November 2-16, 2009: Online Auction. No meeting. 272829 30
December 2, 2009: No meeting — Holiday Social. Toys for Tots Program.
January 25, 2010: Pamela Grant, a licensed career counselor in Texas “Create Your Best Year
Ever!” 1 Recertification point.
February 22, 2010: Richard Bloom will present “Personal Safety for Administrative Professionals.”
1 Recertification point.
March 22, 2010: Bill Beausay, "Creating Visionary Leadership That Lasts.” 1 Recertification
point.
April 26, 2010: Jan Poscovsky, Lt. Governor for Education and Training for District 56

Toastmasters. "7 Ways to Overcome Your Fear of Public Speaking and
Emerge as a Leader.” 1 Recertification point.

Deal with Difficult People.” 1 Recertification point.

n
May 24, 2010: Election of New 2010-2011 Officers / Christine Donovan will present "How to save the Date--

June 28, 2010: Installation of 2010-20110fficers /Kevin Munson, "Tips & Tricks for PC Users.”
1 Recertification point



http://medctr.iaap-hq.org/
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Somet hing to think abc

DID YOU KNOW?

(tf/v. .
Take your bananas apart when you get home from the store.

If you leave them connected at the stem, they ripen faster.

Store your opened chunks of cheese in aluminum foil.
It will stay fresh much longer and not mold!

Peppers with 3 bumps on the bottom are sweeter and better for eating.
Peppers with 4 bumps on the bottom are firmer and better for cooking.

Add a teaspoon of water when frying ground beef.
It will help pull the grease away from the meat while cooking.
£

£

c . . L .
\// Add garlic immediately to a recipe if you want a light taste
of garlic and at the end of the recipe if your want a stronger taste of garlic.

Reheat Pizza
Heat up leftover pizza in a non-stick skillet on top of the stove, set heat to med-low heat till warm. This keeps the crust
crispy. No soggy micro pizza. | saw this on the cooking channel and it really works.

Easy Deviled Eggs
Put cooked egg yolks in a zip lock bag. Seal, mash till they are all broken up. Add remainder of ingredients, reseal, keep
mashing it up mixing thoroughly, and cut the tip of the baggy, squeeze mixture into egg. Just throw bag away when done
easy clean up.

Submitted by Marie T. Barth, CPS/CAP
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ORGANIZING

G¢KS FTAAKAY3I Aa o0Said 6KSNB (GKS FTS¢gSad 323 | yR (KS satdeederforelelie @ Gmink fprivdseO dzNR G &
hits. There is just less competition for bigger goals. If you are insecure, guess what? The rest of the world is, too. Do not overestimate the competition and
dzy RSNBadGAYEFGES &2dz2NAR St F e Tim@tyzFdrriblBhe EdbiiHow Warkiweeky & 2dz G KA Yy | ®§

Spring and summer months are great times to slow down and watch the grass grow.
Remember when summer vacation meant endless days of nothing much to do?
Nowadays, we’re rushing to and fro and wandering what happened to the day, the
week, the month. When did everything speed up so much? When | was in high school,
a guy posted a saying on a billboard, “If you drive like hell, you'll get there.” So instead
of using our powers for good, we have allowed Blackberries and other smart phones
become electronic leashes to work, and we have trouble turning them off. | have seen
time stamps on emails for 10 p.m. and later from people. Instead of sleeping, spending
time with their families or hobbies, or just relaxing, they’re working because they can’t
turn everything off. That’s not even counting the people who take them on vacation.
Technology is a tool, not a lifestyle. We’ve allowed technology to speed us up to
breakneck speed, and we wonder why we’re so tired and burned out. Like the old
billboard said, we driving our brains and bodies ragged.

t Time Management guru Harold Taylor recently wrote a post “In Praise of Slow” about
our fast living. “Speed is the enemy of time management, not its ally,” he said. “Life is
meant to be savored, not dispensed with as quickly as possible. Slowing down will
result in fewer errors, fewer accidents, a healthier lifestyle, improved relationships, and a more enjoyable and memorable life.”

Here are some ways to slow down your life:

. While you’re enjoying our budding spring, take it slow. Turn off work at a certain time each day and savor the moments.

. Plan some vacation time on your calendar. When you go on vacation, go. Don’t call in, check in or e-mail in. Yes, you will have e-mails in your inbox when
you get back. If you have an assistant, they can help delete and delegate a majority of the e-mails that came in while you were gone.

. Multi-tasking reduces productivity 20 to 40 percent, and more studies are showing that uni-tasking is the best way for us to be productive. Focus only on
a critical task and work on it without interruption for 20 to 30 minutes. How did that feel? Did you accomplish more on it?

. Turn off your e-mail a few times a day and ignore it. By setting e-mail hours — either formally or informally, you take back your inbox.

. Cook your favorite meal. If it’s not a healthy option, surf the Internet for low-fat websites to come up with a better and healthier version.

. Write everything down that you need to do either in a small notebook that you carry with you, your smart phone, or your computer. Get it all out of your
head so it’s not swimming around waking you up at 3 a.m.

. Take a walk. Exercise is a great way to reduce stress.

. Declare “no phone” zones — such as your car and the gym. Focus on working out while at the gym.

. Reduce clutter by sorting and purging a pile at a time. Focus on one pile, a drawer, or a closet — just one stack. It’s taken quite some time to build up your
clutter, it’s going to take some time to make it go away. Working pile by pile will spell the end of your cluttering ways.

Sleep Bytes

Lack of sleep has made the news over the past several years because we’re simply not getting enough of it. Getting eight hours of sleep is helpful to reduce stress,
re-energize yourself, and even important to weight loss. If you need help getting to sleep or need a power nap during the day, visit www.pzizz.com. This website
offers a great service — guided sleep tracks to help you sleep naturally. The music can be played on your computer, CD players or MP3 players, and the software
automatically comes up with a different track every time so you’re not stuck hearing the same thing over and over again. The software lulls you to sleep and helps
wake you up.

The pzizz bundles are daytime, nighttime or “around the clock,” and the prices range from $39.95 to $59.95. Computer requirements for PC and Mac are listed on
the website, and once you purchase the software, you are given upgrades free for life.

Time Management and Goal-Setting with Randy Pausch

Randy Pausch, the late professor and author of The Last Lecture, became a YouTube sensation for his straightforward advice while he was dying of cancer. Someone
posted this not too long ago on Twitter, and | thought it was worth seeing again. This is what the great Pausch had to say about time management: here. For
perfectionists, he asks: “How clean does the underneath of the banister need to be?”

CHADD: Help for ADD/ADHD

Parents of children with ADD/ADHD should explore the www.chadd.org website for great resources. There is a fee if you want to become a subscriber, but there is
plenty of free information on there as well. Learn about tips and techniques that will help you and your child.

Janice Marie Simon, MA, CPO®
Project Director, Faculty Development

(Printing authorization provided by Janice Marie Simon, MA,CPO)


http://www.amazon.com/gp/product/0307353133?ie=UTF8&tag=httpdumbliblo-20&linkCode=as2&camp=1789&creative=390957&creativeASIN=0307353133
http://www.pzizz.com/
http://www.youtube.com/watch?v=6r0uOaBhHvs
http://www.chadd.org/
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Know whereyouregoing i n | ife... you may al

Life Explained

A boat docked in a tiny Mexican village. An American tourist complimented the Mexican fisherman on the quality of his fish and asked how long it took him
to catch them.

"Not very long," answered the Mexican.

"But then, why didn't you stay out longer and catch more?" asked the American.

The Mexican explained that his small catch was sufficient to meet his needs and those of his family.

The American asked, "But what do you do with the rest of your time?"

"I sleep late, fish a little, play with my children, and take a siesta with my wife. In the evenings, | go into the village to see my friends, have a few drinks, play
the guitar, and sing a few songs. | have a full life."

The American interrupted, "I have an MBA from Harvard and | can help you! You should start by fishing longer every day. You can then sell the extra fish
you catch. With the extra revenue, you can buy a bigger boat."

"And after that?" asked the Mexican.

"With the extra money the larger boat will bring, you can buy a second one and a third one and so on until you have an entire fleet of trawlers. Instead of
selling your fish to a middle man, you can then negotiate directly with the processing plants and maybe even open your own plant. You can then leave this
little village and move to Mexico City, Los Angeles, or even New York City! From there you can direct your huge new enterprise."

"How long would that take?" asked the Mexican.

"Twenty, perhaps twenty-five years," replied the American.

"And after that?"

"Afterwards? Well my friend, that's when it gets really interesting," answered the American, laughing. "When your business gets really big, you can start
buying and selling stocks and make millions!"

"Millions? Really? And after that?" asked the Mexican.

"After that you'll be able to retire, live in a tiny village near the coast, sleep late, play with your children, catch a few fish, take a siesta with your wife and

spend your evenings drinking and enjoying your friends."

Submitted by Marie T. Barth, CPS/CAP
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International Association of

Administrative Professionals®

THE MISSION OF THE INTERNATIONAL ASSOCIATION OF
ADMINISTRATIVE PROFESSIONALS®
IS ENHANCING THE SUCCESS OF CAREER-MINDED
ADMINISTRATIVE PROFESSIONALS BY PROVIDING
OPPORTUNITIES FOR GROWTH THROUGH EDUCATION,

COMMUNITY BUILDING AND LEADERSHIP DEVELOPMENT

INTERNATIONAL OFFICERS

TEXAS-LOUISIANA DIVISION OFFICERS

http://www.iaap-hg.org

Tamra L. Goodall CPS/CAP
Janine Joy Riemersma CPS/CAP
Karlena Rannals CPS/CAP
Antoinette Smith CPS/CAP

MEDICA

2009-2010 2009-2010
Susan K. Shamali CPS/CAP .........cccccevenene President President........cccovviivnen o Donna Shotwell CPS/CAP
Mary Ramsay-Drow CPS/CAP.......... President-Elect President-Elect ............. Michelle Spradley CPS/CAP

Vice President
Secretary
Treasurer
SW District Director

http://www.iaap-txla.org/

................... Carla Flowers, CPS/CAP
Frances McAnear CPS/CAP
. Bonnie J. House CPS/CAP

Vice President
Secretary.....coocvceeiinens
Treasureré é é é é .

L CENTER CHAPTER OFFICERS
htp://medctr.iaap-hqg.org

é é é Robbie Moreno, CAP

Presi dentééééééééé ééééééécéééécécééécéeéécececd

President-E| ecé &é é ééééééééécéééééééééééééé.Vvette Banuelos, CPS/CAP
Vice PrebéddenddééécécécééecéeéceéeecéeeceeceeeeéeéeeéeéAngel a
Secretaryééééééééceée@eee&ééécéeécééeécéeéeééeéééMel i ssa K.
Treasurer é & ééééééééééeéééeéeéeécéeééééééé DanaMejia, CAP
Director,.é é 6 é6ééééééééééééééééééééeéeéééeééé. Doreen Br ankSe
Directoré .ééééééééééécéééécééécécééécéeééecéeé. éééééTomeki a
Directéneéééééécécééééécéééeéececéeéeéee. &ééééééYvonne QRSN ¢

2009-2010 Newsletter Committee

Robbie Moreno CPS/CAP
Yvette Banuelos CPS/CAP
Letitia lvey CPS/CAP


mailto:rbertrand@mdanderson.org?subject=IAAP%20MCC%20Newsletter
http://www.iaap-hq.org/
http://www.iaap-txla.org/
http://medctr.iaap-hq.org/
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El ai neds FIl ori st

4796 Beechnu’r Houston, Texas 77096 e elolnes@elomesflorls’r com

Houston Florist" a public poll by the Houston Pre




