
Book Cliff Echoes 
November 2009           A Publication of Book Cliff Chapter IAAP      Volume XV · Number 3 

   Welcome to IAAP 
 

Photo Coming Soon 
 
 

2009-2010 · Book Cliff Chapter · T.E.A.M Leaders 
President  
Karen Loughman CAP ................. (R) 970-523-7186 
615 Seranade Street 
Grand Jct CO 81504 
(e-mail) kloughman@theblythegroup.com  
 

President-Elect 
Kristin Hoaglund ........................ (R) 970-261-2424 
134 Woodstock 
Fruita CO 81521 
(e-mail) khoaglund@gmail.com 
 

Vice President 
Dee Dee Crawford ...................... (R) 970-248-6571 
PO Box 40001 ............................. (B) 970-778-7556 
Grand Jct CO 81504 
(e-mail) Deedeellis@hotmail.com 
 

Secretary 
Laney Wooster ............................ (R) 970-434-4713 
269 31 Road ............................... (B) 970-255-2639 
Grand Jct CO 81503 
(e-mail) awooster@mesastate.edu 
 

Treasurer 
Sally Lowrey .............................. (R) 970-256-9307 
658 Tamarron Drive ................... (B) 970-242-2636 
Grand Jct CO 81506 
(e-mail) sally@sallyonyourside.com 
 

Parliamentary Advisor 
Juanita Cosslett CPS .................... (R) 970-245-1734 
PO Box 225 ................................ (C) 970-260-2277 
(e-mail) Custom-design@qwestoffice.net 
 

 

 
BOOK CLIFF CHAPTER IAAP 

P O Box 1381 
Grand Junction CO 81502 
www.iaap-bookcliff.org  

 

 
Book Cliff Chapter Committees 

 
APW/Program. .................................. Dee Dee Crawford 
Audit  ........................... Melissa Medina/Bernice Stogsdill 
Karen Loughman CAP 
Bylaws & Standing Rules .............  Juanita Cosslett CPS 
Kym Bevins 
Historian/Scrapbook ......................  Maria Pinder,CAP 
Certification/Eduacation ................... Pearl Hasson, CAP 
Hospitality/Sunshine FundPam Lair/Lea Imer/Meg Fritts 
Marketing  ............................................... Melissa Medina 
Membership........................... Jalane Glasgow, CPS/CAP 
RTF .............................................................. Sally Lowrey 
Student Chapter ...................................... Alane Wooster 
Ways & Means ............. Chris Church/Pearl Hanson, CAP 
continued ............................ Maria Pinder/Kristina Gragg 
Website/Newsletter .. Kyle-Sheldon Chandler/Pam Lair 
continued ..................... Kristina Gragg /Louise Davidson 
Yearbook ......................... Chris Church/Cherie Pedersen 
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In This Issue...  
2009-10 Chapter T.E.A.M Leaders & Meeting Announcement1 

CWM Division and International Officers ...........................  2 

#ÈÁÐÔÅÒ 0ÒÅÓÉÄÅÎÔȭÓ -ÅÓÓÁÇÅ ................................ ............  2 

Meetings, Conventions, Conferences ................................  3 

Chapter News ................................ ..............................  3, 4 

Chapter Meeting Minutes ................................ ..............  5, 6 

CWM Division................................ ................................ .. 7 

Office Tips & Tricks  ................................ .........................  8 

RTF ................................ ................................ ................  9 

PC Corner ................................ ................................ ......  10 

 

 
Book Cliff Chapter 

 

Meets the 3rd Wednesday 
of each month 

 

September through June 

EVERYONE will be on a standing RSVP list and will be expected to attend our monthly meetings. 
REGRETS ONLY are to be sent to [sally@sallyonyourside.com] not later than 9:00 p.m. the 
Thursday prior to the Wednesday meeting. 
 
 
 

 

Book Cliff Chapter IAAP  

November Meeting 

   

Date: November 21, 2009  
 

Time: Networking 5:30PM 
 Dinner/ Program 6:00 to 7:00PM 
 Chapter Business 7:00 PM 
 

Cost:  Professional Members - $18 
 Students - $5, Guests (no charge) 
 

Place:  Two Rivers Convention Center 
 

Date: November 18, 2009 
 

Time:  Networking 5:30PM 
 Dinner/ Program 6:00 to 7:00PM 
 Chapter Business 7:00 PM 
 

Cost:  Professional Members - $18 
 Students - $5, Guests (no charge) 
 

Place:  Two Rivers Convention 
Center 
 

November Program 
 

Get ready to be enlightened at our November 18 
  

Program entitled  Feng Shui 
 

http://www.iaap-bookcliff.org/
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2009-2010 

Book Cliff Chapter 
Grand Junction, CO 

Karen Loughman, CAP 

  

3ÏÍÅÔÉÍÅÓȟ )ÔȭÓ (ÁÒÄ ÔÏ ÂÅ 4ÈÁÎËÆÕÌȦ 
 

ovember brings to mind Thanksgiving and all that comes with it ï turkey, 

stuffing, pumpkin pie and Black Friday.  The business community is feel-

ing the effects of the economic downturn and many of us have been affected 

by the H1N1 virus either by ourselves or someone near to us getting sick.  Itôs 

hard to be thankful when things arenôt going well around you.   

 

he retail business community depends on Black Friday to make up for all 

of the negative net monthly sales figures they have noted on their books 

over the preceding year.  Itôs been a tried and true business strategy for many 

years.  The sales are huge and the stores all make a big deal out of the bar-

gains.  Shoppers enjoy Black Friday for those bargains too and many make the 

day a tradition in their families as a time to prepare together for the upcoming 

Christmas holiday.     

 

 could easily list all of the negative things that have happened to me recent-

ly, but I choose the positive.  This is what I call my ñBlack Friday Affirma-

tionò:  On a daily basis, I remind myself of what I am thankful for: my family, 

my friends and my fellow chapter members.  I have ideas and skills.  My 

health is good.  There are possibilities out there.  Today is my Black Friday, 

and Iôm thankful to have it!  Look out world! 

 

 
 

N 

T 

I 

While the Thanksgiving holiday is an occasion of cele-

bration and feasting, one must not forget the reason underlying 

the celebration. Here are some inspirational quotes for 

thanksgiving. These simple words teach the lesson of gratitude. 

Henry Ward Beecher 
Gratitude is the fairest blossom which springs from the soul. 

Theodore Roosevelt 
Let us remember that, as much has been given us, much will be expected 

from us, and that true homage comes from the heart as well as from the 

lips, and shows itself in deeds. 

Edward Sandford Martin  
Thanksgiving Day comes, by statute, once a year; to the honest man it comes as 

frequently as the heart of gratitude will allow 

http://www.iaap-co-wy-mt.org/
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CWM Division Annual Meeting 
 

June, 2010 

Cheyenne WY 

INTERNATIONAL CONVENTIONS  

July 18-21, 2010 

Hynes Convention Center 

Boston MA 

July 18-22, 2011 

Montreal Convention Center 

Montreal QC 

July 22-25, 2012 

Gaylord Texas Resort 

Grapevine TX 

July 28-31, 2013 

Anaheim Convention Center 

Anaheim CA 

July 27-30, 2014 

Milwaukee Convention Center 

Milwaukee WI 

CERTI FICATION  CONFERENCE 

October 17-20, 2010 

Hilton Seelbach Hotel 

Louisville KY 

2011 ï San Diego, CA 

March 8-10, 2010 

Grand Sierra Resort 

Reno NV 

 

2011 ï Tampa, FL 

 

 
 
 
 

 

  Chapter News... 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 
 

 

 

 

 

 

 

 

 

 

 

 

COLORADO-
WYOMING-
MONTANA  
DIVISION 

2009-2010 
 

Book Cliff Chapter 

Grand Junction, CO 

New members:  If you need a name badge, please e-mail 
Jalane Glasgow, 

Membership Chair, at the following address: 
 

jalanematt@bresnan.net 
 

Please indicate how you would like your name to read, i.e., if you are a 
Sandra but prefer to be called Sandy, please let me know. 

 
Thanks so much! 

 
Jalane Glasgow, CPS/CAP 

Membership Chair 
Book Cliff Chapter, IAAP 

. 

The "cookbook" project is still underway. Please send us more 
recipes, more recipes, more recipes.  We need recipes from all 
members. We have received quite a few from a few contributors, 
but need more contributors to the cookbook.  We are in need of 
recipes in the area of apetitizers, beverages, salads, desserts, 
cookies and candy, and side dishes.  Could use a few more main 
dishes, but have quite a few now.  Send in the ones you use and 
love the most, they are always the best!  
 
Please send them within the week to cheriepedersen@bresnan.net. 
 
Cookbook Committee 
 

. 

 
 

Congratulations to Linda 

Hays, our Lead Employment 

Assistant in the Resource Cen-

ter, who received Hilltop's 

Employee of the Month Award 

for October, 2009.  
 

Linda won this recognition out 

of 550 Hilltop employees for 

her exemplary work and lea-

dership serving over 3,000 

guests per month at this time in 

the Resource Center. Pass on 

the praise!     djp 
 

 

 

 

OfficePro now available on the Web  
All the great content you read each 
ÍÏÎÔÈ ÉÎ /ÆÆÉÃÅ0ÒÏȭÓ ÐÒÉÎÔ ÅÄÉÔÉÏÎ ÉÓ 
now available on the IAAP Web 
Community. Digital editions of Offi-
cePro magazine and the OfficePro 
Express e-newsletter can now be 
found at officepro.iaap-hq.org. This is 
a members only benefit, so make sure 
you are logged in when you visit the 
site. 
 
Also, don't forget to check out the 
new look of the IAAP Web Communi-
ty home page, which now features 
recent blog posts, a member spot-
light, recent discussions and more. 

mailto:jalanematt@bresnan.net
mailto:cheriepedersen@bresnan.net
http://officepro.iaap-hq.org/
http://community.iaap-hq.org/
http://community.iaap-hq.org/
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CO-WY-MT Division and  

Educational Seminars 

 

CERTIFICATIONS 

 
Certified Professional  

Secretary® (CPS®) 
 

Certified Administrative  
Professional® (CAP®) 

 
 
 
 
 
 
Certification is a valuable tool for both employ-
ers and administrative professionals.   
 
For employers, it assures that a prospective or 
existing employee has the highest standard of 
professional understanding and technical skill.  
 
For administrative professionals, certification 
opens doors to advancement opportunities 
and is a valuable learning experience. 
 

 

 

Grammar Primer  
 

Question: When do you use i.e. and when do you 
use e.g. ɂ and what do they mean? 

Answer: The Latin abbreviations "i.e." and "e.g." 
come up often. These two abbreviations are al-
ways set apart from the rest of the sentence with 
commas. The only way to figure out which to use 
is to know what they each stand for: 

i.e. 

Written out in Latin, 'i.e.' is 'id est' and means 
'"that is" or "in other words". It specifies or makes 
clearer.  
Example: I'm going to the place where I work 
best, i.e., the coffee shop. [I am stating that a 
coffee shop is the best place for me to work. By 
using "i.e.", I am telling you I am about to specify 
my preference.] 

e.g. 

Coming from the Latin expression 'exempli gratia', 
"e.g." means "for example" or "for the sake of an 
example" and is similar to "including" when you 
are not listing everything. 
Example: At the places where I work best, e.g., 
Starbucks, I have none of the distractions I have at 
home. [I like lots of coffee shops, but Starbucks is 
most famous, so it's the best "example".] 
 
 

More Chapter Newsé 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

November &  December 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Congratulations Chapter Members!  
ÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎÎ 
 

 

Be sure to check out our chapter website. 
http://community.iaaphq.org/IAAPHQ/BookCliff/Home/Default.aspx  
 
 

 

 

The Gift of Membership  

Do you have a special co-worker or friend who is also an administrative 

professional? If youôd like to do something special for him or her we have 

the perfect idea: the Gift of Membership. Itôs a great way to introduce your 

friends and co-workers to IAAP. Maybe itôs a way to help that admin that 

just got laid off, or as a special gift for your son or daughter who is now a 

part of the profession.  

Itôs easy to give the Gift of Membership. You can either mail/fax in the Gift 

of Membership form or call Headquarters with your information, including 

payment, and the name and contact information of the recipient. After the 

membership department gets the information, they will send out an e-mail 

informing the recipient of his or her Gift of Membership. It only takes a few 

minutes but gives a gift that lasts an entire year.  

You can access the sign-up forms here: http://www.iaap-

hq.org/join/gift.html 

Donôt let another day go by. Give the perfect gift, the Gift of Membership. 

Best regards, 

 

Joy R. Johnston 

Senior Manager, Membership and Distribution 

     International Board of Directors 

      Headquarters Staff 
 

 
 

 

 

ÎÎÎÎÎÎÎÎÎÎÎ  Member Mile Markers   ÎÎÎÎÎÎÎÎÎÎÎ 

 

 
 

 

Member Birthday Anniversary 

Bernice Stogsdill 
Jacque Malloy 

 
11/08 

11/1 

Reba Johnson 11/11 11/4 

Marie Petefish 
11/12 

 

Louise Davidson 
Maria Pender CPS 

11/21  
12/1 

Jaunita Cosslett CPS 12/3  

Susan Habliston 12/18  

Melissa Medina 12/19  

Tish Neff 
12/20 
 

 

Kyle Sheldon-Chandler 
12/26 
 

 
 

 
 

Happy Anniversary 

Happy Birthday ! 

 

 

November & December  2009 

http://community.iaap-hq.org/IAAPHQ/BookCliff/Home/Default.aspx
http://www.iaap-hq.org/join/gift.html
http://www.iaap-hq.org/join/gift.html
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BOOK CLIFF CHAPTER, IAAP 

Meeting of 10/21/2009 

Two Rivers Convention Center 
Pending Approval 

 

Call to Order 

 

 

Introductions 

 

Kudos 

 

 

 

 

 

 

Program 

 

 

 

 

 

 

 

Minutes Approval 

 

 

Treasurerôs Report 

 

 

 

 

 

Committee Reports 

     Ways & Means 

 

 

 

 

     Hospitality 

 

 

 

     Certification 

 

     Bylaws 

 

 

     APD 

     RTF 

 

President Karen Loughman CAP called the meeting to order at 5:45 p.m 

 

Members introduced themselves and their guests. 

 

President Loughman extended a Thank you to: 

¶ Pearl Hasson CAP for volunteering to chair the Chapterôs ñGoals and 
Strategic Plan Committee.ò  

¶ Kristina Gragg for the excellent chapter newsletter 

¶ Juanita Cosslett for taking minutes in the absence of Laney Wooster, 

Recording Secretary 

 

ñComputer Ghostbustersò by Zach Walsh of ñATRIXò who specializes in 

tailoring computer solutions, i.e., development, repair, networking, web de-

velopment and design, and consulting. 

 

Karen Loughman and Pam Lair followed with a presentation on navigating 

the Chapter website, Networking and egroups. 

 

Minutes of the September meeting were approved as published. 

 

The Treasurerôs Report was read. There being no questions it will be filed 

for audit.  

 

Jalane Glasgow, CPS/CAP presented one bill, but since it was less than $50 

it did not require a vote of the membership. 

 

Verbal reports were given re the following committees: 

¶ Cherie Pedersen reported that they are very close to completing the 

cookbook fundraiser. Please forward recipes for more entrees and 

computer tips to Chris Church. 

 

¶ Pam Lair reported that the Hospitality Fund is getting low. Will con-

tinue to have the drawing each month to benefit the fund. 

¶  

¶ Pearl Hasson is planning one Saturday workshop 

 

¶ Juanita Cosslett reported that proposed amendments to our Bylaws 

and Standing Rules will be presented after the first of the year. 

 

¶ A speaker has been booked, and plans continue. 

 

¶ Chapterôs annual fundraiser for RTF will take place at the November 
meeting. 

 

¶ Melissa distributed her marketing handout; and reported on an up-

dated brochure. Needs email addresses for some of the chapter 

members. 



November 2009                   A Publication of Book Cliff Chapter IAAP           Volume XV ̧  Number 3 

 

 

 

     Marketing 

 

 

 

  

    Membership 

 

 

 

 

 

 

 

 

Announcements 

 

 

 

 

 

 

 

 

 

Adjournment  

 

¶ Membership Drive: The chapter is waiving new member dues for 

the months of October and April as part of the Membership Drive.  

 

¶ President Loughman passed around the signup form for interested 

members who are willing to serve as a mentor, and members who 

would like to have a mentor. So far, there are 5 mentors and one 

member who would like a mentor. 

 

President Loughman announced her ñPesoôs Plan.ò A member who steps up 

to the plate when needed will receive a ñPesoò worth points toward the 

ñMember of Excellence.ò  

 

Kyle Sheldon-Chandler, immediate Past CWM Division President, an-

nounced the Webinar that she has been instrumental in providing to Division 

members on 10/27 at 7:00 p.m. on the topic of Email Marketing. Email Kyle 

if you wish to participate. 

 

President Loughman reminded members of the IAAP ñGift of Membership.ò 

Information was emailed to members from HQ re purchasing a gift member-

ship for someone. 

 

President Loughman displayed the new banner our chapter received from 

HQ as reward for achieving ñChapter of Excellenceò and honoring Pearl 

Hasson CAP, Chapter past president. 

 

There being no further business, the meeting was adjourned at 8:30 p.m. 

 

Juanita Cosslett, CPS 

Recording Secretary 

in the absence of Laney Wooster 

 

 

 

  

 

 
 
Thank you Zachary for presenting an outstanding program. 

October Chapter Meeting 

Zachary Walsh walks members 

through computer maintenance 

steps. 

 



November 2009                   A Publication of Book Cliff Chapter IAAP           Volume XV ̧  Number 3 

 

 
 

Chapter President:  Karen Loughman, CAP  

A Chapter of Excellence will attain a minimum 
of 14 of the following 19 criteria: 

1. Sixty percent of the chapter meetings offer 
recertification points  

2. At least one member of the chapter obtain 
their CPS and/or CAP certification during 
the current IAAP fiscal year  

3. Sign the online Chapter of Excellence Com-
mitment agreement  

4. Publish at least six newsletters/e-
newsletters  

5. Participate in the IAAP Web Community  
6. Publish annual meeting calendar with edu-

cation and/or training topics by September 1 

and establish marketing plan to encourage 
members to attend chapter, division, and in-
ternational meetings and events  

7. Create and maintain an annual budget; pro-
vide a monthly financial statement to the 
membership and submit annual audit report 
to the division treasurer  

8. Maintain a full slate of officers (minimum 
four offices); maintain committee chairmen 

for the Bylaws, Certification, Education and 
Membership Committees; and submit new 
officers and committee chairmen listing to 
HQ by July 1 deadline  

9. A minimum of four officers and chairmen of 
the Bylaws, Certification, Education and 
Membership Committees; participate in at 
least one IAAP Leadership/Succession Plan-
ning training event  

10. Send a delegate to the division annual 
meeting and a delegate or submit a proxy to 
the International Convention and Education 
Forum  

11. At least one member serve in a division of-
fice or committee; or serve on an interna-
tional committee; or as an international of-
ficer or as an RTF Trustee  

12. Sponsor or co-sponsor a professional devel-
opment seminar or sponsor/co-sponsor an 
!07Ⱦ!0$ ÁÎÄȾÏÒ ÁÎÎÕÁÌ ÅØÅÃÕÔÉÖÅÓȭ ÅÖÅÎÔ  

13. Submit a completed application for the 
Avery Chapter/Division Achievement 
Awards Program and/or submit a nomi-
nation in the Award for Excellence program  

14. Maintain a minimum of 15 members and 
achieve an annual retention rate of at least 
80 percent  

15. Conduct at least one IMPACT meeting  
16. Conduct new member orientation program  
17. Achieve a net membership increase of at 

least 12 percent (minimum required is a net 
3 member increase)  

18. Sponsor a new IAAP Professional Chapter or 
Student Chapter  

19. Create an annual Business (Strategic) Plan; 
review/update annually; submit a copy to 
the Division President by December 31 and 
conduct an annual member inter-
est/satisfaction survey  

Completed criteria will be submitted through an 

online process that will be available soon.  

 

 

 


