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[What's Your Communication Color 


Re , gr en, or 
blue - which are you? 
It's just plain fun to learn 
about conununication 
styles. But more impor
tant than that is you can 
really have an impact on 
others when you under
stand various styles. Not 
everyone has a 
"preferred" conununica
tion style but if someone 
does, you will want to try 
to determine that and 
which one. The reason 
is you want that person to 
listen to you and be open 
to whatever it is you are 
communicating. You can 
also use this information 
to be persuasive, build 
rapport, and balance the 
other person's style. 

Red : Concrete, impul
sive, risk taker. Likes to 
get things done and is 
very action-oriented. 
Wants to know the short
term objectives of a pro
ject. Doesn't like indeci
sion and vagueness in 

others. Be supportive of 
Red ' s goals and objectives. 
Be businesslike. A void 
trying to get personal. If 
you disagree, argue the 
facts, not feelings. Be 
short and to the point. 

: Empathetic, per
sonal, intuitive. Empha
sizes human relationships 
and feelings when commu
nicating. Likes to be in
volved in decision-making 
process. Enjoys friendly, 
informal relationships with 
everyone. Don't hurry the 
discussion. Emphasizes 
feelings . Try to avoid ar
guments, but look for al
ternative solutions you can 
both agree on. 

Blue: Introspective, crea
tive, conceptual. Makes 
associations, has insights. 
Needs personal freedom. 
Enjoys expressing ideas. 
Asks questions for under
standing. Can take small 
pieces of information and 
form a whole. Be suppor

tive of Blue ' s feeling and 
idealism. Try to show 
that you are interested in 
him/her as a person. Be 
informal, casual. 

Green: Precise, analyti
cal, impersonal. Likes 
consistency and logic. 
Prefers clear procedures, 
rules and regulations. Be 
systematic, exact, organ
ized and prepared with 
Green. Give Green time 
to make a decision. 
Don ' t push for quick ac
tion or response. Provide 
solid, tangible evidence 
to support your ideas. 

Are you just one color or 
a combination of all? 
What about 
those you 
work with? 
What color 
are they? 

Joan Burge 's Monday Motiva
tors - mOl iva
lOl's@)officedynamic ,com 
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IPresident's Message 

As president of our local IAAP chapter, my time is almost done. Tomorrow, 
Janice Walpert will take over and lead this fine group. To all the people that I 
have met and worked with during this past year I would like to say thank you. 
Thank you for all the wonders of the job. Thank you for all the new things I 
have learned. Thank you for all the new people I have met. But most of all I 
would like to thank the members that took their own time throughout the year 
to make this, in my humble opinion, the best year of our entire chapter's life 
span. We had a wonderful Executive's Day meeting in October. Our Impact 
meeting in February ended with several new members. And our Administrative 
Professionals Day this past April was outstanding. All of this was due to great 
people leading and coming up with great ideas! I am proud to be part of such a 
group. Proud to count a lot of you as my friend. Thanl< you for making this an 
outstanding year. 

Valerie Sorenson 

Fates fro;-T~xas-Louisian; Division Meeting 

Below is some information from the recent Texas-Louisiana Division Meeting and Educational Forum 
held May 15-17 in Shreveport, Louisiana . 

Saturday Business Meeting 

1. 	 Revenue reports will be posted online. 
2. 	 Member and Chapter of Excellence submissions are due by July 10, 2009. 
3. 	 NOLA Chapter donated $6,000 to the Texas-LA Division . 
4. 	 The International Convention at Minneapolis, Minnesota: 

* 	 Renamed to the 2009 Educational Forum and Annual Meeting to better reflect the mission 
of the event. 

* 	 Early bird registration ends June 5, 2009. 
* 	 The host hotel , the Hilton Minneapolis, is sold out. 
* 	 The Business Sessions have been streamlined . 
* 	 The Delegate Voting has been restructured. 
* 	 The Educational Sessions have been increased. 

5. 	 The Amarillo Chapter has been awarded the privilege of hosting the 2010 Texas-Louisiana Divi
sion Annual Meeting and Educational Forum. The dates are May 14-16, 2010. 

6. 	 The Greenspoint Area Chapter has been awarded the privilege of hosting the 2011 Texas
Louisiana Annual Meeting and Educational Forum . The dates are May 13-15, 2011. 
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lContinued from page 2-TX-LA Update 

7. 	 International will propose a dues increase of $25. IAAP has increased dues only $10 over the last 25 
years. Reasons behind the proposed increase are: 

* 	 To lower the dependence of non-dues revenue to provide stability. 
* 	 To undertake Capital Improvements at IAAP Headquarters. 
* 	 To implement new opportunities and technologies. 
* 	 To increase low reserves to acceptable levels. 

Division Member of the Year Luncheon 

Frances Jackson, CPA/CAP-Clear Lake/NASA Area Chapter was selected the Division Member of the 
Year. The other finalists included: Charlene Kesee CPS/CAP-West Houston Chapter; Susan Noakes, 
CAP-Fort Worth Trinity Chapter; Virginia Swanson, CPS-Pelican Chapter; and Tina Wiggins, CPS
Woodlands Area Chapter. 

Darn it! I KNOW 
I can do this ... 

After a d'ecade of scrimping on education 

funding, the nat1'on found itse,lf crippfed by 

skills shortages. People fell ove'r a lot too~ 
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[Always Be 

Always, 

Be understanding to your enemies. 

Be loyal to your friends. 

Be strong enough to face the world each day. 

Be weak enough to know you cannot do everything alone. 


Always, 

Be generous to those who need your help. 

Be frugal with that you need yourself. 

Be wise enough to know that you do not know everything. 


Always, 

Be willing to share your joys. 

Be a leader when you see a path others have missed. 

Be a follower when you are shrouded by the mists of uncertainty. 


Always, 

Be first to congratulate an opponent who succeeds. 

Be last to criticize a colleague who fails. 

Be sure where your next step will fall, so that you will not tumble. 

Be sure of your final destination, by setting your goals along the way. 


Above all , 

Always be yourself. 


Poet Unknown 

Sabbatical [se-bat"-i-kel] - noun: any extended period of leave from one's 
customary work, especially for rest, to acquire new training, etc. "My juices 
needed restoring, I needed a sabbatical from the record business." - Norman 

~~~-=~~~~~Granz 

Flamboyant [flam-BOY-ant] - adjective: 1) characterized by waving curves suggesting flames; 2) marked 
by or given to strikingly elaborate or colorful display or behavior. The circus performers were easily identifi
able by their flamboyant costumes and stage makeup. - Merriam-Webster 

Ulterior [ul-TEER-ee-er] - adjective: 1 a) further, future; 1 b) more distant, remoter; 1 c) situated on the far
ther side, thither; 2) going beyond what is openly said or shown and especially what is proper. The poet, 
by an ulterior intellectual perception, gives [symbols] a power which makes their old use forgotten, and puts 
eyes, and a tongue, into every dumb and inanimate object. - Ralph Waldo Emerson, Essays: Second Se
ries 
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When Mary Kay Ash started her career in sales with Stanley Home Products, she figured she could learn something at the 

company's annual convention. But the trip cost $ 12.00 (including train fare and hotel), and Ash didn't have $ 12.00. So, 

she borrowed it from a friend who told Ash she should spend the money on shoes for her children instead of some 

"wicked convention like men go to." 

Ash wasn't sure if the fee included meals, so she took along a pound of cheese and a box of crackers. She didn't own a 
suitcase, so she emptied her Stanley case, and packed it and went. That was her first great move. Those three days 
changed her life. Ash - who later founder May Kay Cosmetics - watched company leaders crown their Queen of Sales 

and present her with an alligator handbag. An employee of three weeks, Ash sat in the last row and yearned to stand in 
that spotlight. She vowed that next year, she would be Queen of Sales. 

Then, Ash made her second greatest move. Among the lessons that day was to "hitch your wagon to a star." So, Ash 
"hitched to the queen so hard, she must have felt it ... even from the back row." After the ceremony, the novice asked the 

Queen of Sales to put on a Stanley party so she could learn from the best. Ash took 19 pages of notes at the party and 

saw her sales jump immediately from $7 to $28 per party. 

Ash's third great move came from another lesson that day: "Tell somebody what you are going to do." She saw instantly 
how that would help her stick to her goals, so she straightened her little hat marched up to President Frank Stanley 
Beveridge and said, "Next year, I am going to be the Queen." 

He could have laughed, but instead he held her hand for a moment, looked into her eyes and said: 'You know, somehow 

I think you will." 

Bottom line: At the end of the year, Ash did become Queen of Sales. And the rest of history. 

Adapted from Miracles Happen, Mary Kay Ash, Harper Perennial 

r - -------------------- ------ -- --~ 

: New Members : 
I I 
I I 
I I 
I I 
:Eva Goodman, Mechanical Engineering : 
I (recruited by Lisa Benavides) t 
I I 
:Lanita Jackson, Office of the Dean of Educa- t 
I tion r 
I I 
:Susan Mitchell, Office of the Dean of Education 

:Theresa Morrison, Marketing Dept., Mays Busi
ness School (recruited by Spring Robinson) 

Spring Robinson, Marketing Dept., Mays Busi
ness School 

Allison Sober, Office of the Dean of Education 

Shawn Swain, Physical Plant, (recruited by 
Helen Hancock) 

Membership Update 

Chapter members - 12 
Members-at-Large - 9 
Division Member-at-Large - 1 
Total June Membership -112 

Meeting RSVPs 

If you RSVP to our chapter meeting and 
need to cancel, you must cancel 24 
hours in advance of the meeting, either 
to the President or Treasurer. If you are 
simply a "no show", or if your cancella
tion request is received too late, our 
chapter has to pay for the meal you 
don't eat. Please be sure your cancella
tion is received in time. If the cancella
tion is not received in time, you will be 
billed for the meal. 
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10 Grammar Mistakes That Make You Look Bad 

These days, we tend to communicate via the keyboard as much as we do verbally. Often, we're in a hurry, quickly 

dashing off e-mails with typos, grammatical shortcuts (I'm being kind here),andthatbreezy,e.e. cummings, no

caps look. It ' s expected . It ' s no big deal. But other times, we try to invest a little care, avoiding mistakes so that 

there ' s no confusion about what we're saying and so that we look professional and reasonably bright. 


In general , we can slip up in a verbal conversation and get away with it. A colleague may be thinking, Did shejusl 

say "irregardless? ", but the words flow on, and our worst transgressions are carried away and with luck, forgot

ten. 


That's not the case with written communications. When we commit a grammatical crime in e-mails, discussion 

posts, reports, memos, and other professional documents, there's no going back. We're just officially gone on re

cord as being careless or clueless. And here's the worst thing. It's not necessary to be an editor or a language 

whiz or a spelling bee triathlete to spot such mistakes. They have a way of doing a little wiggle dance on the 

screen and then reaching out to grab the reader by the throat. 


So here we are in the era of Word's red-underline "wrong spelling" feature and Outlook ' s Always Check Spelling 

Before Sending option, and still the mistakes proliferate. Catching typos is easy (although not everyone does it). 

It's the other stuff~orrectly spelled but incorrectly wielded-that sneaks through and makes us look stupid. 

Here's a quick review of some of the big ones. 


Loose for lose 

No : I always loose the product key. 

Yes: I always lose the product key. 


It ' s for its (or forbid , its') 

No: Download the HTA, along with it's readme file. 

Yes: Download the HT A, along with its readme file. 

No: The laptop is overheating and its making that funny noise again. 

Yes: The laptop is overheating and it's making that funny noise again. 


They're for their for there. 

No: The managers are in they're weekly planning meeting. 

Yes: The managers are in their weekly planning meeting. 

No: The techs have to check there cell phones at the door, and their not happy about it. 

Yes: the techs have to check their cell phones at the door, and they' re not happy about it. 


Effect for affect 

No: The outage shouldn ' t effect any users during work hours. 

Yes: The outage shouldn ' t affect any users during work hours. 

Yes: The outage shouldn' t have any effect on user. 

Yes: We will effect several changes during the downtime. 

Note: Impact is not a verb. Purists, at least, beg you to use affect instead. 

No: The outage shouldn't impact any users during work hours. 

Yes: The outage shouldn't affect any users during work hours. 

Yes: The outage should have no impact on users during work hours. 


(continued on page 7) 
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IGrammar Continued 

i.e. for e.g. 

No: Use an anti-spyware program (i.e., Ad-Aware). 

Yes: Use an anti-spyware program (e.g., Ad-Aware). 

Note: The term i.e. means "that is"; e.g. means "for example." And a comma follows both of them. 


You're for your 

No: Remember to defrag you ' re machine on a regular basis. 

Yes: Remember to defrag your machine on a regular basis. 

No: Your right about the changes. 

Yes: You're right about the changes. 


Different than for different from 

No: This setup is different than the one at the main office. 

Yes: This setup is different than the one at the main office. 


Lay for lie 

No: I got dizzy and had to lay down. 

Yes: 1 got dizzy and had to lie down . 

Yes: Just lay those books over there. 

Then for than 
No: The accounting depaliment has more problems than we did. 
Yes: The accounting department has more problems than we did. 
Note : Here 's a sub-peeve. When a sentence construction begins with Jf, you don't need a then. Then is implicit, 
so it's superfluous and wordy: 
No: If you can't get Windows to boot, then you'll need to call Ted. 
Yes: If you can't get Windows to boot, you'll need to call Ted. 


Could of, would of for could have, would have 

No: I could of installed that app by mistake. 

Yes: I could have installed that app by mistake. 

No: I would of sent you a meeting notice, but you were out of town. 

Yes: 1 would have sent you a meeting notice, but you were out of town. 


Thanks to Betty Cotton for providing these helpful tips from Jody Gilbert . 


Menlbers in the News 

IAAP Member of Excellence 

Betty Cotton Sheila Dotson 

Valerie Sorenson Gayle Willis 
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Nitty-Gritty Minute Taking 
-	 ---"'----- 

I hate taking minutes. What do I write down? How do I know what's important? Streamline 
your minute-taking by recording notes as bullet points. Distill any conversation down to what is 
essentials. 

• 	 What are the pros and cons being pointed out? 
• 	 What decision was made? 
• 	 Who is responsible for the next steps? 
• 	 When should the next steps be completed? 

Usually there's no need to record a discussion word for word. And you don't need to attach 
names to specific comments, unless someone asks to "let the minutes show" they raised a par
ticular concern. 

Topic: Company Picnic 

• 	 Event date: October 1 5 
• 	 Discussion: Should we hold the event at Central Park again? Pros: Park is conveniently lo

cated. Cons: Some think it's too crowded. 
• 	 The committee will handle food again. Carson volunteered to chair. 
• 	 Action: Tom will look into other venues and book the park if nothing else is available. Tom 

will update the group at our next meeting. 

Administrative Professional Today, October 2008 

[Safe Assumptions Y~u Can Make 
r	Most people realize that making assumptions is bad and can get you into some serious trouble. As humans, we 
all tend to make assumptions. Here are some "safe" ones ... things you can feel okay in assuming: 

* 	 The e-mails you send will be seen by more people than those they're addressed to. 

* 	 Things said "just between you and me" won't stay that way. 

* 	 The time you pick to take a long break or lunch will be the same time your boss looks for you. 

* 	 The "minor" rule you choose to ignore will be the pet peeve of the manager that catches you. 

* 	 Call in sick so you can do something else and you will be seen by someone who knows you should be work
ing. 

* 	 Treat one customer poorly and ten people will hear about it - including someone who has authority over 
you. 

* 	 Your ability to get "another job" will be directly related to how well you do on the job you have now. 

* 	 Whenever you think "no one will know," someone will. 

* 	 Whenever you think "no one will care," someone will. 

* 	 Whenever you think you're as good as you need to be, you aren't. 



VOLUME 2, I SS UE 9 P A GE 9 

~ALENDAR OF EVENTS 


Installation ofOfficers 

Jlme 16, 2009 

5:30p.m. 

College Station Hilton 

Bltilding Winning TealllS 


Dr. Don RenclIie 


Jltly 21, 2009 


5:30 p.m. 

College Station Hilton 

International Convention 

July 26-29, 2009 

Minneapolis, Minnesota 

"" 
"When we see land as a community to which we belong, we may begin 
to use it with love and respect." ~ Aldo Leopold (1886-1948) 

p.--------' "Laughing is inner jogging." ~ Norman Cousins 

"The great aim of education is not knowledge but action." ~ Herbert Spence 

"He who does not get fun and enjoyment out of every day ... needs to reorganize 

his life." ~ George M. Adams 




INTERNATIONAL ASSOCIATION OF 
ADMINISTRATIVE PROFESSIONALS® 

Bryan College Station IAAP Chapter 
P.O. Box 1881 
College Station, Texas 77841-1881 

Phone: 979-845-0060 
E-mail: sorenson@cse.tamu.edu 

Newslener submissions should be sent to Rosie Schoenfeld at 
rschoenfeld@ag.tamu.edu. 

"Never jUdge a book by its movie." 

- J.W. Eagan 

HAP's VISION is to inspire Qlld equip admillis

tratire profl·ssiollClls to attaill excellt'llCe, 

JUNE 


June is named after the Roman goddess 

Juno. Juno was the Roman goddess for love 

and marriage, and that is why so many wed

dings traditionally take place in June. June 

is the 6th month of the year. Flag Day is 

celebrated on June 14. Father's Day is cele

brated on June 21. 


Father's Day was started in 1909 by Sonora 

Louise Smart Dodd from Spokane, Wash

ington to honor her dad, William Smart. 

Dodd's mother died during childbirth. 

When Dodd was grown up she realized how 

much her father had sacrificed for her and 

her sibling. 


President Lyndon B. Johnson officially de

clared the third Sunday in June Father's 

Day. 


OFFICER AND COMMIT Cl-IAIR 
President-Valerie Sorenson CAP 
845-0060 (Office) 
sorenson@cse.tamu.edu 

President-Elect-Janice Walpert CPS/CAP 
845-2527 (Office) 845-6825 (Fax) 
jwalpert@athletics.tamu.edu 

Vice President-Rosie Schoenfeld CPS 
862-3932 (Office) 458-0141 (Fax) 
rschoenfeld@ug.tamu.edu 

Secretary-Myong Ledesma CPS/CAP 
845-3243 (Office) 
ledesma@mail.chem.tamu.edu 

Treasurer-Maria Medrano 
845-7321 (Office) 
maria-medrano@tamu.edu 

Past President-Sheila Dotson CPS/CAP 
845-1646 (Office) 845-0051 (Fax) 
sdotson@tamu.edu 

Certification Chair-Kathy Pilgrim CPS/CAP 
845-4154 or kpilgrim@tamu.edu 

Publicity-Mary Ellen Rowan CAP 
845-8436 or Mary-Ellen@tamu.edu 

Webpage-Sheila Dotson CPS/CAP 
845-1646 (Office) 845-0051 (Fa'() 
sdotson@tamu.edu 

APD-Betty Cotton CPS/CAP 
458-0630 or blconon@tamu.edu 

Ways n' Means-Tana Chappell CPS 
458-6620 or tchappell@tamu.edu 

Membership-Lisa Benavides CPS/CAP 
845-7051 or Ibenavides@bushschool.tamu.edu 

Bylaws-Cindy Hurt CPS 
845-6691 or cynthiahurt@tamu.edu 

Hospitality-Janice Couts CPS/CAP 
845-0800 or Janice-a-couts@tamu.edu 

Special Events-Shelia Dotson, Janice 
Walpert and Valerie Sorenson 

Newsletter-Rosie Schoenfeld 
862-3932 or rschoenfeld@ag.tamu.edu 

Mentorship-Myong Ledesma 
845-3243 or ledesma@mail.chem.tamu.edu 

Historian-Susie Billings 
847-9357 or s-billings@tamu.edu 
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845-7995 or law@tamu.edu 
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