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Dear members, 

All of our Chapter meetings are special but March is extra special as we 
will be installing new members who joined our Chapter!  Please plan to 
attend the meeting to offer a warm welcome and your support.   
 
As a token of appreciation, the Chapter is providing all new members a 
complimentary meeting registration fee.  It is the least we can do to show 
our appreciation for their trust and confidence.   
 
 Best regards, 

 

Robbie Moreno CAP 
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Chapter 

Meeting 

 

MARCH 22, 2010 

 

5:30 p.m. 

 

Hotel Zaza 

 

To register visit: 
http://medctr.iaap-hq.org 

 

http://medctr.iaap-hq.org/
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February 22nd Chapter Meeting 
 

Wow! What a great 
presentation on personal 
safety!  Richard Bloom was 
fantastic! 
His instructions on what to 
do if we ever encounter a 
violent assault were 
priceless.  Most of the 
members who attended the 

meeting purchased a “Protector” spray and his book, 
including the wait staff at the Hotel ZaZa!  I have 
wanted to buy me one so I bought three!  One for 
me and one for each of my two daughters.  If you 
were not able to attend the meeting, I highly 
recommend attending one of Richard’s seminars.  
He makes presentations all over town.  Please click 
on his website for more information: 
http://www.personalsafetyseminars.com/index.html 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

A Member of Excellence will receive a certificate (first four years), 
Pathways to Excellence certificate cover, and Member of Excellence 
pin (the fifth year). 
 
A Member of Excellence will attain a minimum of 8 of the following 
11 criteria: 

1. Be a current CPS and/or CAP holder  
2. Sign the online Member of Excellence  Commitment 

agreement  
3. Actively participate in the IAAP web  community 

forum discussions or submit an  article for an IAAP 
publication (chapter,  division, or international level)  

4. Attend non-IAAP professional educational  workshops, 
seminars and conferences  

5. Hold a degree, certificate or equivalent (a  minimum one 
year in length) from an  accredited college or earn a 
Microsoft  certification  

6. Pay membership dues on or before  anniversary date  
7. Serve as a chapter, division, or international 

 officer, committee chair, or committee  member; or 
serve as an RTF Trustee; or  serve on a Student Chapter 
advisory board or  the school’s advisory board for the office 
 administration program  

8. Conduct a public presentation, program or  training  
9. Attend a minimum of eight chapter, division  or 

international sponsored meetings,  programs or events 
(any combination)  

10. Recruit at least one new member  
11. Integrate IAAP membership and involvement  into 

annual performance plan or review  

Member of Excellence Online Submission Form 

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  
 
 

Members Page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 Member of Excellence 

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

              

 

http://www.personalsafetyseminars.com/index.html
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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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 

 
In preparation for the exam, I recommend Metcalf audio CDs.  
You can listen and learn while driving, exercising, working at 
your desk, cleaning, etc.  IAAP members receive a discount on 
preparation materials.  Metcalf offers a media package that is 
a great deal because it includes several educational mediums 
to reinforce learning.    
 

Metcalf Educational Services (view website) 
(materials for Parts 1-3 of the CPS and CAP 

exams and Part 4 of the CAP exam) 

Computer Data CD-ROM Available  

Audio Cassette Available  

Audio CD-ROMs Available  

Flash Cards Available  

Include your current IAAP membership number when you 

place your order to receive 20 percent off the product 

amounts listed above. 

 

Submitted by Janet K. Stiles CPS/CAP 

 

 

 

 

Following are the dates and deadlines for future CPS and CAP exam administrations: 

Below are links for applying to take the exams, forms to be submitted and 

information for review materials and courses.  

 

Certification Application Packet (PDF) Certification Review Guide (PDF) 

Exam Centers Listing (PDF) Job Function & Employer's Statement (PDF) 

 

Review Materials and Courses (Prentice-Hall Self Study Books) 

 

 

 
 

ONLINE COURSES 
offered at http://www.cpscap.iddl.vt.edu/ 

 

CPS/CAP Certification Exam Preparation   

-Several options to study and pass the test! 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

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!  http://www.iaap-hq.org/join/ 

 

 

AUDIO CD COURSES 
Offered by Metcalf Educational Services 

 

EXAM DATES & DEADLINES 

 

The CPS and CAP exams are administered on the first 

consecutive Friday and Saturday every May and November. 

 

Below are links for applying to take the exams, forms to be 

submitted and information for review materials and courses.  

 

Certification Application Packet (PDF) Certification Review Guide 

(PDF) 

Exam Centers Listing (PDF) Job Function & Employer's Statement 

(PDF) 

 

 

For more information, click on:  http://www.iaap-

hq.org/prodev/certification/exams.html 

 

HOW TO APPLY 

 

To go to websites, hold <Ctrl> key  
then click on the web links  

 

http://www.cpsreview.com/
http://www.iaap-hq.org/prodev/certification/CertAppPacket.pdf
http://www.iaap-hq.org/prodev/certification/examrevw.pdf
http://www.iaap-hq.org/prodev/certification/examctrs.pdf
http://www.iaap-hq.org/prodev/certification/Job_Function.pdf
http://www.iaap-hq.org/prodev/certification/reviewmaterials.html
http://www.iaap-hq.org/prodev/certification/CertAppPacket.pdf
http://www.iaap-hq.org/prodev/certification/examrevw.pdf
http://www.iaap-hq.org/prodev/certification/examctrs.pdf
http://www.iaap-hq.org/prodev/certification/Job_Function.pdf
http://www.iaap-hq.org/prodev/certification/exams.html
http://www.iaap-hq.org/prodev/certification/exams.html
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CPS
®
 and CAP

®
 Review Materials 

Certain review materials for the CPS and CAP exams are made available through Prentice-Hall and through Metcalf Educational Services. These materials are 

listed in the Certification Review Guide under References for Broad Overview. 

These review materials are not required by the Institute for Certification, and are not used to write the exams. Review materials should always be used in 

conjunction with the references listed in the Certification Review Guide. 

References listed in the Certification Review Guide are actual college texts used to write CPS and CAP examination questions. It is recommended that 

candidates use the latest edition of at least one textbook listed in each of the major areas tested. 

The Certification Review Guide, available free-of-charge, should be used to direct any course of study for the CPS and CAP Exams.  

Prentice-Hall 
(materials for Parts 1-3 of the CPS and CAP exams and Part 4 of the CAP exam) 

Review for Part 1,     Office Systems and Technology Available 

Review for Part 2,     Office Administration Available  

Review for Part 3,     Management Available  

Review for Part4,     Advanced Organizational Management Available  

E-Learning Course for Part 1,   Office Systems and Technology Available 

E-Learning Course for Part 2,   Office Administration Available 

E-Learning Course for Part 3,   Management Available 

E-Learning Course for Part 4,   Advanced Organizational Management   TBD 

                                                        Instructors Manual TBD 

IAAP Members: 

Contact certification@iaap-hq.org for information on purchasing the Prentice Hall review materials at a special member-only discount  

 

SELF-STUDY BOOKS 

 

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 

 

COLLEGE CREDIT  

 

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
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Texas-Louisiana Division News 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

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

2010 Registration 
Brochure 1.19.10.pdf

  
 
DIVISION NEWS: (www.iaap-txla.org): 
** T-L Division Raffles now available on the Division website.  How does an escape to Austin, San Antonio or Galveston sound - we 
have the raffle for you.  No time to travel but want to relax, check out our Spa Basket Raffle it has everything you need to pamper 
yourself…or need a new look - check out our It's All About Hair basket with all the products you need to look great! www.iaap-
txla.org 

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

  
** The Division still has openings available to serve on a special committee during the Annual Meeting please see the attached 
list of committee responsibilities and if you are interested contact Division President, Donna Shotwell CPS/CAP. 
  
**DMOTY applications are due to President Donna Shotwell by April 10, 2010, one applicant per chapter.  Application can be 
found on the Division website.  
  
CHAPTER NEWS: 
Congratulations to the Alamo City Chapter for the recent celebration of the chapter‘s 65th anniversary! 

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

  
**You are invited to attend the Big D Chapter Spring Educational Forum on April 17, 2010. Jump start Administrative Professionals 
Week by attending this great seminar (click here for brochure)  

  
**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. 

  
**Clear Lake/NASA Area Chapter is teaming with Franklin Covey, Office Team and Space Center Houston to present “The 7 Habits 
of Highly Effective People” Seminar on March 20, 2010.  6 ½ recertification points offered.   Breakfast and lunch included.  
Luncheon presentation by Office Team Vice President Tyra Olson “Guide to Modern Business Etiquette”.  Click here. 

  
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. 

 
Tuesday, March 23 - Word 2007 - New Features, Tuesday  
April 27 - Excel 2007 - New Features, Tuesday  
May 25 - Outlook 2007 - New Features and Tuesday 
June 22 - Power Point 2007 - New Features  

  
To sign up go to http://www.computrain.com/iaap/registration.php 

 

 

Let’s play Bingo! 

 

http://www.iaap-txla.org/
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/IAAPHQ/TXLADivision/UploadedImages/ADMIN%20PROF%20CONF%20BROCHURE%202%20(2).pdf
http://www.iaap-txla.org/IAAPHQ/TXLADivision/UploadedImages/Bid%20D%20Seminar%20Brochure%20updated.pdf
http://www.iaap-txla.org/IAAPHQ/TXLADivision/UploadedImages/APW%20BREAKFAST%20REGISTRATION%20FORM_02%2003%2010.pdf
http://www.iaap-txla.org/IAAPHQ/TXLADivision/UploadedImages/Clear%20Lake%20NASA%20Registration%20Form.ppt
http://www.computrain.com/iaap/registration.php
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Dates to Remember 2010 
 

Medical Center Chapter March Meeting March 22, 2010 

Administrative Professionals Week April 19-25, 2010 

APW Vendor Expo April 23, 2010 

Medical Center Chapter April Meeting April 26, 2010 

T-L Bingo Ends April 30, 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 

MARCH  2010 

S M T W T F S 

 1 2 3 4 5 6 

7 8 9 10 11 12 13 

14 15 16 17 18 19 20 

21 22 23 24 25 26 27 

28 29 30 31    

APRIL 2010 

S M T W T F S 

    1 2 3 

4 5 6 7 8  9 10 

11 12 13 14 15 16 17 

18 19 20 21 22 23 24 

25 26 27 28 29 30  

MAY 2010 

S M T W T F S 

      1 

2 3 4 5 6 7 8 

9 10 11 12 13 14 15 

16 17 18 19 20 21 22 

23 24 25 26 27 28 29 

30 31      

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

2007 Tips & Shortcuts.” 1 Recertification point.  
 
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 “Ten Tips for 

Communicating with your Boss.”  1 Recertification point. 
  
October 19, 2009:  Executives’ Evening. Dr. Bennie Lambert “Helping People Reach their 

Potential.”  1 Recertification point. 
 
November 2-16, 2009:  Online Auction.  No meeting. 
 
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 – “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.  

 
May 24, 2010:   Election of New Officers / Randy Ransleben.   
 
June 28, 2010:  Installation of Officers /Kevin Munson, “Tips & Tricks for PC Users.”  1 

Recertification point. 
  
 
To register, please visit:    http://medctr.iaap-hq.org 
 

http://medctr.iaap-hq.org/
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Check out the March issue of NIH News in Health, the 

monthly newsletter bringing you practical health news 

and tips based on the latest NIH research. In this 

edition: 

 

The Salty Stuff 

Salt, Blood Pressure and Your 

Health 

Salt is essential to our body’s 

fluids. On the other hand, too 

much salt can lead to a host 

of health problems.  

full story 

 When Blood Vessels Bulge 

All About Aneurysms 

An aneurysm—a balloon-like 

bulge in an artery—can develop 

and grow for years without 

causing any symptoms. But an aneurysm is a silent threat to 

your health.  full story  

Health Capsules: 

 How Light Boosts Migraine Pain  

 Health on the Go  

 Featured Web Site: We Can!  

Click here to download a PDF version for printing.     Article 

submitted by Carrie Rogers CPS/CAP 

 

 

 

 

 

 

 

 

 

 

 
 
  

  

 

 

 

Something to think about… 

 

 

 

 

 

 

QUOTES OF WISDOM 

 
 
When you come to the end of your rope, tie a knot and 
hang on. 

                                                                                     Franklin D. Roosevelt 
 

If you think you can, you can. And if you think you can't, 
you're right.   

      Henry Ford and also attributed to Mary Kay Ash  
 
It is unwise to be too sure of one's own wisdom. It is 

healthy to be reminded that the strongest might weaken 

and the wisest might err. 

     Mohandas K. Gandhi 

 

We are what we repeatedly do. Excellence, then, is not an 

act but a habit.       

                                                                    Aristotle 

 

 

Think outside of the box… 

Brain Teaseré 

A man spends one fifth of the money in his wallet.  

He then spends one fifth of what remains in the wallet.  

He spends $36.00 in all.  

Question: How much money did he have to begin with?  

See answer  

To go to websites, hold <Ctrl> key  
then click on the web links  

 

 

http://newsinhealth.nih.gov/
http://newsinhealth.nih.gov/2010/March/feature1.htm
http://newsinhealth.nih.gov/2010/March/feature1.htm
http://newsinhealth.nih.gov/2010/March/feature1.htm
http://newsinhealth.nih.gov/2010/March/feature1.htm
http://newsinhealth.nih.gov/2010/March/feature2.htm
http://newsinhealth.nih.gov/2010/March/feature2.htm
http://newsinhealth.nih.gov/2010/March/feature2.htm
http://newsinhealth.nih.gov/2010/March/capsules.htm#cap01
http://newsinhealth.nih.gov/2010/March/capsules.htm#cap02
http://newsinhealth.nih.gov/2010/March/capsules.htm#cap03
http://newsinhealth.nih.gov/pdf/NIHNiH%20Mar2010.pdf
http://www.wisdomquotes.com/003948.html
http://www.wisdomquotes.com/004154.html
http://www.pedagonet.com/brain/ans45.htm
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2009-2010 Newsletter Committee 

 

Robbie Moreno CPS/CAP 

Yvette Banuelos CPS/CAP 

Letitia Ivey CPS/CAP 

 

 

 

 

 

 

INTERNATIONAL OFFICERS 

http://www.iaap-hq.org 

2009-2010 

 

Susan K. Shamali CPS/CAP ......................  President 

Mary Ramsay-Drow CPS/CAP .......... President-Elect 

Tamra L. Goodall CPS/CAP ............... Vice President 

Janine Joy Riemersma CPS/CAP ................ Secretary 

Karlena Rannals CPS/CAP ......................... Treasurer 

Antoinette Smith CPS/CAPééSW District Director  
 

TEXAS-LOUISIANA DIVISION OFFICERS  

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

2009-2010 

 

President ........................ ..Donna Shotwell CPS/CAP 

President-Elect ............. Michelle Spradley CPS/CAP 

Vice President ................... Carla Flowers, CPS/CAP 

Secretary ....................... Frances McAnear CPS/CAP 

Treasurerééééé.......Bonnie J. House CPS/CAP 

 
MEDICAL CENTER CHAPTER OFFICERS 

http://medctr.iaap-hq.org 

 
Presidentéééé.éééééééééééééééééééééééééééééé.Robbie Moreno CAP 
President-Electé..ééééééééééééééééééééééééééé...Yvette Banuelos CPS/CAP 
Vice Presidenté.ééééééééééééééééééé.ééééééééééééééééAngela Hill 
SecretaryééééééééééééééééééééééééééééééééééMelissa K. Menchaca 
Treasureréééééééééééééééééééééééééééééééééééé.Dana Mejia CAP 
Director..ééééééééééééééééééééééééééééééééééé...Robbie Loftin CAP 
Directoré..ééééééééééééééééééééééééééééééé.éééééTomekia Griffin 
Directorééé..ééééééééééééééééééééééé.éééééééééYvonne Jones CPS 
 

  
TT HH EE   MM II SS SS II OO NN   OO FF   TT HH EE   II NN TT EE RR NN AA TT II OO NN AA LL   AA SS SS OO CC II AA TT II OO NN   OO FF     

AA DD MM II NN II SS TT RR AA TT II VV EE   PP RR OO FF EE SS SS II OO NN AA LL SS ®®   

II SS   EE NN HH AA NN CC II NN GG   TT HH EE   SS UU CC CC EE SS SS   OO FF   CC AA RR EE EE RR -- MM II NN DD EE DD     

AA DD MM II NN II SS TT RR AA TT II VV EE   PP RR OO FF EE SS SS II OO NN AA LL SS   BB YY   PP RR OO VV II DD II NN GG   

OO PP PP OO RR TT UU NN II TT II EE SS   FF OO RR   GG RR OO WW TT HH     TT HH RR OO UU GG HH   EE DD UU CC AA TT II OO NN ,,   

CC OO MM MM UU NN II TT YY   BB UU II LL DD II NN GG   AA NN DD   LL EE AA DD EE RR SS HH II PP   DD EE VV EE LL OO PP MM EE NN TT   

 

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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Elaineôs Florist 

4796 Beechnut  Houston, Texas 77096  elaines@elainesflorist.com 

 
Source: http://www.elainesflorist.com/ 

 
 
 

 
 
 
 

 
 
 
 


