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Meeting Location: Embassy Suites 
   Cascade Room, 3225 158th Avenue SE, Bellevue, WA 98008 
 
5:30 p.m. Arrival 
 
6:08 p.m. Meeting called to order. 
 
6:08 p.m. Linda Lane, CAP-OM, President 
 2013-2014 Executive Board Members along with guests Krystal Connolly and David 

Morris were introduced.  Diana Wilson, WA-AK Division Secretary, was also introduced. 
 
6:10 p.m Dinner Served 
 
6:30 p.m. “Technology from the Ground Up” 
 Presented by: Spencer Adamson 

Spencer showed our members how technology started and progressed to the present 
and how it is anticipated to be in the future. He provided our members with the basics of 
how a computer is built, its components and how they all work together. He provided 
suggestions on troubleshooting basic problems and provided a wide range of tips and 
tricks to using computers. Spencer offered to provide CDs of the information on the 
specific computer cleaning software he spoke of and will make them available to all 
interested members. The software is free and he will include instructions and a page of 
tips as well. 

7:40 p.m. Helen Ross, CAP-OM, Vice President, Programs Committee Chair 
 Helen informed the chapter of next month’s Technology Workshop that would be a 

continuation of this month’s Chapter meeting topic. The Saturday workshop, Living with 
Technology,  is scheduled for February 22, 2014, from 9:00 a.m. to 1:00 p.m. The cost is 
$10 and members are encouraged to bring their technology devices such as cell phones, 
laptop computers, tablets, etc. with them and Spencer will show how to better utilize 
technology in our lives. 

7:45 p.m. Mary Switzer, Community Service Committee Chair, and Trisha Moore, Co-Chair 
 Mary provided an update on Box Top$ for Education contest. Karen Pearson is in the 

lead, with Georgette Kammer following, and Christine Rees, CAP-OM, a close third.  Mary 
provided an update on the number of travel size toiletries for collected for Sophia’s Way 
so far and reminded everyone to continuing supporting this worthwhile organization. 

 Mary reported on a few future community services projects, which included: 
• Nice shopping bags for the YWCA from stores such as JC Penney’s, Macy’s, etc.; 
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• YWCA Working Woman’s Wardrobe Donations; 
• YWCA Household Village Donations; and 
• Radio station, Warm 106.9, Teddy Bear Patrol bears donation now through March 30. 

7:50 p.m. Jane Jenkins, CAP-OM, Membership Committee Chair, and Diana Wilson, Co-Chair 
 IAAP Lake Washington East brochures were handed out to all members and members 

were encouraged to hand them out, leave them in lunch rooms, or drop them anywhere 
Administrative Professionals can view them. Jane covered why it’s important for us to 
obtain new members and the urgency of this task.  Jane informed Chapter Members that 
when you renew your membership you will receive a new membership card with the 
new logo on them as well as a thank you for renewing your membership. 

7:55 p.m. Diana Wilson, Nominations Committee 
 Diana informed chapter members that the need for officer nominations was coming up 

quickly. Diana will be sending out an email asking for volunteers and will be putting an 
article in the February’s newsletter. She offered some advice and guidance as to why it is 
important for the board to change and for new people to step and get involved. 

8:10 p.m. Diana Wilson, WA-AK Division Conference and Annual Meeting 
 The WA-AK Division Conference and Annual Meeting early bird registration was posted 

today and it is an amazing deal! You get the entire conference for the same price as last 
year and for $10 more members can attend the Friday session which has always been 
separate in the past. The Friday session alone is $85 and will be only a half day, which is 
new. Friday night will still be the Evening of Welcome with Saturday night having a silent 
auction. LWE Chapter, with its successful auction history, was volunteered to organize 
this year’s auction.  Diana will be looking for auction volunteers shortly. 

8:15 p.m. Karen Pearson, Administrative Professionals Day (APD) Event 
 Karen reported that this year’s theme is “High Tea Social” and is being planned for a 

Saturday afternoon. This big event will be hosted jointly with the Everett Chapter. The 
first planning meeting will be Thursday, January 23, 2014, and anyone who wants to help 
plan, is welcome to attend. The meeting will be held at EHS-International, Inc. located in 
Bellevue at 13228 NE 20th Street, in Suite 100. More event details will be forthcoming in 
the months ahead. 

8:20 p.m. Linda Lane, CAP-OM, Financial Update 
 Since our Treasurer, Shelby McClure, was out sick, the President reported on her behalf. 

The holiday auction made $11,100 with costs totaling $5,500, giving the Chapter a net 
profit of $5,600. Taking into consideration there were only 44 attendees this year, down 
from previous years, the feeling was that the event was still successful. The venue cost 
was more than expected but other costs were lower than expected with many items 
being donated. Overall, it was reported that the event was a huge success and attendees 
enjoyed the elegant theme, delicious food, and spacious room.  
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8:25 p.m. Good of the Order: 
 Rita Shemchuck, CAP-OM, Holiday Auction 
 Rita recommended to those winners of hotel packages, make a point to let the hotel 

management know they are a IAAP Holiday Auction gift certificate recipient when they 
use the package. Additionally, let them know what other activities, stay extensions, or 
restaurant use occurred, in order for management to see revenue also came in on top of 
the gift certificate use.  Rita said collection donations this year was a chore since some 
hotels declined and in these economic times, we need to do everything we can to show 
the hotels that we bring money their facilities.  

 Christine Rees, Recertification 
 Christine reminded CPS, CAP, and CAP-OM certified members who were part of Winona 

Salisbury’s 2009 certification class, that their recertification is due May of this year.  

8:33 p.m.  Meeting adjourned 


