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Financial Planning for the Future Begins Now:

Life Planning from your 20s to your 100s!

Presented by Jane Jenkins CPS/CAP, Retirement Trust Foundation Chair

Jane Jenkins
CPS/CAP

intoday’ s
our 401Ks, and investment
portfolios shrinking, have
you reconsidered your
investment planning? Or
more important, do you
have a financial plan?
These are questions that
Jane will challenge you to
think about. She will provide
resources for you for

eco

retirement planning, aging,
health, Government
resources, money/finance,
budgets, wills and so much
more!

Retirement planning is
important for everyone now
that we are living longer than
ever. Recent data suggests the
average North American
female can expect to live to
83, and males to 78. If you
retire at age 60, you will
need enough money to get
through the 23 or 18 years —
and you
outlive your money! The
sooner you begin investing
in deferred tax accounts, the
better off you will be during
retirement.

don'’

Jane has worked in the
telecommunications industry
for the last 18 years at Verizon
Wireless. She has experienced
extremely fast-paced, rapid
growth and change involving
multiple mergers. She began
her career with Verizon
Wireless in a support role in
Customer Service and for
the last nine years has been
an Administrative Assistant
to a variety of Associate
Directors for the Western
Region in Financial Services.

Trust

RETIREMENT TRUST
B FOUNDATION =

Organic

Many thanks to our sponsor!

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

RSVP by: Thur., November 12, 2009 (Noon)

See page 3 for RSVP information and
Schedule of Events

m This program qualifies for recertification points. m

I ————




Betty Amundson
CPS/CAP

The Eastsider

Officer’s Message

= T

By Betty Amundson CPS/CAP—IAAP LWE Vice President

What is the role of Vice
President and what duties
are performed?

made. After each program,
an evaluation form is given
to each member to evaluate
the speaker, meeting location,
Per our Chapter Bylaws, meal and the cost.

Article lll, Section 5. Duties: .
This year our members chose

C. The VICE PRESIDENTshall: 0 focus on technology, financial
planning and how to be

1. In the absence of the President e more efficient and effective
PresidenElect, serve asgsiding in their workplace.
officer at Chapter meetings @

Directors: believes that in order to

become a leader, you need

2. In the event of a vacancy il the proper tools. The better

office for the unexpired term;

3. Coordinate programs for tht
The Vic
the

Chapter meetings.
President shall chair
ProgramCommittee;

4. Act as an assistant to th

President;

5. Perform such duties as ma
be assigned by the Board ¢
Directors or by the Executive

Council.

In addition to the duties
listed, there are a number of
duties as Program Chair.
Our Chapter has 10 meetings a
year from September through
June. We provide speakers
for 9 of these 10 meetings.
The Program Chair has a
committee of 2-3 members.

Each year a survey is sent to
all Chapter members to see
what type of programs are
important to them. The survey
is reviewed to make certain
we meet the needs of the
members. Then the
selection of speakers/
programs for the year is

become.

As Program Chair my job
was to coordinate the following:

e An all-day Leadership
Workshop on Saturday,

June 20, 2009. This
included selecting two
speakers, obtaining a

monetary donation and
getting sponsors for supplies
and lunch.

e An all-day Strategic Planning

Session on Saturday,
August 15, 2009. This
included selecting a
speaker for a 3-hour
planning presentation,
plus obtaining a lunch
sponsor.

e These two sessions had
everyone enthused and
prepared for the coming
year! Plans have already
been made and speakers
confirmed for the Strategic
Planning Session on Saturday,
January 16, 2010 and the
Leadership Workshop on
Saturday, June 19, 2010.

o Select and confirm speakers
for the Chapter meetings
for the year and provide
the members with the list

of speakers by the
September Chapter
meeting.

e One month prior to the
Chapter meeting, complete
Recertification form and
apply to HQ for Recertification
points.

e One week prior to the
Chapter meeting, reconfirm
time and date with speaker
plus find out their AV
equipment needs.

e Two days prior to the
Chapter meeting, make
copies of the Recertification
for all attendees, plus
copies of the meeting/
program evaluation form.

e The day of the Chapter
meeting, greet the speaker,
seat her/him at your table,
plus introduce the speaker.

e Then relax and enjoy the
program!

This may sound like a lot of
work; however, every Chapter
member has a part in the
Program selection by
completing the yearly
surveys and the monthly
evaluation forms, which
makes the job easier, and a
lot of fun!

In order to ensure a successful
year, it is important that each
Chapter member participates
by doing their part.
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Donella
Robbins CPS

Welcome from Lake
Washington East
Arrangements Desk:

I would like to assure that
all members of the LWE

recording your menu
choice. Some of you are
listed as Auto Attend but |
still need your entrée
confirmation. You can
help me by allowing my

I look forward to seeing
you all at our November
meeting and welcome your
feedback.

Donella Robbins CPS

Chapter have a wonderful e-mail address to be LWE Arrangements
experience at our dinner accepted on your computer
meetingsA starting with a  for mail. I will send a short
short e-mail for your reminder requesting your
RSVP and accurately choice of entree.
Schedule of Events Drinks: Starbucks regular Cost
and decaffeinated coffee, g¢2500 1AAPSLWE Members
530p.m.—Check-in, assorted Tazo Teas

Networking & Icebreaker
5:45p.m.-ntroductions &
Dinner

6:30p.m—Guest Speaker

To make reservations and

menu selection, please contact

Donella Robbins CPS at:
d.robbins215@comcast.net

Menu

Chicken Parmesanii Grilld
boneless chicken  breast with
Italian tomatobasil creamsauce,
pasta and fresh seasonal
vegetables.

OR

Vegetarian Lasagnaf
Served with garlic bread
and shaved parmesan
cheese.

Dessert: Apple Pie

Reservation Deadline

Thursday, November 12, 2009

(Noon)

Cancellation Deadline

Monday, Novermber 16, 2009

(Noon)

Remember to have
checks prepared in
advance and made

payable to IAAP-LWE.
If paying with cash, please
have correct change to
expedite the check-in
process.

Late Cancellations and
No Shows will be billed

with RSVP
$30.00 Non-Members, Guests
and lateRSVP

Available only for
LWE Chapter Members
o«Chair onlybéd

(no meal included)
available at no cost
(Please RSVP your
attendance as well)

reserv.


mailto:d.robbins215@comcast.net
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1 Nov4f Board Meeting

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

1 Nov6-7fi CPS/CAP Testing

] Nov 18f LWE Chapter Meeting

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

"L

I Dec2fi Board Meeting

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

I Dec9fi LWE Holiday Event

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

LA

U Jan 6f Board Meeting

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

U Jan 16 Strategic Planning Session

U Jan20f LWE Chapter Meeting

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

L

LWE=Lake Washington East

November 2009

8 9 10 |11 |12 |13 |14
15 |16 |17 - 19 |20 |21
22 |23 |24 |25 |26 |27 |28
29 |30

December 2009

20 21 22 23 24 25 26

27 28 29 30 31

January 2010

Sun Mon Tue Wed Thu Fri Sat

1 2

3 4 5 - 7 8 9

10 11 12 13 14 15 16

17 18 |19 - 21 |22 |23

24 25 26 27 28 29 30

31
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Administrative Professional

Submitted By Winona Esposito MBA-TM, CPS

One definition of professional is a professional
demonstratedistinction integrity, and assured
competence

Why is being a Professional Important?

e An administrative professional is a
person that accepts the responsibility

to make a measiea gMer |

provide an answer to all questions; we
assure that all problems are solved.
We have confidence to take on any
task to succeed and make our companies
successful.

e An administrative professional is simple:
it is how you answer the telephone or
respond to e-mail; it is putting your
best foot forward at all times.

e An administrative professional is a
highly motivated and skillful person
who is willing to adapt and acquire

what is needed toward the stability of
the organization. Keeps abreast with
the latest in communication, organization
and technology skills. Continuous
education is of upmost importance for
the benefit of self-development, the
organization and the company.

An administrative professional
projects an image that builds
creditability and builds a positive
status in the work group, our community
and our network.

An administrative professional stays
current within his/her career: current
information and knowledge in technology.
Takes a training class or enrolls in an
on-line course and continues to be a
student in Life Long Learning.

e An administrative professional continues

to improve the process, works smarter
and thinks outside their comfort zone.

To each of you as you take the Certified Professional Secretary (CPS) or the
Certified Administrative Professional (CAP) tests. Your efforts will soon
be rewarded and the honor of wearing the designation of either CPS or
CAP will be realized.

Lake Washington East Chapter
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Community Service for IAAP

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.

Many women use the
shelter for daytime use
only. There are 6-8
women who are able to
spend the nights at the
shelter. Small toiletries

= I

and trial size cosmetics
(gift with purchase size)
are very much appreciated.

/N
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November

Service Project:
Bring to November 18
LWE Chapter Meeting

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

We are collecting new
and in-goodcondition
used household items
which will be used to
furnish the apartments
for a new family when
they arrive at the YWCA
Family Village in Redmond.
Suggestions: baking and
cooking utensils, pots and
pans, small appliances,
kitchen utensils, kitchen

towels, oven mitts, bath

towel sets, small rugs,
placemats, bedding,
picture frames, small

lamps - anything which
would help furnish a
basic apartment. If you
sew, you might consider
making somethingh
aprons, placemats,
potholders, mitts, baby
and youth quilts.

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
residents.

new

Please put items in shopping
or carry bags for easy
transportation after next
mont hos
have larger items and
want to make delivery
arrangements please
contact:

Diana Wilson
425-576-2874 (work)
dwilson@pirnie.com

meet i

ng.
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2009-2010 Lake Washington East Chapter Officers

President

Winona Esposito CPS
Contact information:
425-965-2695
winona.d.esposito@boeing.com

Vice President
Betty Amundson CPS/CAP
Contact information:

425-256-6346
betty.amundson@symetra.com

President-Elect

Pat Lintho
Contact information:
360-830-4002
pat.lintho@gmail.com

Secretary
Mira Salisbury
Contact information:
425-941-3744
perin36@hotmail.com

Treasurer
Sandy Davis

Contact information:
425-705-8884

sandrada@ microsoft.com

2009-2010 Washington-Alaska Division Officers

Washington-Alaska Division Home Page

President

Linda Cook CAP

linda.m.cook@boeing.com

Seatac, WA

PresidentElect

Angela Amaya

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
October 21, 2009 Chapter Meeting

Heidi Petoletti Letty Barnes

Winona Esposito CPS

Donella Robbins CPS Sheena Laverty
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IAAP Lake Washington East
October 21, 2009 Chapter Meeting

Speaker
Bob Meucci

Business Solutions for
Greater Productivity
Seminar

Sandy Davis

Lynanne Lewis

Min Park Yujin Mun  Sharon Doyle CAP
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All Leadership is Practical
By Winston Churchill
Submitted By Winona Esposito MBA-TM, CPS

According to Wiloasadoith g€dnsy bbut uniil kht Ldbsk at the leaders around
CEO written by Alan teeth of one gear amly you whom vyou admire.
Axelrod, ot ak e t h emesp Wwith ahese sf another, n Watch, observe and glean the
oOopracti caanld logpached d cwbdbr k i s p waythatthey do things. Take
leaderstp 6 and di s g ar d \}\/ihr?sfnt' on the_time to mirror their
They are redundant. All true CEOB s above actions to make you a better
leadership is practicalwhich gives me the visual of I(_eadgr._ _Leadershlp is not a
leadershp, because there can, oot leadership, really _is tltlen_lt is a way of acting,
be no such thi RcfiverPwihere Dhe iﬁkggtheﬁf t wockfmg with others and
| eader s Idefipition, a Btgemmtomeproblem,organization showing the way.  Be that

Ie_ader engagespeo_ple and or such. Each leader is L eader!
things on a pr_actlcal level. ifferent, but if you are not an
Those who remain on the le.veingaged active leader then you
of theoryhave no contact with are fheoretical only. Be a

peoplo r t hi nge.adfIM & efyaged with the
without such contacitannot people of our Chapter and be
possibly be a real leader. Yo‘éngaged with projects at a
may freely imagine a machings actical level.
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Editor
Georgette
Pereira
Kammer
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IAAP Mission & Vision

I AAPmikssion: Enhancing the success of career-minded
administrative professionals by providing opportunities for growth
through education, community building and leadership development.

I A A Rérevalues:
Integrity: We demonstrate this cornerstone of our profession through
honesty, accountability, and high ethical standards.

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
change and by nurturing diversity, creativity and visionary thinking.

Communication: We cultivate and maintain excellence by
remaining approachable at all levels, communicating openly and
building strong relationships.

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 Career-Minded Administrative Professionals (CMAP) I

November 2009
Anniversaries & Birthdays

I m
-~ 125
L 7
= Anniversaries Birthdays
Lori Belknap 1 Cindy Boekhoff 2
The Eastsidés Katy Bergman 1 Kathy Bressi 6
published monthly - - )
September to June Rose Cain 1 Marilyn Strickwerda CPS 7
Article suggestions, Erin Thompson 1 Lori Belknap 9
questions and feedback Quilla Valdez 1 Cathy Jansen CPS/CAP 12
should be sent to: - -
gettep@hotmail.com Candis Tweeddale 3 Angie Stewart CPS/CAP 14
Suzanne Auten 4 Joi Gemigniani 17
LWE Newsletter Debra Griggs 5 Caryn Saban 22
Submission Deadlines — - -
Christine Rees CPS 5 Bonnie Weyhing 22
Dec Newsletter | November 20 -
Jan Newsletter | December 18 Lynanne Lewis 6 Nancy Rygg 26
Feb Newsletter |January 22 Letty Barnes (LWTC) ! VAP ——r——
Mar Newsletter | February 19 Donella Robbins CPS 9 http://www.iaap-
Betty Amundson CPS/CAP | 15 ord
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