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 

 

IAAP’s  

Core Values 
 

INTEGRITY: We demonstrate this 

cornerstone of our profession through 

honesty, accountability and high 

ethical standards.  

 

RESPECT: We create respect within our 

profession and association through 

listening, understanding and 

acknowledging member feedback.  

 

ADAPTABILITY: We ensure the success 

of our association by embracing 

positive change and by nurturing 

diversity, creativity and visionary 

thinking.  

 

COMMUNICATION: We cultivate and 

maintain excellence by remaining 

approachable at all levels, 

communicating openly and building 

strong relationships.  

 

COMMITMENT: We are steadfast in our 

goals to develop learning opportunities 

for career-minded administrative 

professionals and to strengthen 

efficiency and effectiveness. 

 
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President’s Message 
 

IAAP Denver Downtown Chapter 

2010-2011 Annual Report 
 

The Denver Downtown Chapter is holding steady with a total of 29 members. The board members 

developed a marketing plan early in the year with specific goals and strategies to increase member 

attendance.  Ten members have their CPS or CAP certification, which equates to 34.5% of our current 

members.   

We continue to encourage member participation by offering excellent programs.  Our slate of programs that 

qualified for recertification points in 2010-2011 include: 

Resume Writing &  Interviewing Techniques – Molly Baker & Nikki Gubi (Ajilon) 

Things Your Grammar Teacher Never Taught You and More – The Text Doctor 

Get Organized – Steve Franson (Avery) 

Basic Hotel Contract Negotiations – Amy Forss & Amy Prince (Westin Denver) 

Bookkeeping/Accounting Training – Kristina Cook (HLZH) 

What Will You Gain By Taking a Leadership Role – Kyle Sheldon-Chandler (IAAP Grand Junction) 

Professional Networking/Linked-In Training – Matt Bussmann (Robert Half Intl.) 

The Denver Downtown Chapter again co-hosted an Administrative Professionals Week event with the 

Boulder and Denver chapters.  On April 29, 2011, Thrift Talk Diva Barb Tobias presented “Unleash the 

Warrior Within”.  Brainstorm, Inc. taught an easy way to “Getting More Out of Microsoft Outlook 2010”.  

The event was designed to honor administrative professionals with a day of networking, training and fun. 

It is our chapter’s honor this year to host the 2011 Division Annual Meeting in downtown Denver from June 

2-5.  Besides the annual meeting being held on Saturday, the rest of the weekend will include hard and soft 

skills training, networking opportunities, and field trips for all. 

We are on point to achieve Chapter of Excellence; we applied for the Avery Great Results Chapter Award, 

and promoted IAAP and RTF whenever/wherever possible. 

We conducted a member satisfaction survey that got members thinking about what they are passionate about 

as well as identified the collective skills, knowledge and experience we have within our chapter.  We remain 

committed and will move forward into next year with Passion & Purpose! 

Respectfully submitted, 

 

Sheri Kelley, President 

Denver Downtown Chapter 
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Minutes of Denver Downtown Chapter of IAAP 

Wednesday, April 13, 2011 
 

CALL TO ORDER: 

Jenni Graham called the meeting to order at 7:45 am in Sheri Kelley’s absence. (Sheri is having hand surgery 
today.)  

 
NOMINATING COMMITTEE: 
The nominating committee consists of Matt Bussmann, Lisa Castro, and Jenni Graham. Jenni sent out an email to all 
members on March 30

th
 soliciting members’ interest in pursuing a position on the board. Very little response was 

returned.  

President: No one showed interest. We will check with Sheri to see if she would be interested in continuing as our 
president. 

Vice President: No one showed interest. Jenni said she might be able to continue but it will depend on her job. 

Treasurer: Jessica will not be able to continue due to work issues. Both Elizabeth Harms, CAP and Jeanne 
Jones, CPS/CAP said they would be interested, but Elizabeth would prefer to focus on the Webmaster role. 

Secretary: No one showed interest.  
Jenni said the committee will place phone calls (a ‘personal’ touch) over the next 2 weeks to see if she can get more 
response. 
 
OFFICER/BOARD REPORTS: 
Secretary – Jeanne Jones, CPS/CAP 
The March minutes were approved and will be published on the web site. 
Reminder that next month is the election of officers. 
  
Treasurer – Jessica Virgo 
 March Actuals: -$248 / March Budget: $192 / Variance: -$55.93 
 YTD Actuals: -$113.91 / YTD Budget: $1,732.50 / Variance: +$1,618.59  
 
DIVISION MEETING (reported by Elizabeth Harms, CAP) 
 Everyone – PLEASE REGISTER! 
 Elizabeth presented our new chapter banner (free from Vista Print – only had to pay for shipping). 
 
APW EVENT, April 29, 2011  

Coming up soon. If you are not already registered, please do so NOW! 
 
PROGRAM 
 Matt Bussmann presented our program, Using Social Media to Advance Your Career. The presentation 

highlighted LinkedIn, Facebook, and Twitter. Great information – THANKS, Matt! 
 
The next meeting of the Denver Downtown Chapter of IAAP will be held on Wednesday, May 11th at the Downtown 
Denver Partnership office. This is our annual meeting and we will be electing new officers. 

 
ADJOURN: 
The meeting adjourned at 9:00 am. 
 
 
 
Prepared by: 
Jeanne Jones, CPS/CAP 
Secretary 

 



 

High Rise Happenings May  2011   Page 4 of 9 

  

Thank  

You 

 

Minutes of Denver Downtown Chapter of IAAP 
Wednesday, May 11, 2011 

 

CALL TO ORDER: 

Sheri Kelley called the meeting to order at 7:45 am. Sheri asked our guest, Paul Page, to introduce himself. 
He was a guest invited by Elizabeth Harms, CAP. Paul is currently unemployed, previously working at ING 
and Qwest. 

 
OFFICER/BOARD REPORTS: 

Secretary – Jeanne Jones, CPS/CAP 
Jeanne Jones, CPS/CAP will distribute the April minutes via email to our members because they were not 
emailed with the meeting notice. If no one has any corrections, Jenni Graham, CAP will publish them on the 
website as they stand. 
 
Treasurer – Jessica Virgo 
 April Actuals: -$248.43 / March Budget: -$192.50 / Variance: -$55.93 
 YTD Actuals: -$113.91 / YTD Budget: $1,732.50 / Variance: +$1,618.59  
 April 30 checking account balance: $2,415.62 
 
APW EVENT, April 29, 2011  

Return per chapter: $182.71 (if seed money left) / $432.71 (if we take seed money) 

The members agreed to leave the seed money in for next year’s event. 
 
DIVISION MEETING (reported by Elizabeth Harms, CAP) 
 Currently, registration is over the breakeven point of 40; we have approximately 45 attendees to date – 90% 

of whom have already paid. 
 One vendor registration to date. 
 An email was sent to all vendors who participated in the APW event to solicit their sponsorship. 
 Elizabeth needs our help in soliciting vendors, getting items for the "goodie" bags (100 each), and anything 

else you can assist with. 
 Elizabeth will forward the sample vendor solicitation letter, along with the sponsor packet, to Jeanne to send 

to all members. 
 Deb Brown, CPS/CAP/RPS volunteered to handle getting a gift for the District Director for the meeting 

totaling no more than $25.  
 
NOMINATIONS / ELECTION OF OFFICERS 
President: Sheri Kelley (2

nd
 term) 

Vice President: Jenni Graham, CAP (2
nd

 term) 
Treasurer: Jeanne Jones, CPS/CAP 
Secretary: Joan Solano 

Since there was only one candidate for each office, the voting ballot was dispensed with and the nominees 
were elected viva voce (voice vote). 

Eileen Verosko, CPS will install our new officers at the June 8
th
 meeting. Sheri Kelley volunteered to 

purchase a gift for Eileen, not to exceed $25. 

Committee Chairs will be named at the June 8
th
 meeting. 

New officers need to submit a brief bio to Amanda Jimenez (copy Jenni Graham) for publication of a press 
release in the Denver Business Journal.  
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Minutes of Denver Downtown Chapter of IAAP Wednesday, May 11, 2011 (cont’d) 
 
 
NEW BUSINESS 

An EFAM proxy form was submitted to HQ identifying Eileen Verosko our proxy at EFAM in order to vote on 
our chapter’s behalf. 

 
We discussed proposed Amendment 1 which addresses chapter size. The proposed change states that a 
chapter “must have a president and a treasurer and at least 15 members. As of January 1, 2012, chapter 
failing to meet the minimum standard of 15 members for six consecutive months will be disbanded. The 
members in attendance disagree with this proposed change and Sheri will instruct Eileen to vote against it 
at EFAM on our behalf. 

Sheri read a note regarding leadership from Tish Neff. 

Eileen Verosko in the new incoming Division president. 

Sheri discussed the Chapter of Excellence (COE) and Member of Excellence (MOE) programs. The 
deadline for submission for MOE this year is 11:59pm June 3; the deadline for submission for COE this year 
is 11:59pm July 5. 

Next year (fiscal year 2011-2012) the COE and MOE requirements will change. There will be fewer in each. 
The COE will only have 8 requirements, but all 8 will be mandatory. Details will be published on the IAAP 
website when available. 

Sheri discussed feedback she received from members who have not renewed. Some comments: 
O Budget cuts in company 
O Felt like they didn’t fit in with the group 
O Lost job / unemployed 
O No time 
O Wanted more new skills/programs; too much housekeeping 
O No leads, therefore employer would not support renewal 

 
The next meeting of the Denver Downtown Chapter of IAAP will be held on Wednesday, June 8th at the 
Downtown Denver Partnership office. The new officers will be installed at this time. 

 
ADJOURN: 

The meeting adjourned at 9:00 am. 
 
 
 
Prepared by: 
Jeanne Jones, CPS/CAP 
Secretary 
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The Denver Downtown Chapter is  

proud to host the  

2011 Division Annual Meeting 
 

  

Network with other Administrative Professionals... 
Earn recert points... 

Learn New Tips and Skills... 
 

Windows 7 Tips, Tricks & Techniques 
Making MVPs (Most Valuable Professionals) 
Power Tips to Punch Up Your PowerPoint 
It Doesn’t Come with a Title 

 

Live your life with 

PASSION & PURPOSE 

http://www.iaap-co-wy-mt.org/IAAPHQ/COWYMTDivision/MeetingsEvents/2011DAM/Default.aspx
http://www.iaap-co-wy-mt.org/IAAPHQ/COWYMTDivision/MeetingsEvents/2011DAM/Default.aspx
http://www.iaap-co-wy-mt.org/IAAPHQ/COWYMTDivision/MeetingsEvents/2011DAM/Default.aspx
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Want to brush up on your grammar in a fun  
and easy way? Have an Ipod or MP3 player? 
Want to get tips emailed to you? 
 
Visit Grammar Girl: Quick and Dirty Tips and sign 
up today!  

Common Errors in English  
A site dedicated to errors in 
usage.  
 

Commonly Confused Words 
Definitions and examples of 
words misused because 
they sound alike or are 
similar in spelling. 
 

Factacular : Interesting 
Words 
Facts, quizzes & trivia about 
interesting words. 
 

Guide to Grammar and Style  
Rules of grammar, style, and 
usage. 
 

Wordorigins.org  
Learn about word and 
phrase origins. 
 

word spy 
4ÈÅ ×ÏÒÄ ÌÏÖÅÒȭÓ ÇÕÉÄÅ ÔÏ 
new words. 

  

WHAT WAS  THE FIRST WORD EVER 

UTTERED BY A HUMAN BEING?  

Language is the glue that holds societies together. Sure, we 

could probably get along okay without it, but it would be 

pretty chaotic and not a whole heck of a lot would get done.  

2ÖÔÌɯÐÕÛÌÙÌÚÛÐÕÎɯɁÍÐÙÚÛɯÞÖÙËɂɯÛÙÐÝÐÈȯ 

A ÝÈÙÐÈÛÐÖÕɯÖÍɯɁ'ÌÓÓÖɂɯÐÕɯÈÕàɯÓÈÕÎÜÈÎÌɯÐÚɯÛÏÌɯÍÐÙÚÛɯÞÖÙËɯ

with which you greet someone.  

,ÈÎÎÐÌɯ2ÐÔ×ÚÖÕɀÚ ÍÐÙÚÛɯÞÖÙËɯÞÈÚɯɁ#ÈËËàȭɂ 

-ÌÐÓɯ ÙÔÚÛÙÖÕÎɀÚ first word when he landed on the 

ÔÖÖÕɯÞÈÚɯɁ'ÖÜÚÛÖÕ.ɂ 

The first words heard on TV in Australia  ÞÌÙÌȮɯɁ&ÖÖËɯ

evening and welcome to televisionȭɂ 

Despite a debate on the internet, the first words spoken 

ÉàɯÛÌÓÌ×ÏÖÕÌɯÞÌÙÌɯɁ"ÖÔÌɯÏÌÙÌȮɯ6ÈÛÚÖÕȮɯ(ɯÕÌÌËɯàÖÜɂȭɯ 

The first spoken words using rad io were heard 

December 23rd, 1900.  Reginald Fessenden spoke the 

words "1, 2, 3, 4... is it snowing where you are, Mr. 

Thiessen? If it is, telegraph back and let me know.ɂ 

Ever think about what the first word spoken by homo sapiens 

might have been?  

 

Love to read? Check out goodreads - Get great book 

recommendations from people you know, keep track of what 
you've read and what you'd like to read, form a book club, answer 
book trivia, and collect your favorite quotes.  

http://grammar.quickanddirtytips.com/
http://www.wsu.edu/~brians/errors/index.html
http://writing2.richmond.edu/WRITING/wweb/conford.html
http://www.factacular.com/subjects/Interesting_Words
http://www.factacular.com/subjects/Interesting_Words
http://andromeda.rutgers.edu/~jlynch/writing
http://www.wordorigins.org/
http://www.wordspy.com/
http://www.thesimpsons.com/bios/bios_family_maggie.htm
http://www.nasa.gov/centers/glenn/about/bios/neilabio.html
http://www.funtrivia.com/askft/Question26378.html
http://www.hammondmuseumofradio.org/fessenden-bio.html
http://www.goodreads.com/
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EFAM CONFERENCE  

July 24 -27 2011  

Montreal, Canada  

CWM DIVISION 

CONFERENCE 
June 2-5, 2011 

Curtis Hotel 
Denver, CO 

 

Denver Downtown Chapter’s 
Last Meeting of the Fiscal Year 

June 8, 2011 

  

              

              

              

              

              

              

        

        

        

     

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

UPCOMING EVENTS  
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OFFICERS, CHAIRS & DIRECTORS 

Denver Downtown Chapter Board Of Directors 

Sheri Kelley President kelley@hlzcpa.com 303.486.0017 
Jenni Graham, CAP Vice President jennigraham@intrawest.com 303.454.4535 
Jessica Virgo Treasurer jvirgo@dctindustrial.com 303.597.0423 
Jeanne Jones CPS/CAP Secretary jonesj@zhi.com 303.928.4655 
 
Committee Chairs 

Debbie Brown CPS/CAP/RP Bylaws & RTF debbrown51@comcast.net 303.831.5083 
Alicia Ellsworth Certification alicia.ellsworth@xcelenergy.com 303.571.7615 
Elizabeth Harms, CAP  Division Meeting elizabeth.harms@us.gt.com 303.813.3477 
Matt Bussman Membership matt.bussmann@officeteam.com 303.296.4900 
Amanda Jiminez APW Program amanda@downtowndenver.com 303.534.6161 
 
Chapter Web Site: www.iaap-denverdowntown.org 
 
CWM Division Officers 

Leticia "Tish" Neff President lcn357@gmail.com 406.657.2367 
Eileen Verosko CPS President-Elect everosko@officescapes.com  
Carol Hardin, CPS/CAP Vice President carol.hardin@afscn.com  
Deanna Anthony, CAP Secretary anthonyjd@hotmail.com 
Andrea Latine CPS Treasurer andrea.latine@analex.com 
Sharon Hunvald, CPS Parliamentarian sharonhunvald@yahoo.com 
 
Division Web Site: www.iaap-co-wy-mt.org  
 
International Board 

Susan K. Shamali CPS/CAP President sshamali@iaap-hq.org  616.356.6908 
Mary Ramsay-Drow CPS/CAP President-Elect mrdrow@iaap-hq.org  414.343.4608 
Tamra Goodall, CPS/CAP Vice President tgoodall@wvha.org 304.344.9744 
Janine Riemersma CPS/CAP Secretary jriemersma@iaap-hq.org 616.464.3710 
Karlena Rannals CPS/CAP Treasurer krannals@iaap-hq.org 858.756.6014 
 
Directors 

Wendy Melby CPS/CAP Great Lakes wmelby@iaap-hq.org 262.391.9611 
Valerie King CPS/CAP Northwest vking@iaap-hq.org 507.255.4757 
Antoinette Smith CPS/CAP Southwest antoinette.smith@boeing.com 314.233.8054 
Sharron Buttler CPS/CAP Canada sbuttler@iaap-hq.org 613.596.7180 
Judith Yannarelli CPS/CAP Northeast jyannarelli@iaap-hq.org 973.430.5722 
Virginia Boyd CPS/CAP Southeast vboyd@iaap-hq.org 864.942.4219 
Jennifer Hinkson CMP Affiliate  jhinkson@iaap-hq.org 246.417.4536 
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