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February President’s Corner 

            By Debbie Green CPS/CAP 
 

“I’ve learned that people will 

forget what you said, people will 

forget what you did, but people 

will never forget how you made 

them feel.”  Maya Angelou 

 

After seeing this quote, I changed 

what I was planning to write this 

month. February is National Heart 

Month as well as Valentine’s Day. 

As I was reading Maya Angelou’s 

quote on Sunday, I thought about 

the meaning of it and how true it is.  
 

Yesterday was the Super Bowl. I 

could not tell you who won the 

Super Bowl or World Series five 

years ago, but I can name every 

teacher I had that made me feel 

special and every person had helped 

me along the way to succeed. All of 

us have our heroes that have helped 

us in life. These are the people who 

have taken a few moments of their 

time to encourage us, motivate us, 

praise us, guide us, and boost us up 

when we have needed it.  

 

Many times we do not tell these 

people what it means to us to 

have them in our corner. We 

think we will do it another day 

or when things slow down; 

however, that day may never 

come. Sometimes it is too late to 

thank those individuals, and they 

are gone before we get the 

opportunity. 

 

Several weeks ago I got the 

opportunity to sit down with my 

sister-in-law and thank her for 

being in my corner and being the 

sister I never had growing up. I 

will always cherish those last 

couple of weeks with her.  

 

Do not wait before it is too late 

to thank those that have made 

your life special. I know I am 

not waiting. Thank you all for 

being here and helping me as 

President of this chapter through 

your hard work and friendship 

make this the best IAAP Chapter 

in the World!  

 

February 17, 2011 
 

As we express our gratitude, 

we must never forget that the 

highest appreciation is not to 

utter words, but to live by 

them.       John F. Kennedy 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Bulletin Board Ads Needed! 
 

We are still collecting ads for 

the Bulletin Board! 

Ad forms will be at the 

meeting on the registration 

desk and each table. 

 

 

 

 

 

 
 

TO THE 

NASHVILLE 

CHAPTER 

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


CHAPTER LIBRARY 

 
 

Below is the current listing of all books 

in our chapter library.  To check out a 

book, let one of the board members 
know which book you would like to 

borrow.  It will be brought to the next 

chapter meeting. Books can be 
borrowed for one month at a time. 
 

Leadership, Office Skills 
1. The 21 Irrefutable Laws of 

Leadership 
2. Complete Idiot’s Guide to 

Etiquette 

3. Little Book of Etiquette – Tips on 
Socially Correct Dining 

4. Time Power, Brian Tracy 

5. Undress Your Stress 

6. How to Gain the Professional Edge 
7. The Lazy Leader’s Guide to 

Outrageous Results 

8. Handling Difficult People and 
Situations – Lead People Through 

Adversity (Crisp Fifty-Minute 

Series) 
9. Communication Skills for Leaders 

(Crisp Fifty-Minute Series) 

10. Secrets of Seasoned Professionals 

– They Learned the Hard Way So 
You Don’t Have To 

11. The Inspirational Leader 

12. Chasing Porcupines – How to 
Lead Prickly People 
 

Motivational 

1. A Peacock in the Land of 

Penguins (creating 

opportunities) 

2. Baby Steps to Success, Vince 

Lombardi 

3. Every Monday Matters 

4. Execution – The Discipline of  
 

 

 

 

5. Put Your Whole Self In, 

Kelly A. Tyler 

6. Who Needs A Runway? 

Take Off Where You Are! 

Vernice Armour 

7. This Ain’t No Practice Life 

– Michael J. Burt 

8. Crusin’ Through Life at 35 

MPH – Six Strategies to 

Keep Your Internal Engine 

Running Smoothly 

9. 100 Ways to Motivate 

Others 

10. The Women’s Book of 

Confidence – Meditations 

for Strength & Inspiration 
 

Study Materials – CPS/CAP 

Exams 
1. CPS Management Review 

Manual 

2. Effective Human Resources in 

Organizations (good book for 

CAP exam) 

3. Electronic Office – Office 

Administration Text (excellent 

source for CPS exam) 

4. Office 2007 (written for Vista) 

5. Paradigm Reference Manual 

6. Procedures for the Office 

Professional 
7. Professional’s Secretary’s 

Handbook 

8. Robert’s Rules for Dummies 
9. Bytes & Bites – Office 07 
 

Management/Business 

CPS Management & CAP 

Exams 
 

1. Management Information 

Systems, 2
nd

 Ed. 

2. Fundamentals of Operations 
Management, 4

th
 Ed 

3. Compensation Management 

in a Knowledge-Based 
World, 10th Ed. 

4. Accounting 

5. Principles of Marketing 

6. Business Statistics 
7. International Business 

8. Strategic Management, 9
th
 Ed 

9. Financial Management, 9
th
 Ed 

 

 
 

Biography 

 

1.Teaching the Pig to Dance, 
Fred Thompson 

2. Quiet Strength, Tony Dungy 

3. Extraordinary People, Ordinary 
People;  Condolezza Rice 

4. Spoken from the Heart, Laura Bush 

 

CD’s, DVD’s 
1. Rory’s Super Set – Make a 

Difference, Rory Aplanalp 

2.  Zero to Breakthrough, Vernice 

“FlyGirl” Armour 

 
 

 

 
February Birthdays 

 
Sherry Lovett CPS/CAP   4 

Debbie Tilley  CPS   6 

Elisa McDole CPS/CAP   7 

Susan Smith CPS   8 

Shane Bagwell CPS 10 

Beth Paton 13 

Shelia Snipes CPS 14 

  

 

February 14th 
 





 
 
 

TN DIVISION 
EVENT  DATES 

 
 

March 12, 2011       

Educational Seminar – 

Mt. Juliet, TN 

 
 

June 4 – 6, 2011   

Annual Meeting – 

Edgewater Hotel, 

Gatlinburg, TN 

 

 

 

 

 
 

 

 
 

 

 

New Member 

Orientation (February 

22 – tentative) 

 

 

 
 

 

Suit Up for Success - 

March 26  

 

 

 
 

 

 

Chapter Leadership 

Training - April 2 

 

Ads in Bulletin 

Board 
 

 
 

The form for obtaining ads 

for our chapter newsletter is 

on the last page. Starting 

now, we will be selling ads 

for Bulletin Board to start 

running January 1, 2011. 
 

During November and 

December, the chapter will 

have an ad selling contest.  

The member selling the 

MOST ads will receive a $50 

gift certificate of their choice 

from your president. 
 

One year ads will run from 

January through December. 

We have three ways to pay – 

check, cash, or credit card. 

Kit McCrary will run it 

through her account. 
 

When selling ads, you may 

want to show the person a 

copy of the Bulletin Board to 

let them see where their ad is 

going to be placed.  Ads can 

be for a personal business 

(Pampered Chef, Avon, Mary 

Kay, etc.) or a company (TN 

Board of Regents, Richards 

& Richards, etc.). 
 

If you have any questions, let 

a board member know and 

they will be happy to answer 

your questions.  So everyone 

start selling ads and WIN 

that gift certificate. 

 

 



SAVE THE DATE 

 

TN DIVISION EDUCATIONAL 

SEMINAR 
 

 
 

SATURDAY, 

 

MARCH 12, 2011 

 

8:30 a.m. – 3:30 p.m. 

 

HYATT PLACE 

 

HENDERSONVILLE, TN 

 

FIVE RECERTIFICATION POINTS REQUESTED 

 

SPEAKERS: 

  

DAVID HUMES & ERNIE RICKETTS 



Heart Disease is the Number One Cause of Death 

 
 

About every 25 seconds, an American will have a coronary event. 

Heart disease is the leading cause of death in the United States and is a major cause of 
disability. The most common heart disease in the United States is coronary heart 
disease, which often appears as a heart attack. In 2010, an estimated 785,000 
Americans had a new coronary attack, and about 470,000 had a recurrent attack. About 
every 25 seconds, an American will have a coronary event, and about one every minute 
will die from one.1  

The chance of developing coronary heart disease can be reduced by taking steps to 
prevent and control factors that put people at greater risk. Additionally, knowing the 
signs and symptoms of heart attack are crucial to the most positive outcomes after 
having a heart attack. People who have survived a heart attack can also work to reduce 
their risk of another heart attack or a stroke in the future. 

Diseases and Conditions That Put Your Heart at Risk 
 

Other conditions that affect your heart or increase your risk of death or disability 
include arrhythmia, heart failure, and peripheral artery disease (PAD). High cholesterol, 
high blood pressure, obesity, diabetes, tobacco use, unhealthy diet, physical inactivity, 
and secondhand smoke are also risk factors associated with heart disease.  

 

Know Your Signs and Symptoms 

 

http://www.cdc.gov/HeartDisease/index.htm
http://www.cdc.gov/Features/HeartMonth/#References#References


Some heart attacks are sudden and intense; however, most heart attacks start slowly, 
with mild pain or discomfort. Often people affected aren't sure what's wrong and wait 
too long before getting help. Here are signs that can mean a heart attack is happening: 

 Chest discomfort. Most heart attacks involve discomfort in the center of the 
chest that lasts more than a few minutes, or that goes away and comes back. It 
can feel like uncomfortable pressure, squeezing, fullness, or pain.  

 Discomfort in other areas of the upper body. Symptoms can include pain 
or discomfort in one or both arms, the back, neck, jaw, or stomach.  

 

 Shortness of breath. May occur with or without chest discomfort.  

 

 Other signs. These may include breaking out in a cold sweat, nausea, or 
lightheadedness.  

 

Healthy Lifestyle: Diet and Nutrition, Exercise and 
Fitness 

A healthy diet and lifestyle are the best weapons you have to fight heart disease. Many 
people make it harder than it is. It is important to remember that it is the overall pattern 
of the choices you make that counts. As you make daily food choices, read nutrition 
labels and base your eating pattern on these recommendations: 

 Choose lean meats and poultry without skin and prepare them without added 

saturated and transfat.  

 Select fat-free, 1% fat, and low-fat dairy products.  

 Cut back on foods containing partially hydrogenated vegetable oils to reduce 

transfat in your diet.  

 Cut back on foods high in dietary cholesterol. Aim to eat less than 300 mg of 

cholesterol each day.  

 Cut back on beverages and foods with added sugars.  

 Select and purchase foods lower in salt/sodium.  

 If you drink alcohol, drink in moderation. That means no more than one drink 

per day if you're a woman and two drinks per day if you're a man.  

 Keep an eye on your portion sizes.  

 

Physical activity in your daily life is an important step to preventing heart disease. You 
can take a few simple steps at home, at work, and at play to increase the amount of 
physical activity in your life.  

Women and Heart Disease: Quick Facts 
 

Although heart disease is sometimes thought of as a "man's disease," it is the leading 
cause of death for both women and men in the United States, and women account for 
nearly 50% of heart disease deaths. 



 

 

 

 

 

 

 

 

President Debbie Green CPS/CAP 

  

President – Elect Marsha Gupton CPS 

  

Vice President Kit McCrary CPS 

  

Secretary Elaine McDowall CPS 

  

Treasurer Kim Barney CPS 

  

Director Florine McCandless CPS 

  

Parliamentary Advisor Margie Norris CPS 

  
 



The Nashville Chapter IAAP Cookbook 

 is at the publishers!  

Orders will be taken at the 

April Chapter Meeting and APW for 

Mother’s Day 
 

Cost $10 per cookbook 

The Nashville Nibbles Cookbook 

Thanks to Kriste Lanius and her Cookbook Committee 



DRAFTED MINUTES OF THE MONTHLY MEETING 

NASHVILLE CHAPTER 

INTERNATIONAL ASSOCIATION OF ADMINISTRATIVE PROFESSIONALS 

 

January 18, 2011 

 

Call to Order 

The January meeting of the Nashville Chapter, IAAP, was held at Gaylord Springs Golf 

Links.  President Green, CPS/ CAP called the meeting to order at 6:00 P.M.   

 

Introduction of Officers (Nashville Chapter and Tennessee Division) 

The following chapter officers were recognized: 

 

Gladys Carr, CPS – Tennessee Division Treasurer  

Debbie Green, CPS / CAP - President 

Marsha Gupton, CPS – President-elect (absent) 

Kit McCrary, CPS – Vice-President  

Kimberly Barney, CPS – Treasurer 

Florine McCandless, CPS - Director 

Elaine McDowall, CPS / CAP – Secretary 

Marjorie Norris, CPS – Parliamentary Advisor  

 

Introduction of Guests 

Kit McCrary, CPS introduced her guest, Joel McCrary.   

 

Invocation 

Kit McCrary, CPS gave the invocation. 

 

Program 

Sergeant Connie Mack Tripp presented a program entitled “Personal Safety for Women.”  

One recertification point has been requested for this program. 

 

Business Session 

A quorum was not established with only 22 members present.  

 

Approval of Minutes 

December 2010 meeting minutes were emailed to membership by Debbie Green, CPS / 

CAP.  Minutes were not approved at this meeting due to the lack of a quorum. 

 

Officer Reports 

President 

 President Green recognized Beth Paton, CPS, Elaine McDowall, CPS / CAP, 

Renee Meloche, CPS / CAP, and Yvonne Sawyer, CPS / CAP for passing the 

CPS and CAP exams in November 2010. 

 Members who want a new picture or have not had a picture made for the 2010 – 

2011 roster were instructed to see Beth Duprez after the meeting. 



 The Tennessee Division educational seminar will be held on March 12, 2011.  

David Humes and Ernie Ricker will be speakers.  A location has not yet been 

determined. 

 The chapter is still collecting Box Tops for Avery Dennison, Trauma Bears for 

the Metro Police and Fire Departments, Bottle Caps for Cancer and can tabs and 

toiletry items for Ronald McDonald. 

 

President-elect 

 No report 

 

Vice-President  

 No report 

 

Secretary  

 Secretary McDowall, CPS / CAP read correspondence from Paulette Painter 

thanking the chapter for sending flowers following her recent surgery. 

 

Treasurer  

 Treasurer Barney, CPS presented the report ending December 31, 2010.   

 Gladys Carr, CPS raised a point of order that, due to a quorum not being 

established, no business should be addressed. 

 

Director 

 No report 

 

Committee Reports 

No reports 

 

Unfinished Business 

None 

 

New Business 

None 

 

February 1 February Board Meeting 

February 15 February Chapter Meeting 

February 15 Applications to Take CPS/CAP Exams Due! 

March 1 March Board Meeting 

March 15 March Chapter Meeting 

April 5 April Board Meeting 

April 19 April Chapter Meeting 

April 27 Administrative Professional Week Event 

  



May 3 May Board Meeting 

May 17 May Chapter Meeting 

June 7 June Board Meeting 

June 21 June Chapter Meeting 

 

Adjournment 

There being no further business to come before the chapter, the January meeting was 

adjourned at 8:25 P.M. 

 

 

___________________________________  ______________________________ 

Secretary      President 

 

___________________________________  ______________________________ 

Date       Date 



 

NASHVILLE CHAPTER IAAP 

NAME BADGE ORDER 

 

 
NEW MEMBERS and NEW RECEIPIENTS OF CPS/CAP will receive a name badge at no cost to 
you; however, it will have a LOCKING PIN clasp.  If you want to order a magnetic clasp, see 

below.  For members who have already received a name badge, if you want a new one – now is 
your chance.  The badge will have the logo, Chapter name and your name.  Listed below are 
the amounts charged for options.  

             

 

   New Member/New CPS/CAP - FREE     Regular member - $6.00 
 
Options: 

 
    Magnetic Holder   Add $1.50 

 
   Gold Frame   Add $1.50 

 

    Extra line of print (title, etc.)  Add $1.00    
 

 
Please print or type your name as you want it to appear on the badge: 
 

___ _________________________ 
 
____________________________________________ 

       (Any additional information) 
 
 
Cost of Badge (logo, Chapter name and your name)         $   6.00 

        NEW MEMBERS/NEW CPS/CAP– Free 
 
Additional Options Chosen above     $ _______ 

 
                TOTAL AMOUNT OF ORDER    $ _______ 
 

 
 
Please make checks payable to: Nashville Chapter IAAP 

 
Return this form, with your check if applicable, to: Kimberly Barney CPS 
       1246 Hicks Edgen Road 

       Pleasant View, TN  37146 

       Kimberly.barney@tn.gov or 
       kjcbarney@yahoo.com  

mailto:Kimberly.barney@tn.gov
mailto:kjcbarney@yahoo.com


 

NASHVILLE CHAPTER 

IAAP LEADERSHIP TRAINING 

 

 

 

April 2, 2011     8:30 – Noon 
 

US STEELWORKERS BUILDING 

3320 Perimeter Hill Drive 

 

 

Special Speaker: 

Geneva Glenn, TN Dept. of Human Resources 

2.5    Re-Certification points will be awarded 

 

 

 



 

AGENDA 

 

 

   8:30 – 9:00       Continental Breakfast/Registration/Networking 

 9:00 – 9:15      Welcome 

 9:15 – 10:15    Conflict Resolution by Geneva Glenn 

10:15 – 10:30    BREAK 

10:30 – Noon     Panel Discussion on Leadership Strategies 

 

QUESTIONS FOR PANEL DISCUSSION ON 

 LEADERSHIP STRATEGIES 
 

1. What is the most proven and effective Leadership Strategy that can 

be used by seasoned chapter leaders to best nurture and mentor 

“new” members for leadership roles ? 
 

2. How do you successfully transition from Chapter member to Chapter 

Leader? 

 

3. How can past chapter offices and committee chairs best nurture and 

mentor members who assume that role? 

 

Please submit questions related to these three topics to 

be part of the panel discussion to Marsha Gupton CPS 

at marsha.gupton@tn.gov 

mailto:marsha.gupton@tn.gov


 

COLLECTIONS 
 
 

1.  Plastic Bottle CAPS - Jobs for Tennessee 

Graduates for cancer treatments.   
 

 
2.  Can Tabs – for Ronald McDonald House  

 

 
3.  Box Tops for Education –  AV and 

Computer Equipment for Schools  
Deadline:  April 2011. 

 
 

4.  Women's suits for Suit Up For Success    
Deadline:  February 2011. 

 
 

5.  Teddy bears for the Police and Fire - Trauma 
Programs for Children.  
Deadline:  February 2011. 
 

 
 

 

 

 

 
 

 



 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Nashville Chapter IAAP Bulletin Board Ad Form 

 
The Nashville Chapter IAAP is accepting ads to be placed in our chapter newsletter which is sent 

to our members, student chapter members, potential members, and our Executive Advisory 

Board plus is on the IAAP International Website and our chapter website. The circulation is 

approximately 150 people plus the website circulation (over 66,000 IAAP members). 

 

Ads may be placed by the month or by the year. Below is the pricing for the ads.  

 

Ad Rates One Issue Twelve Issues 

Full-page $50 $300 

Half-page $30 $150 

Quarter-page $20 $   75 

Business Card $  5 $   25 

 
Name ______________________________________________________ 

 

Name of Business ____________________________________________ 

 

Address ____________________________________________________ 

 

Phone No. __________________________________________________ 

 

Fax  _______________________________________________________ 

 

E-mail _____________________________________________________ 

 

Amount of Payment:      Check _____ Cash _____ Credit Card _____ 

 

 

 

For Credit Card Payment, contact Kit McCrary at kit.mccrary@att.net 

 

Please attach ad in the format to be scanned. 

 

Thank you for your business! 

 

 

 

mailto:kitmccrary@att.net



