
 

Information Technology Solutions 

òFROM THE PRESIDENTõS PENó 

òTips for the Tradeó 
Heart of Peachtree Chapter 

Georgia-Pacific Center Ė 133 Peachtree Street NE Ė Atlanta, GA 30303 

2009-2010  

Valisha Baldwin CPS 
President 

January, 2010 ñ Volume 16, Issue 6 

Happy New Year, HOP Members! 

 
I trust that each of you and yours had a blessed holiday season 

and that you are ready for some new and exciting opportunities 
this year! 

 
On Saturday, January 21, President-Elect Wanda Haywood CPS 

and I attended the Georgia Division Mid-Year Leadership Train-
ing and were taken by the number of chapters that are facing 

hardships in membership recruiting, membership retention, at-
tendance and participation, just to name a few.  The training was 

insightful and packed with information that we could begin using 
immediately.  Iõm sure many of us left with ideas that should 

benefit our respective chapters. 
 

One of the things that stuck with me throughout the day was a 
document we received that simply said òAsk for Commitment.ó 
The title alone sent my mind on a wild frenzy of ideas and I be-

gan to ask myself, òHave I asked the HOP members for Commit-
ment?  I believe the majority of the HOP members are commit-

ted, but if so, what are the members doing to display it or prove 
that they are really committed?  These are just a few questions I asked myself. 

 
òIn his book The One Minute Manager®, Ken Blanchard says, ôThereõs a difference between in-

terest and commitment.  When you are interested in doing something, you do it only when it 
is convenient.  When you are committed to something, you accept no excuses.õ  Donõt equip 

people who are merely interested.  Equip the ones who are committed.ó 
(www.pjlighthouse.com, October 8, 2008) 

 
Commitment  is the one quality above all others that enables a potential leader to be-

come a successful leader .  Without commitment, there can be no success.  Football coach 
Lou Holtz pointed out, òThe Kamikaze pilot who was able to fly 

fifty missions was involvedñbut never committed.ó 
 
John Maxwell wrote in his book, Developing the Leaders Around 

You, òIn order to determine whether your people are commit-
ted, first you must make sure they know what it will cost them 

to become a leader.  That means that you must be sure not to 
undersell the job.  Let them know what itõs going to take to do 

it.  Only then will they know what they are committing to.  If 
they wonõt commit, donõt go any further in the equipping pro-

cess.  Donõt waste your time.ó 
 

So, I ask you, HOP members, for this New Year, are you merely 
interested or are you fully committed? 

 
  

 

 

Professionals Connecting 

to IAAP 

M E E T I N G  D A T E / T I M E  

Tuesday, January 26, 2010 

11:30 a.m.ñ1:00 p.m. 

 

M E E T I N G  L O C A T I O N  

Tenth Floor Presentation Room 

Georgia-Pacific Center 

133 Peachtree Street NE 

Atlanta, GA 30303 

 

MEETING  

HIGHLIGHTS  

¶ Lunch 

¶ Program 

¶ Brief items of business 

¶ Giveaway for Retirement 

Trust Fund 

¶ Other giveaways 

 

F O R  A S S I S T A N C E  O N  

M E E T I N G  D A Y  

Call 404-992-3921 

I N S I D E  

T H I S  I S S U E  

 

Coworker Crime 

Meeting news 

E-mail Overload 

Membership news 

Committees 

Important info 
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COWORKER CRIME ON THE RISE 

Crime at the workplace may be more prevalent than you suspect ñ and it doesnõt have any-

thing to do with missing office supplies or petty cash. In a recent survey by  

OfficeTeam, 29 percent of employees interviewed said that a coworker has at some point 

taken credit for their ideas. 

 

The competitive nature of todayõs workplace may be contributing to idea theft. The tight 

economy leaves many feeling desperate to impress management in an effort to prove their 

value to the company or position themselves for a promotion. 

 

Taking proactive measures to share your ideas directly with management and other col-

leagues, especially early on, can help ensure everyone knows the concept originated with 

you.     

 

Here are some additional tips for getting the credit you deserve: 

 

¶ Check in often. Use regular meetings with your manager to give status updates on 

your ideas and the progress youõve made to implement them. 

 

¶ Donõt be shy. If your contributions to projects continually get overlooked, think about 

how you communicate to team members. If other people routinely get credit for your 

ideas, it may be a sign that you need to be more assertive in your role. 

 

¶ Keep your reactions in check. When a coworker does receive credit for your idea, 

try to get to the bottom of the situation before you react to it. It could be a misunder-

standing, and you should give your colleague the opportunity to present his or her side 

of the story. 

 

¶ Speak up for others.  If you are credited with a coworkerõs idea, be sure to swiftly 

correct the situation. Your colleague will appreciate it, and you will set an example for 

everyone to follow. 

 
Although getting credit on the job is important to your success, giving credit to others can be 

just as beneficial. Acknowledging those who help develop an idea can motivate the entire 

team. 

 
Submitted by OfficeTeam.  hŦŦƛŎŜ¢ŜŀƳ ƛǎ ǘƘŜ ǿƻǊƭŘΩǎ ƭŜŀŘƛƴƎ ǎǘŀŦŦƛƴƎ ǎŜǊǾƛŎŜ ǎǇŜŎƛŀƭƛȊƛƴƎ ƛƴ ǘƘŜ ǇƭŀŎŜπ
ment of highly skilled administrative and office support professionals. The company has more than 325 
locations worldwide, and offers online job search services at www.officeteam.com. For more informa-
tion, contact a staffing manager  at (800) 804-8367. (November, 2009) 

TRAINING HELD FOR OFFICERS  
The 2010 Mid-Year Leadership Training was held Saturday, January 16, at CNN 

Center.  The meeting was well attended and was very informative.  It afforded 

all of us an opportunity to share with other chapters what is and has worked 

well for us as it relates to chapter meetings, membership recruitment/

retention and fundraisers, to name a few.  Since we all are expected to do 
more with less, this was a great opportunity to mirror what other chapters are 

doing as opposed to reinventing the wheel.  Rena Morris CPS/CAP gave a de-

tailed presentation on submitting applications for the various Georgia Division 

awards.  Lastly, President Mitchell and The Georgia Board reviewed the goals for the upcoming six 

months.  I am sure all members left the meeting with some more items on his/her òTo Doó list but 

some valuable information to share with their chapter members.  

           ñPresident-Elect, Wanda Haywood CPS  

http://www.officeteam.com


The program of the January meeting of the Heart of Peachtree chapter will be one that will 

be informational to members and guests alike.  The program is entitled, òBenefits of IAAP 

Membership.ó  Our speaker will be the immediate past president of the Georgia Division of 

IAAP, Demetrice Clayton CPS/CAP, a member of the Cherokee Rose chapter.  Demetrice is 

an expert on IAAP which makes this meeting even more important.  Members can have their 

questions about the organization answered.  And, our guests can find out why they should 

become members of IAAP.  Recertification points will be 

awarded for the program. 

 

At this meeting, guests will be able to attend free of charge.  

However, all members and guests must make reservations.  

Please make an extra effort to invite a friend or coworker 

to attend with you! 

 

Please remember our campaign to collect more funds for 

the Retirement Trust Fund (RTF) for IAAP.  Plan to bring 

your loose change and òGive to RTF for a Change.ó 

 

Plan to attend this meeting on Tuesday, January 26, 2010, at 11:30 a.m.  The meeting will be 

held in Georgia-Pacific Center, in the Tenth Floor Presentation Room.  Chapter meeting fees 

are $20ñthis includes lunch.  Reservations for members and guests are mandatory and must 

be honored.  Please contact Thelma Salley, Arrangements Chair, no later than Friday, January 

22.  You may reach her by calling 404.652.7906 or by e-mailing at this address:  arrange-

ments@iaap-hop.org. 
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2009 -2010 UP COMI NG 
CHAPTE R M EET I NG DATE S  
AND P ROGRAM S  
 

 
JANUARY, 2010 
Tuesday, January 26 
Membership Impact Meeting 
ñBenefits of IAAP Membershipò 
Speaker:  Demetrice Clayton 
CPS/CAP, 2008-2009 Georgia 
Division President 
 
FEBRUARY, 2010 
Tuesday, February 23 
ñRecord Retention and Going 

Green
®
ò 

Speaker:  Keri Walling, Avery 

Dennison
®
 

 
MARCH, 2010 
Tuesday, March 23 
ñHow to Organize and Maintain 
Document Flowò 
Speaker:  Bill Steele, 
Esselte Corporation 
 
APRIL, 2010 
Tuesday, April 27 
Administrative Professionals 
Week Celebration 
Speaker:  Dr. Louis Sullivan 
 
MAY, 2010 
Tuesday, May 25 
ñStanding Outò 
Evelyn Watkins, Watkins 
Development Group 
Annual Business Meeting 
 
JUNE, 2010 
Tuesday, June 22 
Installation of officers and new 
members 

HIGHLIGHTS FROM NOVEMBER AND DECEMBER, 2009 

Deborah Daniels, Member-

ship Chair, installs new mem-

ber, Bennie McDonald at the 

November, 2009, chapter 

meeting. 

INVITE A GUEST TO OUR JANUARY MEETING 

 

Demetrice Clayton CPS/CAP 

CHECK OUT THIS WEB SITE!!  

 
4imprint is a company that sells promotional products (www.4imprint.com).  In the 

company newsletter from December 9, 2009, entitled Making the Most of Your Pro-

fessional Organization, they made reference to a special booklet called Blue Paper® 

(http:/ / info.4imprint.com/wp-content/uploads/blue-paper-professional-

associations.pdf).  Be sure to read this eight-page booklet, Professional Organizations:  

Making Them Work for You, which outlines in detail the advantages of membership in 

organizations like IAAP. 

Rita White, Vice President, 

and Valisha Baldwin CPS, 

President, conduct IAAP Jeop-

ardy at the December, 2009, 

holiday luncheon. 

Kenya Walker, first-time visi-

tor and guest of Toni Creigh-

ton CPS/CAP, listens intently 

during the program at the  

December meeting. 



2 0 0 9 - 2 0 1 0  C O M M I T T E E  
C H A I R S  
 
ADMINISTRATIVE 
PROFESSIONALS WEEK  
Name 
 
ARRANGEMENTS 
Thelma Salley 
 
AWARDS 
Name 
 
BYLAWS/STANDING RULES 
Joan Anderson 
 
COMMUNITY SERVICE 
Name 
 
CPS/CAP/EDUCATION 
Name 
 
FRIENDSHIP SERVICE 
Name 
 
HISTORIAN 
Name 
 
MEMBER OF EXCELLENCE 
Name 
 
MEMBERSHIP 
Name 
 
NEWSLETTER 
Vicki Huxford CPS/CAP 
 
PUBLICITY 
Name 
 
RETIREMENT TRUST 
FOUNDATION 
Name 
 
SCRAPBOOK 
Name 
 
SUNSHINE FUND 
Name 
 
WAYS AND MEANS 
Name 

òTo catch the reader's attention, place an 
interesting sentence or quote from the story here.ó 
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Caption describing 
picture or graphic. 

E-MAIL  ADDRESSES  

FOR OFFICER S AND  

OFTEN -REFEREN CED  

COMMITTEE C HAIRS  

 

Valisha Baldwin CPS 

President 

president@iaap-hop.org 

 

Wanda Haywood CPS 

President-Elect 

presidentelect@iaap-hop.org 

 

Rita White 

Vice President 

vicepresident@iaap-hop.org 

 

Vicki Huxford CPS/CAP 

Secretary 

secretary@iaap-hop.org 
 

Rose Grant CPS/CAP 

Treasurer 

treasurer@iaap-hop.org 

 

Sabrina Scott 

Director 

director@iaap-hop.org 

 

******  

 

Arrangements 

arrangements@iaap-hop.org 

 

Awards 

awards@iaap-hop.org 

 

CPS/CAP/Education 

cpscap@iaap-hop.org 

 

Community Service 

community@iaap-hop.org 

 

Member of Excellence 

moe@iaap-hop.org 

 

Membership  

membership@iaap-hop.org 

 

Newsletter 

newsletter@iaap-hop.org 

 

Publicity 

publicity@iaap-hop.org 

E-MAIL OVERLOAD COSTS COMPANIES MILLIONS IN 

LOST PRODUCTIVITY 

With billions worth of lost productivity each year, many companies 

are questioning the value of e-mail and how to bring it back into bal-

ance. It would appear on the surface that e-mail is a big problem. 

However, is e-mail really the problem, or is it the approach to e-mail 

that's flawed? 

 

It is easy to see that the real issue is the behaviors employees have 

adopted and developed around approaching their inboxes, such as 

compulsively checking e-mail, loosely constructing e-mails, and holding 

1000s of e-mail messages in the inbox. To get e-mail under control, we 

must first re-examine these approaches, recognize that they may not 

be working, and replace them with behaviors to manage e-mail more 

effectively, not just as individuals but as teams and organizations.  

 

Companies readily adopt and deploy communication software com-

pany-wide; yet, this is done with little or no education. In the absence 

of education, it is not surprising that e-mail communication has be-

come a problem.   

 

What if you had proven methods and models in place for approaching e-mail that resulted in 32% less 
time doing e-mail and 81% fewer e-mail messages being stored in your inbox? How would this affect 

you or your team? Our clients are seeing similar results every day. 

 

To get started using e-mail as a productivity tool, learn the McGhee Productivity Solutions E-Mail PASS 

Model and apply it next time you write an important e-mail. This model will help you clearly defined 

messages that produce effective action with the minimal number of communication cycles. By writing 

effective messages, you will actually reduce the number of e-mail messages you receive in a day.  

 

The PASS Model consists of four questions that you will ask yourself while composing e-mails that are 

lengthy and take more than two minutes to write. 

 

P - What's the Purpose of your communication and does it relate to a Meaningful Objective? (If it 

doesn't relate back to your Meaningful Objectives consider renegotiating or disengaging.) 

 

A - What Action is involved and does it have a due date? (Be clear about what you want the recipient 

to do: take physical action, respond only, read only, or simply review as an FYI. When using time lines 

be discerning and make sure they mean something and hold people accountable to your timeliness.) 

 

S - What Supporting documentation  do you need to include? (Identifying the supporting informa-

tion that the recipient needs in order to complete the requested action successfully. This will reduce 

the likelihood of your message coming back to you with questions.) 

 

S - Have you effectively summarized your communication in the Subject Line ? (Follow three elements 

to a good Subject Line: clarify the meaningful objectives or projects that the e-mail message relates to, 

clearly indicate the action requested, and identify a due date, if there is one.) 

 

For more details on how to use the PASS Model effectively, including how to effectively use:  the "To", 

"Cc", and "Bcc" lines; e-mail signatures; e-mail responses; formatting for readability; and other produc-

tivity methods, contact info@mcgheepro.com. 

 

We can customize e-mail protocols based on your organization's specific needs. For a productivity as-

sessment, contact us (info@mcgheepro.com). 
 
Detailed descriptions and methods for using the PASS model can also be found in the book Take Back Your Life! 

Using Microsoft Office Outlook to Get Organized and Stay Organized, by Sally McGhee, CEO of McGhee Productiv-
ity Solutions.   
 

 
 
(Article reprinted from Insiderõs Guide to Productivity, August, 2009, Volume 6, Issue 4.) 

 

òTo get e-mail under 

control, we must first 

re-examine these  

approacheséó 

mailto:info@mcgheepro.com
mailto:info@mcgheepro.com


Official announcement regarding 2010 dues increase...  

Pursuant to the passage of a bylaws amendment by the delegates at the 2009 International 

Education Forum and Annual Meeting, effective January 1, 2010 annual dues, payable in U.S. 

funds, will be submitted based on classification of membership as follows:  

 

 

 

 

 

 

 

 

 

 

Membership Roundup....   

Please join me in sharing IAAP and the Heart of Peachtree Chapter with other peers as well 

as inviting them to our January 26th meeting. Our goal is to have at least 40 attendees!  Each 

member is being asked to bring at least one guest to the meeting. 

The meeting fee is being waived for our guests, so get busy inviting 

other administrative support personnel within your company and 

various businesses in the surrounding area. 

 

Thank you for your support.  Professionals Achieving the Extraordi-

nary....Professionals Connecting to IAAP. 

 

         Deborah Daniels, Chair 

 

 

 

MEMBERSHIP COMMITTEE REPORTS 
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2009-2010 GEORGIA  

DIVISION OFFICERS  

 

Donna Mitchell CPS/CAP 

President 

 

Nina Hubbard CAP 

President-Elect 

 

Barbara Wiley CPS/CAP 

Vice President 

 

Jenny Stewart CPS/CAP 

Secretary 

 

Valerie Carter CPS/CAP 

Treasurer 

Alicia Reed is the chair of HOPõs Community Service committee.  Please read about Alicia 

below: 

 

What is important to you about IAAP?  

I have been involved in many organizations both work related and 

in the community. I think that the IAAP has one of the best leader-

ship teams that I have seen. 

 

Why did you join the Heart of Peachtree chapter?  

All of the members in this chapter seem to really be dedicated to 

making this chapter a success.  Team work and dedication are 

critical to the success of any organization and it seems to prevail 

with HOP.  

 

Please give a bio of yourself ñyour employment, hobbies, 

favorite pastimes, etc.  

I have been with Georgia-Pacific for 18 years.  I have been married for 29 years and have 2 

children, Trea and Britney.  I am the youngest of 8 children, moved to Georgia from Cincin-

nati, Ohio, and I have not once regretted leaving the north.   I have been a GP Buddy (tutor) 

for 8 years. I am working on my marketing degree at Clayton StateñGeesh, itõs taking for-

everé  My hobbies are dancing and attending basketball games.  One of my favorite pastimes 

is watching good ole cowboy movieséI know that surprises everyone! 

MEMBER SPOTLIGHT 

CHAPTER MEMBERõS 

BIRTHDAY  

 

Raquel Short 

February 14 

 
 

 

òGIVE TO RTF FOR 

 A CHANGEó 

 

Bring your wallet to our next 

chapter meeting.  There will be 

a special container in which to 

deposit your 

loose change for 

the  Retirement 

Trust Foundation 

(RTF) for IAAP.  

for donations.  

Our goal this 

year is to donate $400 to RTF. 

 

  2009 2010 

Professional Member $83  $103  

Professional-Merited Member $47  $67  

Student Member $50  $70  

Associate Member $180  $200  
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FU TU RE S ITES OF THE  

EDU CATION F ORU M AN D  

ANNU AL  MEET ING  

2010 ð Boston, Massachusetts 

2011 ð Montreal, Quebec 

2012 ð Grapevine, Texas 

2013 ð Anaheim, California 

2014 ð Milwaukee, Wisconsin 

2015 ð Louisville, Kentucky 

UP COMIN G EVENTS  

FROM IAAP  

 

March 8-10, 2010 

Professional Education Conference 

Reno, Nevada 

 

July 18-21, 2010 

International Education Forum and  

Annual Meeting 

Boston, Massachusetts 

HOP CHAP TE R  
M AIL I NG ADDRES S  
 
Heart of Peachtree Chapter IAAP 

PO Box 170431 

Atlanta, GA  30317-0431 

WAYS & MEANSñITEMS STILL AVAILABLE FOR PURCHASE 

The Ways & Means Committee has the remaining Terri Lynn, Inc. nuts for sale.  If you have 

sampled some of these items, I am sure you will agree that they are delicious and nutri-

tious.  The following items are available for sale:  

 

 

 

  

 

 

 

 

 

 

 

 

 

If you would like to place an order, please contact Wanda Haywood CPS at 404-652-4621 or 

e-mail me at wehaywoo@bellsouth.net.  If paying by check, make it payable to HOP 

IAAP.  Thanks! 

COMMUNITY SERVICE REPORTS 

Food items can still be donated for òHosea Feed the 

Hungry,ó  Alicia Reed, chair of the Community Service 

committee, reports that the organization can still accept 

canned goods and non-perishable food items.  Alicia will 

be taking a donation to them very soon. 

 

The committee is also col-

lecting new or gently used 

blankets and menõs, womenõs 

and childrenõs coats to do-

nate to Project Overcoat 

(through United way and Atlanta Union Mission). 

 

Please bring these items to the January 26 chapter meeting.  For 

more information, contact Alicia Reed at reed252@bellsouth.net. 

Item#   Description  Qty.  
Price/

each 

60030 Giant Salted Whole Cashews 2 9.00 

60045 Colossal Natural Pistachios 4 7.00 

60050 Roasted Whole Almonds 2 7.00 

60054 Jumbo Roasted Blanched Peanuts 6 4.00 

60064 Honey Roasted Peanuts 5 4.00 

60070 Honey Roasted Giant Cashews 4 8.00 

60084 Fruit and Nut Mix 8 5.00 

60087 Sweet & Salty Trail Mix 3 5.00 

60089 Almond Cranberry Granola 4 5.00 

60095 Harvest Medley Mix 7 8.00 

61040 Giant Salted Whole Cashews - Tin 5 12.00 

62010 Chocolate Coated Jumbo Raisins 5 5.00 

62038 Praline Pecans 4 8.00 


