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INDA’S

LETTER

LINDA BAKER, PRESIDENT

The past few weeks have been
stressful for many what with
the sluggish economy, budget
cuts and fear of job loss;
dwindling finances, and just
plain fear of the |
unknown. Scripture tells us to |
live each day to its fullest and |
to not fear or worry about
tomorrow. That’s not to say
you have to just throw
caution to the wind or not
make out your “To Do” list
for the next day, but to focus
on the positive and make each
day count for something
worthwhile.

If you were to take a moment
each day to look up a new

word in the dictionary or try a |
new task that you’ve been

afraid of because you may
feel it’s out of your range or
scope of knowledge; learn a
new function on your
computer software; smile or
greet someone on your way
to the office or put a ‘smile’
in your voice when you
answer the phone, and you
might be surprised to feel a
sense of accomplishment at
the end of the day.

This month we’ll be
celebrating Administrative
Assistants Day and many of
you may receive a token of
appreciation from your
employer or a greeting from
one of your peers. Use that
day or that week to celebrate

| yourself and your
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accomplishments with the
decision to endeavor to
become an even better
assistant, person, or
companion. You’ll not only be
appreciated by your boss,
companion or the person in the
next cubicle, but you’ll find
your confidence in yourself and
your abilities growing stronger

| and that next level of
| development you thought was

too difficult or impossible to
achieve years away has grown
closer!

"Our business in life is not to
get ahead of others but to get
ahead of ourselves -- to break
our own records, to outstrip our
yesterday by our today." --
Stewart B. Johnson, British artist

MARCH MEETING HIGHLIGHTS

FAITH KOPPERSMITH, SECRETARY

Linda Baker announced
that our March 18 Pizza
Fund Raiser for
Adoption Rocks
generated four hundred
seventy-eight dollars
($478.00) for this
worthy cause. She then
welcomed our special
guest, Donna Ames,
with Adoption Rocks.
Jennifer Sands presented
Ms. Ames with the
check. Ms. Ames

expressed her gratitude
and explained the
mission of Adoption
Rocks. It is a non-profit
adoption agency
designed to connect
typically unwed mothers
with adoptive parents,
offering the mother the
adoption alternative. Ms.
Ames mentioned that
50% of babies born in
Mobile County are born
to unwed mothers. The

organization desires to
promote awareness of
the agency by whatever
means available, such as
the news media, and
placing pamphlets and
posters where allowed.

Continued on Page 7
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Mother’s Day

Edition

We are planning a
Mother’s Day Edition
for our May
newsletter. If you
have anything you
would like to

contribute, please

contact Jennifer

We are looking for
tributes, stories,
poems, jokes and
inspirations, etc. It
can be about your
mother, grandmother,
a mother you know,

experiences you have

had, or something you
have heard. We
would like to see
something from each
member, even if it is
only one sentence.

I look forward to
hearing from you!!
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ALABAMA IN REVIEW ARTICLE

The following article was submitted by our chapter to the Alabama Division
Newsletter-Alabama in Review (AIR)

Plaza 205 Mobile Chapter—Linda Baker, President

As we near the end of the 2009-2010 IAAP year, we are also getting closer to our chapter’s 2™
Anniversary! We are diligently working to make our chapter great and we have made huge
strides this year. We have had many wonderful speakers, we were able to have a member

present to represent us at the International Convention in Minneapolis last June, started a

newsletter, put chapter information on the Division website, and participated in the Avery Great
Results Chapter Achievement Awards.

Our 2009-2010 theme for the Plaza 205 Chapter, has been “Taking Steps to Success.” We have
scheduled speakers each month to provide valuable information for members to help them take
these steps to success. Our January speaker was Mobile County Attorney Jay Ross, who spoke
on wills and trusts as it applies to Alabama law. This topic was scheduled at the request of
some of our members. Attorney Ross explained a very complicated subject in such a way that
everyone could understand. We had a packed meeting with lively discussion and an
informative question and answer period.

Our February speaker was Mr. Danny Chance, Regional Office Leader, Southeast, for BP

Energy who spoke on “Time Management & Organizational Skills” or “Getting It All
Together.” He stated that managing your time and being organized is so important to balance
your work, family, church and recreational life and that if you do not control your own time,
someone else will. He gave us some great pointers to get our lives more organized.

We invited Alabama Division President Linda Hanson as our March speaker in order to gain
some insight on what makes a good chapter and how we can get more involved with the
Division as well as IAAP as a whole. President Hanson was able to visit one of our past
meetings and briefly spoke with us at that time. After hearing her words of encouragement and
advice, we knew we wanted to have her featured as a main speaker.

Early on, our chapter decided that we wanted to help out a charity each year. Last year we had
a drive for toiletry items to benefit Penelope House, a local shelter for women and their children
who have been the victims of domestic violence. This year, our chapter chose Adoption Rocks,
Inc. as our charity. Adoption Rocks, Inc. is a non-profit 501-c(3) located in Mobile, Alabama.
They are dedicated to loving, embracing and enabling women with unplanned pregnancies
make an incredible choice for life and supporting those who seek to build families through
adoption. Adoption Rocks was founded by a group of civic leaders, adoptive parents and pro-
fessionals who each had a strong concern about babies being born to single mothers and
decreasing rates of infant adoptions in Alabama, especially Mobile and Baldwin Counties.

After speaking with one of Adoption Rocks, Inc. coordinators, Ms. Donna Ames, we knew we
wanted to help out in any way we could. This March we had a pizza fundraiser to benefit
Adoption Rocks, Inc. Area restaurants donated pizzas. Through contributions for the chapter
and chapter members, we were able to provide the rest of what was needed for the sale. Plaza
205 members along with Adoption Rocks volunteers sold pizza for two hours and we were able
to raise over $400! It was also a nice networking and fellowship time. Listening to the passion
with which the ladies who had adopted children or who were in the process of adoption, tell us
their stories was an inspiration.

For the month of April we are putting aside our regular meeting format and have a fantastic
event planned for our chapter members in honor of Administrative Professional’s Month. We
will have food, video clips, games, prizes and more!!!




Business Bulletin

Page 3

KENNY’S KOMPUTER KORNER

KENNY STEWART

Save searches that you use often. On the Tools menu, point to Find and then click
Advanced Find. In the Advanced Find dialog box, specify your search criteria and click
Save Search on the File menu. You can share the search results with others by sending
the search results file as an attachment in an e-mail message.

* Automatically add a signature or logo to each message you send On the Tools
menu, click Options, and then click the Mail Format tab. If you have more than one
account, select the account you want to create the signature for, and then click
Signatures.

* Reduce spam by not replying to suspicious e-mail messages Replying tells a
spammer that your e-mail address is valid and probably won't remove you from their
mailing list.

* Abbreviate when entering meeting times When you enter appointments in the
Calendar, you can save time by typing abbreviations and allowing

Outlook to fill in the rest. For example, if you want to enter a 6:00

P.M. meeting, open a new meeting request and then type 600p. You : ’}
can also use phrases such as "tomorrow" or "next Monday," and k_ _
Outlook automatically inserts the correct date. \ : ﬂ:ﬁg

GRAMMAR TIP—i.e. vs. e.g.

_ Misusing these two abbreviations is one of the top five mistakes most
. people make when preparing technical documents.

" l.e. and e.g. are both abbreviations for Latin terms. Ie. stands for id est
~ and means roughly "that is." E.g. stands for exempli gratia, which-
means “for example.” Here is a memory trick to help you remember
the difference. From now on, i.e., which starts with i, means “in other words,” and e.g.,
which starts with e, means “for example.” I = in other words. E= example.

E.g. means “for example,” so you use it to introduce an example: I like card games,
e.g., bridge and crazy eights. Because e.g. was used, you know that the following is a
list of examples of card games that the author of the sentence enjoys. It's not a finite list
of all card games that person likes; it's just a few examples.

On the other hand, i.e. means “in other words,” so you use it to introduce a further
clarification: I like to play cards, i.e., bridge and crazy eights. Because i.e. was used,
which introduces a clarification, you know that these are the only card games that the
person writing the sentence likes.

If you are still confused about when to use each abbreviation, you can always just write
out the words "for example" or "in other words." There's no rule that says you have to
use the abbreviations.

(Source: Grammar Girl—-http://grammar.quickanddirtytips.com/)

We have a main speaker
lined up for each month
to discuss topics that are
informative and crucial to
our continuing growth
and education as an
assistant. These speakers
are providing us
invaluable information
and are not accepting any
monetary funding from
our Chapter. In other
words, they’re doing this
for free.

So in appreciation for
their time and effort, I
would like each and
every member to please
make a small donation
each month toward a gift
for them. A box will be
placed in the back of the
room for your kind
donation.

Thank you,
Linda Baker, President

Designated Greeters and
Guides to welcome
members and guests into
the meeting and direct the
flow of traffic to the
refreshment table are
needed for each meeting.
If you would like to
volunteer to help out,
please contact a board
member.

A few volunteers are also
needed each month to
bring drinks and snacks.







