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July Presidentôs Corner 
By Debbie Green CPS/CAP 

 

              ñMy God! How little do my    

countrymen know what precious 

blessings they are in possession of, 

that which no other people on earth 

enjoy!.ò 

Thomas Jefferson 
 

Sunday we celebrated our countryôs 

freedom.  We are fortunate to live in 

America, a country where we are 

able to live our lives as we choose.  

We have the choice to worship as we 

believe, to decide who or if we will 

marry, to choose our professions, to 

join any organization of our choice 

like IAAP, etc.  In many countries, 

citizens do not have the right of 

choice especially women. 

 

Usually Bill and I go to the 

mountains for the 4
th
 of July, but 

circumstances did not allow us to go 

this year.  Instead of watching the 

fireworks from our balcony, we 

watched the Macyôs New York 

fireworks on television.  What an 

awesome display!  It made you 

thankful for this great country we 

live in and the freedom we have.  

Our freedom has not come easy.  

Over the past 234 years, many 

soldiers have fought for us to have 

and keep the freedom we enjoy 

today.    

Let us remember this always, 

and keep our present soldiers in 

our prayers.  

 

Next week Florine, Yvonne 

Sawyer, Marsha and I will be 

leaving for EFAM in Boston.  

This is another city with great 

history.  No, we will not start 

another revolution while we are 

there or throw any tea into the 

harbor.  We will be learning new 

information and reporting back 

what International has in store 

for us during the coming year.   

We will also be collecting our 

Avery Dennison Award of 

Distinction on Sunday morning! 

 

Most of our goals are a 

continuation of last yearôs goals.   

If you havenôt turned in any 

recipes for the cookbook yet, I 

urge you to do so.  I am so 

excited we are finally getting this 

accomplished.  This year I want 

to win the Avery Dennison 

Award of $3,000; I know I am 

greedy!  Truthfully, I am proud 

we won the $1,500, but why not 

AIM FOR THE TOP! 

 

Have a wonderful July!  See you 

in August. 

 

 

    Recipes for IAAP Cookbook 
Kriste Lanius, Chairperson 

 
Go to:  www.typensave.com. 

Log in: Your Name (as you want it 

to appear) 

Group Log In:  2success 

Password:          ajh3h 

Submission deadline:  September 

Start entering your recipes Today! 
  

Congratulations Gladys! 

TN Division 2010-2011 Treasurer 
 

 
On Thursday, July 1, 2010  

She celebrated her  

40
th

 Anniversary with the  

State of Tennessee  

 

http://www.iaap-nashville.org/
http://www.typensave.com/


 

 
 
 

CHAPTER LIBRARY 
 

Below is the current listing of all books 

in our chapter library.  To check out a 
book, let one of the board members 

know which book you would like to 

borrow.  It will be brought to the next 
chapter meeting. Books can be 

borrowed for one month at a time. 

 

 

Leadership, Office Skills 
 

1. The 21 Irrefutable Laws of Leadership 

2. Complete Idiotôs Guide to Etiquette 

3. Little Book of Etiquette ï Tips on 

Socially Correct Dining 
4. Time Power, Brian Tracy 

5. Undress Your Stress 

6. How to Gain the Professional Edge 
 

 

Motivational  

 

1. A Peacock in the Land of Penguins 

(creating opportunities) 

2. Baby Steps to Success, Vince 

Lombardi 

3. Every Monday Matters 

4. Execution ï The Discipline of 

Letting Things Go 

5. Life Strategies,  Phil McGraw 

 

 

Study Materials ï CPS/CAP 

Exams 
 
1. CPS Management Review 

Manual 

2. Effective Human Resources in 
Organizations (good book for 

CAP exam) 

3. Electronic Office ï Office 

Administration Text (excellent 

source for CPS exam) 

4. Office 2007 (written for Vista) 

5. Paradigm Reference Manual 

6. Procedures for the Office 

Professional 
7. Professionalôs Secretaryôs 

Handbook 

8. Robertôs Rules for Dummies 
9. Bytes & Bites ï Office 07 

 
Management/Business 

CPS Management & CAP 

Exams 
 

1. Management Information 

Systems, 2
nd

 Ed. 
2. Fundamentals of Operations 

Management, 4
th
 Ed 

3. Compensation Management in 
a Knowledge-Based World, 10th 

Ed. 

4. Accounting 

5. Principles of Marketing 
6. Business Statistics 

7. International Business 

8. Strategic Management, 9
th
 Ed 

9. Financial Management, 9
th
 Ed 

10. Managing Human Resources 

11. Managerial Economics 

 

 
 

JULY CELEBRATIONS  
 

Beth Duprez   2 

Camilla Allen   7 

Sherry Jolly CPS 11 

Shelia Gordon 13 

Tracy Raby 16 

Connie Cantrell 17 

Kathy McNeely 17 

Sandi Reilly  CPS/CAP 18 

Loretta Collier  23 

Kit McCrary CPS  24 

Elizabeth Adams CPS 26 

 

 
 

Congratulations to Cindy Hardy, 

Dickson TTC Student Member  

recipient of the $750 Edna Smith 

and Polly Sheldon Scholarship 

 

 
 

Thanks to everyone for 

bringing the drink tabs and 

toiletry items for Ronald 

McDonald House.   

 
Keep them coming! 



How to Connect with a Remote 

Boss 

 

 
 

If youôre like many 

administrative professionals, you and 

your boss may not always be in the 

same location at the same time. 

Whether your manager works from a 

different office or simply has a busy 

travel schedule, there are likely times 

when meeting face to face is 

impossible. Needless to say, that can 

make communication and 

collaboration challenging, and you 

may find yourself jumping through 

hoops to try to stay connected. 

            If your manager is often 

away from the office, you can use 

the following tips to stay on the 

same page as him or her: 

¶         Check in frequently - Establish a 

schedule for touching base with your 

supervisor so you understand his or 

her current priorities and where you 

can assist. Also consider creating a 

weekly report detailing the tasks 

youôve recently completed, those 

that are in progress and projects on 

the horizon so your boss remains 

aware of your workload.  

 

¶        Share your accomplishments  

I   

I     If you donôt see your supervisor 

regularly, highlighting your 

successes is extremely 

important. Make sure you set 

aside time with your manager to 

discuss your achievements so 

you get the credit you deserve.  

 Dial in - In most offices, e-

mail is the standard form of 

communication, but using the 

telephone can sometimes be 

more effective. After all, 

subtleties conveyed via tone 

donôt come across in writing. 

Hearing your managerôs voice 

ð and having him or her hear 

yours ð also can help 

strengthen ties between you 

two. 

¶        Schedule face time - Take 

advantage of opportunities to 

meet in person with your 

manager. Face-to-face meetings 

are particularly effective for 

discussing sensitive or complex 

topics. In-person meetings also 

can help you stay top of mind as 

new projects arise.  

Although it may take some 

effort, ensuring you and your 

boss touch base frequently and in 

different ways will help make 

your working relationship 

smooth and effective.  
 
 
         OfficeTeam is the worldôs leading 
staffing service specializing in the 
placement of highly skilled administrative 
and office support professionals. The 
company has more than 320 locations 
worldwide, and offers online job search 

services at www.officeteam.com.  

Ads in Bulletin Board 

 
The form for obtaining ads for 

our chapter newsletter is on the 

last page. Starting now, we will 

be selling ads for Bulletin Board 

to start running January 1, 

2011.   
 

During November and December, 

the chapter will have an ad selling 

contest.  The member selling the 

MOST ads will receive a $50 gift 

certificate of their choice from 

your president. 
 

One year ads will run from 

January through December. We 

have three ways to pay ï check, 

cash, or credit card. Kit McCrary  

will run it through her account. 
 

When selling ads, you may want 

to show the person a copy of the 

Bulletin Board to let them see 

where their ad is going to be 

placed.  Ads can be for a personal 

business (Pampered Chef, Avon, 

Mary Kay, etc.) or a company 

(TN Board of Regents, Richards 

& Richards, etc.). 

 

If you have any questions, let a 

board member know and they 

will be happy to answer your 

questions.  So everyone start 

selling ads and WIN  that gift 

certificate. 

 

http://www.officeteam.com/


 

                               
Elaine McDowall CPS 

Kathy McNeeley CPS 

On Passing the May CPS Exam 

Kim Barney CPS 

Gladys Carr CPS 

On Recertifying for the Second Time 

 

Way to Go Ladies! 

 
ANNOUNCEMENTS 

July 6 July Joint Board Meeting 
July 13 July Chapter Meeting ς Radisson Hotel 
August 3 August Board Meeting 
August 17 August Chapter Meeting - Opryland Golf Links 
September 7 September Board Meeting 
September 21 September Chapter Meeting 
October 5 October Board Meeting 
October 19 October Chapter Meeting 
November 2 November Board Meeting 
November 5-6 CPS/CAP Exams 
November 16 November Chapter Meeting 
December 7 December Board Meeting 
December 21 December Chapter Meeting 

         

 

 

Bulletin Board Ads Needed! 

 
 

We are still collecting ads for 

Bulletin Board!  

Ad forms will be at the meeting on 

the registration desk and each table. 
 

  
OUR SPEAKER FOR JULY 

 
Sloan C. Ashworth 

Account Executive 

New Horizons Computer 
Learning Centers | Nashville, TN 

 

 

YOUR AD 

COULD 

 BE HERE  

 
LTC Steven D. Barney, husband of 

Kimberly Barney CPS, was one of 

several military personnel chosen to 

represent members of the military that 

have given all in 2009-2010 at the 

Memorial Day event with Governor 

Bredsen.  Steven will be leaving in 

January, 2011 for Iraq as Brigade 

Commander for the TN Army 

National Guard.   



 

 
The board approved our 2010-2011 goals at the July Board Meeting.   They are: 

 

 

¶ More community service activities ï Avery tops program, Operation Christmas 

Angel, Continue Walk for the Cure, Second Harvest Food Bank at Thanksgiving, 

and Ronald McDonald House, Dress for Success, do something at Easter for 

Vanderbilt Childrenôs Hospital, Collect Trauma Bears for Fire and Police 

Departments. 

¶ Be a Chapter of Excellence again. 

¶ Finally do the cookbook for fundraising. 

¶ Expand our Educational Seminar in the fall ($1,500 from Avery). 

¶ Conduct six or more chapter programs for recertification points. 

¶ Win the Avery Great Results Chapter Award again. 

¶ Conduct a Leadership Training Seminar. 

¶ Conduct a New Member Orientation. 

¶ Award an Edna Smith and Polly Sheldon Scholarship. 

¶  Increase membership by 10% and retain 90% of current membership. 

¶ Suit Up for Success Program with organizations for abused women. 

¶ Recruit several corporate sponsors. 

¶ Hold at least one social event during the year. 

¶ More ads for Bulletin Board. 

MARK YOUR CALENDARS 
SEPTEMBER CHAPTER MEETING  

GENTLY USED BOOK SALE  

 
The Retirement Trust Foundation will be having a used 

book sale at our August Chapter meeting to raise money for 

the RTF. 

This is a great way to stock up on some reading material for 

the winter months. 

Start cleaning out your book shelves now! 

A Message From: 

 
Doris Goode CPS/CAP 

TN Division President  
 

We are one of those five 

 Divisions of Excellence! 

My hearty congratulations to the other 

four  Divisions, the 

53 Chapters, and especially to the 

435 Members of Excellence in the 

Southeast District! 

 

For the coming year, 

I expect EVERY Tennessee Chapter 

to achieve 

CHAPTER OF EXCELLENCE 

 

YOU CAN DO IT!  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

YOUR AD COULD BE HERE  

 

 

 

 

Nashville Chapter Photographer at Work 

 

Margie Norris, CPS never lets anything stop her from doing her job! Tina Piatt CPS, 

TN Division Photographer, caught Margie taking a picture of Doris Goode CPS/CAP and 

Debbie Green CPS/CAP at the TN Division Annual Meeting after her fall as top bus boy. 

 

 


