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ÑÕÅÓÔÉÏÎ ÉÓȡ  Ȱ7ÈÁÔ ÁÒÅ ÙÏÕ ÄÏÉÎÇ ÆÏÒ ÏÔÈÅÒÓȩȱ  ) ËÎÏ× ÅÁÃÈ ÏÆ ÕÓ ÊÏÉÎÅÄ 

)!!0 ÉÎÉÔÉÁÌÌÙ ×ÉÔÈ ÏÕÒ Ï×Î ÉÎÔÅÒÅÓÔÓ ÉÎ ÍÉÎÄȢ  (Ï×ÅÖÅÒȟ )ȭÖÅ ÆÏÕÎÄ 

through membership in IAAP and in particular at the chapter level, 

that I get a lot more out of my membership when I am helping accom-

plish something for others through the chapter.  How about you?  Do 

you want to get more out of your membership?  I will promise you that 

ÉÆ ÙÏÕ ÓÔÅÐ ÕÐ ÔÏ ÔÈÅ ÐÌÁÔÅ ÁÎÄ ÊÏÉÎ ÎÅØÔ ÙÅÁÒȭÓ ÔÅÁÍ ÁÓ Á ÃÏÍÍÉÔÔÅÅ 

ÃÈÁÉÒ ÏÒ ÂÏÁÒÄ ÐÏÓÉÔÉÏÎ ÉÎ ÔÈÅ ÃÈÁÐÔÅÒȟ ÙÏÕȭÌÌ ÈÁÖÅ ÆÕÎȟ ÄÅÅÐÅÎ ÆÒÉÅÎÄȤ

ships, and help others by creating an even chapter where we can all 

continue to grow professionally and personally.  
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President -Elect Jan Rice, CPS will lead the chapter at our board meet-

ing and chapter meeting.  Support Jan as she helps lighten my load and 

ÔÒÉÅÓ ÏÎ ÔÈÅ 0ÒÅÓÉÄÅÎÔȭÓ ÒÏÌÅȢ  4ÁËÉÎÇ ÏÎ ÅØÔÒÁ ×ÏÒË ÉÓÎȭÔ ÓÏÍÅÔÈÉÎÇ ÁÎÙ 

of us look forward to doing for its own sake.  We do it for a greater 

good, and Jan is taking on this extra work because she cares about 

making this chapter even better.  

.Ï× ÌÅÔȭÓ ÈÁÖÅ ÆÕÎ ÁÎÄ ÌÅÁÒÎȢ  3ÅÅ ÙÏÕ ÁÔ ÔÈÅ ÂÏÁÒÄ ÁÎÄ ÃÈÁÐÔÅÒ ÍÅÅÔȤ
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SD Division Annual Meeting May 21 -ςσȢ  4ÁÌË ÁÂÏÕÔ ÆÕÎȠ ×ÅȭÒÅ ÇÏÉÎÇ ÔÏ 

have a blast!  Be there!  Registration forms are coming out soon.  

President:  Judy Twisk CPS/CAP -  phone 651.379.6547 

President Elect:  Jan Rice CPS -  phone 952.915.7464 

Vice President:  Lynn Wood  -  phone 952.683.3318 

Secretary:  Angie Gillquist CAPñmorang@bethel.edu 

Treasurer:  Marvel Thorne -  phone 952.948.9533 
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SOUTHWEST METRO CHAPTER, IAAP 

March 18, 2010  
 

Ȱ#ÌÕÔÔÅÒ #ÏÎÔÒÏÌ 9ÏÕÒ 0ÁÐÅÒ×ÏÒËȱ 

Organize your desk.  Organize your mind. 
 

Presented by:  
 

  Sheila Galligan, BA, MAT 

Clutter Control MN, LLC  

And 

Mary Schmid, MS, MBA 

Coaches Training Institute  
 

The average person spends six weeks out of every year searching for misplaced items on their desks, email, in their draw-
ers, and throughout their work space.  What would you do with an extra six weeks every year?  How about an extra hour 
ÅÁÃÈ ÄÁÙȩ  *ÏÉÎ ÕÓ ÆÏÒ Ȱ#ÌÕÔÔÅÒ #ÏÎÔÒÏÌ 9ÏÕÒ 0ÁÐÅÒ×ÏÒËȱ ÁÎÄ ÇÁÉÎ ÂÁÃË ÔÉÍÅȟ ÅÎÅÒÇÙȟ ÓÐÁÃÅ ÁÎÄ ÍÏÎÅÙȦ 

Ȱ#ÌÕÔÔÅÒ #ÏÎÔÒÏÌ 9ÏÕÒ 0ÁÐÅÒ×ÏÒËȱ ÃÏÍÂÉÎÅÓ ÐÒÏÖÅÎ ÐÒÏÆÅÓÓÉÏÎÁÌ ÏÒÇÁÎÉÚÁÔÉÏÎ ÍÅÔÈÏÄÓ ×ÉÔÈ ÉÎÓÐÉÒÁÔÉÏÎÁÌ ÃÏÁÃÈÉÎÇ ÔÏ 
change your habits and regain control of your work space.  You will learn to: 

 

Identify your personal office organizing style 

Reduce the amount of incoming email and paperwork 

Determine what to shred and what to toss 

Design systems to track data and manage multiple projects 

Track documents, receipts, and legal paperwork 

Most importantly, create balance for a productive life 
 

Sheila Galligan, BA, MAT, is an office organization and efficiency coach and founder/owner of Clutter Control MN, LLC.  
Sheila has spent over 20 years working in various corporate America, cube-ville, home-based, small to large work environ-
ments and has organized clutter for all!  As a member of the National Association of Professional Organizers (NAPO-MN), 
Sheila has built a successful account base in the Twin Cities.  She is also an active member in the Edina Chamber and the 
SouthWest Metro Chapter, IAAP.   
 

Mary Schmid, MSN, MBA, is an executive life coach trained through Coaches Training Institute and works with people to 
create strategies and action plans to achieve and live fulfilling lives.  She owns her own small business and has over 30 
years of experience in the corporate world creating and leading innovative health care programs.  She has developed ef-
fective teams and individuals to meet the challenges of an ever changing world.  Mary is a member of the Minnesota 
Coaches Association and is an active member of the Hopkins Business Networking International Group (BNI). 
 

Join Us! 

5:30 pm ɀ 8:00 pm   at the Embassy Suites Bloomington 

2800 American Boulevard West   Bloomington, MN  55431 

For more information or to RSVP contact: 

 Judy McCallion  (952)941-7510   judyjillm@comcast.net 

SouthWest Metro Chapter of the International Association of Administrative Professionals  

(Reservations Recommended)  
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Call for Goodie Bag Items and Door Prizes  Joan Meyers CAP 

bility, please contact me to make different 
arrangements - joan.meyers@idq.com. 
Thank you in advance for all of your help. 

 
We haven't received many donations as of 
yet. 

 
Joan Meyers CAP 
Goodie Bags/Door Prize, Chairperson  

 

SouthWest Metro is hosting the IAAP MN -
ND -SD 2010 Division Annual Meeting in 
May 21-23. With that said, the Goodie Bag/
Door Prizes committee needs your help.  

Please help us collect goodies for this event. 
If your company or another company you 
have worked with is willing to donate some 
goodie bag items, we need about 120 for the 
goodie bags; or perhaps they have a door 
prize that they would like to donate. Please 
let me know. We need all of the items by the 
April Chapter Meeting.   If that is not a possi-
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An Invitation From Your P.E.    Jan Rice CPS 

___________________________________________________________________________________ 

Come join the D.R.E.A.M. Team in 2010-2011 and consider being on the Board of  
Directors next year! 

And what is this Team all about? 

D.etermined 

R.ecruiting of 

E.nthusiatic 

A.ctive 

M.embers 

I realize that some of  you are getting very tired and burned outñif thatõs the case, 
we can still use your expertise to mentor and train upcoming leaders in the Chapter.  
Please call Luanne Jorgensson CPS/CAP or me if  you have questions. 

 

H APPY BIRTH DAY! 

Mekaylla Borscheid 

Nancy Janicki CPS/CAP 

Judy McCallion 

mailto:joan.meyers@idq.com


ñCHANGE YOUR PERCEPTIONSò 

Submitted by:  Char Wilkinson CPS 

Share Your Knowledge:   

Renee Breiwick CPS/CAP 

Consider this statement:  the way you see anything is the way you see everything.  

 

What you focus on is what you attract into your life.  Think about ité.when you focus on what is 

going wrong in your life, it seems that more challenges come into your life.  The old adage 

ñwhen it rains it poursò comes to mind.  Or maybe you focus on what your life is missing and 

you wonder what prevents you from attracting the abundance you desire.  Now, consider the 

possibility that the Universe is filled with abundance for everyone.  Rather than focusing on 

what you donôt have, you can shift your thoughts to all you do have.  As you begin to live a life 

of gratitude for the blessings you have been bestowed, you will begin to attract more blessings 

into your life. 

 

If you are interested in shifting your thoughts, simply sit quietly and envision your life as you 

would like things to be.  When you know what you donôt want, then you can identify what you 

do want.  Once you have a clear understanding of your desired outcomes, focus on this image 

in your mind for five-to-ten minutes daily.  See yourself fulfilling your outcomes and allow your 

perceptions to shift. 

 

Your thoughts are very powerful.  You CAN manifest your futureéso allow yourself to attract 

endless resources, support, and abundance into your life. 
 

 

Reprinted with the permission of Paulie Skaja-Bell, President Dragonfly Journey, LLC (helping people transform 

their lives).  Paulie was a speaker at one of the North Star Chapter meetings I attended and I am on her email list.   

 

menu.  

What a great visual tool when you are 

working with multiple groups  and 

similar files.   

 

Did you know you can COLOR  

your sheet tabs in Excel?  

This could be useful for coordi-

nating related sheets.  

Just right click on the sheet tab 

you want to apply a color too 

and select the color from the 

Tab Color option on the shortcut 
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SouthWest Metro Chapter, IAAP 2009 -2010 Programs  
 

Sept. 17, 2009  ñUnspoken Rules of the Officeò * 

    Sue Morem, Author, Syndicated Columnist 

                            and TV guest, Premier Presentation, Inc. 
 

Oct.  21, 2009  Career Open House and Vendor Show  
 

Nov. 19, 2009   ñWeathering the Stormò * 

                            Erin OôHara Meyer, President, Administrative Excellence 

  Silent Auction  
 

Dec. 8, 2009   Metro Lakes Council Holiday Joint  Event  

                            Hosted by the TwinCities West Chapter 

                            Radisson Inn and Conference Center ï Plymouth, MN   
                                 

Jan. 21, 2010   ñSkill Assessments and Learn Plansò * 

                           Benchmark Learning 

  SouthWest Metro Chapterôs 5
th

 Anniversary   
 

Feb. 18, 2010   ñLaugh for the Health of Itò * 

                           Robin Getman, InterAct Group 
                                 

Mar. 18, 2010   ñClutter Controlò * 

                            Sheila Galligan, Owner/Consultant,  

                            Clutter Control MN, LLC           
 

Apr. 15, 2010    ñWhatôs New in Todayôs Job Search, and How It Affects Your   

                               Careerò * 

                            Joanne Meehl, Career Coach and Author 

                            Joanne Meehl Career Services 
 

May 13, 2010    Chapter Annual Meeting/Election  of Officers  
 

Jun. 17, 2010   ñCommunicationò * 

                             Corla Inskeep, Trainer, The Right Staff 

                             Awards Banquet/Installation of Officers  
                                                     

*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 Suites,  

2800 American Blvd. West, Bloomington MN  55431.  December Holiday Event will be held at the Radisson Inn, Ply-

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

 

For more information about any of these programs, contact Jan Rice CPS at janice.rice@usbank.com  or Char Wilkin-
son CPS at ca.wilkinson@comcast.net  or visit www.iaap -swmetro.org  for the most current event schedule; these pro-

grams may be subject to change.   
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Hospitality Committee 
 

At the March meeting we will be drawing for the Quarterly Incentive Award. 

Just  a reminder,  RSVP  your attendance for the monthly chapter meetings to me.  The 

deadline  for registering or cancelling is by noon on the Monday preceding the meeting.  

You can register on-line, email me or call me, whichever you prefer. 

Remember, if you register and do not attend, you will be charged for the meeting unless 

you cancel in advance. 

 

Judy McCallion 
Hospitality Chair 

 
 

Congratulations on your accomplishment...Obtaining your CPS CAP Certification 

From Left to right:   

Jan Rice CPS,  Marian Luft CPS, Joan Gatzmeyer CPS/CAP Division President, Joan 

Meyers CAP, Joanne Johnson CAP, Kathy Hengel CPS/CAP 


