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President’s Letter 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Dear Members, 
 
It has been a very busy September and October.  We 
had our September Chapter Meeting at the Holiday 
Inn—Medical Center on Monday, September 26.  Ms. 
Meredith Slocum from OfficeTeam presented “How to 
write the Perfect Resume and Cover Letter.” 
 
Our Annual Fall Seminar was held on Thursday, 
September 29 at Reliant Center.  Our speaker was Mr. 
Jim Randolf from SkillPath.  The topic was “Making 
Emotional Intelligence and Writing Work for You.”  We 
had 40 people in attendance.  Everyone had a great 
time learning more about emotional intelligence. 
 
We had a wonderful turn out to the October 17, 
Executive’s Evening Event. We had 35 members and 
executives in attendance.  Thank you to Yvette 
Banuelos, CPS/CAP and her committee for 
coordinating the event.  They were able to secure Mr. 
Bill Beausay who spoke on the “Personal Power and 
Creating Miracles When You’re Done In, Fed Up and 
Stressed Out.”  Congratulations to Mr. Richard Lee 
who was named the Executive of the Year.  Mr. Lee is 
the executive to Yvonne Jones, CPS at Harris County 
Hospital District.  We also had to previous winners of 
the Executive of the Year in attendance. 
 
I would like to wish everyone sitting for the November 
5 CAP exam luck!   
 
Sincerely,  
Melissa 
 

Inside This Issue: 

1. President’s Letter 
2. Options Training 
3. Word Pair 
4. Calendar 
5. Happy Anniversary IAAP 
6. Lynce Lucas 
7. Virginia Tech 
8. Denise Landers 

9-13. DMOTY 
14.         Chapter Board Members 
15.         IAAP Board Members 
 

 

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/ 

 

 

 
Teaching was the hardest work I had ever done, and it remains the hardest work I 
have done to date.  

Ann Richards 

http://medctr.iaap-hq.org/�
http://www.brainyquote.com/quotes/quotes/a/annrichard131821.html�
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Monthly Express 
Social Lunch 

Tuesday, November 8, 2011 
11:30am at  

 
Black Walnut 

5510 Morningside Drive 
Houston, Tx 77005 

713-526-5551 
 
 
 
 
 
 

 

eTips is like finding a writing coach in your inbox. It 
includes the best writing information, helpful tips and 
advice, plus updates on evolving communication 
practices. Sign up today! 

Word Pair of the Month:  
 
comprehensible, comprehensive 

The trick to using these words correctly is in the 
suffixes: -ible and -ive. The suffix -ible means 
“capable of,” so the definition of comprehensible 
is “able to be comprehended or understood.”  

On the other hand, the suffix -ive refers to a 
quality. So comprehensive suggests the quality 
of something all-inclusive and means “covering 
a broad range.”  

You might remember the two words with this 
sentence: “The auto policy explained its 
comprehensive coverage in a clear, 
comprehensible way.” 
 
 
eTips is a publication of UpWrite Press, P.O. Box 
460, Burlington, Wisconsin 53105. Copyright © 2010,  
 
 
 

Elaine’s Florist 
4796 Beechnut • Houston, Texas 77096 • 

elaines@elainesflorist.com 
 

 

How to create and use a time diary 
 
 
Throughout the week, we often experience 
periods of high and low productivity, but 
understanding why is not always so easy.  
 
Creating a time diary can help you identify some 
interesting things about how you use your time 
and what you could do to use it more effectively, 
according to TheSimpleDollar.com article, 
"Building and Using a Time Diary." By making 
small tweaks to your daily routines, you can 
increase your energy, alertness and mental 
health. 
 
If you create a time diary, let us know what you 
find out about yourself in the OfficePro 
discussion group.  
 

Are you CPS and/or CAP?   
Consider joining the CPS/CAP Society 
of Texas:   www.cpscapsot.org 

http://thoughtfullearning.us2.list-manage.com/track/click?u=e98ac8b8964126dab6a8fdf17&id=b88a4a60dd&e=41cf0b0372�
mailto:elaines@elainesflorist.com�
http://www.iaap-hq.org/outbound/click.php?id=514�
http://www.iaap-hq.org/outbound/click.php?id=515�
http://www.iaap-hq.org/outbound/click.php?id=515�
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Dates to Remember - 2011 

 

Social Luncheon November 8, 2011 

November Chapter Meeting TBD 

Social Luncheon December 13, 2011 

Holiday Social TBD 

OCTOBER 2011 
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 

NOVEMBER 2011 
S M T W T F S 

30 31 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    

DECEMBER 2011 

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 

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

 

Are you a fan of Facebook ? If so, the Medical 
Center Chapter now has its’ own page!! 
 
Search for IAAP – Medical Center Chapter to 
keep up with upcoming events and important 
information.  

Exams and Deadlines 

Nov. 4-5, 2011 Upcoming Changes 

May 5, 2012 
Deadline Dates 

Aug. 15, 2011 

Feb. 15, 2012 

For November 2011, the new exams will be administered on Saturday; 

select retake candidates will test Friday and Saturday. For May 2012, all 

exams will be administered on Saturday. 

Exam Application 

CAP Exam Guide 

Org. Mgmt. Specialty Exam Guide 

Job Function & Employer Statement 

Exam Centers 

 
 

Got an idea for a great story?  Want to submit an article 
for the next issue? Or maybe you have a monthly feature 

idea! 
 

Email Christina Gebara, CPS/CAP at 
cgebara@mdanderson.org 

http://www.iaap-hq.org/certification/changes-faq�
http://www.iaap-hq.org/sites/default/files/pdf/certification/CAP_OM_Application.pdf�
http://www.iaap-hq.org/sites/default/files/pdf/certification/CAPExamGuide.pdf�
http://www.iaap-hq.org/sites/default/files/pdf/certification/OMExamGuide.pdf�
http://www.iaap-hq.org/sites/default/files/pdf/certification/JobFunctionEmployerStatement.pdf�
http://www.iaap-hq.org/sites/default/files/pdf/certification/examctrs.pdf�
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Productivity Plans & the Post-Summer Letdown 
By Denise Landers 

 
 
 

A lot of us went to the summer thinking about all of the things we were going to accomplish… only to eventually 
watch those goals dissipate away with the long days and summer sun. I have written in the past about the letdown 
that often comes toward the end of January or the beginning of February, when people realize that their New 
Year's resolutions weren't realistic enough, and the same thing can happen at the end of the summer, officially 
ending in late September.   
 
Believe it or not, the more goal-driven you are, the bigger problem this can be. After all, summer does not just 
mean warm days and long vacations – many of us enter those months with the intention of getting some of our 
projects on track during the slow season. If you have not gotten as far ahead as you might have liked, the end of 
summer can actually be a little bit depressing. So, what do you do when your big summer productivity plans have 
gotten away from you? 
 
The first thing to do is go easy on yourself. Regardless of what you did or did not finish, the fact that you even 
made plans to start with is an accomplishment in and of itself. Beyond that, here are four things you can do to get 
your goals back on track: 
 
Appreciate the progress you did make. Maybe you didn't finish that online learning course or nail down the 
details for major proposal, but you probably did take at least some steps in the right direction. Every positive move 
and action brings you closer to your goal, so learn to feel good about what you did get done over the summer. 
Building from where you are now is still better than starting over. 
 
Figure out what held you back. In the same way, if there are some specific reasons, problems, or time 
constraints that kept you from finishing as much as you might have liked, now is a good time to acknowledge them 
and figure out what you could do differently going forward. Setbacks are part of life. What separates the most 
productive men and women from their peers is how they learn from them and move on. 
 
Set shorter-term goals. If there is one persistent goal-setting problem that could be said to affect most people – 
other than not having any goals at all – it might be that they do not think of the details. In other words, they want to 
do something fantastic, like earn another degree or find another ten clients, without thinking about all of the smaller 
steps that have to come first. If you find that your summer goals were a little too ambitious, take a step back and 
consider whether there aren't some other, smaller targets you could set for yourself in the near future. 
 
Work on all parts of your life. Often, the difficulty in reaching a particular goal is that it ignores your other goals. 
For instance, spending more time at work is a good idea, but only if it doesn't prevent you from being close to your 
family, taking care of your health, maintaining a social life, and so on. Getting too far out of balance, or becoming 
burnt out, is actually counterproductive over a span of time longer than a few weeks. So, the problem might not be 
with your goals in and of themselves, but that you do not have enough of that to apply to other parts of your life. 
 
Taking these tips is a good starting point toward moving past summer and achieving a whole new level of 
productivity this fall. Just think of all the things you could get done before the holidays and New Year! 
 
 
 
 
 

 
Denise Landers is the author of Destination: Organization, A Week by Week Journey and the owner of Key Organization Systems, 
Inc. (www.keyorganization.com).  She is a national speaker, trainer, consultant and coach providing conference sessions, 
corporate training, and individual assistance to improve daily work flow and time management skills.  Contact her at 
dlanders@keyorganization.com 
 

http://www.keyorganization.com/destination-organization.php�
http://www.keyorganization.com/time-management-seminars.php�
http://www.keyorganization.com/time-management-seminars.php�
http://www.keyorganization.com/�
mailto:dlanders@keyorganization.com�
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The Medical Center Chapter’s Mission 
 

 

To be the acknowledged, recognized leader of office 
professionals and to enhance their individual and collective 
value, image, competence and influence. 

Core Values 
 Integrity          
 Respect 
 Adaptability    
 Communication 
 Commitment 
 

Chapter Ways and Means Project: 
 

Medical Center Chapter IAAP 
Messenger Bags 

$20 
Get yours TODAY!  E-mail Melissa 

Menchaca at mkmartin@mdanderson.org 

MEDICAL CENTER CHAPTER OFFICERS 
http://medctr.iaap-hq.org 
 
President………….…………………………………………………………………………………Melissa Menchaca 
President-Elect…..……………………………………………………………………………………………… Vacant 
Vice President….………………………………………………….…………………………Melinda Peña, CPS/CAP  
Treasurer……………………………………………………………………………………….Doreen Brandenberger 
Secretary………………………………………………………………………………………………................ vacant 
Director..………………………………………………………………………………………...........Dee Garrett, CPS 
Director…..………………………………………………………………………………….……Robbie Moreno, CAP 
Director………..…………………………………………………………….…………………………………….vacant 
Immediate Past-President………………………………………………………………Yvette Bañuelos, CPS/CAP 
 

INTERNATIONAL OFFICERS    TEXAS-LOUISIANA DIVISION OFFICERS 
http://www.iaap-hq.org       http://www.iaap-txla.org/ 

2010-2011        2010-2011 
 

President………………… Mary Ramsay-Drow, CPS/CAP President ……………...  Michelle Spradley, CPS/CAP 
President-Elect…………….  Tamra L. Goodall, CPS/CAP President Elect ………. ……Carla Flowers, CPS/CAP 
Vice President………………..Karlena Rannals, CPS/CAP Vice President ………….Frances McAnear, CPS/CAP 
Treasurer…………………… Judith Yannarelli, CPS/CAP Treasurer……………....... Bonnie J. House, CPS/CAP 
Secretary………………... … Antoinette Smith, CPS/CAP Secretary ………………….. Tina Wiggins, CPS/CAP 
SW District Director…………. …Dortha Gray, CPS/CAP Past-President…………… Donna Shotwell, CPS/CAP 
 
    
 
 

http://medctr.iaap-hq.org/�
http://www.iaap-hq.org/�
http://www.iaap-txla.org/�
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