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_m_ International Association |
1 A A P — of R ——
Administrative Professionals

The Southwest: Metro Chapter invites Administrative Professionals and Students to

"How to Be a Five Star Negotiator”
- Corla Innskeep, Trainer; The Right Staff

Corla Innskeep, owner.of Corla Cre- Her energetic and motivating style will

ates, as over 20 years of experience engage you .and produce results.

facilitating adult educational events, * « Learn the foundation for each nego-

and she has traveled extensively to . tiation process that you can imple-

work with large and small organizations ment with your team,-vendors, family

throughout the United States. Corla and more!

likes to say she has worked. in every . Develop a strategy that will encour-

state except Hawaii! age others to negotiate with you and
help you deal with challenges.

A seasoned presenter/trainer, Corla -« Test your skill level with the most

has experience working with a wide va- valuable negotiating tool—don’t

riety of corporations throughout the US. leave home without this!

She has worked with over 14,000 high- . -Learn tips to establish connections

profile professionals and instructed so that negotiations can be con-

groups of 10 to 100 major corporations, ducted on more collaborative terms.

including Chase Manhattan Bank, Car- .« Learn how.to enhance your influ-

gill, Forest LLaboratories, Inc.,"North- ence and bargaining power when

west Airlines, British Airways, IM, - asking for a raise! 2

Amoco, Texaco, Texas Tech University,

The Home Depot and Pizza Hut. Corla motivates her audiences to make

a difference in-their workplace and in
their lifestyle. Her words to live by:
“‘Get Ready to Make a Difference!”
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From Our Presiddatt

STEP UP TO THE PLATE

| AAPG6s mission statement r e adminded@dnmistativepron g¢ t h e
fessionals by providing opportunities for growth through education, community building and
|l eadership devel opment . 0

The annual election of officers is taking place at our chapter Thursday May 14. Now is the

time. SWMetro is the place. You are the member. Make a difference in your career and in the
chapterdés success and STEP UP TO THE PLATE. w
With a double play you grow through community building. With a triple play you grow

through | eadership devel opment . You canoé6t® hit
havendét gone bey o nadignap to @ mmmda congnitteeenermbiermrgcemmittee T
chair. |l f yooume et h&aten ¢aomp&i gn for a board po:
need you to coach members and | ead them to, the
SWMetro IAAP and the makings of a great team. | think we could take SWMetro all the way

to the pennant this year. Maybe even the eWor |
SWNMetro team to a champion season in 2062010. Contact Jean Allen, Nominations Commit-

tee Chair or Judy Twisk, PresidentE| e c t . Donodot | eave it up to th

Judy Twisk CPS/CAP, President Elect

International Association of

Administrative Professionals®

ADMINISTRATIVE PROFESSIONALS WEEK®
APRIL 19-25, 2009
SPECIAL COMMEMORATIVE PIN

To celebrate Administrative Professionals Week, April 19-25, 2009, be sure to order your
Special Commemorative Pin. The pins are $5.00 each and will be available during the

week of March 16'. All proceeds will benefit the 2009 International Convention Host Com- -
mittee. If you are interested in ordering a pin, please notify Char Wilkinson as soon as
possible at ca.wilkinson@comcast.net or give her a call at 952-933-3424.

The deadline for orders is March 1, 2009 and all orders will be shipped during the week of
March 16, 2009. Please make checks payable to: I1AAP 2009.

Thank you for your support of the 2009 International Convention.

Char Wilkinson CPS
2009 Convention Host Committee


mailto:ca.wilkinson@comcast.net
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What You Always Wanted to Know About

Parliamentary Procedure 1. Part VI
This is the sixth ‘and final article in a series on Parliamentary Procedure. | hope that you have all gained more
knowledge and understanding of parliamentary procedure from these articles. In this issue, we will cover a glos-
sary of parliamentary terms which will serve as a quick reference.
Abstain - to refrain from voting.
Adjourn — to terminate a meeting or a session.
Adjourn sine die — “adjourn without day”; used in conventions and Ieglslatures to end the session.
Agenda — an order of business to be followed in a meeting.
Amend - to change a motion.
Appeal — a motion which questions or challenges the chair’s decision.
Ballot — a method of voting on paper or by machine keeping the voter’s choice a secret.
Board — a subordinate body of‘an assembly.
Bylaws — the basic rules of an organization. ' ' '
Chair — the person presrdlng over a meeting; also refers to the physical statron in the meeting hall from which the
person presides.
Committee — one ‘or more persons elected or appomted to consider, |nvest|gate and/or take’ act|on on certain
matters or subjects.
Committee of the Whole — a committee comprised of the entire assembly at a meeting.
Consent — agree to a proposal.
Debate — discussion in a deliberative body on the merits of a pending-question.
Decorum — practices and customs for procedure which promote the smooth and.orderly conduct of business.
Division of the Assembly —a motion calling for a recount of the vote to verify.the announced results. This is ac-
complished by a standing or rising vote.
Division of the Question.— a motion callrng for the currently pendlng motion to be divided into two or more sepa-
rate questions. .
Ex officio — by virtue of the office.
Floor — a speaker is said to have the floor, which is assigned by the chair.
Gavel — usually a wooden mallet, it is the symbol of the chair’s authority.
General consent — a method of voting on routine matters, whereby members agree to an action by not raising an
objection.
Germane — pertinent to the pending subject, as in the case of a secondary amendment being germane (pertinent)
to the primary amendment.
Hearings — times in the meeting of a board or committee when members of the organlzatlon can appear and give
testimony or opinions on‘the work of the committee or board.
Incidental Motions — motions relating to or arising out of pending business.
Informal Consideration — a type of committee comprised of the entire assembly whereby the assembly can con-
sider a matter less formally.
Main Motion — a formal proposal by a member in a meeting, that the assembly.take certain action.
Majority Vote — more than half of the votes cast.
Meeting — the event of an .assembly gathering to transact business. Also can be one part of a seSS|on
Minutes — the official written record of the proceedings in a meeting. o
Order of business — any established sequence in wh|ch it may be prescrlbed that business shall be taken up at a
session; agenda.
Order of the day — a item of business that is prescheduled to be taken up during a given session, day, ormeeting,
or at a given hour.
Pending business — items of business t hat have been properly introduced and have not yet been resolved.
Plurality — the largest number of votes to be given any candidate or proposition when three or more choices are
possible
Preamble — one or more clauses beginning with “Whereas” which-explain the reasons for a resolution.
Previous notlce announcement of a motlon which will be made at the next meeting, |nclud|ng the contents of
the motion.

Privileged motions. — the five highest ranking parliamentary motions. They interrupt business and they deal with
the comfort and convenience of the members.
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Pro tem — temporary.

Putting the question — putting the motion to a vote.

Quasi Committee of the Whole — a special committee type which mimics Committee of the Whole in some aspects
but is simpler and suited to groups of 50 to 100 members.

Quorum — the minimum number of members who must be present at meetings for business to be legally transacted.
Recess — a short intermission within a meeting.

Regular meeting — the periodic business meeting of a permanent organization held at regular, prescribed times; also
known as “stated meeting”.

Resolution — a formally phrased motion containing one or more clauses each beginning with “Resolved”.

Rising vote — a method of voting requiring members to stand as an expression of their vote.

Roll call — a method of voting that also verifies attendance and records how each member votes.

Second — an important step in getting a main motion before the assembly, it indicates to the chair that more than one
person is interested in discussing the subject.

Seriatim consideration — paragraph by paragraph.

Session — a meeting or series of meetings devoted to a single agenda.

Special committee — a committee, sometimes called “ad hoc”, named to undertake a specific task for a specific time.
Special meeting — a separate session held at a different time from the regular meeting for the purpose of considering
one or more items of business listed in the call of the meeting; also known as “a called meeting”.

Special orders — postponed items of business guaranteed to be brought up at a certain time; a 2/3 vote is required to
create a special order.

Standing committee — named in the bylaws to deal with a particular segment of the organization’s business; the
terms of members of standing committees coincides with the terms of officers.

Standing rules — rules having to do with the day to day administration of the organization and which are likely to
need changing from time to time.

Sustain — uphold.

Tellers — members appointed by the chair to distribute, collect, tally and oversee a ballot vote.

Tie vote — an equal number for each side; motion lost.

Tr easur er 6afinandapstaterhent made by the treasurer to the assembly explaining the current financial
status of the organization/

Two-thirds vote — 2/3 of t hose members present and voting.

Unfinished business — any items of business that were not finished at the last meeting; NEVER called “old busi-
ness”.

Submitted by: Char Wilkinson CPS, Parliamentary Advisor, SouthWest Metro Chapter, IAAP
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UPCOMING EVENTS
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& March 197 SWM Chapter Open House and
Vendor Show

& Erbassy Suites, 2800 American Blvd. West,

£ Bloomington, MN

£ March 20 i First Day of Spring

o April 80 2010 Planning Session Meeting
d Holiday Inn Select, Bloomington, MN

1.1.3.1.3.1.1.1.

.}

[+ April 146 Speed Learning Symposium
[« 2N speakers showcase event at the Radisson Ho-
tel & Conference Center, Plymouth, MN .

& April 16 i SWM Chapter Meeéting :
[e] Embassy Suites, 2800 American Blvd. West,
£ Bloomington, MN

£ April 19-25 i Administrative Professionals
£ Week

£ April 227 Administrative Professionals Day

L L L L L L L L L L L e
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The Sout hWest Metro Ch
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registration form has
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Annual Meet i ng and Spr
Meeting; as well ~as th
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& UPCOMING EVENTS

May 17 CAP Exam Administered i various
locations .
May 27 CPS Exam Administered i various

o locations

g May 7 i SWM Chapter Board Meeting

gy Davanni's, 2312W. 66" Street, Richfield, MN

g May 147 SWM Chapter Annual Meeting/
o Election of Officers

Embassy Suites, 2800 American Blvd. West,
o Bloomington, MN :
& ming

fo] May 15-17 i: 2009 MN-ND-SD Division Annual
o Meeting :
Kahler Hotel, Rochester, MN

& June 117 SWM Chapter Joint Board Meeting
B Davanni's, 2312 W. 66" Street, Richfield, MN

& June 13—2009 Leadership Training
£ Resource Training & Solutions’in St. Cloud, MN

£ June 18 SWM Chapter Meeting
£ Embassy Suites, 2800 American Blvd. West,
£ Bloomington, MN

o
£F July 26-29 1 |AAP International Convention
Minneapolis Hilton.and Minneapolis Convention

o}
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>
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SouthWest Metro Chapter, IAAP
2008-2009 Programs

Se'pt . 18, DeGEnse MFerofnstrationsod
Dylan Sirny, Chief Instructor, Hwa Rang Do Schools

Oct. 16, 2008 i Ma nMar J. Kaplin,tDireetor,GT, $ehgate Te€hhadlogyc
Nov. 20, 2008 iPrepar i ngladren PeteRseUSiBaneomdnuesting

- Silent Auction L s s
Dec. 9, 2008 - fAMetro Lakes Council Holi d
Jan. 15, 2009 i Rera Stainthreok,@ahasaef Assoeiatidn o *
Feb. 19, 200PandKeepingGat Gi gt Job during a Rece

* Joanne Meehl, Career Coach and Author
Joanne Meehl Career Serwces

Mar 19,2009 Open House Career Fair and Vendor Show |
Apr. 16, 2009 AfHow to be a Five Star Nego

* Corla‘Innskeep, 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.
Meetings are held the third Thursday of every month

(second Thursday in December and May) at the Embassy Swtes ,
_ 2800 American Blvd. West, Bloomington MN' 55431,

Registration includes meeting, program and dinner:  IAAP members $22; non-members $25.

For-more information about any of these programs, contact Jan Rice, at Janice.rice@usbank.com or

visit www.iaap-swmetro.org for the most current
event schedule; these programs may. be subject to change..

Revised: 02/09/09
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2008 - 2009 SouthWest Metro
Chapter-Committees: Marck thdays

2010 Annual Division Meeting: = Co-Chairs:
Renee Breiwick CPS/CAP and Judy McCallion , @@@@@@@

Bylaws and Standlng Rules:  Chair: Char. , J .
Wilkinson CPS; @ : Happy Blrthday !
Members: Gloria Oveson CPS/CAP, Judy Twisk CPS/

CAP

Certification: = Chaird Angie Gillquist CAP; Cassie Beckfeld

Member: Open

e TR MeKaylla Borscheid °
Community Service: Chair: Lisa Keenan; _ '

Member: Open .
Cleo Gentili

Historian: - Chair: Jean Allen @E @
Hospitality: ~ Chair: Judy McCallion; Nancy Janicki CPS/CAP @
Member: Joan Meyers _

. @ Judy McCallion - @

Mefnbership:- Chair: Gloria Seeger CPS;
Member: Open

Jim Rivord

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 Chalr)

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; 2 "

Members: Char Wilkinson CPS,

Maria Di lorio

Public Relations: ' Chair: Gloria Oveson CPS/CAP

Sunshine: Chair: Sandy Menning

Ways and Means: Chair: Kathy Kelash;

Members: Marvel Thorne Jane Reinke, Joanne John-
'son

Website: Chair: Janean Numan Fortier
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Headquarters:Information

. 10502 NW Ambassador Drive : . : . International Association of

. PO Box 20404 : ) : ) - Administrative Professionals®
Kansas City, MO 64195-0404 ' '
Voice: 816.891. 6600
Fax: 816.891.9118

Service@ia_ap-_NI.orq S e - IAAP® Websites -
h_ﬂp:llwww.laap-hgﬁg' ' BRES “International: www.iaap-hg.org *

Division: www.iaap-mnndsd-division.org
0000 000000000000000000000000000000000

The SouthWest Metro News is published
monthly from September through June.

E Editor: Lynne Kiner
¢ Email: llkine2001@yahoo.com
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