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AGENDA ALL DAY SEMINAR REGISTRATION

Huntsville Chapter IAAP & INCLUDES Your Choice of:
2009 Annual Seminar and Education Forum
April 21, 2009
CONCURRENT WORKSHOPS3 SESSION |
7:007 8:30 a.m. Registration
A. Handling Mistakesi We 6 r e Al | Hu man
All we really have to do about mistakes is to learn from them!
7:007 8:30 a.m. Office Expo Right? Sounds easy. But is that really all there is? If so, why is

it so hard to make up, forgive, repair, and not repeat the same
mistake next year? This workshop gives tangible steps one

8:30 1 8:45 a.m. Office Expo Door Prizes Awarded needs to know to fix mistakes and to move on.
P [Bev Marchelos LCSW]

B. Outlook 2007 i Email is a wonderful tool but it can consume
8:451 9:00 a.m. Welcome a large portion of our time e
use the features within Outlook 2007 to manage and prioritize
the mass influx of information coming across our inbox.
Outlook 2007 has new and improved features that will help
you do a better job of managing your time through better
9:007 10:30 a.m. Keynote: fAHow Do You |Wa managementa information. This workshop provides an

Remembered?0 overview of the new and improved features in Outlook 2007.
[Donna Gilliland, President, MOSTraining, Inc.]

Introduction of Keynote Speaker

10:307 10:50 a.m. Break
CONCURRENT WORKSHOPS3 SESSION I

10:507 11:50 a.m. Keynote, continued A. Assertiveness Tactics i A Defensive or Offensive Game
Plan Do you always give in? Do you hate conflict? Do you
use a shotgun approach to conflict when a fly swatter would

12:007 1:00 p.m. Lunch Buffet do? The methods we use to get what we want determines our

IMPACT Presentation success or failure. A 6defen

Door Prizes plan can lead to successful solutions without stepping on the
other party. This workshop o
necessary for you to respond appropriately in specific difficult

1:00 7 1:15 p.m. Break situations. [Bev Marchelos LCSW]

B. Microsoft Word and Excel 2007

1:157 2:45 p.m. IAAP Afternoon Workshops, Session | Microsoft Office 2007 programs have a multitude of new fea-

. . tures that will reduce the amount of time involved in designing
I A. Handling Mistakes documents and/or spreadsheets. It takes training to uncover

some of these time-savings features. This workshop is a two
for one where you will learn about the new navigation, com-
bined with new features that will increase your productivity
when using Microsoft Word and Microsoft Excel.

| B. Outlook 2007

2:457 3:00 p.m. Refreshment Break [Donna Gilliland, President, MOSTraining, Inc.]
3:007 4:30 p.m. IAAP Afternoon Workshops, Session Il
Il A. Assertiveness Tactics
SPECIAL NOTES
I B. M/S Word & Excel Tips 2007 R Bring your business cards to register with our Office
. Expo vendors for door prizes and networking opportu-
4:30 p.m. Adjourn nities.
This year for Administrative Pro- R Meeting room temperatures and personal comfort
fessionals Day ask your supervi- zones vary widely. We recommend you bring a
HELLO . . . sweater or jacket to our seminar and education forum
sor to give you something that will
. event.
benefit both of you, now and in the
future. Something that lasts more R The afternoon workshop sessions you choose will be
than a day or two, our seminar! noted on your name badge. Workshop session meet-
We look forward to seeing you. ing rooms will be plainly marked with signs.
' To avoid interruptions, please put cell phones on
A special thanks to ADRS Test & Enef gy mdbratgdusiagtheseminglty t or printing

the seminar brochures .
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REGISTRATION FORM
Name: CPS CAP

Email:

Home Address:

City: State: Zip:

Phone: (work) (home)

Company Name:

IAAP Chapter Number: IAAP Member Number:

Please note any dietary restrictions:

Full Day Session

Registration fee for the full day session of educational opportunities
includes: Seminar keynote speaker, Continental breakfast, buffet luncheon,

Please check one choice for each concurrent session.
(The workshop sessions you choose will be noted on your name badge.)

Office Expo, afternoon workshops, and breaks. WORKSHOP SESSION | WORKSHOP SESSION Il
1:150 2:45 p.m. 3:000 4:30 p.m.
A |AAP Member $80.00 . L . . .
A (Must include member & chapter number above) A A 'J\?gdémg QA'Stikf’sl' Hum An A ﬁ\_ssi—zlrtlveness
r uma actics
A IAAP Non-Member $95.00 A B Outlook 2007 A B Microsoft Word and
. ) Excel 2007
A Full-Time Student $35.00
(Student ID card required)
Amount Enclosed:
Keynote Session Only Make checks payable to: Huntsville Chapter IAAP
Registration fee for the keynote session includes: Seminar keynote P.O. #
speaker, Continental breakfast, and Office Expo. Purchase Order deadline: Apri
: April 1, 2009
A |AAP Member $40.00 : : : :
A (Must include member & chapter number) *  Mail check & registration form to:
A General Public $40.00 Sue Jones, Boeing
M/S JI -03
. . P.O. Box 240002
A Full-Time Student $15.00 Huntsville, AL 35813

(Student ID card required)

No refunds after: April 10, 2009

and 5.5 Recertification Points.

This seminar and education forum has been awarded 0.55 CEUs ” Deadline for registration: April 14, 2009

For Credit Card Payment fax registration form to Sue Jones at 256.461.2696 or email to: sue.jones@boeing.com with
the following information:

Name on Credit Card:

Type of Credit Card: Visa MasterCard Charge Amount:
Credit Card Number: Expiration Date:
Your Fax Number: Signature:

Questions? Contact Dianne Seeks CAP, Seminar Coordinator @ 256.705.2501 dianne.seeks@siemens.com
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2009 Keynote Speaker
John Croyle

AHOW DO YOU WANT TO BE REMEMBERHBD?

Mr. Croyle is a University of Alabama Football All-American and the Founder

and Executive Director of Big Oak Ranch, Inc. which includes three facilities in

northeast Alabamai Bi g Oak Boysé Ranch in Gadsdd@n,
Springville, and Westbrook Christian School in Rainbow City 1 all dedicated to a
quality, Christian home and education or
chancedo, accordJoinusgs atthor, f@theoand neotivational

speaker, John Croyle shares a personal message that will ignite your priority,

purpose and passion.

You are invited to the Huntsville Chapter IAAP
6th Annual Seminar and Education Forum including Office Expo 2009

Sue Jones, Boeing
M/S JI -03

P.O. Box 240002
Huntsville, AL 35813



