ARMA International
San Antonio Chapter

Collaborator

Collaboration...people working together -
to solve the puzzle... Aprl I 2008

Monthly Meeting and Luncheon

Tuesday, April 15, 2008
11:00 am - 1:00 pm

Embassy Suites
7750 Briaridge
San Antonio, TX 78230

Program Cost: $20.00 for Members
$25.00 for Guests with Lunch Provided!

Reservations Requested
Call Linda or Gloria at 210-498-3222

RSVP via email to:
armasa@armasanantonio.org

Reservation Deadline
Friday, April 11, 2008 at 12:00 (Noon)

Our Program this month is on:
Creating Effective Forms for Retention

In this session you will learn, the four elements of a form and the design process. You will also learn
how to include effective titles, form numbers, and forms control processes. The presentation will
include three types of forms—pForms (physical substrates), eForms (electronic forms), and iForms
(forms created for the web browser).

Our Presenter is:
Ray Killam, BFMA

Ray Killam, is highly active in BFMA (Business Forms Management Association). Ray currently
serves on the Board of Directors and is the Association’s 2001 winner of the prestigious Jo Warner
Award. Ray serves as Chairman of the BFMA Education Foundation. With his active participation,
he makes his ideas clear. He is a frequent instructor and writer for several associations. Ray has
more than 30 years experience in the forms industry, including forms management, workflow
analysis, and electronic forms development and has dual industry certifications: BFMA’s Certified
Form Systems Professional (CFSP) and DMIA’s Certified Forms Consultant (CFC).
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Message from the President
Ben Cantu
President

ARMA San Antonio Chapter

My fellow San Antonio ARMA International and Chapter members.

| hope you had a great Spring Break and were able to attend Doug Balsley’s presentation
“Information Destruction, Industry Trends, and Program Best Practices” last month. This was a great
presentation and our first joint meeting with the San Antonio Regional Archivists. Thank you for
joining us. We can both learn from each others professions.

The month of April is Records and Information Management Month. Are you ready to celebrate our
profession? This is a great opportunity to tell people about the upcoming ARMA San Antonio Chapter
events like the RIM Proclamation, Shred Day, “Swing & Bear It” Golf Tournament and the ARMA
Educational Luncheon.

Let's post this information at work, on bulletin boards, in break rooms and on our company’s Intranet.
Spread the word!

And let’s not forget we can continue to expand our knowledge of Records Management by reading
publications from The Information Management Journal and Hottopic. The March/April publications
have great articles about e-mail management and minimizing litigation risks and costs.

And speaking of celebrating RIM month, our very own Gilbert Barrera passed the final part of the
ICRM exam. On May 1st, he will officially be a “Certified Records Manager”. Congratulations Gilbert!
Your hard work and persistence has paid off. And good luck on your next endeavor, the AlIM
certification.

ARMA International’s membership drive starts April 1st and ends July 1st. A $1000 prize will be given
to the chapter with the most new members. Last year we won. Let’'s go for 2 and win again this year!
Contact Wallace Carroll, VP Membership with information about new potential members.

If you want more information about the latest trend in Records and Information Management, go to
ARMA International’'s website www.arma.org for ideas, strategies and solutions for Records
Management.

Happy RIM Month Everyone!

Ben Cantu
President
ARMA San Antonio Chapter
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CRM Corner
Jenny N. Barker, CRM

On Tuesday, February 12th, the San Antonio Chapter of ARMA CRM Study Group started studying
Part 3 Record Systems, Storage and Retrieval by taking a practice test of 70 questions to give us an
idea of our weaknesses in this area. For some of us it gave us an incentive to focus on certain areas
of Part three. | need to brush up on my understanding of the specific types of alpha-numeric filing
systems. We held the "Part 3 Lottery” as a way to assign study areas based on Part 3 of the ICRM
Ouitline.

On Tuesday, February 26th the CRM Study Group met to begin the hard work of studying Part 3.
Each person had 15 min to present their information, provide handouts, and hold a general
discussion of their topic. The focus is on classical textbook records management. Some of the
conversations relate to how specific companies conduct business. Often these business practices
work in their specific environments but do not reflect what the CRM exam would consider to be the
best right answer! It is a learning experience for all.

You do not have to be an ICRM Candidate to join the study group. You must have a desire to learn
and a willingness to share your knowledge with others. Every person in the study group is expected
to research their assigned area, provide handouts for the group if unable to attend, attend the majority
of the meetings, and participate. Non-participation will result in being asked to sit out the remainder
of that part. The group meets every other Tuesday evening from 5:30 — 7:30pm.

If you are interested in becoming a CRM (Certified Records Manager), please contact me for more
information on the Study Group, qualification, exams, changes undertaken by the ICRM, and any
other questions you might have. E-mailing me at BarkerCRM@cs.com is the easiest way to reach
mel!

Keeping Track Of The Past
As city’s first archivist, Amanda DeFlorio will collect and house historical artifacts

San Antonio Woman magazine recently interviewed Amanda C. DeFlorio, the City of San Antonio’s
first Archivist. Please visit http://www.sawoman.com/0108/rolemodel.html to view the entire interview.

ARMA San Antonio appreciates the kind permission of PixelWorks Corporation to feature their article
in our newsletter. PixelWorks Corporation is a San Antonio based publishing company.
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Getting to Know You
Mary Marquez
Interviewed by: Lisa Pichardo, VP Programs

This month’s column is devoted to one of our transferred active ARMA members.

Mary moved from Austin to San Antonio about 4 months ago to join Holt CAT as a Records Manager.
| met Mary two years ago at a Central Texas Hummingbird User Group meeting, that was put
together by the City of Austin, where we would network and share software information.

Mary would like to share some valuable history about Holt CAT. Holt CAT, the largest Caterpillar
equipment dealer in the United States, celebrates its “Heritage of Innovation” by recognizing the 100
year anniversary of the first practical, track-type tractor. Benjamin Holt, great grandfather of Peter M.
Holt, current CEO of HOLT CAT, first demonstrated his innovative design of a machine moving on
self-laying tracks on Thanksgiving Day 1904. The tractor's movement inspired the name “Caterpillar”,
which today is one of the best known brands in the world. Finally....if you are wondering if we are
referring to the Peter M. Holt who is the owner of the 4 time NBA Champions—THE SAN ANTONIO
SPURS....then you are correct!

Mary gained her knowledge and experience starting a records management program from the
beginning to the end. This included the records management policy, inventory, retention and
implementation of an electronic document/records management software solution with
scanning/imaging. Mary has spent the last 20 years working in the legal environment starting as a
legal secretary, paralegal, and moving up to legal manager. At her last employment of 10 years, it
was decided at an Executive staff meeting to appoint Mary as the Records Management Officer
(RMO). Mary was appointed due to the fact that “she does everything so well”. Her reaction to this:
“What, no thanks?!” This was eight years ago, as a result, Mary’s title changed to Legal/Records
Manager. She started researching Records Management and becoming knowledgeable in the field.
She also gained valuable information by networking with fellow ARMA Austin Chapter members.
Mary served on the ARMA Austin Board in 2002 as Education Liaison.

Mary loves to read and travel. She also enjoys Sudoku and doing puzzles with her grandson.
The Truth or Lie about Mary is:

She married her high school sweetheart.

Mary sang and danced the Mexican folklorico.

W\ Education

ARMA Amarillo-Tejas Chapter
Strategies for Success in the 21st Century for Records & Information Managers
April 15, 2008
Amarillo College Business & Industry Center
1314 S. Polk, Amarillo, Texas
Get ready for a powerful all-day seminar geared especially for records and information management
professionals. For more information, visit: www.amarilloarma.com

San Antonio Collaborator 4


http://www.amarilloarma.com/

Annual NARA Electronic Records Forum
April 17 - 18, 2008
J. J. Pickle Conference Center
The Commons
10100 Burnet Road, Austin, Texas 78759

Annual conference featuring nationally recognized speakers on current topics in records management
focusing on the challenges of the digital age. For more information, visit:
http://www.archives.gov/southwest/agencies/records-mgmt/forum-announcement.html

Houston Chapter ARMA Conference
and
Southwest Region CRM Conference
April 22 - 23, 2008
Stafford Conference Center

This year, the Houston Chapter ARMA Conference and the Southwest Region CRM Conference will
be co-located at the Stafford Conference Center in Houston, TX, on April 22 and April 23. For more
information, visit: http://conf2008.armahouston.org

Ark-La-Tex ARMA Chapter:
Preservation Techniques Workshop:
First Aid for Damaged Records
WHEN: Wednesday, May 14, 2008 - 8:30 a.m.— 4:15 p.m.
WHERE: Kilgore College - Longview Center - Special Events Center

The workshop will be a hands-on experience in archival preservation designed to teach the basics of
archival principles and practices for business and personal use and will be presented by ARMA San
Antonio’s own Jenny Barker, CRM.

For more information, visit http://arklatexarma.org/2007reqistrationform.htm

Our care bear donations continue to rise and so do the funds we have available to purchase bears.
Thanks to all who made donations to this very, worthy cause.

San Antonio Collaborator 5


http://www.archives.gov/southwest/agencies/records-mgmt/forum-announcement.html
http://conf2008.armahouston.org/
http://arklatexarma.org/2007registrationform.htm

SUCCESS

The 15 Secrets
of @ Winning Life!
BRIAN D. BIRO

JOHN WOODEN

“View your competitors not as threats, but instead as catalysts to help you bring out even more of your talent
energy and determination... Brian D. Biro.”

After reading this quote and selecting it for this month’s newsletter, | reflected on my experiences in working
with George Whitfield, Jr. When | first starting working with George Whitfield (notice I didn’t say “for”) I was
impressed by his talent, energy and determination, but most of all, by his character and his integrity. It was
George who first introduced me to ARMA and asked me to go beyond mere attendance at meetings.

We who work in records management in the local government sector don’t have “competitors”. We don’t
compete for market share or offer competitive rates to enhance customer away from the “competition”. What
then is our “catalyst”? What then motivates us to provide quality customer service? To seek out innovative
ways to overcome challenges? To suffer with austere budget constraints under the continuing threat of even
further cutbacks.

I suppose the answer to that question is just as different as the people involved. In George’s case | believe it is
an uncompromising work ethic coupled with a sincere devotion to public service. Another quote from Brian’s
book sums up George, “[b]e more concerned with your character than your reputation because your character is
what you really are, while your reputation is merely what others think you are”. George had somewhat or a
reputation for being difficult to work with, and anybody that works in records management knows that feeling,
however, | challenge any that knew him to question his character.

The dream continues George... and as Brian would say... Joy to you!

For more information, visit: http://www.briandbiro.com
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The only weekly talk show dedicated to the promotion and education of Records Management
Ray Davis
Talk Show Host
Inside The Records Room

WNJC 1360 AM

Studio Line#1 — (856) 227-1360

Studio Line# 2 — (856) 232-7077

www.insidetherecordsroom.com

rdavis@insidetherecordsroomcom

Comin
Atractions!

SACU

Sam Antenw Federal Credit Union

ARMA San Antonio Shred Day

Saturday, April 19, 2008
at all SACU branches

The public is invited to bring up to 100 pounds per vehicle of personal paper documents for
shredding, including unofficial tax preparation paper, credit card receipts, mail, and old bills.
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ARMA/SAPD Swing and “Bear” It Golf Tournament
Monday, May 12, 2008
Silverhorn Golf Club — 1:00 PM

ARMA-San Antonio Chapter 2007-2008 Programs Schedule

ICRM
Date Part# Presentation Speaker Organization Location
September 18 Part] | Professional Development and RIM | Jesse Wilking Access Sm_ences Embassy Suites
Zorporation
October 16 | party | MaNaging Municipal Government Bob Guz City of Austin Embassy Stites
E-Recaords: A Case Study Y
Mowember 20 Fart Improving Filing Systems Jed Rogers Texas State Library Embassy Suites
BE20 M. MNew
December 12 Holiday Collaboration 6 30-10:30pm Fetroleum Club of SA Eraunfels Ave.
7th Floor

A Fractical Approach to Hiring for

January 15 Fart | Stewve DiPaolal  Walero Energy Corp Embassy Suites

Success
February 21 & 22 Seminar TED TBD
March 18 Part v Information Destruction, NAUstry | 11 Balgley Iron Mouritain Ermbassy Suites

Trends, and Program Best Practices

_reating Effective Forms for Business Forms

April 15 Fart ll . Fay Killam  |Management Association| Embassy Suites
Fetention
(BFMA)
April 19 Shred Day SACU
ey 12 Golf Tournament Silverhorn Golf Club
Mlay 20 Moving Meetings f_rom Boring to Shirley Lee Consultant Embassy Suites
Froductive
Jdune 17 Awiards Ceremony TBD
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ARMA San Antonio 2007-2008

Board of Directors

Name Title e-Mail

Chris Jacobs Chairman of the Board cjacobs@sacu.com

Ben Cantu President ben.cantu@valero.com

Wallace Carroll Vice President — Membership wallace.carroll@saws.org

Erin Atkinson Vice President — Professional Development egpa@satx.rr.com

Lisa Pichardo Vice President — Programs lisa.pichardo@portsanantonio.us
Mary Castillo Treasurer mary.castillo@ironmountain.com
Bill Newton Secretary bill@wbapeo.com

DeBe Wantzloeben, CRM Director debe.wantzloeben@valero.com
Jenny Barker, CRM Director barkerCRM@cs.com

Duwayne Headrick Director duwayne@nisd.net

Anne Kelley Director akelley@tsocorp.com

San Antonio Chapter
ARMA International
P.O. Box 830660
San Antonio TX 78283-0660
http://www.armasanantonio.org/

This newsletter is a publication of the
San Antonio Chapter of the Association of Records Managers and Administrators, Inc.

For information regarding this publication, contact the editor:

Joseph T. Randle
City of San Antonio
Office of the City Clerk
P.O. Box 839966
San Antonio TX 78283-3966
Telephone: (210) 207-6384
jrandle@sanantonio.gov

Contributions or gifts to the Association of Records Managers and Administrators, Inc. are not deductible as charitable contributions for federal income tax purposes
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WHEREAS, THE MANAGEMENT OF RECORDS AND INFORMATION IS CRITICAL TO EVERY BUSINESS,
ORGANIZATION, AND GOVERNMENT AGENGCY IN FAGING THE COMPLEXITIES OF
COMPETITION, CUSTOMER SERVICE AND GLOBALIZATION; AND

WHEREAS, TVECHNOLOGIES FOR STORING INFORMATION ARE EXPANDING THE AMOUNTS OF
INFORMATION THAT CAN BE ACQUIRED WITH INCREASED LONGEVITY; AND

WHEREAS, 7THE NEED TO USE INFORMATION TO CREATE VALUE AND PLAN STRATEGICALLY IS &
DRIVING FORCE IN TODAY'S WORLD; AND

WHEREAS, CONTROL OF RECORDS AND INFORMATION IS NECESSARY FOR REDUCTION OF RISK
AND LIABILITY AS WELL AS FOR COMPLIANCE WITH GLOBAL STANDARDS; AND

WHEREAS, THE CITIZENS OF SAN ANTONIO RECOGNIZE THE IMPORTANT SERVICE PERFORMED
£'Y RECORDS AND INFORMATION PROFESSIONALS.

NOW, THEREFCORE, I, PHIL HARDBERGER, MAYOR OF THE CITY OF SAN ANTONIO, IN RECOGNITION
THEREOF, DO HEREBY PROCLAIM APRIL 2008 TO BE

“RECORDS AND INFORMATION MANAGEMENT MONTH”

I[N SAN ANTONIO, TEXAS.

IN WITNESS WHEREOF, | HAVE HEREUNTO SET MY HAND AND
CAUSED THE SEAL OF THE CITY OF SAN ANTONIO TO BE AFFIXED
THIS 3RD DAY OF APRIL 2008.

&
ezt 2

C/ /PHIL HARDBERGER
MAYOR




