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Message from the President

By Deb Dunbar

H

appy beginning of the holiday season to you all!  I am lucky in that snowflakes fall early on Corning Community College’s campus, and the first snowflakes of the season are always exciting.

On Monday, November 7, the Elmira-Corning chapter held our membership recruitment drive at the Big Flats Community Center.  Although no potential members attended, we do have a new member to celebrate, Linda Newell, who joined in our festivities that evening.  Members brought favorite “finger-foods” to share and Nancy Riesbeck presented the benefits of taking the CAP professional certification exam. Nancy will be coming to one of my office technology classes to give the presentation as well.  A good time was had by all, sharing good food, good stories, and each other’s company.  I must admit, my mind was a bit frazzled after taking the CAP-OM exam the Saturday before.  I do feel that I have learned so much by the experience and hope that others will avail themselves of the opportunity as well.
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Upcoming Events

Christmas Gift Wrapping for the American Cancer Society at the Arnot Mall, Friday, December 16, 2011 from 4 to 7 p.m.

Box Top Challenge: save your box tops to support Horseheads Middle School.  Give them to Melissa Terry.

Review Classes for CAP Professional Certification Exam:  contact Joann Pierce for further information.

Avery Great Results Chapter & Division Achievement Awards Winner : Applications are due by February 1, 2012
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Education Corner

By Joann Liddy Pierce

I was cleaning out some of my files the other day and came across a book on notary tips and thought some of the tips may be helpful to those of you that are a  Notary.  I think when we have been a Notary for a number of years we tend to forget some of the basic things.  Here are just a few.

Journals:  Keep them. It can help you in a liable case.  Notaries who can clearly show they used reasonable care in performing a notarial act may not be found liable.  

Reasonable care means obeying every law (e.g., never notarize with the signer present) and operating cautiously at all times.  It also means keeping a detailed journal of notarial acts that describes how each signer was identified – whether or not a journal is required by law

Your Commission:  Just because your private employer paid for your Notary 
commission, bond, seal, journal and notarial supplies, doesn’t mean you can’t use this commission on your own time.

The commission belongs to you, not your employer, and you may notarize in the evenings and during weekends – even during vacations, as long as you stay in the state in which you are commissioned.

Your employer can’t legally demand that you keep the seal and journal in the office outside business hours.  The seal and journal are official adjuncts of the public office of Notary and they belong to you, regardless of who paid for them.

Seals:  Notarizing documents that “travel” between states is becoming more and more common.  So is the posing of questions like: “I’m notarizing a document that will be sent to another state.  Does that state require an embossing seal?”

Notaries in one state must follow the rules of the document’s destination state when notarizing.  This is wrong.  Notaries must always follow their own state laws.  According to Article IV, Section 1, of the U.S. Constitution, each state must recognize the official acts of all other states.

The lawful seal, certificates and procedures used by a Notary in one state cannot be rejected as unlawful simply because they do not comply with statues in another state.
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Ten Office Gift Suggestions
From officePRO November/December 2011

· Gift Cards for coffee, e-books, or music

· Stationary

· Beautiful pens from Cross or Mont Blanc

· Fruit baskets

· Silver picture frames

· Leather calendars or planners

· Business card cases

· Tickets to an event

· Unique plants

· Alumni-focused gifts

Holiday Etiquette

Shared by Susan Cordier
Being the Polished Professional throughout the Holidays – The Complete Guide to Etiquette and Protocol During the Holiday Season is an e-Book addressing the challenges and opportunities that business people face at this time of the year.  From sending greeting cards to minding your manners at the holiday party, this easy-to-read downloadable publication provides answers to many tricky questions.

Here are a few tips to guide you:

1. Plan to sign each business greeting card personally and add a short hand-written note.

2. Attending the holiday office party is not a choice.  It is a business requirement.

3. Know how to make proper introductions at business events, in and out of the office.

4. When entertaining business guests, give your client the seat with the best view.

5. When toasting, the person being toasted remains seated and does not raise a glass.

Success Tweets for Creating Positive Personal Impact is a book that is written by Lydia Ramsey and Bud Bilanich.  This is a career advice book that will show you how to create positive personal impact, an important skill for branding yourself as a polished professional.

A few of the 140 success tweets include:

1. Never leave your office without business cards and plenty of them.

2. Keep your email brief.  Email is intended to be fast and efficient.  If your message is lengthy, it will not be read.

3. Whether you are placing or answering a call, always identify yourself.  The person on the other end of the line should not have to ask your name.

4. For online profiles, use your real information and pictures.  Your cat is adorable, but that isn’t the face of your business.

5. When addressing customers, use their title (Mr., Mrs., or Ms) and last name until they give you permission to call them by their first name.

For more information you can go to lydianewsletter@aweber.com.  
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From the IAAP website
Upcoming Events:

Deadline: May 2012 Certification Exam Registration
Wed, 02/15/2012
2012 Spring Conference
Sun, 03/04/2012
Administrative Professionals Week
Sun, 04/22/2012
May 2012 CAP Exams
Sat, 05/05/2012
2012 Education Forum & Annual Meeting (EFAM)
Sun, 07/22/2012
	Elmira Corning Chapter Programs For 2011-2012

	Date
	Presenter
	Topic

	February 6, 2012
	Susan Cordier
	Business Etiquette – “The New Rules of the Digital Age”

	April 2, 2012
	Deborah Dunbar
	Ergonomics in the Workplace

	June 4, 2012
	Melissa Terry
	Social Media Phenomenon-Facebook for the Fearful


All programs will be held from 5:30 p.m. until 7:30 p.m. at the Big Flats Community Center.

Thoughts from Deb Dunbar, President:  As we approach this Thanksgiving Holiday, be thankful for what we have, think of loved ones lost, share with those who have not, care for those who need a hand, and have a peaceful day of reflection. Happy Thanksgiving!
Elmira Corning Chapter IAAP: Deborah Dunbar, President
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