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Speaker: Karen Wright

your life in any segment: family, Ka r e n Wright o6s
career, personatlevelopment, international speaker, facilitator
etc. Learn to tap into your ownand consultant brings her
wisdom, live with high integt,  beforethose searching for new
and build personal credibilityanswer s to ol d
and joy. Inone short evening secret of a joyful life is to
you can recapture yourmanage t he mi
indomitablespirit and plan for thoughts. Fear is a lie we tell
a remarkable year. ourselves. Joy is knowing

: . . that, 0 she
As we enter this New Year, In this sgssmn we will ) rich experiences in education,
the time is perfect for Y Identfyapersndlymeninglil jnyestment brokering, TV nesy
reclaiming the joy and success definition of Integrity and pysiness consulting, and
we have always envisioned Ways to be true to yourself in yersonakoaching bring depth
for our lives. What makes life the face of uncertainty by io her wisdom and inspiration
really work? Where it flows building your own Personal {4 ner audiences. Through her
smoothly and positive things Decree. onlineezi ne,
happen way more than negative | Explore the Law of Alignment worldwide.

ones? How do you experience and learn to distinguish You may contacher at:
peace even in uncertain betweene g o 0 s opi karen-wrightminded.com
times?There are a few secrets your own personal wisdom. or at her website:

to living I'i f e wel |l q Aagsess your professiona  Www.wrightminded.com

that we discover as we cre(ibjlity and how to become
maturei if we pay attention. jndispensable by making truly

This evening will cover the \5jyed contributions in your
keys to showing up fully for ~5reer.

‘ Coast Bellevue Hotel ‘
‘ 625 116th Ave. NE ‘
Bellevue, WA 98004

@ officeMax:

Many thanks to our sponsor!

RSVP by: Thur., January 14, 2010 (Noon)

See page 3 for RSVP information and
Schedule of Events
This program qualifies for recertification points.
| M Y S |

prof e

Karenos


http://www.wrightminded.com
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Officer's Message
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By Sandy Davis—IAAP LWE Treasurer

What is the role of Treasurer
and what duties are pdormed?

Per our Chapter Bylavs,

which will show a The duties of the Treasurer
comparisonbetween theare important and | would
approved budget an like to share with all of you
paidout expensésdate what | do on a monthly

submitted to the Board « { Attend the monthly Board

Article IlI, Section 5. Prepare a cotde fhancial basis.
Duties: statement which shall k
E: The Treasurer shall: Directors at the conclusidn

1

Be responsible for all funds
of the Chapter anfdr the

reords of itsiarcial affairs;

depositing said funds in &
bank approved by the
Executive Council and

make disbursements only
upon presentationaifjinal | have really enjoyed being
invoce and properyxecuted Treasurer of the Lake Washington
vouchers East Chapter this year. Being

Be bonded with gmiums Treasurer has given me
paid from Chapter funds ~OPportunities to grow and
Process new signatory cartjidProve skills that | use at

within 30 days of takingWOfk and in my everydaylife.
office | look forward to the New

Pay all bills promptly, the Year and adiitional opportunities

checks to besigned by the 't May bring.
Treasurer and the President _
Keepa complete and @a@te One opportunity that has

record of Chapter membershg2!'y helped me s
and inform [I)C?vision and pBresentmg the budgetand

Internaonalof all changes the monthly statementgo the

. Chapter at the monthly
Forward International and.meetings. | am not one

ceordance with Inematona!10 SOy presentingo a
and Division Bylaws and roup of people as | easiy get
y nervows, but since September

S:]ar_ld:]:g Rules .. my confidence has grown
Chair the Finance Comneifte and the nervousness has

prepare theChapter BUdgetdecreased. | felt so
and preseatt the Septembery , ¢4 rahle presenting |

Board meeting and theeven volunteered at work to
September Chapter meetmgkI

K he book resent to our admin team:
eep the books on a currept, my job is, the importance
basis and make a monthl

%t it and how it helps them.
financial report to the @har '+ onc NOW IENeEIpS them

the Annual Meeting

Board of Directors

the term of office, and shi
be filed with the minutes (committee

Perform such other duties with
may be assigned by tlstatemen

Meeting. Go over the
budget and expenses for each

fiBalance the check book
the monthly bank

fPrepare the monthly
statement and send to
Finance Committee and
Executive Council for
Review and make any
necessarychanges

T Present the monthly
statement to the Chapter
Members at our monthly
Chapter Meeting

| believe that | have given
some insight to what your
Treasurer does for the Chapter
and its members. If you
have any questions or are
possibly interested in being
Treasurer, please contact
me! Whether it be email

or talking at the Chapter
meeting, | am always @ailable.

Contact information:
425705-8884
sandrada@microsoft.com

Sandy Davis


mailto:sandrada@microsoft.com
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January 20, 2010
IAAP Lake Washington East
Chapter Meeting Information

Schedule of Events Dessert Cost
Passionberry Cream $25.00 IAAP LWE Members with
5:30p.m.A Check-in,

Networking & Icebreake r Drinks Starbucks regular and RSVP

5:45p.m.fA Introduction s & decaffeinated coffee, assorted $3000 Non-Members, Guests
Dinner Tazo Teas and lat eRSVP

6:30 p.m.ii Guest Speaker

Reservation Deadline
To make reservations Thursday, January 14, 2010

Available only for

and menu selection, please LWE Chapter Members

RSVP to Donella Robbins CP S. . : oChair onlyé6 reservat
Cancellation Deadline (no meal included)

Menu Monday, January 18, 2010 available at no cost

Beef OR Chicken Kabobsfi  ponemper to have (Please RSVP your

Skewered with alternating checks prepared in attendance as well)

portions of fresh vegetables, advance and made

served on a bed of white rice. payable to IAAP -LWE . If
paying with cash, please
have correct change to

Cheese Raviolifi Served ¢€xpedite the check-in
with sun dried tomato process.
basil cream, with fresh Late Cancellations and

seasonal vegetables and . .
garlic bread. No Shows will be billed

Vegetarian Option:

Certification News
By Joi Gemigniani

Certified Professional Secretary (CPS) and Certified Administrative Professional (CAP) i certifications
offered by IAAP provide a way to get ahead in the workplace and distinguish yourself from the rest. You
may also receive college credit from acquiring these certifications.

The spring CPS/CAP tests will be here before you know it! The exams are offered every May and Novem-
ber. Deadline to apply for the May 2010 exams is February 15, 2010.

Study groups are being formed for the next test. If you are interested in taking the Spring 2010 tests in

May or would like to know more about the certification please contact Joi Gemigniani at
antjoi@yahoo.com, Suzanne Phillips CAP at zellaphil@hotmail.com or Alisa Duclos at
aduclos@expedia.com

———————————————————————————————————— |

g



mailto:d.robbins215@comcast.net
mailto:antjoi@yahoo.com
mailto:zellaphil@hotmail.com
mailto:aduclos@expedia.com
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January 2010
Sun Mon Tue Wed Thu Fri Sat

1 2
U0 Jan & Board Meeting
Office Team 3 4 5 - 7 8 9
13920 SE Eastgate Way
Suite 420
BeIIevuL:al,?NA 98005 10 11 12 13 14 15 16
5:30-7:30 PM
U Jan 161 Strategic Planning Session 17 18 19 - 21 22 23
Eastside Bahaodoi] Centet
16007 NE 8th St 24 25 26 27 28 29 30
Bellevue, WA
8:00-12:00 noon 31

U0 Jan 261 LWE Chapter Meeting

Coast Bellevue Hotel FEbruary 20 10
625 116th Ave. NE

Bellevue, WA 98004
N NN . \Y[e]g! Tue Wed Thu

U Feb & Board Meeting

Office Team
13920 SE Eastgate Way
Suite 420
Bellevue, WA 98005 7 8 9
5:30-:7:30 PM

12 13

) _ 14 15 16 19 20
U Feb1d LWE Chapter Meeting

Coast Bellevue Hotel 21 22 23
625 116th Ave. NE

Bellevue, WA 98004 28
S N N N T

26 27

U0 Mar 3 Board Meeting

Office Team MarCh 2010

13920 SE Eastgate Way
Suite 420
Bellevue, WA 98005

5:30-7:30 PM

U Mar 8-10f Professional Education
ConferenceReno, NV

U Mar 17f LWE Chapter Meeting
Coast Bellevue Hotel
625 116th Ave. NE
Bellevue, WA 98004

"""

LWE=Lake Washington East

28 29 30 31
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Holiday Auction Review
By Mira Salisbury

Our Fifties Sock Hop was a
success! We raised $2,700
for the Lake Washington
East Chapter. Everyone had a
lot of fun and we had
many last -minute donations
for the silent auction. | want
to thank you all for atten ding
and contributing to this
great success.

This year, Jerry Toner could
APink Ladyo "% P PUr gyptopeer as he
Winona Esposito CPs Was under the weather. We
had the O0Pink
for our fun evening as the
live auctioneer. She thrilled us with
her out-dated accent and smoking
habit, while keeping the air
charged and the bidding going.

Holiday Auction Committee Members

Winona Esposito CP& 20092010 LWE

Chapter President

Pat Linth@ 20092010LWE PresidenElect

Sandy David 20092010 LWE Treasurer
Joi Gemigniani

Donella Robbins CPS

Leanne and Claire Schuh

Tamra Chinn

Donation Acquisitions

Hotelsd Betty Amundson CPS/CAP,
Rita Shemchuk CPS/CAP, Diana Wilson
Restaurantd Donella Robbins CPS
Puget Sound Energy Basket Valerie
Rucker

L Pages]

Hotel Liaison
Donella Robbins CPS

Silent Auction Donations

Lynanne Lewis, Winona Esposito CPS,
Donella Robbins CPS, Jacqueline Petrick
CPS, C.J. Estrella CPS, Diana Wilson,
PatBuckl ey CPS, Bin| |
Debbie Pearson CPS, Mira Salisbury,
HerbanWellness, The Finest Accessories.

We also had several lastinute donations
without _the donords

Lol &ill 1ketb Bive Yhem the credit
they deserve. These contributions all made
it possible to have such a successful event.
Thank you to all!
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You Already Know Parliamentary Procedure!
Submitted By Jacqueline Petrick CPS
Lake Washington East Chapter Parliamentarian

Jacqueline Petrick
CPS

Informal Phrase

2

2

2

-1}

-1}

=1}

=1}

He
Oh vy
Let

Gr e

hav

eah

i deal

Too often people think that Pari amentary
Procedure or Robert
(RONR) are restrictive, rigid, and
cumbersome. The truth is that RONR

is a reference manual. It is the guide
that tells you what to do in any
organized society where no other
rules exist. It can help you run
effective and efficient meetings

e an idea. o

?0

o for a wal k on the

Letodos do it. o

wal king. 1todos refre

Il 6d rather watch

out wal king to the

hat sounds better. o

fused. Wh at are we

et6s make a decisio

t shall we do, wal k

nt to wal k. Oof f w e

without wasting time which is such a
precious commodity in
Please visit
http://parliamentarians.org/
for more information
resources.

and

Parliamentary Equivalent

Seeking Recognition

Being acknowledged (floor)
Sthtiagaaanbtiord

Motion has been seconded
Mdtionrisglisciissed

Mdtien isldiacssseglt bal | g ame
Armpeadmens to theamotioh o wat c h t
Amended motion is accepted.
Pant ok Inferrgation.b out ? 0
gall for the vote

he

Mentdpersovote. wat ¢ h  t game

yate.iscconcluded, the majority wins and
the decision is stated for the record.

(Continued on page 7)


http://parliamentarians.org/
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You Already Know Parliamentary Procedure!
Submitted By Jacqueline Petrick CPS (Continued)

(Continued from page 6)

Meeting Tip

Tips to help make meetings efficient:

1. Start on time.

2. Have a detailed agenda listing all items of business known in advance, with wording of motions if known.
3. Set time limits for reports.

4. Ask officers and committee chairmen in advance if they have a report and if it includes any
recommendations or motions.

5. Require all main motions and non -trivial secondary motionsto be in writing.

6. Refer any time -consuming, delayable motions to a committee to perfect.

7. Limit debate to 2 or 3 minutes per speech and/or the total debate time per motion to 10 minutes
(requires a 2/3 vote).

8. Keep debate germane (relevant) and non -redundant.

9. Disallow (or closely limit) discussion when no motion has been made.

10. Use unanimous consent if no one speaks against a motion in debate. ("Is there any objection to the
adoption of the motion? [pause] Since there is no objection [pause] the motion is adopted.")

11. Use voting cards instead of a rising (standing) vote, and don't  count votes unless a visual (rising, or
voting card) vote is questionable.

Meeting Myth

Myth: When a meeting is a little "too" efficient and the assembly adopts a motion hastily that later is
thought to be unwise, once adopted it is too late to do anything about it.

Fact: The motions to Reconsider, Rescind and Amend Something Previously Adopted can often be used
to remedy motions adopted too hastily. See Robert's Rules of Order Newly Revised for rules on when
and how these are applicable.

Notes: [1] Robert's Rules of Order Newly Revised, 10th ed. (RONR), p. 387. [2] RONR tinted p. 46. [3]
RONR p. 573. [4] RONR p. 390. [5] RONR p. 295. [6] RONR p. 387.

This Meeting Tip and Meeting Myth are presented as a public service by the Point  of Order Parliamentary Law Unit, which meets on the 4th
Saturdays monthly in Seattle, Washington. ~ Website.: www.PointOfOrder.org  Email: info@PointOfOrder.orq .



http://www.PointOfOrder.org
mailto:info@PointOfOrder.org
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20092010 Lake Washington East Chapter Officers

President

Winona Esposito CPS
Contact information:
4259652695
winona.d.esposito@boeing.com

President-Elect

Pat Lintho
Contact information:

360-830-4002
pat.lintho@gmail.com

Vice President

Betty Amundson CPS/CAP
Contact information:

Secretary
Mira Salisbury

Contact information:

425941-3744
perin36@hotmail.com

425256-6346
betty.amundson@symetra.com

Treasurer

Sandy Davis
Contact information:
425705-8884
sandrada@microsoft.com

20092010 WashingtonAlaska Division Officers

Washington-Alaska Division Home Page

Linda Cook CAP

Angela Amaya

President linda.m.cook@boeing.com Seatac, WA

PresidentElect asamaya@snopud.com Everett, WA

Vice President Rose Davis rdavis@energynorthwest.com Kennewick, WA

Secretary Gisela Young CAP | gyoung@uskh.com Fairbanks, AK
Celine Landauer Allen

Treasurer CPS/CAP clandauerallen@comcast.net Mt. Vernon, WA

International Director, Valerie S. King . .

Northwest District CPS/CAP vking@iaap-hq.org Rochester, MN



mailto:linda.m.cook@boeing.com
mailto:asamaya@snopud.com
mailto:rdavis@energy-northwest.com
mailto:gyoung@uskh.com
mailto:clandauerallen@comcast.net
mailto:pam.hamilton@wwu.edu
mailto:vking@iaap-hq.org
http://www.iaap-wa-ak.org/IAAPHQ/WAAKDivision/Home/Default.aspx
mailto:sandrada@microsoft.com
mailto:pat.lintho@gmail.com
mailto:perin36@hotmail.com
mailto:winona.d.esposito@boeing.com
mailto:betty.amundson@symetra.com
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IAAP Lake Washington East
December 9, 2009 Holiday Auction

stw i ) "

oPink Ladyo Auc
Winona Esposito CPS

The Finest Accessories
Tiffany King Bambi Hiron

Picture contributions: Darlene Ducey Holiday Auction Entertainment
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IAAP Lake Washington East
December 9, 2009 Holiday Auction

Carol Hattersley
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Mira Salisbury Cindy Boekhoff Terri Halsey Connie Brower Nancy Taylor

Jacqueline Petrick CPS

Claire Schuh

Lorraine Salceda Donella Robbins CPS

Pat Buckley CPS
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IAAP Lake Washington East
December 9, 2009 Holiday Auction

Katy Bergman Diana Wilson Lisa Lewis Joanne Ziegler

Holiday Auction Decorations

Sandy Davis
Stephanie Schuh CPS/CAP

Debra Pearson CPS
Sandy Campbell  Nancy Johnson Rita Shemchuck CPS/CAP

Picture contributions: Darlene Ducey
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Member of Excellence
Submitted By Betty Amundson CPS/CAP

Are you working on being a
Member of Excellence or are
you thinking about checking
into the criteria? Listed below is
the criteria and | am sure a lot
of members are already on their
way to becoming a Member of
Excellence!

At the 2009 International
Education and Annual Meeting
Forum, three Lake Washington
East Chapter members were

presented with this prestigious
award: Winona Esposito CPS,
Jacqueline Petrick CPS and
Betty Amundson CPS/CAP.
In addition our Chapter was
presented with the Chapter of
Excellence prestigious award!

The Pathways to Excellence
program is designed to raise
your value as a career -minded
administrative professional by

becoming a Member of Excellenc e.

Pathways to Excellence

Ll Pagen2]

Our Chapter will again be working
towards becoming a Chapter of

Excellence.

This program

is

based on ten princi pals: Certificat ion,

Commitment,

Development
Marketing /Research/
Community Outreach, Programs
and Participation, Recruitment
and Retention and Strategic

Planning.

A Member of Excellence will attain a minimum of 8 of the following 11 criteria:

1. Be acurrent CPS and/or CAP holder
2. Sign the online Member of Excellence Commitment agreement
3. Actively participate in the IAAP web community forum discussions or submit an

article for an IAAP publication (chapter, division, or international level)

4. Attend non -IAAP professional educational workshops, seminars and conferences

o

accredited college or earn a Microsoft certification

o

board or the sc

Pay membership dues on or before anniversary date
7. Serve as a chapter, division , or international officer, committee chair, or committee
member; or serve as an RTF Trustee; or serve on a Student Chapter advisory

hool 6s advisory

8. Conduct a public presentation, program or training
9. Attend a minimum of eight chapter, division or international sponsored meetings,
programs or events (any combination)

10. Recruit at least one new member

Hold a degree, certificate or equivalent (a minimum one year in length) from an

boar d

11. Integrate IAAP membership and involvement into annual performance plan or

review

Members earning this award will receive a Member of Excellence certificate (first four

for

years), Pathways to Excellence certificate cover, and Member of Excellence pin (the fifth
year). Completed criteria will be submitted through an online process.

For more information on this program, go to the Headquarters website at

http://pathways.iaap -hg.org

Now that the New Year has begun, make this your goal and make it a reality for 2010!

Communicatio n,
Education and Training, Fiscal
Responsibility,

Leadership
and Roles,

t

he

of fice


http://pathways.iaap-hq.org
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Commitment

Lisa Quast

International Association of

Administrative Professionals®

Lake Washington East Chapter

2010 Strategic Planning: A Roadmap that will lead

IAAP LWE to our Destination!
Presented By Lisa Quast

Lisa Quast is the founder

and president of Career
Woman, Inc., a Seattl e-based
international business

consulting company
specializing in three areas:
l)Career and talent

development 2) Strategy
planning and 3) Marketing.

Lisa is the award -winning
author of the book Your
Career, Your Way ! Personal
Strategies to Achieve Your
Career Aspirati ons, maintai ns
a career blog at her website

WWww.careerwomaninc.com ,
is a frequent contributor of
articles to a variety of
publications and online
resources, including M oneyWise
Women, HR Now, and
Working Woman, and has
been quoted in related articles
for The Wall Street Journal,
American Way Magazine,
eHow and others.

Lisa has served as a
Fortune 500 company
executive, and has garnered
much praise including being

the youngest winner of the
President's Award at
Toshiba America Medical
Systems, the first female
Service Director at
Medtronic Physio-Control,
and the first female Service
Vice President and Exec utive
Vice President of Strategy
Planning at P hili ps Healthc are,
a $12 billion company. Lisa
was also honored by the
Puget Sound Business Journal
as one of the
406 business
greater Seattle areain  2005.

0ToO
| eac

Strategic Planning Session
Saturday, January 16, 2010
The Eastside Bahadoi
16007 NE 8thStreet; Bellevue, WA

Center

Goals & Objectives:

1 Review Key Concepts of Strategic Planning to ensure understanding and applic  ation to
IAAP LWE (not -for-profit) and for -profit businesses
~ Definition
" Elements, including: Mission, Vision, Values, Strengths  -Weaknesses-Opportunities -

Threats (S.W.O.T.) Analysis, Strategie s, Tactics
1 Hold Breakout Sessions where members will work together to define the specific actions
to be taken during 2010 in order to successfully implement our strategy.

Agenda:
8:00 - 8:25 am Continental Breakfast and Netwaorking Q_-
8:30 - 9:45 am Kick -Off & Introductions :
Strategic Planning Review & Discussion Sm“{ly 5
9:45 - 10:00 am Break ~
10:00 - 10:45 am Break Out Sessions & 2010 Strategic Plan Action Items 4. _yvsos it e
10:45 - 11:00 am Break

11:00 - 12:00 Noon Session Report Outs and Wrap Up


http://www.careerwomaninc.com
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Community Service for IAAP

By Diana Wilson

Ongoing Monthly

Service Project:
Collection Basket
at each meeting

To benefit the women at
The Sophia Way, homeless
shelter for women in
Bellevue, WA.

We will be collecting on
a monthly basis, small
toiletries (hotel size) and
cosmetics to donate for
the women at the shelter

located at Bellevue First
Congregational Church
in downtown Bellevue.
Ask your co-workers to
help with this project. A
basket will be available
on the back table at each
meeting for donations
There are also small
toiletries at your drug
stores in those little bins
at the checkout counters.

Thanks to everyone who
has remembered to bring

L Paged

donations. We have
received 3 shopping
bags worth of useful
toiletries for the women.
What an awesome group
of women you are! We
will continue to collect

at every meeting.

January

Service Project:
Bring to January 20
LWE Chapter Meeting

To benefit the resident
families at the YWCA
Family Village, Redmord,
WA.

We want to be sure you
have the opportunity to
contribute!

We are collecting new
and in-good-condition

household items which

will be used to funish

the apartments for a new
family when they arrive
at the YWCA Family

Village in Redmord.

Just think of what you
would need if you had
nothing and then moved
in to your own apartment.

ltems which are useful
are kitchen and bath
itemsii towels, sheets,
oven mitts, small kitchen
gadgets and utensils.

When the residents move
on from their transitional

housing, they take their
furnishings with them

and the new resident
receives a furnished

apartment. The Family

Village has a large storage
room where these items
are available for new
residens.

Please put items in shopping
or carry bags for easy
transportation after next

mont hds meet.

If you have larger items
and want to make delivery
arrangements please
contad:

Diana Wilson
425576-2874 (work)
dwilson@pirnie.com



mailto:dwilson@pirnie.com
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IAAP Mission & Vision
GO I T

T | AAPission: Enhancing the success of career-minded
. admi nistrative professionals by providing opportunities for growth
Internations] Association of through education, community building and leadership development.
Administrative Professionals®
Lake Washington 1 | AARodrevalues:
East Chapter Integrity: We demonstrate this cornerstone of our profession through

honesty, accountability, and high ethical standards.
PO BOX 40236

Bellevue, WA 98015 Respect: We create respect within our profession and association through
listening, understanding and acknowledging member feedback.

Adaptability: We ensure the success of our association by embracing positive

Newsletter change and by nurturing diversity, creativity and visionary thinking.
elioy Communication: We cultivate and maintain excellence by
Georglette remaining approachable at all levels, communicating openly and
Pereira building strong relationship s.
Kammer

Commitment: We are steadfast in our goals to develop learning opportunities
for career-minded administrative professionals and to strengthen efficiency
and effectiveness.

A publication for CareerMinded Administrative Professionals (CMAP)

/ January 2010
/@

)] Anniversaries & Birthdays
% Anniversaries Birthdays
Carol Allread 1yr. Angela Mason 1

The Eastsidés :
published monthly Joi Gemigniani 1yr. Sylvia Hunterbrook 23

September to June Jenny Humphrey 1yr. Laura Woods 11
Article suggestions,
guestions and feedback Ruth Strok Lyr
should be sent to: Kathy Bressi 4 yrs.

gettep@hotmail.com -
Georgette Pereira Kammer |5 yrs.

LWE Newsletter Nancy Rygg 7 yrs.
Submission Deadlines

Feb Newsletter |January 22

Mar Newsletter |February 19

We are on the web!

Apr Newsletter | March 26

http://www.iaap -
lwe.org

May Newsletter | April 23
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