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Jessie Grove, CPS/CAP, Editor Harrisburg, PA January 2011 
 
 

President’s Message 

Hello Harrisburg Chapter Members and welcome to 2011!  Do you believe in 
making New Year’s Resolutions?  I don’t.  However, I do like to start each 
new year by taking a few quiet hours reviewing the year that has past and 
then really focusing on the year ahead.  I sit down on January 1st with a pad 
of paper and I write down all the things – good or bad – that stood out for me 
from the past 12 months.  Then I take a new piece of paper and I write down 
all the things that I would like to see happen in the coming year – basically 
anything that my heart desires at that moment.  Once I have done that, I look 
at the list again – realistically – and cross out everything that is unattainable.  
Then I take some time to focus on those things that are attainable and try to 
make a plan on how I will go about making sure they happen.  I’d like to tell 
you that I stick to the list and at the end of the year I can say that I have 
attained each of my goals, but I can’t and that is not my purpose.  This is not 
a ten-year plan for my life, it is more of a personal guide for me to think 
about as each day passes.  I write down personal and professional items 
which helps to give me some focus as the year progresses.   Once I have 
finished my list and taken some time to reflect on the coming year, I throw 
the list away and I never tell anyone what was on it.  This is just my way of 
beginning each new year fresh.   

This past year has been difficult and the economy has been tough on 
everyone.  I hope that as this new year begins each of you will take a few 
moments to reflect on the year that has passed but don’t dwell on it – the 
past is past – learn from your mistakes but don’t beat yourself up over them.  
Put the lessons you have learned to good use in the future.  Think about the 
next 12 months and what you’d like to accomplish and make that your focus.  
Look forward with a positive attitude and the conviction that 2011 is going to 
be a great year.   

Happy New Year!! 

Deb Feinberg, CAP 
President 
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Important Dates 
 

 
  

 
January 2011 
17 Harrisburg Chapter Membership Meeting 
 
February 2011 
15 CPS/CAP Exam Registration Deadline 
21 Harrisburg Chapter Membership Meeting 
 
March 2011 
14 Board Meeting 
7-9 Spring Conference 
21 Harrisburg Chapter Membership Meeting 
 
April 2011 
27 Administrative Professionals Day 
27 Harrisburg Chapter Membership Meeting 
 
 

 
May 2011 
6-7 CPS/CAP Exams 
9 Board Meeting 
16 Harrisburg Chapter Membership Meeting 
20-22 2011 PA Division Annual Meeting 
 
June 2011 
20 Harrisburg Chapter Membership Meeting 
 
July 2011 
11 Organizational Board Meeting 
24-27 International Education Forum & Annual 

Meeting 
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Anniversaries & Birthdays 

 

Anniversaries 
 
Jan Lang, CPS/CAP…………..……….19 years 
Lori Masonis, CPS……………..…….….5 years 
Anne Urbansky…………………………..1 year 

  

Birthdays 
 
1..…………...……..…Melissa Wandell, CAP 
4…………...…………Stacy Shugar, CPS/CAP 
11……………....………Melanie Conrad, CPS 
20…………..……………….Meagan Bair, CAP 
26……………..……………..Margaret Prosser 
28……………..…………….……Sheryl Cyphert 
 

 

INTERNATIONAL NEWS 
 

 
Mary Ramsay-Drow, CPS/CAP 
Passion & Purpose 

It’s hard to believe it’s already 2011. I know, it’s 
something everyone says but I can 
remember all the hype in 1999, when we 
were getting ready to change over to the 
year 2000. The world wasn’t quite going to 
end but airplanes were going to fall out of 
the sky and computers were going to 
shutdown or meltdown.  

A new year seems to bring change with it and 2011 is no 
exception. IAAP has a fresh, updated look on the public 
website. Point your browser to http://www.iaap-hq.org 
and take a look for yourself. Staff at headquarters has 
been working hard in the last few months behind the 
scenes to be ready for the January launch.  

All of those who took their certification exams in 
November, I want to extend my congratulations and 
admiration for taking the step to advance in your 
profession. I know these exams are difficult; I’ve taken 
them. For those who passed, congratulations. For those 
who didn’t, don’t give up! Getting that certification is 
something to work for.  

Now that the holidays are over, it’s time to look to the 
year ahead.  Spring Conference is coming up soon. If 
you need the skills to become super competent in order 
to meet all the new demands placed on you and your 
work team, come to the Spring Conference March 6-9 
(http://www.iaap-hq.org/events/conferences/spring).  
You'll leave with six keys for performing at your 
productive best to be a peak performer and achieve 
breakthrough results.  

On Sunday we’re offering an optional, interactive 
technology workshop with Gini Courter. Conference 
attendees can take advantage of an additional one-day 
technology training opportunity. It’s for intermediate 
users of Office 2007 and 2010. You’ll learn the latest 
tips, tricks, and applications that will cut your work time, 
increase your output, and send your productivity through 
the roof. If you sign up for the workshop, you’re 
automatically registered for the chance to win an iPad. 
So come early, see the sights in Tampa and immerse 
yourself in Microsoft Office aimed at your level of 
proficiency. I’ll see you at Spring Conference at:  
http://www.iaap-hq.org/events/conferences/spring! 

I want to remind everyone of a few deadlines coming up 
in the next few weeks.  

• January 15: Deadline for IAAP BOD and RTF 
Trustee nominations 

• February 1: Deadline for IAAP committees and 
RTFC candidate forms returned 

• February 1: Deadline for proposed bylaws 
amendments submission. 

• February 1: Deadline for Avery Great Results 
Chapter and Division Achievement Awards 
(don’t know when the form is officially updated 
and ready) 

Happy New Year everyone! 

Mary Ramsay-Drow, CPS/CAP 
2010-2011 IAAP International President 
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NORTHEAST DISTRICT NEWS 
 

 
 

Retirement Trust Fund Foundation (The Trust) Update 
 

Happy New Year! It’s time to share the “Top Ten” New Year’s Resolutions! 
 
10. Read the manual first, once you find it. 
9. Eliminate five of your six email addresses. 
8. Think up some new excuses for leaving work early. 
7. Give up chocolates – well, at least one out of seven days of the week. 
6. Shake the rain off of your umbrella before entering a building. 
5. Stop juggling ten balls at once; nine will do. 
4. Check for “paper” before leaving the restroom. 
3. Don’t kick the copier, even if you can’t find that elusive piece of jammed paper. 

2. Stop pretending to be working when you are actually checking Facebook. 
1. Remember that life is not about how fast you run, or how high you climb, but how well you bounce. 
 
One of the most impactful New Year’s resolutions you can make is to support the RTF. Our mission is to provide housing 
assistance for administrative professionals, age 55 and older, who are in need. Your generosity provides financial 
assistance toward housing costs for any retired administrative professional living in a retirement community and meeting 
the housing assistance criteria. This program is accessible by all members within the six districts of IAAP. 
 
Want to donate on-line using a credit card? Visit the RTF website, www.iaap-rtf.org . Click on the “Donate” tab and select 
“Contribute online.” It’s as easy as that!  Don’t want to use a credit card? Visit the RTF website, www.iaap-rtf.org. Click on 
the “Donate” tab and select “Printable Donation Form.” 
 
Jean Bohinski, CPS/CAP 
Northeast District Representative 
 

PENNSYLVANIA DIVISION NEWS 
 

 
2011 Pennsylvania Division Annual Meeting 
May 20-22, 2011 
 
The 2011 PA Division Annual Meeting will be held at the Holiday Inn in Clarion, Pennsylvania.   
 
Division Newsletter 
 
Have you read the latest edition of the Division Newsletter yet?  Follow the below link. 
 
http://www.iaap-pennsylvania.org/IAAPHQ/PADivision/UploadedImages/November%202010%20Newsletter.pdf 
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HARRISBURG CHAPTER NEWS 
 

 
IAAP/AVERY BOX TOPS CHALLENGE PROGRAM 

 
The Harrisburg Chapter is excited to be taking part in the IAAP/Avery “Box Tops Challenge” program as 
part of its community service.  Even if the chapter does not win an award, we can all be proud of the help 
we will be providing to a local school.  The school we have chosen is Melrose Elementary in the 
Harrisburg School District.  Please start saving Boxtops for Education labels at work on all of your Avery 
products, and at home on many different products in your pantry.   You can bring your boxtops to our 

monthly membership meetings, or you can mail them to Melissa Wandell, CAP, at 113 Balfour Drive, Mechanicsburg, PA 
17050.  Let’s see how many boxtops we can accumulate this year as we begin this wonderful new opportunity to help in 
our community. 
 
Melissa Wandell, CAP 
Coordinator, IAAP/Avery Box Tops Challenge 
 
 
 
Certification Update 
 
Congratulations to Meagan Bair, CAP and Tina Mozingo, CPS/CAP on passing the CAP exam in November. 
 
As you are aware, changes to the IAAP certification and recertification programs were announced at EFAM in Boston. 
Information on these changes can be found in the December edition of Sketches or on our Website at:  http://www.iaap-
harrisburg-pa.org/IAAPHQ/Harrisburg/Home/Default.aspx.  Changes to the certification program are effective with the 
November 2011 exams. Changes to the recertification program were effective July 2010. 
 
 

 
 

Community Service Committee 
 
Thank you all for your support of the YWCA 
family this year.  Please take time to read the 
comments of the family and thank you from the 
YWCA on page 13.  Our support of the Central 
PA Food Bank continues.  See the attached flyer 
for more information 
 
Annette Newcomb, CPS, Committee Chair 
 
 
Professional Development Committee 
 
We all know times are tight and many employers 
are cutting back and sometimes that means 
fewer funds for educational opportunities.  IAAP 
may be able to help.  Check out our web page to 
see if you qualify for Professional Development 

funds or contact Jena Creter, CAP for more 
information. 
 
Jena Creter, CAP, Committee Chair 
 
 
Seminar Committee 
 
SAVE THE DATE - The Seminar Committee is 
pleased to announce that the 2011 Education 
Seminar will be held on Tuesday, March 29, 2011, 
at the Holiday Inn.  See the attached flyer on 
page 12 for more information. 
 
Jan Lang, CPS/CAP & Maggie Ruff CPS, 
Committee Co-Chairs 
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MEMBER INFORMATION 
 

 
Are you a new member?  Do you have questions concerning your membership?  The next opportunity to participate in the 
“New Member Orientation Webinar” is Wednesday, January 19, 2011.  Please contact membership@iaap-hq.org for 
information . 
 
 
Name Badges 

 
NEED A NAME BADGE? 
 
New or updated? 
 
You can now order one by visiting the 
Recognition Specialties website at: 
 
http://nicebadge.com/cart/gi-iaap-harrisburg-chapter-
c-2_234_1955.html 
 
You can order and pay on-line, and the badge 
will be shipped directly to you. 
 

Roster Updates 
If any of the following information has changed for you within the past year, then you need 
to complete a Roster Update Form.   

 Name 
 Home or Work Address 
 Home or Work Phone 
 Home or Work Email 
 Fax 

 Employer 
 Position Title 
 Executive 
 Home or Work Preference for Phone, Email 
 Committee Participation (Chapter/Div./Int.) 

If you are a new or newer member and have not completed a Roster Update Form, 
please complete one so that we can ensure that we have accurate information.  Please 
contact lfarina@dauphinc.org for this form. 

H
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Deb S. Feinberg, CAP, 
President 
19 Cherish Drive 

Camp Hill, PA  17011 

h: 717.737.3504 

c: 717.265.4573 

h: deb.s.feinberg@gmail.com 

Jena Creter, CAP,  

President-Elect 
3002 Tunnel Hill Road 

Lebanon, PA  17406 

h: 717.274-3989 

w: 717 534-3190 

h: jcreter@hersheypa.com 
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TECHNO CORNER 

 
 
Finally - something for MAC users. 
 
Everything we do is usually for Microsoft users and we forget all about the MAC users.  So you are no longer forgotten, I 
found the following article at makeuseof.com that might be useful. 
 
The Awesome Automation Guide for Macs (http://www.makeuseof.com/tag/awesome-automation-guide-mac-users-download/). 

Work smarter, not harder. That's the idea behind Mac Automation, a technology built into Apple's OS X but frequently 
underutilized. 

Whether it's sorting your email, searching your documents or building a playlist, you'd be amazed how many tasks can be 
done automatically instead of manually-if only you knew how to get started. 

 
Every Mac user should read this guide, which is made up of easy-to-understand demonstrations and screenshots.  
Everything from using smart folders to managing your files and folders to sorting your email without any effort, using smart 
filters and folders. 

 
 
CHECK THIS OUT 
 
Microsoft Office Live Small Business– http://www.smallbusiness.officelive.com – Do you own a small business or do you 
know someone who does.  As a Microsoft Live Small Business subscriber, you can build a website up to 500 MB with 
hosting, 100 email accounts, site traffic reports, a contact management system, and online business applications.  Joining 
is free; however additional charges may be incurred for premium, ad-free mail, and a custom domain name. 
 

 

EDITOR’S COMMENTS 
 

 
I have included a chart that I use in my office, which I find very useful when dealing with individuals.  Consider this as my New Year’s 
gift to you. 
 
I hope you have enjoyed this edition of Sketches, which is prepared for you - the member.  Sketches is a great tool for communication 
and to share hints that may make your work easier.  If you have any ideas or would like to share any technical tips, please contact me 
at jjgrove@verizon.net or Melanie Conrad, CPS at mconrad@auditorgen.state.pa,us.  We would love to hear from you. 
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Harrisburg Chapter 
2010-2011 Roster Update 

 
 

Name: Join Date: Birthday: 

Street Address: Home Phone: 

City, State, Zip Home Email: 

Employer: Work Phone: 

Title: Work Fax: 

Executive: Work Email: 

Work Address:  

  

 
 
 

Preferred Phone Contact:   □ Home □ Work 

Preferred Email Contact:   □ Home □ Work 

Preferred Address Contact:  □ Home □ Work 
 
 
 
 

Please send this information to: 
Lynn Farina, CPS/CAP 

300 Luther Road 
Harrisburg, PA  17111 

717-564-1077 
lfarina@dauphinc.org 
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2011 Lunar Phases 
New Moon First Quarter Full Moon Last Quarter 

4 January 2011 
09:03:48 

12 January 2011
11:32:36 

 
19 January 2011 
21:22:31 
(Wolf Moon) 

26 January 2011 
12:58:24 

3 February 2011 
02:31:50 

11 February 2011
07:19:27 

 
18 February 2011
08:36:46 
(Snow Moon) 

24 February 2011 
23:27:31 

4 March 2011 
20:47:02 

12 March 2011 
23:46:07 

 
19 March 2011 
18:11:08 
(Worm Moon) 

26 March 2011 
12:08:25 

3 April 2011 
14:33:26 

11 April 2011 
12:06:28 

 
18 April 2011 
02:45:04 
(Pink Moon) 

25 April 2011 
02:47:55 

3 May 2011 
06:51:48 

10 May 2011 
20:34:02 

 
17 May 2011 
11:09:43 
(Flower Moon) 

24 May 2011 
18:53:14 

1 June 2011 
21:03:42 

9 June 2011 
02:11:47 

 
15 June 2011 
20:14:37 
(Strawberry Moon)

23 June 2011 
11:49:20 

1 July 2011 
08:54:59 

8 July 2011 
06:30:33 

 
15 July 2011 
06:40:39 
(Buck Moon) 

23 July 2011 
05:03:03 

30 July 2011 
18:40:55 

6 August 2011 
11:09:27 

 
13 August 2011 
18:58:39 
(Sturgeon Moon) 

21 August 2011 
21:55:38 

29 August 2011 
03:05:12 

4 September 2011
17:40:28 

 
12 September 2011
09:27:50 
(Corn Moon) 

20 September 2011 
13:39:47 

27 September 2011 
11:09:43 

4 October 2011 
03:16:11 

 
12 October 2011 
02:06:57 
(Harvest Moon) 

20 October 2011 
03:31:36 

26 October 2011 
19:56:54 

2 November 2011
16:39:14 

 
10 November 2011
20:17:24 
(Beaver Moon) 

18 November 2011 
15:10:15 

25 November 2011 
06:10:50 

2 December 2011
09:53:23 

 
10 December 2011
14:37:34 
(Cold Moon) 

18 December 2011 
00:48:52 
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Monday, February 21, 2011 

 
Holiday Inn, Harrisburg East 

4751 Lindle Road 
Harrisburg, Pennsylvania 

Cost:  $20.00 
 
 

5:30 PM .. Registration/Networking 
6:00 PM .. Dinner 
7:00 PM .. Program and Business Meeting 

  
 
 
 

 
 

Office 2007 & Beyond 
 
 

Catherine S. Hoke, CPS/CAP 
PENNSYLVANIA DIVISION PRESIDENT 
(1 Recertification Point Pending Approval)

IMPORTANT RESERVATION INFORMATION:  

 Reservation Deadline: All reservations must be mailed by Monday, February 14, 2011 — Please DO NOT mail 
checks after this date.  Call-in reservations to Vicki Gesford CPS/CAP (717-534-8901) must be received no later than 
noon on Thursday, February 17, 2011 — payment is required no later than Monday, February 21, 2011.  

 Cancellation Deadline:  Cancellations will be accepted until noon on Thursday, February 17, 2011. Any 
cancellations or no-shows after the Cancellation Deadline will be charged. 

 Reservations & Payment:  Complete and mail reservation form along with a check made payable to Harrisburg 
Chapter IAAP to Vicki Gesford CPS/CAP, Hershey Entertainment & Resorts, 27 W. Chocolate Ave., Hershey, PA  
17033.  

~ Reservations & Payment ~ February 21, 2011 
 

Member Name  __________________________________________________________   CPS     CAP    CPS/CAP 
 

I WILL ATTEND:         DINNER & PROGRAM - $20.00      DINNER ONLY - $20.00      PROGRAM ONLY  
 

Please list any dietary restrictions                                                                Request Vegetarian Entrée   
 

GUEST NAME(S)                                                GUEST PHONE NUMBER(S)  __________   
 

GUEST EMPLOYER(S)   _____________________________________________   
∼ Remember to enclose your $20.00 check payable to Harrisburg Chapter IAAP             I need a receipt. 

 

Menu 
Tossed Garden Salad 

Beef Tips over Noodles 
Green Bean Mix 

Cherry Pie 
Coffee, Hot Tea & Iced Tea 
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