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PRESIDENTõS MESSAGE 

Well, here we are in December already.  This is the last newsletter of the year.  I can hardly believe the 

year has gone so fast!  It seems like just last month we had installation of officers. 

 

We have a very nice event planned for the December meeting.  Orange Empire chapter members will be 

joining us in the festivities.  JoAnn Thompson is hard at work with a member of Orange Empire to make it 

a great meeting.  Also, the president of Valencia-Orange County chapter, Janean Gray, CAP-OM is 

planning to attend.  We hope to have a roomful! 

 

We have completed three of the eight categories and are on the way to becoming a Chapter of Excellence.  

Wouldnôt that be great?  I hope to continue on this path.  One of the criteria is to have 7 percent (minimum 

2 members) achieve Member of Excellence.  (I am going to try for that this year.) 

 

During the holidays, some of you may be traveling; some may be missing loved ones or relatives who are 

gone or far away; some may be joining family or friends (or both); some will be hosting get-togethers; 

some may be struggling with children and/or older parents (or perhaps grouchy old Uncle Fred); and some 

of you may just have a quiet time alone to reflect on the past year that whizzed by so quickly.  However 

you choose to spend your holiday, I want you to know I appreciate each and every one of you and wish 

you all health, wealth, friends, and a joyous seasonΦ 
 

 Until next month, 
 

 Beverly Lipscomb, CAP-OM 



ITEMS OF INTEREST TO  BAHIA MEMBERS  

BAHIA  CHAPTER  BOARD  

JULY 1, 2011ðJUNE 30, 2012 

 
President 

Beverly Lipscomb, CPS/CAP 

T:  714.671.4636 

email:  blipscomb@mercuryinsurance.com 

 

Vice President 

JoAnn Thompson 

email:  joannt67@yahoo.com 

 

Secretary 

Vee Molinari, CPS/CAP   

email: veemolinari@yahoo.com 

 

Treasurer 

Norma Baltodano, CPS/CAP 

T:  714.843.6525 

email:  normabaltodano@bizla.rr.com 

 

Membership Chair 

Joan Snyder, CPS/CAP 

T:  949.399.0600, ext. 5007 

email:  joans@diehlevans.com 
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BAHIA õS BULLETIN  BOARD  

BOARD OF DIRECTORS MEETING: The next Bahia board of directors meeting will be 

January 28 at 9 a.m. at the home of Norma Baltodano, CPS/CAP.  Normaôs address is 

8891 Blackheath Circle, Westminster, 92683.  Phone:  714.843.6525.  All Bahia members are 

welcome to attend.  Please contact either Beverly Lipscomb CPS/CAP or Norma for directions or 

MapQuest it. 

 

WANT TO SEE YOUR NAME IN PRINT:  Do you want to be a writer?  Spinnaker articles are 

written by YOU!  Email your article on a topic of interest to administrative professionals to JoAnn 

Thompson at joannt67@yahoo.com.  The  deadline for submission of articles for the January issue 

is Friday, December 23.    

JOBS:  If you are in the job market for a new position or wish to advertise a job opening, please 

contact Vee Molinari, CPS/CAP, at veemolinari@yahoo.com. 

 

 

 

HAPPY  B IRTHDAY ! 

 

 

 
 

 

 

 

HAPPY  ANNIVERSARY ! 

 

Toni Consiglio, CPS December 1 

Esther Gordon, CPS December 8 

A. Dianne Sidorewicz, CPS December 14 

Debbie Davis 1996 

Reneeô Chille 2009 
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BAHIA CHAPTER MONTHLY MEETING  

The cost for the dinner and meeting is $25 with reservations; $28 without reservations.  Reservation deadline is 

Tuesday, December 6.  Reservations may be made by calling Vee Molinari at 714.647.1640 or e-mailing her at 

veemolinari@yahoo.com.  To be placed on Bahiaôs standing reservation list, please complete Bahiaôs monthly 

meeting standing reservations request which may be downloaded from www.iaap-bahia.org.  

 

Note:  The Doubletree Club Hotel charges for parking.  Since Bahia is a preferred account, our members are eligible 

for complimentary self-parking.  Tell the parking attendant that you are with IAAP, and you will be directed to the 

self-parking area. As an option, the Doubletree offers valet parking.  Valet rates range from $5 to $14. 

 
THURSDAY , D ECEMBER  8, 2011, 6 P.M . 

THE  DOUBLETREE  CLUB  H OTEL  
SANTA  ANA , CALIFORNIA  
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NEWS FROM INTERNATIONAL  

NOMINATIONS FOR INTERNATIONAL OFFICE OR  
RETIREMENT TRUST FOUNDATION TRUSTEE  

 

The Committee on Nominations would like to remind everyone that the IAAP candidate submission deadline is 

January 15, 2012, at 5 p.m. CST.  We encourage all qualified members to consider serving IAAP and the RTF in the 

highest capacity and help shape the future of our organization.  To obtain the forms and procedures for nominations to 

International Office or Retirement Trust Foundation Trustee, they may be downloaded from the Call for Nominations, 

in the IAAP web community document library. 
 

In a related decision by the committee:  this year, names of candidates and position they are running for will be listed 

on IAAPôs web site as the nominations are approved by the Committee on Nominations beginning November 15 and 

updated on the 1st and 15th of both December and January (or the next business day following these dates).  The final 

list of candidates will be posted on February 1, 2012, and the bios of all candidates will be posted on March 1, 2012.  

In order to view the list of candidates use the following link http://www.iaap-hq.org/nominations. 
 

Please email me should you have any questions at mrdrow@iaap-hq.org. 
 

Good luck to all candidates for the 2012 election. 
 

       Mary Ramsay-Drow, CPS/CAP 

       Chairman, Committee on Nominations 

COMMITTEE SERVICE APPLICATIONS  
 

Applications to serve for one-year appointments to the 2012-2013 International Bylaws and Standing Rules 

Committee, Committee on Nominations or Retirement Trust Foundation Committee are now available.  These 

positions become effective at the close of International Education Forum and Annual Meeting in Grapevine, TX July 

2012. 
 

There are two forms.  They can be downloaded from this link Committee Service Applications in the IAAP web 

community document library. 
 

One is the Application for Appointment to International Committees.  This is for appointment to either the Bylaws 

and Standing Rules Committee or Committee on Nominations.  The other form is the Application for Appointment to 

the Retirement Trust Foundation Committee.  The forms each have the functions and responsibilities pertinent to the 

committees on page 2.  Please note the e-mail deadline of February 1, 2012, for all committee nominations. 
 

IAAP does not require chapter recommendations and signatures for those members wishing to volunteer for IAAP 

International Committees.  No recommendations or signatures are required for the Retirement Trust Foundation 

Committee either.  Once appointed, all committee members are expected to sign and adhere to the following 

document:  Confidentiality Agreement and Conflict of Interest Statement. 
 

Applicants applying for committees must e-mail the entire application no later than 4 p.m. CST February 1, 2012.  

Applications for International Committees are to be e-mailed to International President-Elect Karlena Rannals, CPS/

CAP, krannals@iaap-hq.org, with a copy to Governance Coordinator, Carrie Frentz-Hartzler, 

governancecoordinator@iaap-hq.org.  Retirement Trust Foundation Committee applications are to be e-mailed to 

Retirement Trust Foundation Chairman Kelly Reggio, CAP, reggio@chartermi.net, also with a copy to Governance 

Coordinator, Carrie Frentz-Hartzler, governancecoordinator@iaap-hq.org. 

http://community.iaap-hq.org/viewdocument/?DocumentKey=b42d91c9-dd5b-482a-8bf6-5f093b7e728f
http://www.iaap-hq.org/nominations
mailto:mrdrow@iaap-hq.org
http://community.iaap-hq.org/ViewDocument/?DocumentKey=9e897475-a295-42f4-89d4-055b6c8e71eb
mailto:krannals@iaap-hq.org
mailto:carrie.frentz@iaap-hq.org
mailto:reggio@chartermi.net
mailto:carrie.frentz@iaap-hq.org
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CALIFORNIA DIVISION NEWS  

Accompanying this issue of the Spinnaker is the 2012-2013 California Division Nominations packet. 

 

If you are interested in being considered for a position on the 2012-2013 California Division Board of Directors, please 

take the time now to review the forms and start the process.  The deadline for submission of completed candidate 

nomination packets is February 15, 2012. 

 

Please note the following clarifications as stated in the California Division Bylaws and Standing Rules, amended June 

6, 2009, Article III, Section 5 Terms, paragraph b 2):  ñOne term for the office of Treasurer shall equal two consecutive 

years, with nomination and election for this office occurring every second year.ò  This office will be elected in 2011. 

 

Please contact me at bmurphycapom@gmail.com if you have any questions or would like more information. 

 

Barbara M. Murphy, CAP-OM, Chair  

2011-2012 Committee on Nominations  

California Division  

714.747.6568 

Word Pair of the Month:  
Good, Well  

 

This monthôs pair is one of the most frequently mixed up in the English language.  And it may be due to the fact that the 

accepted use of these words is gradually changing over time, especially in spoken language.  As a business writer, 

however, you will do well to follow the standard uses explained here. 
 

1. Use good as an adjective before a noun:  I saw a good movie. / You do good work.  

2. Also use the adjective good when it follows a linking verb:  The new office space looks good. / The boss feels 

good about it.  

3. Use well as an adverb to modify an action verb:  the desk fits well in that corner. / The staff members work 

well together. 
 

But:  Use well as an adjective (either before a noun or following a linking verb) when talking about matters of health 

and well-being:  Matt was sick but feels well today. / All is well. / Well baby visits are covered under the policy. 
 

Tip: A good dictionary usually offers examples of how to use a word, so look up the word good or well if you are ever 

stumped.  One of the examples may fit your situation perfectly. 
 

     An excerpt from Writing eTips, November 18, 2011 

     UpWrite Press Newsletters 

     http://www.upwritepress.com/etips 



PAGE 6 VOLUME 18,  ISSUE 6  

 

 

THE SPINNAKER  
  

ON L INKED IN AND òMR. LINK ME INó 

Bahiaôs August meeting hosted Ted Robison who presented ñUsing LinkedIn to Raise Your Brand and Visibility.ò  

This excellent presentation introduced Bahia members to LinkedIn and provided them with the basics necessary to set 

up a personal LinkedIn page (free). 

 

LinkedIn is the worldôs largest professional networking site and is indispensable to job-seekers.  It was founded in 

2002, launched in 2003, and currently has 100 million+ members.  Even if you are currently employed, you should be 

on LinkedIn.  Anyone who has their own business should also be on LinkedIn.  All  IAAP members should be linked 

in to other chapter members.  (Only 62% of Bahia members are currently on LinkedIn.) 

 

Since Ted was limited to an hour for his presentation, I chose to attend his (free) beginning class held at the 

Saddleback Church campus on Thursdays.  Although the class was scheduled for two hours, there was so much 

information, it ran two and a half hours.  It was well worth the time!  Because it is so time-consuming to completely 

set up your LinkedIn page, it is smart to do so before you ever need to join the job search fray.  I also attended Tedôs 

advanced LinkedIn class (The Power of Networking) which delves further into the use of social media, branding 

yourself, and using various LinkedIn applications.  Ted also recommends getting a Gmail account to use on your 

LinkedIn page.  He recommends not using your personal contact information there. 

 

Here are Tedôs recommendations for your LinkedIn page:  complete profile (at 100%), become an active member of 

several groups (like IAAP), adjust account settings to your needs, personalize your invitation requests, begin building 

your brand, and have a target company list of at least 30 companies.  In the ñPost an Updateò section you have 140 

characters in which ñto create something memorable.ò  To reach 100% on your profile, you need three 

recommendations, although Ted recommends having four to seven.  Continually work on adding to your LinkedIn 

network to reach a goal of at least 500 connections.  Join 50 associations/groups.  Remember that 87% of people get 

their jobs through networking! 

 

If you wish to further your LinkedIn knowledge, I recommend attending Tedôs Saddleback Church classes.  You can 

find him on LinkedIn by typing in ñTed Robisonò and choosing the Ted who is ñMr. Link Me In.ò  In his Post an 

Update section, youôll find the current class schedule.  Some good LinkedIn examples from current Bahia members 

are: JoAnn Thompson, Rose Mary Ruiz, and Vee V. Molinari.  JoAnn has nailed it on her recommendations and 

Groups and Associations.  Rose Maryôs Summary section is an excellent example of using keywords to make her 

page come to the top of the employerôs search.  Veeôs page has utilized the Honors and Awards section to support 

past jobs. 

 

Remember that no matter what your current job status is, your LinkedIn page is always out there (on the web) 

marketing you and your achievements.  Make it a habit to routinely check and update your LinkedIn page.  Itôs not 

that far fetched to find employers coming to you once your page is up and running. 

        Vee Molinari, CAP-OM 



PAGE 7 VOLUME 18,  ISSUE 6  

 

 

THE SPINNAKER  
  

LAUGH IT UP AT THE OFFICE  

Everyone loves to laugh.  At work, having a good sense of humor can help you 

not only enjoy your day more but also build rapport with colleagues, managers 

and other business contacts.  In addition, being able to laugh during challenging 

situations can ease stress, allowing you and those you work with to remain 

productive and focused on the task at hand. 

 

Keep the following doôs and donôts in mind the next time you crack a joke at 

work:  

 

¶ DO be willing to laugh at yourself.  Showing you can take a joke, or 

even poke fun at yourself, can put others at ease in your presence.  

Plus, you donôt risk offending someone else by making him or her 

the target of a joke. 

¶ DONôT use sarcasm, which can be viewed as a subtle way of 

insulting other people. 

¶ DO tailor your approach to each individual.  For example, 

discussing a funny episode of a TV show with a colleague who also 

watches the program is a great way to start a conversation. 

¶ DONôT make light of mistakes.  Lending a helping hand to correct problems is a better strategy. 

¶ DO laugh with others.  You can be perceived as having a great sense of humor without ever telling a joke.  

Just tune in to the humor styles of those around you and share in the fun. 

 

Fostering camaraderie and open communication with your colleagues can help you advance on the job.  Add a little bit 

of laughter, and youôll set yourself up for even greater success. 

OfficeTeam is the worldôs leading staffing service specializing in the placement of highly skilled administrative and 

office support professionals. The company has more than 315 locations worldwide, and offers online job search 

services at www.officeteam.com 

http://www.officeteam.com/
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EVENTS CALENDAR  

 

BAHIA MEETINGS:  

Our regularly scheduled meetings are held the second Thursday of the month, at the Doubletree Club Hotel, 7 Hutton 

Centre, Santa Ana.  Networking begins at 6 PM.  Mark your calendars: 

 

CAP & OM CERTIFICATION EXAMINATION DATES:  

Exam Dates: MAY 4ï5, 2012  Location to be Announced 

 

CAP & OM CERTIFICATION REGISTRATION DEADLINE:  

FEBRUARY 15, 2012 Registration Deadline for May 4-5, 2012 Certification Exam 

 

SPRING CONFERENCE:  

MARCH 4ï7, 2012 Harrahôs Las Vegas, Las Vegas, NV 

 

ANNUAL EDUCATIONAL FORUM & 60
TH

 CALIFORNIA DIVISION MEETING:  

JUNE 8-10, 2012 San Mateo Marriott, San Mateo, CA  

 

EDUCATIONAL FORUM AND ANNUAL MEETING ( EFAM ):  

JULY 22ï25, 2012 Gaylord Texan Resort, Grapevine, TX 

JULY 28ï31, 2013 Anaheim Convention Center, Anaheim, CA 

JULY 27ï30, 2014 Milwaukee Convention Center, Milwaukee, WI 

 

MCS PROFESSIONAL DEVELOPMENT DAY:  

OCTOBER 6, 2012 Location TBD 

 

¶ DECEMBER 8, 2011 

¶ JANUARY 12, 2012 

¶ FEBRUARY 9, 2012 

¶ MARCH 8, 2012 

¶ APRIL 12, 2012 

¶ MAY 10, 2012 

¶ JUNE 14, 2012 

¶ JULY 12, 2012 


