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Thank You

RCU PROJECT

A big THANK YOU to Della Schindler
for overseeing the RCU project and to
Ellen Mickelson for assisting Della to
its completion. Their leadership and
commitment to this project is greatly
appreciated (see Ways & Means Com-
mittee report, page 3). Also, THANK
YOU to our members who contributed
many hours in processing the ballots,
and THANK YOU to Jean Wysocky for
sharing her knowledge and previous
experience with the project. Our Chap-
ter was fortunate to acquire this project
and to have members like Della and
Ellen step up to the plate and commit to
managing the project.

OPS

THANK YOU to the OPS Committee
for their commitment in overseeing the
45th seminar — Michele Halterman,
Debbie Paulson, Della Schindler, Kim
Yeager, Donna Weidman and Kathy
Briggs. A special THANK YOU to
Michele for all the extra activities she
committed to such as brochure prepara-
tion, registration, name tags, program
for the day, seminar evaluations, etc.
Also, thank you to all Chippewa Valley
Chapter members who participated and
volunteered doing tasks necessary to
keep the seminar moving smoothly (see
committee report next month).

THANK YOU to all involved in sug-
gesting and organizing the EXECU-
TIVE EVENT. Thanks to you, it got off
to a successful start! After the positive
comments this year, I'm sure it will
grow in numbers at future seminars.

RAFFLE PROJECT
THANK YOU to Pauline Spiegel for

her leadership and expertise in organiz-
ing another successful raffle project.
The gathering of donations, e-mails to
members encouraging participation
and the preparation Pauline puts in the
night before the seminar is overwhelm-
ing — yet Pauline seems to have energy
to spare! A thank you to Beth Mun-
son, Kim Yeager, Kathy Dean, Debbie
Paulson, MaryEdna Hagen and Donna
Weidman for their help organizing bas-
kets and folders Tuesday evening. Also,
THANK YOU to all who contributed
items to the raffle donation and those
who helped prepare the display the
evening before the seminar. Thank you
to MaryEdna for overseeing the raffle
sales during the seminar and to all who
helped with the raffle sales. With each
and every one of your contributions, we
had another extremely successful year
(see Ways & Means Committee report,

page 3).
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Chapter Meeting

Monday, April 27
Red Cedar Medical Center,
Menomonie

5 p.m. — Dinner available at Red
Cedar in Crossroads Café until 6:30
p-m. (hot/cold foods and drinks)

5:30 p.m. — Program: Women and
Diabetes — How does it affect your
life, how do you manage it?

6:30 p.m. — Business Meeting

RSVP no later than Friday, April 24,
to Debbie Paulson, 715-233-7223 or
paulson.deborah@mayo.edu.



Administrative Professionals Week
April 19-25

Q. Why was Administrative Professionals Week started?

A. Administrative Professionals Week (APW) was created by
IAAP as an annual event to recognize the valuable contribu-
tions of office support staff in business and government, and
to encourage students to consider careers as administrative
professionals.

Q. How did begin?

A.TAAP started the commemoration in 1952. APW is spon-
sored solely by IAAP. A common public misconception is that
APW was created by flower distributors, candy companies or
greeting card manufacturers so they could sell more products.

Q. When is it held?

A. APW is always held annually during the last full week in
April. Administrative Professionals Day is always held the
Wednesday of that week.

Q. Who qualifies as an administrative professional?

A.TAAP defines administrative professionals as “individuals
who are responsible for administrative tasks and coordination
of information in support of an office-related environment and
who are dedicated to furthering their personal and profession-
al growth in their chosen profession.”

Research shows that many workers around the world still hold
the “secretary” job title; however, many alternative titles have
become more popular, such as administrative assistant, office
coordinator, administrative specialist, executive assistant and

office manager. Source: www.iaap-hq.org

Special Dates for May

Birthdays

Heidi Wold, May 8
International Headquarters Pauline Spiegel, May 19
www iaap-hq.org Donna Weidman, May 20

Jean Wysocky, May 20
Wisconsin Division Kathy Briggs, May 21
www.ilaap-wisconsin.org Rachel Ouimet, May 25

Chippewa Valley Chapter
www.iaapwisconsin.com/cv

IAAP Anniversaries
Linda Bockin, 1993
Jessica Johnson, 2006
Patricia Keller, 2008
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National IAAP Events

Administrative
Professionals Day
April 22

CPS/CAP Exam
May 1-2

Wisconsin Division Annual
Meeting
May 15-16
Wausau, Wis.

Education Forum and
Annual Meeting
July 26-29
Minneapolis, Minn.

Certification Conference
October 18-21
Portland, Ore.

CPS/CAP Exam
November 6-7

Wisconsin Division
Board of Directors

President
Karen Strey CPS
(Fox Cities Chapter)

President Elect
Pat Falkenhagen CPS
(Greater Green Bay Chapter)

Vice President
Julie Thomas CPS
(Madison Chapter)

Secretary
Pat LaBucki CAP
(SE Wisconsin Chapter)

Treasurer
Kathy Princeton CAP
(Waukesha Chapter)

Great Lakes District Director
Sam Gill CPS
(Michigan Division)



Committee Reports

CPS Services — Chair Kim Yeager CAP
* Be sure to test your knowledge with the sample CPS/CAP questions on page 5.
* Applications must be postmarked by August 15 for the November exams.

Membership — Chair MaryEdna Hagen
* See page 4 for information about new members that joined at the IMPACT meeting in February.

Newsletter — Chair Michele Halterman

¢ Please send articles to help make our newsletter special for everyone. We all need to take time to
share good news, tips/tricks, administrative updates or whatever you find interesting.

¢ The deadline for submission for the newsletter is two weeks prior to the chapter meeting.

Office Personnel Seminar — Chairs Donna Weidman and Kathy Briggs
* Watch the May newsletter for a report on our 45th OPS.

Professional Development — Chair Beth Munson
¢ The April 27 meeting will be held at Red Cedar Medical Center in Menomonie. The topic is
“Women and Diabetes — How does it affect your life, how do you manage it?”

Ways and Means — Chair Pauline Spiegel CPS

¢ It was another successful year for the basket raffle fundraiser at the Office Personnel Seminar with
a total of 36 baskets! A BIG thank you to all who assisted in this project. A net profit of $979 was
earned. This makes a total of $1,919 (when added to 2008’s profit of $941) to be used by IAAP
members attending the Education Forum and Annual Meeting in Minneapolis.

* A profit of $276 has been earned in the advertising campaign with Lakeland College, My Friend’s
Place, Four Seasons Floral and Avon as our current sponsors. Sandy’s Clothing and Art, Erbert
and Gerberts, Globe University, Aurora Residential Services and The Plaza have also expressed
interest.

¢ Della Schindler reports that during March/April 2009, the Chapter counted ballots for RCU’s
board of director’s election. Members spent over 60 hours counting over 6,200 ballots! Results will
be presented at the RCU shareholder meeting on April 28 by Ellen Mickelson. RCU’s donation to
the Chapter for this activity is approximately $1,000. Thank you all for your time and help with
this project.

Webmaster — Chair Heidi Wold
¢ Links to OPS handouts have been added to the Chapter website.

Thank You Coviue G pace [
FUTURE INFO AND PROJECTS

Side Trip

In the May newsletter, look for a picture of Donna and Kathy standing at the IAAP World Head-
quarters, 10502 NW Ambassador Drive, Kansas City, Mo. On our trip to Kansas City, Kan., we took
a little side trip to Kansas City, Mo., and toured the entire facility. We met all but two employees
who were out ill that day. What a fun and interesting afternoon we had!

Info for Committee Chairs
Please watch for e-mails concerning the Annual Report and the May 4 budget planning meeting.

Sathy Briggs, Sresident




Meet OQur New Members!

The February IMPACT meeting enticed four wonderful ladies
to join our exciting group. Please welcome the following new
members to the Chippewa Valley Chapter of IAAP.

Anne Madison is the Education Center Coordinator for Lake-
land College-Chippewa Valley Center. Anne lives in Stanley,
and her birthday is April 4. Kim Yeager recruited Anne. Anne
was a former member of the Chippewa Valley Chapter, and
we welcome her return.

Marilyn Motzer is employeed by Luther Midelfort in Eau
Claire in the Occupational Medicine Department. Marilyn
lives in Eau Claire, and her birthday is September 4. Marilyn
also was recruited by Kim Yeager.

Gina Kildahl is an Administrative Assistant for Ahern Fire
Protection in Menomonie. Gina lives in Fall Creek, and her
birthday is August 20. Both Kathy Briggs and Sandy Hume
had a good deal to do with Gina joining IAAP.

Tina Kortes is the Regional Administrative Specialist for Auro-
ra Community Services in Eau Claire. Tina lives in Eau Claire,
and her birthday is July 19. She was recruited by Nikki Coss.

The membership committee and fellow members of the Chip-
pewa Valley Chapter encourage our new members to partici-
pate in committee work, seminars, workshops and meetings to
get the most from their membership.

Welcome to the Chapter!

5 Tips to Live Happy

(a happy life is just a bunch of “one things”)

1. Dump multitasking. Discover extraordinary energy doing
one thing at a time.

2. Plan on doing one task each day while you are earning your
living (this means one project that really counts at work
each day).

3. Plan on doing one special thing each day that you look
forward to (call your mom or sister, eat lunch with a friend,
watch your favorite TV show (one TV show).

4. Show one person you love them each day.

5. Do one thing to feel alive the next day...get to bed!

Copyright © 2008 Chere Bork, wwuw.cherebork.com, all rights reserved.

Know Your
Chapter &
Win!

Did You Know?

No one guessed the
“celebrity” living in the
Eau Claire area from
last month’s challenge.

Joanne Miller is a writ-
ing consultant who
lives about two blocks
from MaryEdna Hagen.
She is a regular by-

line contributor to the
“OfficePro” magazine.
Joanne often teams with
Susan Fenner from HQ.
Joanne and her writing
partner, Susan Jader-
strom, are co-authors of
“The Complete Office
Handbook” (Random
House) and may be
updating the 4th edition
of “Business English

at Work” for Glencoe/
McGraw-Hill. Joanne
edits on a regular basis
and may be reached at
jmiller34@juno.com.




CPS/CAP Quiz

1. Which one of the following sentences uses correct
capitalization?
a. He tells stories about his life in Northern New
York.
b. Head North and then drive to the state line.
c. He lives on the West side of the lake.
d. She is from the sunny South.

2. Which one of the following statements uses the cor-
rect pronoun reference?
a. She and me worked late.
b. She and I worked late.
c. Her and I worked late.
d. Her and me worked late.

3. When attending functions where nametags are pro-
vided, place your nametag;:
a. On your left shoulder
b. Around your neck
c. On or near your belt
d. On your right shoulder

4. Which on of the following sentences displays correct
English usuage?
a. What is the principle reason for the delay?
b. That scarf complements her suit.
c. Whenever we need help, he gives us good council.
d. A miner cannot be served alcoholic drinks.

5. Which one of the following is recommended for busi-
ness e-mail messages?
a. Use capital letters for the majority of the message.
b. Send copies only to concerned individuals.
c. Assume all email messages are confidential.
d. Use humor to convey the message.

Answers may be found on page 6.

Chapter Officers

President Vice President
Kathy Briggs Donna Weidman
Treasurer Secretary

Pauline Spiegel, CPS Kim Yeager

1.

5 Tips to Get Hope
Back in Your Life

Focus on abundance —
on your life blessings at
home, work and play.

2. Take action and establish

5 daily positive energy
rituals like getting 8
hours of sleep a night,
moving your body,
writing gratitudes, eating
breakfast, calling a friend
or family member every
day, etc.

3. Focus on the future

forward instead of the
“done yesterday.” Notice
where you “live.” Are you
living in yesterday, today
or tomorrow?

4. Practice gratitude. When

you notice yourself
slipping into fear mode,
ask yourself, “What is
good right now today?”

. When you notice yourself
really slipping into fear
mode — the big time
fear mode — move your
body immediately. Take
a walk or walk up a flight
of stairs. Exercise makes
you feel good by causing
a release of endorphins
which make you feel
happier, enhances your
immune system, and
relieves pain and stress.
How can you NOT move
your body? Plus it is
free...and free is good in
these amazing economic
times!

Copyright © 2008 Chere Bork, www.

cherebork.com




Leaving a Job? Watch Your E-mails.

With more and more Americans downsized or leaving a
job, sending the “good-bye” e-mail has become standard
procedure. It use to be that the boss would send a memo
or make an announcement at a meeting that an employee
was leaving, but now the person leaving has additional
technology to say good bye.

For some, this is a chance to be clever and leave with a little
humor. That’s exactly what Jim Neill from the National
Association of Manufacturers did when he sent around a
farewell e-mail announcing “Free food in the employee
lounge.”

Others use their farewell message to leave on good terms or
tish for some job leads. Such a message is usually crafted with
praise for their employer and then distributed to co-workers
with a resume attached in hopes of finding a new job.

But for some, the farewell e-mail is used to rant about the
unfairness of the company, the boss, and, perhaps, the world
in general. While this may temporarily provide soothing

for an injured psyche, it really does nothing positive for the
worker that is leaving. Other employees may view him/

her as simply a troublemaker or “sour grapes.” They may be
reluctant to recommend him for another job because of his
“attitude.”

I remember a word of advice given to me when I was leaving
a large hospital system in Milwaukee many years ago.

The CEO wanted me to meet with him and give him my
impression of several leaders in the organization. I consulted
with a friend before this meeting and asked what I should
do. He said, “Remember the rule of relationships. Unless
you want to continue and deepen the relationship, there is
absolutely no reason to discuss issues or problems. Since you
are leaving, the CEO simply wants to use you for his own
agenda.”

He was right. I met with the CEO and thanked him
graciously for all the wonderful experiences at the hospital.

I have followed that rule ever since. And when I was laid

off from my VP job 10 years ago, I attended a party in my
honor and again thanked everyone. It is an approach that has
worked for me. I always seem to land on my feet.

“Barbara Bartlein, CSP, is The People Pro ®, and President of Great Lakes Consulting Group,
LLC, which helps businesses sell more goods and services by developing people. She presents
keynotes and seminars on stress management, balance, productivity, customer service and

leadership. She can be reached at 888-747-9953, by email at: barb@ThePeoplePro.com or visit her
website at http://www.thepeoplepro.com

Chapter Meetings
& Events

Executive Committee
Meetings
First Mondays. All members
are invited to attend.
RSVP with Kathy Briggs at
khbriggs@yahoo.com.

Chapter Meetings

April 27, Red Cedar
Medical Center, Menomonie
“Diabetes Education”

May 25
Open

CPS/CAP Answers

from page 5
1.D;2.B;3.D;4.B;5.B
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Mission: To be the acknowledged,
recognized leader of administrative
professionals and to enhance their
individual and collective value, image,
competence and influence.

Vision: To inspire and equip all
administrative professionals to attain
excellence. To provide education and
training and set standards of excellence
recognized by the business community
on a global perspective.

Chippewa Valley Chapteris published
monthly approximately one week
prior to chapter meetings. Deadline for
articles is two weeks prior to chapter
meetings. Comments, questions and
story ideas may be directed to Michele
Halterman at halterman.michele@
mayo.edu.

Michele Halterman, Editor
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Serving Eau Claire Since 1959

117 W, Grand Ave BA4-2007 ~ BiWk-637-4654
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Direct Mail
Presort Mail

2452 Truax Blvd
PO Box 805
Eau Claire, Wl 54702
715-836-0138 | 800-507-7070
Fax: 715-836-7636
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Tyler Wlden 1500 First Ave. Suite 2
phone: 715.723.4943 Chippewa Falls, Wl 54729
fax:715.723.6293 email: twiden@colorpath.com
cell: 715.225.1000 www.colorpath.com

Phone: 715-7

E-mail: rdovimel@aocl.com
Visit my websile: rovimet.avonrepreseniative.com

Avon is a world leader in anti-aging skin care products, fragrance, and
color cosmetics. Its product line includes beauty products, fashion
Jewelry, and apparel. Please contact me to learn more.




Please Patronize Our Sponsors

Earn your degree

without tying
your life in knots.

Ifyou’re a busy person trying to keep balance in your
life while you get ahead, Lakeland College’s Kellett
School of Adult Education is the ideal place for you.

You'll find the perfect package of quality instruction,
affordable tuition, maximum credit transfer and
unbeatable flexibility.

You'll find BlendEde—a popular approach to learning
that offers the unique flexibility of completing course-
work in class or online from week to week. Your choice.

Lakeland’s content-rich classes are taught at a
comfortable pace over traditional 12-week semesters.
You can even take up to three classes before applying
for admission to the program—just to give it a try.

Schedule a no-obligation meeting with one of our
on-site counselors soon, and find out how you can earn

your degree at Lakeland without tying your life in knots.

CENTER LOCATIONS

Chippewa Falls Green Bay Milwaukee
800-993-3413 888-861-8255 800-421-2949
Marshfield Neenah Madison
800-522-9473 888-942-4444 608-244-2725

Wisconsin Rapids Sheboygan
800-522-9473 800-569-2166

BACHELOR’S DEGREES
Accounting
Business Management
Computer Science
Criminal Justice
Education (PK-6, 1-8)
Hospitality Management
Marketing

Specialized Administration

MASTER’S DEGREES

Business Administration
(Traditional, Accounting,

Finance, Health Care Management,
Project Management)

Counseling
(School, Community,
Higher Education)

Education
Theology
NOTE:
All degrees are not offered at all centers.

Please contact the center nearest you to
confirm program availability.

LAKELAN

COLLEGE
Hallstt School of Adult Edecation
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