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Next Monthly Meeting

‘Meeting Topic: ARecor
Presented by: Cohasset Associates, Inc.

Although every company generates and maintains records, not all compa- -

d’s

' phone 952:402.8761 ' cedures to preserve and protect its records. By attendlng this meeting, you
w= ‘ w1ll learn:
Secretary - - o, Theé fundamental concepts and program elements that make up a .

Nancy Janicki CPS/CAP
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good records management program.
e How the program enhances t
_and governance programs. e
The roles and respons1b111t1es for all levels of as5001ates to ensure
L program success.
e The benefits reahzed from effectlve records management practlces
o« The costs and risks that ma y
ditiono rather than through
program. ' '
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January 15, 2009
SouthWest Metro Chapter
Next Monthly Meeting

Meeting Topic:i Re c or ds Management o
by Cohasset Associates

Come join us for this informative talk at:
5:30 pmi 8:30 pm ,
Embassy Suites Bloomington
2800 American Boulevard West
Bloomington, Minnesota, USA, 55431

Registration includes networking, dinner, business meeting and program: The fee is $22 for members and $25 for guests.
Registration and social time start at 5:30 p.m.

Pre-registration is required, so please call Judy McCallion at 952-402-7449 or e-mail her at.judy.a.mccallion@seagate.com.
[f you have any dietary needs, please state them in your RSVP.

+ INo-shows will be billed for the registration fee unless cancelled prior to noon on Friday, January 9, 2009. _

(Y

ADDITIONAL INFORMATION FOR REGULAR MEETINGS EXCEPT THE VENDOR SHOW:

At our regular meetings we welcome all administrative professionals to attend at 5:30pm at the Embassy Suites Blooming-
ton, 2800 Ameri¢an Boulevard West (494 and France Ave.), Bloomington. The cost is $22.00 for members and $25.00 for
+ lnon-members. Advance reservations are required and can be made by clicking on the "Click Here to Register for Programs
On-line" link at the top of this page. . .

Registration and networking begin at 5:30pm. Dinner is at 6:00pm followed by a short business meeting.
We look forward to seeing you there!

[Luanne Jorgenson CPS/CAP.
President, SouthWest Metro Chapter, [AAP -



mailto:judy.a.mccallion@seagate.com
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From Our President

| just read an article that said Santa laid off 10 percent of his EIf staff, the jingle bell
industry is seeking a government bailout, and Fannie Mae can only afford to buy a pack of
socks for Freddie Mac this Christmas. We all feel the financial stress going on this year, _
and some of wus I 6m sure are wondering if we wil/|
next year, me included. | am trying to look at the positive side of things. If | did get laid off,
could | afford it? No, but | sure would enjoy some of my time at home. | could spend more
time with my family-and friends; | could finish some of my projects that | have started, and
the Ik st goes on ' and on. What 1 am trying to sa
dwell on the negative; it can only drag.you down, make you angry, or possibly make you"
sick. Think about the positive things in your life.

Have a Very Merry Christmas.

Luanne Jorgenson CPS/CAP
2008-2009 Chapter President
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SOUTHWEST METRO CHAPTEROGS
SILENT AUCTION
November 20, 2008

{ THANKYOU

Thank you to all of '"the great. members of the
such‘a suecessful fundraiser for our chapter. The f|naI tally was $500, which W|II really benefit our chap-
terds treasury.

Our special.thanks to .all. of - the .members who"
to those members who bid high and were the lucky winners. :

Thanks again for your participation, generosity. and support of the SouthWest Metro Chapter in order to
make this great event possible.

Char Wilkinson CPS Member Kathy Kelash, Chair

;i

Hospitality Committee

Hospitality Committee _
Judy McCallion and Joan Meyers

t h We st

ated

The November chapter meeting was attended by 29 members and 3 guests. Jane Reinke won the
door prize, a gift certificate for Honey Baked Ham. Kathy Kelash won the Quarterly Incentive, a $50
Visa card.

The next quarterly incentive will cover January, February, and March, 2009. The requirements to
get a ticket with your name on it are:

1 ticket for brlnglng a guest (multiple guests I multiple tlckets)
1-ticket for sponsoring a new member
1 ticket for donating a food item at the December Holiday Event

t.

1Y

e
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SouthWest Metro Chapter, IAAP 2008-2009 Programs

SouthWest Metro Chapter,
: IAAP
2008-2009 Programs

Sept. 18, 2008 g?el)éle‘f ghr! ?Ie t Dte MAN.S L. raas E-m?)a{és%/ guites, 2800 American Blvd. West, Bloom-
ylan Sirny, Chief Instructor, ington MN 55431,

Hwa‘Rang Do Schools

Oct. 16,2008 fiManaging the Gl obal
*Mark J. Koplin, Director, IT,
Seagate Technology

Registration includes meeting, program .and dinner:
IA&% %ém%eef‘s%ZZ; non-members $25.

For more information about any of these programs,
cgntact Lu%nni J.orgenson CPS/C

at I8ahne. .eio qbn o?\@s%ébéte.c m or visit
www.iaap-swmetro.org for the most current event
schedule; these programs may be subject to change.

Nov. 20, 2008 iPr epYouri ng
4 0 1 Kloaurén Peters,
US Bancorp Investing
Silent Auction

Dec.9,2008 Metro Lakes Council Holiday Joint
Event s

Jan. 15, _200'9 ﬁRe,cor"ds Manag_eme'ntb
*Carol Stainbrook,
Cohasset Association

Feb. 19, 20 0i9%9nd Keepingiea Greah g
Job during a Recessiono *
Joanne Meehl, Career Coach and
Author i
Joanne Meehl Career Services

Mar. 19, 2009 Open House and Vendor Show

Apr. 16, 2009 AHow to be a Five Star
Negot i Lorlainrskeép, Trainer,
The Right Staff

May 14, 2009 Chapter Annual Meeting/
Election of Officers

Jun 18, 2009 Installation of Officers/Awards
Banquet
AStrategic Planning Meetingo
*Debi Cain-Rivord CPS/CAP,
TwinCities West Chapter

*CPS/CAP re-certification points have been applied
for. e o

I\'/Iéetings are held the third'Thursday of every month
(except December 2008 and May 2009) at the


mailto:jorgenson@seagate.com
http://www.iaap-swmetro.org
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Happy Blrthday I

~ Dee Woychik, CPS
| He|d| Sundeen

: Charlotte Wllklnson CPS

- Jennifer DedJong, CAP =~
 Diane Chapman, CPS/CAP

Sherrl1 Mozey .
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2008-2009 SouthWest Metro Chapter Committees:

2010 Annual Division Meeting: Co-Chairs: Renee Breiwick CPS/CAP and Judy McCallion
Bylaws and Standing Rules: Chair: Char Wilkinson'CPS; Members: Gloria Oveson CPS/CAP, Judy Twisk CPS/CAP
Ce_rtification: Cha-ir"l' Angig.GiIIquist CAP; Member_: .Open 3 - 3
Community Service£ Chair: Lisa Keenan; Mémber: Open
Historian: Chair: Jean Allen

Hospitality: Chair: Judy McCallion; Member: Joan Meyers
Membership: Chair; Gloria Seeger CPS; Member: Open

Newsletter: Chair: Lynne Kiner; Proofreaders: Renee Breiwick CPS/CAP, Char Wilkinson CPS, Gloria Oveson CPS/
CAP

Nominating: Chair: Jean Allen (Immediate Past President serves as Chair)

Open House and Vendor Show: Chair: Judy Twisk CPS/CAP; Members: Jan Rice CPS/CAP, Char Wilkinson CPS,
Maria Di lorio

Programs and Education: Chair: Jan Rice CPS/CAP; Members: Char Wilkinson CPS,
Maria Di lorio L L L

Public Relations: Chair; Gloria Oveson CPS/CAP
Sunshine: Chair: Sandy Menning
Ways and Means:, Chair: Kathy Kelash; Members: Marvel Thorne, Jane Reinke, Joanne Johnson

Websife: Chair: Janean Numa-n Fortier

Revised: 11/28/08
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UPCOMING EVENTS

UPCOMING EVENTS

December 91 Metro Lakes Council Joint Holiday Event
Embassy Suites, 2800 American Blvd. West, Bloomington, MN

December 24 i December31i HOLIDAYS

January 1 - New Years Day

January 8 i SWM Chapter Board Meeting
Davanni 6s, "St@d,Richield, MN6

January 1517 SWM Chapter Meeting
Embassy Suites, 2800 American Blvd. West, Bloomington, MN

January 251 2010 Annual Division Meeting Planning'Meeting i 5 30 pm
Hollday Inn Select, Three Appletree Square;, Bloomlngton MN

February14| Val’ ent inebdbs Da'y

February 191 SWM Chapter Meeting
Embassy Suites, 2800 American Blvd. West, Bloomlngton MN

March 9-11 7 IAAP Professional Education Conference
Gaylord Opryland Resort, Nashville, TN

March 127 SWM Chapter Board Meeting
Davanni 0s, "8ted, Richfitld, MN6

March 191 SWM Chapter Open House an.d Vendor Show
Embassy Suites, 2800 American Blvd. West, Bloomington, MN

April 19-25 1 Administrative Professionals Week
April 22 7 Administrative Professionals Day

May 17 CAP Exam Administered i various locations
May 2 '|' CPS Exam Administered I various Iocations

May 15-17 i 2009 MN-ND-SD Division Annual Meetlng
Kahler Hotel, Rochester, MN'
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What You Always Wanted to Know About
Parliamentary Procedure i Part Il

This is the third in a series on Parllamentary Procedure In this issue, we wiII cover the classification of motions and "
the options that aid in the main motion process.
Parliamentary motions are divided into three classifications: Privileged Motlons Subsidiary Motlons and-Incidental
Motions. Privileged and Subsidiary motions are each assigned a rank, and each takes precedence over motions of
lower rank and each yields to motions of higher rank. The details of Subsidiary Motions are as follows:
Subsidiary Motions
These motions take precedence over one another in graduating steps from #2 (lowest ranking) to #8 (highest rank-
ing). They are designed to be applied to the main motion (#1 in ranking order) and, when appropriate, to each other.
The motion to amend is the most often used and most.important of all subsidiary motions. Amending a motion is
when a meéember makes "a main mot:i"on and otheérs feel that th
Amending a motion can help make it clearer or give it a broader scope and can be done in three ways: '
Addition of words or phrases
Removing words or phrases
Combination of the first two i to add words and phrases and removing words and phrases and to
substitute a paragraph or even a new motion

Amendments to motions must be seconded, are debatable and require a majority vote. The amendment is voted on

first, and then the main motion is voted on. An important rule to rememberii f youdér e the maker of
tion or if you have seconded it, you no longer

have the right to amend the motion. All you can do is vote against it |f you are not in favor of |t

Other subsidiary motions are:

8. Lay on the Table (Highest Ranking) To temporarily lay aside a question

7. Previous Question To end debate

6. Limit or Extend Debate To change the general debate parameters

5. Postpone to a Set Time * - To delay action on a question and control precisely
' ; when it will be considered

4. Refer to Committee - . To obtain additional information

3. Amend To modify the question

2. Postpone Indefinitely (Lowest Ranking) To kill the question

When a subsidiary motion is made, it is always made in connection with pending business and the option it offers
takes precedence over the business it interrupts. We wi |
newsletter. v - . e

If you have any que_stions'en parliamentary procedure orwould like to have'a specific subject ,c:overe'd in future
newsletters, please let me know. Thank you.

Submitted by: Char Wilkinson CPS, Parliamentary Advisor, SouthWest Metro Chapter, IAAP
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SOUTHWEST METRO CHAPTER, IAAP
FUNDRAISER
FOR
2010 DIVISION ANNUAL MEETING

The SouthWest Metro Chapter is in the beginning stages of planning for'the 2010 Division Annual Meeting.
Since fundraising is one of the most important functions, in order'to host a very good annual meeting, we are
happy to announce that we will be selling Terry Lynn gourmet nuts and candies. Terry Lynn is family
owned and a direct supplier out of Elgin, Illinois. They also own and operate their own pecan shelling plant
in Cordele, Georgia. The Terry Lynn products are bigger, better and fresher than any other products that are
available.

We have selected the top ten items which are noted on the attachéd order form, and the nuts and candies will -
be-available at every chapter meeting. - The fundraising program will run from November 2008 through May
2010. We are requesting that all SWM Chapter members participate in this fundraising endeavor by taking
orders from family, friends, and co-workers and selling the nuts and candies.

Our first shipment of nuts and candy arrived on November 25 and thus far, we have received orders totaling
$334. The first shipping order was for $639.41 including $96.10 for shipping. The profit from the first order
will be $384.70. The orders will be available to be picked up at the December 9 Holiday Joint meeting.

Please send all orders and checks (payable to SouthWest Metro Chapter IAAP) to: Shemll Mozey at 4114
Colorado Ave. So., St. Louis Park, MN 55416.

The 2010 Annual Division Meeting team will appreciate the cooperation of all SouthWest Metro Chapter
members in this very important fundraising program: If you have any questions, please contact us:

Sherrill Mozey, Chair (mozeys@parknicollet.com) ,

Char Wilkinson CPS, Member (ca. W1lk1nson@comcast net)
Fundraising Committee .- .

2010 Annual Division Meeting

SouthWest Metro Chapter, [AAP
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Fancy Mammoth Pecan Halves - $9.00

Aazo ||IBYS :0} S19PIO @ SYI8YD puUas

Natural 1#
N
4:; Fancy Medium Pecan Pieces - $9.00
o Natural 1#
o
o
0
g Deluxe Mixed Nuts - No Peanuts - $9.00
Jg Roasted and Salted 1#
)
Whole Almonds - $8.00
Roasted & Salted 1#
@
Y Honey Roasted Cashews - $9.00
%,- 1#
o
= Sweet & Salty Trail Mix - $6.00
= 1#
prd
s
B Chocolate Coated Jumbo Raisins - $6.00
o 1#

Chocolate Coated Peanuts - $5.00
1#

Giant Malted Milk Balls - $6.00
1#

dvVI “4e1deyn ouja |\ 3semyinos o) ajqehed syoayd ayew aseas|d

Dark Chocolate Cranberries - $7.00
1#
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Ol

V1




SouthWest Metro News

Pagel?

Headquarters:Information

. 10502 NW Ambassador Drive
. PO Box 20404
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The SouthWest Metro News is published
monthly from September through June.

Editor: Lynne Kiner
Email: Ilkine2001@yahoo.com

Please contact the editor with any ideas or
articles.

International Association of

* Administrative Professionals® °

" IAAP® Websites
“International: www.iaap-hg.org

Division: www.iaap-mnndsd-division.org
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