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Officer’s Message

Greetings from your Vice-President,
and welcome to 2009! We have
several good programs left for the
rest of the year. | hope your
schedule allows you to attend as
many of these as possible.

We were disappointed to learn that
our January speaker, Teri Jendusa
Nicolai, had to cancel at the last min-
ute. Pat LaBucki CPS/CAP
graciously filled in with a DVD
presentation from her company,
Lincoln Lutheran, on Sharks: How to
Avoid Telephone Scams. The
presentation was very entertaining,
but also brought home the point very
well. We all as administrative
assistants need to be vigilant about
sales calls. It pays to know who your
company’s vendors and
representatives are and how
scammers/sharks can weasel their
way into our organizations to get us
to buy unneeded products at
ridiculous prices.

Since Teri was not able to be with
us, | made available some informa-
tion from the Women’s Resource
Center in Racine on domestic abuse.
If you would like a copy of this
handout | would be glad to email it to
you. This is a pervasive problem in
our communities and one that many
of us need to become more edu-
cated about. Knowing about the
myths and facts of domestic abuse,
resources available in our
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communities for help, signs that
someone may be involved in an abu-
sive relationship are all things that
we as women need to be aware of.
Please email me at mandersen
@shepherdsministries.orq if you
would like a copy. You can also visit
the Women’s Resource Center web-
site at www.wrcracine.org

Kris Pool CAP of the Mid Lakeshore
Area Chapter will be presenting our
program on February 5 on How to
Attract Your Members — Both
Existing & New. This program will be
a good one for all of us to attend.
Kris is a very dynamic person, fun to
get to know and a good authority on
this subject. We are looking forward
to hearing her ideas and applying
them to our chapter.

Other programs to look forward to —
Patricia Clason — check her out at
http://www.patriciaclason.com and
our own Mary Ramsey-Drow CPS/
CAP, International Vice President —
on two very current topics — Ethics
and Trust. You won't want to miss
those.

See you at the February meeting —
don’t forget your donations for Love,
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Inc. (our newsletter editor Corinne
Dombeck works there!) and then
start collecting your donations for
Dress for Success for our March
meeting. Time to clean out those
closets!

To provide information, education and training, and to set standards of
excellence recognized by the global business community.

Mission

To be the acknowledged, recognized leader of administrative profession-
als and to enhance their individual and collective value, image, compe-

tence, and influence.
Vision

To inspire and equip all administrative professionals to attain excellence.
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SE WISCONSIN IAAP CHAPTER MEETING
Thursday, February 5, 2009

HOW TO ATTRACT YOUR MEMBERS:
BOTH EXISTING & NEW*

*Recertification Points Available

CELLENCE Special Speaker:

IN ACTION Kris Pool, CAP

2008-2009 Mid Lakeshore Area IAAP Chapter
S5E Wizconsin Chapter

New members are vital to your chapter
\‘i& as well as retaining your seasoned
Lﬁ& members. Learn some new ideas and

common sense ways to attract and
entice new members to join and re-
educate your current members to take

Love, Inc. Community Center of Burlington full advantage of all that IAAP offers.
(www.love-inc.net) is our chosen recipient of

donations for the month of March.

Loving Our Community

Please bring your donations (see complete Schedule:

list on page 5) to tonight’s meeting.
6:00 pm - Networking / Dinner

6:30 pm - Program

Location: 7:30 pm - Business Meeting
Gateway Technical College-Racine Campus
Racine Building (R2) - Huron Room (R104)

1001 Main Street, Racine WI

Cost:
$7.50 Members & Guests
No Charge to attend Meeting Only

RSVP Deadline:
Noon, Tuesday, February 3, 2009
P — Please contact Christina Miller at

Visit oun o ':‘:'": 262.909-6488 or Cmi11er@aol.com
I?;aot'srev:veis::):s?n.or CANCELLATIONS must be received by
aap “org noon February 4th to avoid dinner charges.
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Date Topic Location
March 5th Ethics: What You Do When No One is Looking GTC-Kenosha

Presented by: Patricia Clason, the Center for Creative Learning, Milwaukee

April 2nd Building Trust GTC-Racine
Mary Ramsay Drow CPS/CAP, International Vice-President

June 4th SE Wisconsin Chapter Annual Meeting GTC-Kenosha

Election & Installation of Officers

Upcoming Events
The Spring Professional Education Conference takes place March 9 — 11 in Tennessee.

Administrative Professionals Day is April 22. We still need committee members to help plan the
event.

The first session of CPS and CAP exams is May 1 & 2. Contact Marilyn Holden, chair of
Certification of CPS & CAP, if you are interested in a study group to prepare for the exams.

The Annual Division Meeting in Wausau, Wl is May 15 and 16. Don'’t forget to book your
reservations now.

The SE WI Chapter annual meeting is June 4. This is when you can vote for 2009-10 board
members. If you are interested in becoming a board member contact Marilyn Holden who is
also our chair on the Nominating Committee.

The International Convention and Education Forum in Minneapolis Convention Center,
Minneapolis, Minnesota takes place July 26-29.

In October, we have the Certification Conference at the Marriott Waterfront in Portland, Oregon.

Again on November 6 and 7 are the fall CPS/CAP exams.

Ol e mezed to dlisum
IO et 10
decide whan Thursdey's
eialineg will Bk abnst

2008-2009 Committees

Committee Chair Committee Chair Committee Chair

APD/Executive Night OPEN Membership/Orientation = Kathryn \Woods Retirement Trust/R&E  Dolores Rosplock

Audit Tammy Shannon Newsletter Corinne Dombeck Scholarship Sandy Weber
Karen Simpson

Bylaws & Standing OPEN Nominating Marilyn Holden Ways & Means - Pat LaBucki
Rules

Certification CPS & CAP  Marilyn Holden Programs Muriel Andersen Ways & Means - Karen Fandrey
Nuts

Hostess Tammy Shannon Publicity & PR Sandy Weber Website Trish Martinez
Karen Simpson

Christina Miller
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SE WI Chapter Morsels

MARCH MEETING REMINDERS:

~ This is our Impact Meeting so encourage people to bring guests.

~ Please remember to bring your Dress for Success donations to our March meeting.

~ Jamie Racine from the Empowering Women’s Center of the YWCA will provide a short

Birthdays & IAAP Anniversaries
February

1  Dolores Rosplock 2004 Muriel Andersen
6 PatLa Bucki CPS 2007 Cynthia Baumann
26 Marilyn Holden

Fl e
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When you know you are overdoing it i My srpsined Bomagi e m, S
Fovm bk Sae A U7 iRt Wer L.,

If you have items for The Commentary, please submit them to
Corinne Dombeck at office@love-inc.net.
The next deadline is February 12th.
Your contributions and comments are always welcome!
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About Love, Inc. Community Center

W >

Love, Inc’s
Mission Statement

Love, Inc. is a network of churches
and Individuals working together
with the community.

Our Mission is to identify, assess
and provide for the needs of
families and individuals - and direct
them to the appropriate resources.

Our goal is to help families and
individuals help themselves.

Love, Inc. is a 501¢(3) non-profit
organization with over 40 different
programs dedicated to helping
families and individuals live better,

Donations Needed

Canned Fruit, Meat and Pasta

Catsup
Cereal
Deodorant

Diapers (Sizes 4, 5 & 6)

Dish Soap

Feminine Products
Hamburger Helper

By Corinne Dombeck

more productive lives. That
dedication takes an active and
sustained commitment from the
community. Each year Love, Inc.
provides over $500,000 in goods and
services to those in need.

Originating in 1983 by various
community members, Love, Inc. has
played a vital role in helping local
area families find the resources they
need to cope with economic and
emotional hardships.

Love, Inc. has four Thrift Store
locations. Our Donation Center
accepts donations of clothing,
furniture, appliances and other goods
for resale. The proceeds are then
used to fund our programs. We also
use donations to provide free items
for those in need.

Love, Inc. is a caring force in the
community. With the help of

volunteers and donations, we offer
many programs to assist people.
We provide a meal site every
Monday through Friday at Love, Inc.
We not only provide a hot,
homemade meal for those in need,
but also fellowship and outreach for
people that want a friendly face, a
kind word, and good conversation.

Every year, through the generous
help of community donations and
involvement, we are able to provide
vital programs such as: Adopt-A-
Family, Coats for Kids, Food Pantry,
Shoes for Kids, Starfish Mentoring
Program, Thanksgiving Baskets,
and Toys for Kids.

The proceeds from our Donation
Center such as clothing, furniture,
appliances and other goods for
resale in our thrift and furniture
stores are also used to fund these
programs.

Laundry Detergent

Mayonnaise
Snack Foods
Soup
Sugar
Toilet Paper

DONATIONSY
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Productivity Guru: What’s Driving Your Decisions?

In the world of getting more organized, |
often educate clients, groups and all
people that will listen to me, that
organization is about much more than
just buying cool containers and moving
stuff around. It's really about making
better, faster and smarter decisions.

All of your clutter, piles and
accumulation come from one of two
things:

1. Lack of decisions
2. Lack of a system

The two work hand-in-hand because it's
impossible to make a decision about
something, or determine where
something will go, if there is no
designated place for it. For example,
the mail comes in and gets plopped into
a pile with yesterday’s mail. The same
thing happens all week and come
Friday, there is a large pile of mail
waiting. YOU have to make a decision
about where it needs to go. That’s all it
needs. It doesn’t need a beautiful
basket or a bin (although those will help
down the road). It simply needs your
attention and decision-making ability.
However, this is virtually impossible
and it’s totally understandable that it
stays sitting in the pile. There is
nowhere that has been designated for it
to go, hence a system is missing.

The Procrastinator's Creed:

By Sara Caputo from OfficeArrow.com

Many people find the decision-making
part of getting organized the most
challenging. The reason being is that
when decisions are made, thoughts need
to be clear, priorities need to be clear,
and time needs to be set aside (all things
that are in short supply when life is
moving at 100 miles per hour around
you). What ends up happening is that no
decisions get made and then stacks and
piles get bigger, file drawers don’t get
looked at and anxiety sets in. Not
looking at piles and not going through
them is also a decision. It’'s just not the
one that we’re going for here.

Then, it happens: fear becomes the
driving force behind your decisions. Or
rather, fear of the unknown. | see it all
the time. People invite me into their lives
because they haven’t opened up their file
cabinets in over a year and they have no
idea what is living inside or what they
might be faced with when they open
them up.

In order to be “in control” versus “out of
control” with our systems, we have to get
really clear on where things will live and
create systems that support our way of
being in the world. These can and
should be extremely simple. I'm talking
like Elementary School simple.

1. I believe that if anything is worth doing, it would have been done already.
2. I shall never move quickly, except to avoid more work or find excuses.

3. I will never rush into a job without a lifetime of consideration.

4. I shall meet all of my deadlines directly in proportion to the amount of bodily injury I could expect to receive from

missing them.

Cornerstones include:

1. Grouping like with like

2. Creating homes and zones for each
area of the office or house

3.  Working in concentric circles.

Concentric circles means that you keep
close to you what you need and use
most often and work outward from that
point. | was working with a manager at
a large corporation recently on general
paper organization and, as we were
going through the papers deciding what
to keep and what to toss, he realized
that he keeps nearly everything that he
uses and needs in the credenza behind
him. He has to get up to get to it and, of
course, the drawers and files near him
were full of other goodies that he rarely
needed. In making this one shift, he
was able to identify very quickly where
things needed to go, just based on the
idea of working in concentric circles.

So, when you are faced with decisions,
stick with the cornerstones of
organization to help you make smarter,
faster and wiser decisions. This way,
you will be creating systems that are
based on purpose and clarity, which will
work for you on a deeper level in your
life.

5. I firmly believe that tomorrow holds the possibility for new technologies, astounding discoveries, and a reprieve

from my obligations.

6. I truly believe that all deadlines are unreasonable regardless of the amount of time given.

7. I shall never forget that the probability of a miracle, though infinitesmally small, is not exactly zero.
8. If at first I don't succeed, there is always next year.
9. I shall always decide not to decide, unless of course I decide to change my mind.

10. I shall always begin, start, initiate, take the first step, and/or write the first word, when I get around to it.

11. I obey the law of inverse excuses which demands that the greater the task to be done, the more insignificant the
work that must be done prior to beginning the greater task.

12. I know that the work cycle is not plan/start/finish, but is wait/plan/plan.
13. I will never put off until tomorrow, what I can forget about forever.

14. T will become a member of the ancient Order of Two-Headed Turtles (the Procrastinator's Society) if they ever get

it organized.




You need a pick-me-up and
you need it fast . . .

“Everyone
thinks of
changing the
world, but no
one thinks of

changing
himself.”

LEO TOLSTOY

G

Www.sangrea.net

Easy Energy Boosters

To your Health

THE COMMENTARY

January, 2009 (vol. 03, Issue 01)

It's just past lunch, the
turkey and Swiss on rye
is settling in, and you
know you have hours to
go before you can stop
pretending you're
working. You're
contemplating laying your
head on your desk to
catch some ZZZs. You
need a pick-me-up and
you need it fast,
especially since you
more than likely nixed
that healthy sandwich
you brought from home
and went to the burger
joint down the street for
lunch.

Before you reach for one
of the many sugar-loaded
“energy” drinks that will
inevitably send you
“crashing” down, try an
all-natural approach to
boosting your energy.
Here are a few simple
and natural ways to raise
your energy level during
an afternoon slump.

Take a brisk walk. It's
hard to beat this blood-
pumping, endorphin-
flowing exercise when
looking for an easy all-
natural energy boost.

YOGA

Relaxing pastime,
spiritual path or
extreme sport?

Taking a walk outside not
only causes your body to
produce endorphins for a
natural high, but it also
allows your skin to soak
in vitamin D from the
sun’s rays. This essen-
tial vitamin is associated
with maintaining healthy
bones, kidneys and
immune system.

Drink plenty of water.
According to Mayo-
Clinic.com, even mild
dehydration can drain
your energy and make
you tired. It makes
sense, since nearly all of
the major systems in
your body depend on
water including body
temperature regulation
and cell absorption of
nutrients and oxygen. It
is recommended to drink
half your body weight in
ounces of water to
maintain hydration and
replace fluid lost through
urine, sweating and
bowel movements. For
example, if you weigh
150 Ibs., you need to
consume 75 oz. of water
in a day. That means if
you weigh more than 128
Ibs., you should be
consuming more than the
standard eight 8 oz.
glasses of water a day.
Water also flushes out
harmful toxins and can
help facilitate weight loss.

Take a breather. If
you’ve ever been told to
take a deep breath, it's
probably been during a
stressful time: a hard
workout, an argument or,
for women, labor. Not
only do these deep
breaths help you to calm
down but, ironically
enough, they also

provide a natural energy
lift. When we are
stressed or tired we take
short, shallow breaths,
which directly affects our
energy level by slowing
oxygen flow to our brain
and other organs. Try
this: Inhale through your
nose (filling your lungs to
capacity) and hold for
three seconds. Then
exhale slowly until all air
has left your lungs.
Repeat and revive.

Get up and stretch. If
you're like most
Americans, you probably
have a job that requires
spending the majority of
your time at your desk.
Much like taking a walk,
stretching facilitates
healthy blood flow.
Circulation is a key factor
in your body’s energy
level. Try standing at
your desk (or other
appropriate place,
depending on your work
environment). While
placing your left hand on
your desk for support, lift
your right foot up to your
glute and hold at the
ankle with your right knee
pointed straight down.
With your left knee
slightly bent, flex your
right glute and feel the
stretch. Switch legs and
repeat steps.

So, the next time you're
at work daydreaming
about curling up on your
couch instead of working,
try these simple
suggestions to boost
your energy. Your body
will thank you for it.
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Happy Valentine's Day

Remember the love you
felt as a child,

For things that were
tame and things that
were wild;

For things that were
simple, honest, and
true;

For big winter
snowflakes and skies
that were blue?
Remember the love you
felt as a child?
That is the love | wish

for you.




THE COMMENTARY

The SE Wisconsin Chapter IAAP would like to
THANK the following sponsors
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Ib Thostrup, D.C.
Recognized Chiropractic Rehabilitation Doctor
Chiropractic Certification in Spinal Trauma
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The SE Wisconsin Chapter IAAP would like to
THANK the following sponsors

MADE IN RACINE.

Twin Disc has grown up in Racine to become a world-class manufacturer of power transmission
equipment. Our products manage and control horsepower all over the world - in oil field equipment,
airport crash trucks, military vehicles, fishing boats, work boats and pleasure craft.

Twin Disc is proud to be part of a corporate citizenry that has left its mark on the world. It is a tribute
to this community and those who live and work here.

WE PUT HORSEPOWER TO WORK™

-SrHomelLinc

Care for Independent ."ir:n'u;rr-;J

Qﬂd?ﬂ of Lincolrn .!M::_’-M:;’//

. ' We Make Your L{ﬁ' Easier
Serﬂng Seniors At Home

= Light Housekeeping = Companionship = Linen Change

= | aundry ® Personal Care = Morning Wake Up

= Meal Preparation = Bathing Assistance Services

= Escorting to Shopping, = Crooming Help ® Evening Tuck In
Church, Social Evenrs =y C I - = And More...

= Errands

= Bill Paying Assistance

Call Now to Schedule Your Appointment!

www.lincolnlutheran.com 262 —8 9 8 —2 732
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The SE Wisconsin Chapter IAAP would like to
THANK the following sponsors
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Home Baked Goods
In Minutes!

« 30 Bread Doughs

+Largest variety of Cinnamon,

Puff Pastries & Turn Over Doughs
«Frozen Pies & Desserts

«Baking Sugars, Frosting & Toppings
=Hors d'oeurves

«Largest selection of Wisconsin

& Door County Specialty food Products
«Gluten Free Food Products

2504 5. Green Bay Road - Racine, W1 53406
ars I SPETIOR o Noxt to Verlo and Sprint =
L Tt el 262-554-7200

Sat 900 - 50 pm -
Sum 1100 - 4:00 pu www.nhakeracine.com

OUlI Corp.

A\arnott

RACINE

Heazed indacy swimming pocl and
spacipus whirlpool; exercise facbioy
Bearty shopping-headhes. galf, charter
EsEni. bike 'pa.ll:u: znd more!
Restourant &

Launge
Bentfey's: Open for breakiast,
lunch and dinnes,
Chut’s Lounge: A canyal and refaxing

atrnosphere fop drinks and smacks:

7111 Washinpgton Ave, (Hwy 240)

WL FACINE MAT o L Do

222 recently renovated gaest roams,

B ostes.

Complimentary parking

Experienos the lpairous nevw bedding,
Ravive iy Marriost

IMaating Pacilities

Cheer 10,000 59 i of masting and

banguet space. Ideal for bosiness mestings

ard special vocasisans

Call tor your ¥eservation:
Ph:1 (i1}
Fax! 1-262-BE6-1265
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Careers that work!

* Administrative Assistant

e Office Assistant

* Graphic Design

* Supervisory Management
¢ Business Management

* Accounting

GATEWAY

Class schedules available online at www.gtc.edu
or call 1.800.247.7122
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Serving Southeastern
Wisconsin for 70 Years

Educators is open to amyone who has attended school in
Southeastern Wisconsin in addition to education, healthcare
and government employees related and their families.

Educators
CREDIT UNION

www.ecu.com
This credit union is federally insured By the National Credit Union Administratios.




THE COMMENTARY

The SE Wisconsin Chapter IAAP would like to

THANK the following sponsors

Earn your degree
without tying
your life in knots.

If].-'nu'rc a busy person mrying 1o keep balance in your
life while you ger ahead, Lakeland Cu!!cgn:'s Kellest
School of Adule Education is the ideal place for you.
Your'll find the perfect package of qualiry instrisction,
affordable tuition, maximum credic reansfer and
unbeatable Aexibiliny:
You'll find BlendEds—a popular :lppr-r_m.cl:: 1o learning

that otfers the unigue E:}:ibtlil}r ufa:ump]:ting COUTSe-

work in class or online from week to week. Your choies.

Lakeland's coneent-rich elasses are taughe ar a
comformable pace aver traditional 12-week semesrers.
You can even take up to three classes before applying
For admission to the program—ijust ro give it a oy

Schedule a no-cbligation meeting with one of our
on-site counselors soon, and find out haw you cam earn

vour degree ar Lakeland withour tying your life in koo,

SENT VL GATIONE

Mikwauhee
B800-4921-2049

Chippewa Falls
EOC-003-3413

Green Bay
EEE-#851-8255

Madisan
GOR-Z44. 2725

Marshfizld
BOD-52284T7TE

Meenah
EBR.S4 24444

Shaboygan
200-568- 2166

Wisconsin Raplds
BOD-5228473

BACHELOR'S DEGREES
Accounting
Business Management
Computer Sciance
Criminal Jusiics
Eduscation [PH-6. 1-B)
Hospitallty Menagement
Merkating
Speciaized Admandstration

MASTER'S DEGREES

Business Adrmenstnalian
(Tracdifionad, Accourting,

Faance, Hesith Care MME&TID&:IE.
Project Management)

Caunseling

[School, Conmmumy,

Higher Education)

Edusatian
Themhogy
NOTE:
AN degreas ara mel oforod at BN cailers.

Please contact the oentaer neeresd o 1o
confhme prograen avallatiicg

LAKELAND

COLLEGE
Koliott School of Aduit Education




