
E-Mail Etiquette (excerpt from www.about.com)  

According to a recent study, out of 72.3 percent of Americans who use 

the Internet, 87.9 percent use e -mail and many use it for business  

communications. While a lot of people understand the importance of 

following certain rules when writing a business letter, they often forget 

these rules when composing an e -mail message.  

Mind Your Manners:  Think of the basic rules you learned growing up, 

like saying please and thank you. Address people you don't know as 

Mr., Mrs., or Dr.  

Watch Your Tone:  Merriam -Webster  defines tone as an "accent or 

inflection expressive of a mood or emotion." It is very difficult to      

express tone in writing. You want to come across as respectful, friendly, and approachable. You don't 

want to sound curt or demanding.  

Be Concise:  Get to the point of your e -mail as quickly as possible, but don't leave out important details 

that will help your recipient answer your question.  

Be Professional : This means, stay away from abbreviations and don't use emoticons (those little smiley 

faces). Don't use a cute or suggestive e -mail address for business communications.  

Use Correct Spelling and Proper Grammar:  Use a dictionary or a spell checker ð whichever works 

better for you. While you can write in a conversational tone (contractions are okay), pay attention to basic 

rules of grammar.  

Wait to Fill in the "TO" E - mail Address:  Wait until you are through proofing your e -mail and have it 

exactly the way you want it before filling in the address line(s).  You may accidentally click on the ñsendò 

icon when you mean to click the ñattachmentò icon.  

Make Sure the Name and Addresses in the ñTOò Field are Correct: Many e -mail clients fill in the 

ñTOò field for you when you type in the first few letters of an e-mail address or a recipientôs name. Make 

sure the right name is there.  

 

 

Howdy!  

TAPSS had another successful Administrative Professionals Day  Luncheon. My thanks to President -
Elect Samantha Payton for filling in for me since I was out of town. There are several pictures in this 
newsletter from the luncheon which I hope you enjoy.  

The TAPSS Executive Board recently reviewed our Constitution and By -Laws and minor changes were 
made. The final version will soon be posted on the TAPSS website.  

I look forward to seeing you at future TAPSS events!  

 

      Beverly Huggins  
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ANNUAL   

CONFERENCE  

W ILL  BE HELD  
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Member Spotlight  
Anna Barwick  

Anna is currently serving in TAPSS as co -chair for        
publications ï webpage. She has worked for the TAMU Sys-
tem for a total of nine years ðtwo years with the Children's 

Center, 1½ years at TAMU Commerce conducting continu-
ing education classes and providing computer support, and since 

September, 2002, handling computer training at the Physical Plant 

here in College Station.   

She is married and has a 21 month old daughter.  

Her home town is Spring, Texas.  

Another university committee which Anna is involved with is the   

Brazos Valley Chapter for the American Society for Training &       
Development (BVASTD) where she was vice president for communi-

cations, president elect, president, and past president.  

Anna enjoys scrapbooking and loves Mickey Mouse memorabilia.  

 

Kathy Pilgrim  

Kathy is the current vice president for TAPSS. She has 
worked for TAMU for 5 ½ years.  Prior to coming to 
TAMU, she was the owner of the "Treasure Gift Shop" in 

College Station.  

Another university committee Kathy serves on is the International 

Association of Administrative Professionals (IAAP).  

Kathy has one son, Luke, and a daughter - in - law, Darby, and a 
grandson, Cameron.   She also has two dogs -- Baxter, a Havenese, 

and McGee, a toy poodle.   

Her hometown is Brownfield, Texas.  

Hobbies that she enjoys are:  making jewelry, scrapbooking,      
gardening, and reading.  She also enjoys traveling and has visited 
Mexico, Jamaica, Holland, England, Austria, Switzerland, Germany, 

France, Italy, Hawaii, and recently Qatar.  

Kathy says that she loves to organize and decorate.  She is a    

member of the Laureate Alpha Alpha chapter of Beta Sigma Phi    
sorority and attends Hillcrest Baptist Church.  She is currently in the 
process of building a new home  and says ñwhat an experience (both 

good & bad)!ò. 

 



May 26 ðMemorial Day (staff holiday)  

June 10 ðTAPSS Monthly Program, CPS/CAP Certification  

June 15 ðFatherôs Day 

June 20 and 21 ðTexas Reds Festival, Downtown Bryan  
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Calendar Items 

Wanda Martin had triple bypass surgery several weeks ago and is recovering 

at home.   

Trish Scoggins was injured several weeks ago when she was hit by a car in 

her parking lot.   

We wish both of these TAPSS members a speedy recovery.  

 

Kathy Pilgrim received a 2008 Womenôs Progress Award in the staff  category 

at the April Womenôs Leadership Forum luncheon. Kathy was recognized for 

her work in assisting individuals who are interested in studying for the CPS/

CAP exams.  

Member News 

Time Wasters on the Web 

Human Clock  

http://billychasen.com/clock/ 

When you need to know the time, just click on this link. It even gives you the secondsñbut not in your typical numerical style. 

Press the Spacebar  

http://www.zimm-co.com/PressTheSpaceBar/pressthespacebar2000.html 

Select whether you want to play to five, 10, or 20 seconds, then hit the space bar as many times as you can within that period. Try 

again to beat your personal high score or the all time high score.  Warning: Could contribute to carpel tunnel syndrome! 

Virtual Bubble Wrap  

http://www.virtual-bubblewrap.com/popnow.shtml 

Select your bubble size (small, medium, or large) and pop as many bubbles as you can in the shortest amount of time by clicking on 

each bubble. Or use the Manic Mode and sweep your cursor over the bubbles to see how many you can pop.  Google search 

òbubble wrapó for other popping sites. 
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