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Dear members, 

It has been six months since I was installed as the Chapter president. I 
am very proud of the work we have done and I feel we have accomplished 
the goals we set up in the beginning of this fiscal year.  
 
In the past six months we have successfully accomplished the programs 
such as the Executives' Evening, CPS/CAP Recognition Banquet, 
“Essential Tools for Success in the Workplace” Seminar, Online 
Auction, Holiday Social, Toys for Tots Program and had very 
interesting and educational presentation topics in our Chapter monthly 
meetings.  
 
It has been a very rewarding experience. I am excited and ready to 
continue working on our educational programs for the next six months 
until it is time to pass the torch to our next president, Yvette Bañuelos 
CPS/CAP. 

Best regards, 
 

Robbie Moreno, CAP 
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Chapter 

Meeting 

 

FEBRuary 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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                     January 25th Chapter Meeting 

 
We had a great time at our January 
chapter meeting.  Pamela Grant’s 
presentation on “Create Your Best Year 
Ever” was awesome!  There is no way we 
could cover the vast information Pamela 
had to offer.  We enjoyed it so much, we 
could not get enough! It was so well 
received by the members and guests that 
Carrie Rogers CPS is organizing a day 

retreat to bring Pamela back in the near future.  Stay tuned 
for more details.   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 
 

 

              

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 

 











 

The CPS/CAP Society of Texas held 

their Annual Meeting and Seminar on 

January 30, 2010.  Congratulations to 

the new installed officers for the new 

2010 term and to the 2009 officers for a 

job well done! www.cpscapsot.org  

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
http://www.cpscapsot.org/
http://www.cpscapsot.org/
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Welcome to the 21st century!  In keeping up with technology and with the times in general, the IAAP®-Medical Center 

Chapter held an Online Auction as a fund raiser for the first time this past fall.  This proved to be not just a wonderful idea, 

but an exciting and very worthwhile event!  And, isn’t it fitting that our Chapter move to an auction online since part of the 

IAAP mission is to keep members abreast of updates in technology? 

 

Past auctions held by our Chapter took place during one evening at a venue in the Houston Medical Center.  Success of 

the event was dependent not just on the items donated to be auctioned, but on 

things like the weather (would people be able to make it to the auction?), individuals’ 

schedules (who is working late – again?), family obligations, if the auction was held close to a 

payday (will participants have money?), as well as other factors.  How do you avoid these 

limitations? 

 

An Online Auction was the answer!  Why offer items to be auctioned for only one evening?  

Why offer items to those few people who are available to attend the event (or to bid 

by proxy)?  The Online Auction allowed Chapter members and their family and friends 

to view items and prices and to place bids from 8 AM on November 2 through 5 PM on 

November 16.  Participants could check on their bids throughout the auction to see if 

they had been outbid.  What fun!  It was great to be able to bid from your computer 

either at home or at the office.  It was simple to get friends and family to take part in 

the auction because all they needed was the Web site address!  Participation in the auction was easy for members and 

non-members alike!  Robbie Moreno stated that several other chapters expressed interest in online auctions and have 

asked for information.   

 

Another plus for the Online Auction was that expenses incurred were minimal compared to paying for a venue and/or 

food.  According to 32auctions.com, advertisements displayed with the auction items help to offset the cost. This helped 

to keep our expenses down and our profit much higher than ever before!   The auction was a win-win solution!  Money was 

raised for our chapter while buyers received great deals!  Many thanks to some of our 

donors, which include:  La Torretta Del Lago Resort & Spa, the Houston Museum of Natural 

Science, Casa Del Mar Beachfront Suites, the Houston Astros, Alley Theatre, Coiffure 

Elegance Salon, A.D. Players Theatre, Cookie Bouquet of Houston, Crystal River Inn-San 

Marcos, Elaine’s Florist, artist Cal Simpson, Residence Inn-Medical Center, Hotel Zaza, 

The Wine Man, and many, many others.  There was a nice variety of items and services to 

bid on! 

 

The last accounting I heard was that $1,615 had been raised on the auction with $32 

spent on the auction Web site.  While there are a few ―kinks‖ to be worked out for next 

year (item descriptions and tangible certificates for some items), the online auction seems 

to be the way to go!  Doreen Brandenberger and the Auction Committee did a fantastic job and deserve all the praise 

we can give them!    

 

Don’t miss the IAAP-Medical Center Chapter’s Online Auction next year!                     Submitted by Marie T. Barth CPS/CAP 

 

      

And the Online Auction Committee 
Stars  are…  (drum roll please)  
 

Bottom from left to right: 

Doreen Brandenberger CPS (Chair) 
Esther P. Jimenez 

Yvette Bañuelos CPS/CAP 
Tracy N. Glover 

 
 

Top from left to right: 

Melissa K. Menchaca 
Ron Bouchard, CPS/CAP 
Marie T. Barth CPS/CAP 

Hilaria H. Martinez 
Alma R. Leal 

 
Thank you team!  You are awesome! 

CHAPTERõS FIRST ONLINE AUCTION BRINGS GREAT RESULTS! 
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 Parliamentary Procedures 

are a set of democratic rules (guides) used to govern 

meetings and provide the structure in which to make 

decisions consistently and fairly.  They originated in the 

early English Parliament government (1258 AD) and came to America with the first European settlers.  

As a member of government, Thomas Jefferson published his Manual of Parliamentary Practice in 

1801, which continued to move organization rules towards uniformity and accuracy.   

 

In 1863, Henry M. Robert, an engineering officer, was asked to preside over a meeting, and did not 

know how.  When Robert was promoted to Major in 1867, he continued to be involved in organizations 

though he doubted that they would be able to function efficiently until better agreements were made 

by the members regarding the rules.  Thus, Robert decided to prepare a few rules of order, expecting 

to run to about 16 pages. 

 

On February 19, 1876, Robert’s Rules of Order (first edition) was published.  The 10th edition of Robert’s 

Rules of Order was published in October 2000, and is the basic handbook of operation along with an 

organization’s bylaws and standing rules. The Medical Center Chapter uses Robert’s Rules of Order 

Newly Revised (10th edition) as its parliamentary resource.   

 

General Robert understood that parliamentary procedures were important and needed because 

they:  let the minority in a group be heard; brought order to 

meetings by having the group consider one matter at a time; helped 

groups make clear decisions efficiently; and let absent members 

know that business is being conducted fairly in their absence. 

 

There are a several things an individual IAAP member can do to help 

a meeting go smoothly.  First, each member should be familiar with 

basic parliamentary procedures and their Chapter’s bylaws 

and standing rules (written rules).  Second, understand their Chapter and how their meetings (Chapter 

meetings as well as Board of Director meetings) function, using the Chapter’s parliamentarian and/or 

Bylaws Chairman as resources when members have questions.  And third, get involved!   

 

Using parliamentary procedures and bylaws and standing rules to contribute a member’s ideas, help 

their organization or group prosper into the organization members want to belong.  The Medical 

Center Chapter is your chapter!  Through parliamentary procedures active members drive the focus of 

that group.  

 

Resources:  Robert’s Rules of Order Newly Revised (10th ed.) and National Association of 

Parliamentarians. 

 

 
Article submitted by Anne McHenry CPS/CAP 

 

 

  

 
Just What Is 

Parliamentary 
Procedure, Its 

History, And Why 
Is It Needed?  
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 CPS Exam Class 
 
Enrollment is open for the following course... 
  

 
CPS-Office Administration 

POFT 2055 

Class No: 78391 

Date: 2-16-10 to 3-25-10 

5:30p-9:30p 

Tuesdays & Thursday 

Cost: $230.00 
  

 
MD Anderson Cancer Center 
 Conference Center 
1220 Holcombe Blvd. 
Entrance #5 off Bertner 
"Parking is not paid" 
  

 Registration Form: 

CE Registration 
Form.pdf

  

 
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 

 

 

 

Future Exam Dates and Deadlines 

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

hq.org/prodev/certification/exams.html 

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

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 

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) 

 

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

Leslie Smith -Green, C.P.P  
  

Program Manager  

Business/Community  

The Americana Building  

811 Dallas Street  

Phone: 713.718.6309  

Fax: 713.718.5202  

www.hccs.edu/ce  

 

 
 

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/ 

 
ONSITE COURSES 

offered by HHC at MDACC site 

 

 

AUDIO CD COURSES 
Offered by Metcalf Educational Services 

 

EXAM DATES & SELF STUDY BOOKS 

 

http://www.cpsreview.com/
http://www.iaap-hq.org/prodev/certification/exams.html
http://www.iaap-hq.org/prodev/certification/exams.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/reviewmaterials.html
http://www.hccs.edu/ce
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Texas-Louisiana Division News 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

T-L Division Annual Meeting and Education Forum   
May 14-16, 2010, Amarillo, TX 
 
 
The 2010 Texas-Louisiana Division Annual Meeting and Education Forum will be held May 14-16, 2010, in Amarillo, TX at the 
Ambassador Hotel.  The Amarillo Chapter has worked very hard in putting together an awesome meeting.  The Division is 
excited and we look forward to seeing all of you in Amarillo, we will also have in attendance the International President-
Elect, Mary Ramsay-Drow CPS/CAP who will present the IAAP International Update at the business session.  Come join us for 
networking, great speakers, see business conducted using parliamentary procedures, and visit some of the spectacular sites 
that Amarillo has to offer.  The Road to Remarkable Never Ends - join us in Amarillo for an experience you won't soon forget! 
  
Regards, 
  
Donna Shotwell CPS/CAP 
Texas-Louisiana Division President 
Power of Commitment   

 

2010 Registration 
Brochure 1.19.10.pdf

 

 

Let’s play Bingo! 
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Dates to Remember 2010 
 

CPS/CAP Nov. 5th Exam Registration Deadline February 15, 2010 

CPS Office Administration HCC Class Begins February 16, 2010 

Medical Center Chapter February Meeting February 22, 2010 

Medical Center Chapter March Meeting March 22, 2010 

Administrative Professionals Week April 19-25, 2010 

Medical Center Chapter April Meeting April 26, 2010 

T-L Bingo Ends April 30, 2010 

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

Member of Excellence Deadline June 30, 2010 

FEBRUARY 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       

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  

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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Keeping Bones 

Strong and Healthy 

Letõs Talk about 

Osteoporosis 

As you get older, your 

bones may become 

weaker and more likely to 

break. The good news is, 

it’s never too late to 

promote bone health. 

full story   
http://newsinhealth.nih.gov/2010/February/feature1.htm 

 

 

Things Forgotten 

Simple Lapse or Serious 

Problem? 
Occasional forgetfulness is a 

normal part of life. In most 

cases, it’s no cause for alarm—

unless it begins to hamper your 

daily activities. 

full story 

http://newsinhealth.nih.gov/20

10/February/feature2.htm 

Health Capsules: 

Fit Teens Succeed as Adults  

Can’t See Certain Colors?  

 

Article submitted by Carrie Rogers CPS/CAP 

 

 

 

 

 

 

 

 

 

 

 
 
  

  

 

 

 

Something to think abouté 

 

 

 

 

 

 

QUOTES OF WISDOM 

 
 
I can't imagine a person becoming a success who doesn't 
give this game of life everything he's got.   

Walter Cronkite  
 

Snowflakes are one of nature's most fragile things, but just 
look what they do when they stick together.   

Verna M. Kelly  

 

Nine tenths of education is encouragement.   

Anatole France    

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

act but a habit.      Aristotle  

 

 

Donôt complaint about your jobé 

Please look at the math below: 

If:      

2 + 3 = 10 
7 + 2 = 63 
6 + 5 = 66 
8 + 4 = 96 

Then:  
9 + 7 =???? 

They say only people with an IQ with 120 and over are able to figure this out? 

 The correct answer is the password  to open the attachment.  

  

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

 

http://newsinhealth.nih.gov/2010/February/feature1.htm
http://newsinhealth.nih.gov/2010/February/feature1.htm
http://newsinhealth.nih.gov/2010/February/feature1.htm
http://newsinhealth.nih.gov/2010/February/feature1.htm
http://newsinhealth.nih.gov/2010/February/feature1.htm
http://newsinhealth.nih.gov/2010/February/feature1.htm
http://newsinhealth.nih.gov/2010/February/feature2.htm
http://newsinhealth.nih.gov/2010/February/feature2.htm
http://newsinhealth.nih.gov/2010/February/feature2.htm
file://dcpavfs1a/pec2/top/users/rr/users/rmoreno1/rmoreno/Rmoreno/IAAP/PULSE/full%20story
http://newsinhealth.nih.gov/2010/February/feature2.htm
http://newsinhealth.nih.gov/2010/February/feature2.htm
http://newsinhealth.nih.gov/2010/February/capsules.htm
http://newsinhealth.nih.gov/2010/February/capsules.htm#cap01
http://newsinhealth.nih.gov/2010/February/capsules.htm#cap02
http://www.wisdomquotes.com/003948.html
http://www.wisdomquotes.com/004154.html
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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/CAP SW 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 SSII OO NN   OO FF   TT HH EE   II NN TT EE RR NN AA TT II OO NN AA LL   AA SS SSOO CC II AA TT II OO NN   OO FF     

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

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

AA DD MM II NN II SSTT RR AA TT II VV EE   PP RR OO FF EE SSSS 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 SSHH 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/ 

 
 
 

 
 
 
 

 
 
 
 


