ARMA International
San Antonio Chapter

Collaborator

Collaboration... people working together to solve the puzzle...

Navigating RIM the e-Way

October 2008

Monthly Meeting and Luncheon

Tuesday, October 21, 2008
11:00 am - 1:00 pm

Embassy Suites
7750 Briaridge
San Antonio, TX 78230

Program Cost: $25.00 for Members
$30.00 for Guests with Lunch Provided!
Prepaid Plan: $120.00
(See “Message From The President”)

Reservations Requested
Call Shannon Lopez at 210-641-8400

RSVP via email to:
armasa@armasanantonio.org

Reservation Deadline
Friday, October 17, 2008 at 12:00 (Noon)
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Challenges and Solutions:
Managing GIS Records

Geographic Information Systems (GIS) are a
strategic investment for various industries including
oil and gas, utilities, and government agencies. The

purpose of this session is to present two
perspectives on the management of GIS assets or
map records-records management and information
technology. The session will begin with a review of
the various types of GIS assets and their
characteristics. An exercise/case study will engage
participants in identifying the challenges in
managing GIS data assets. The session will
conclude with a discussion of possible solutions to
the challenges, including retention requirements and
systems applications.

Bring your 1/S and legal partners!

Our Presenter is:
Lisa Derenthal

Lisa Derenthal is a Director of GIS Program
Services at Gimmal Group. She has over 25 years
of IT and business experience, developing and
implementing enterprise GIS solutions across
energy, land development/real estate, and
government sectors. She holds a MBA from Rice
University and a B.S. in Computer Science. Lisa
is on the Board of Directors of PUG, a GIS
industry committee for the oil and gas sector.
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Message From The President
Greetings my fellow San Antonio ARMA International and Chapter members,

As | saw the devastating effects of hurricane ke on the news last month. | am thankful that my relatives and
friends in the Houston, Texas City and Port Arthur area are safe. It's events like this that make me realize why
my father built a big home; it’s our family’s very own port in Floresville.

Several of our members employer’s either were affected or provided disaster relief. Some of them include The
Port of San Antonio, H.E.B, SACU, and Valero Energy Corporation. If you or your company contributed to the
hurricane relief, | would like to thank you for your support.

To learn more about how to recover your vital records after an extraordinary event don’t miss our program on
November 18, 2008. Our subject matter expert will be Thomas McGuire of Munters Corporation.

| am sad to report Gloria Gullong, a retired ARMA member, passed away last month. | will always remember
Gloria’s smile and love of being an educator. She will be truly missed.

We had a record attendance at last month’s chapter meeting. Everyone enjoyed Katherine Sparks, CRM
presentation and asked a lot of great questions. Come and join our members this month. It’s not too late to
participate in the “Pre-Paid Plan” in which you can attend six Educational Programs for only $120.00. This offer
does not include our Holiday Program in December 2008 or the Awards Ceremony in June 2009. If you cannot
attend one of these Pre-Paid Educational Programs, we will let you designate someone to attend in your place.
at no charge. Please try to take advantage of this great opportunity. When budgeting for 2009, remember to
include your ARMA International/Chapter dues and the 7 Educational Programs for only $140.00.

I will be attending the ARMA International Conference & Expo in Las Vegas from Oct 20-23, 2008. If you
cannot attend the conference make sure to attend the monthly educational luncheon or check out the
www.armasouthwest.org site for other educational opportunities.

And always remember that “Success is a journey, not a destination if you are “Navigating RIM the e-way”.

Ben Cantu

President ARMA San Antonio Chapter

San Antonio Collaborator 2


http://www.armasouthwest.org/

CRM CORNER
Jenny N. Barker, CRM

On September 9", the study group survived the practice test for Part 1 of the exam. Taking the 70 question
sample test for the Part we are about to tackle is always a humbling and motivating experience for everyone,
even me. We also conducted the Part 1 Lottery, a fancy way of saying we drew names to see the order of the
study and presentation rotation. The group now has a total of nine active members plus me and Graham
Kitchen, who graciously leads the group when | am out of town.

Part 1 is titted Management Principles and the Records and Information Management (RIM) Program. It
covers the following areas: Principles of Management, Human Resources/Staffing, Financial Considerations in
a Records Management Program, Development of RIM Program, Planning a RIM Program, Organizing a RIM
Program, Directing and Controlling a RIM Program, Implementing a RIM Program, Legal Considerations of a
RIM Program, Ethical Responsibilities, and Global Concerns of a RIM Program. It is one of the longest
sections of the outline containing 52 study and presentation sections. We can comfortably present and discuss
eight parts per evening. So, if all goes as planned, we will finish Part 1 including retaking the Part 1 practice
exam on December 16.

Although subject to change, | anticipate that we will begin a new part on December 30, 2008, but more than
likely it will be January 13, 2009. | hope you will consider rolling up your sleeves, dusting off your text books,
sharpening your Internet search skills, and practicing your small group presentation skills. So, mark you
calendars if you want to join us!

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 me.

Litigation Hold Best Practices:
How to Implement an Effective Workflow Process

(Excerpts taken from a free webinar presented by ARMA International
Erika G. Boggs, Client Success Manager, Exterro)

by Chris Jacobs

If you haven’t taken advantage of some of the educational tools and webinars offered by ARMA
International, you are missing out on some really great stuff!

From August 18" through August 26, ARMA International was offering a free webinar to anyone who
wanted to attend. The webinar was presented by Erika G. Boggs, Client Success Manger of Exterro, and
offered some questions to ask to determine if your litigation hold processes are effective and defensible and
how to identify the most common litigation hold pitfalls.

But before | share with you what Ms Bogg had to say, we should probably discuss what a legal hold is.
A legal hold is a written order to preserve relevant information and to prevent destruction of potential evidence.
A legal hold also prevents the altering of potential evidence and will require deviation from the usual document
retention if records pertaining to the legal hold are due for destruction.
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In the webinar, Ms. Bogg explain if legal holds are not properly followed there are several issues at
stake including, the inability to properly defend, sanctions such as fines, attorney fees and court costs,
summary judgment or dismissal or adverse inference and imprisonment.

So as you can see, the need to have your processes in place in the event your company receives a
legal hold is very important. Ms. Bogg presented several elements of a defensible, good faith legal hold
process. Itis one that:

Mandates early issuance of the legal hold notice;

Includes periodic re=issuance of the legal hold notice;

Requires acknowledgment and pledge to comply;

Incorporates IT, records management, and human resources personnel,
Necessitates early collection of relevant data

Isolates back-up tapes containing relevant data;

Incorporates an interview process of key players.

Basically, you need to “Know When to Held ‘Em.”

Some of the common pitfalls according to Ms. Boggs are:
Poor communication

Lack of Knowledge

No follow-up

Failure to build a team

Inability to properly track

Failure to release the legal hold

Finally, Ms. Boggs, discussed several questions that we should ask ourselves about “How defensible is your
organization’s Legal Hold notification process?”

Here are just a few of the questions she posed:

e Under what circumstances are legal hold notices issued?

e Who are the decision-makers?

e Isthere a cross-functional team in place?

e How are recipients identified?

e Are data stewards part of the recipient list?

e What steps are in place to educate potential recipients about what a legal hold is?

¢ Do you have an organizational data map?

¢ Do you know what data sources custodians are using?

e Are your custodians working from home computers?

¢ Do you have a document retention policy?

¢ Who prepared the notice itself?

e What is contained in the notice?

e How is it sent?

e Are acknowledgments tracked?

e Is outside counsel apprised or involved at every stage?

e Is the notice periodically re-issued to incorporate new recipients and to remind of the ongoing
preservation duty?

e Are back-up tapes sequestered?

e How is collection managed?

e Is meta-data preserved?

e How are interviews conducted and responses managed?
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e Isthe legal hold released when necessary?

As you can see there is plenty to learn and know about legal holds. If you have questions about legal holds, it
is recommended that you contact your legal counsel for more advice and guidance.

Organizations and Membership
By Wallace Carroll, Vice President Membership

What makes an organization successful? You may not realize that large organizations can run into trouble
with membership, but they do. How can this happen? More often than not, a slump in membership is the
result of either poor leadership or a decline in meeting quality. We are very fortunate that neither of these
issues exist within our organization.

The reality is, any organization is only as successful as its membership and we have a great group of
professionals in our Chapter. How do we continue to grow and become a better chapter? The answer can be
as simple as showing our members that they are valued and an important part of our organization.

One way to convey your appreciation is by saying “thank you” for a job well done.

When members of any organization feel appreciated they want to tell someone, typically their coworkers or
friends. Whether you tell someone (we hope that you will) or not, | would like to “Thank You” for your support.

As you may have gathered, the answer to the original question is YOU, the members of the San Antonio
Chapter of ARMA International. If we are to continue to grow and remain successful it will be because of your
commitment! We have a good product to offer the San Antonio Records Management Community, so let's
ensure we tell our story.

New Members

Name Month Joined Company

Diana Cordova September Zachry Holdings Inc.

Diane Burress September ACCD

Ester Guante-Rodriguez September Rodriguez Finance
George Livingston September Starstek

Mark Harrison September Frost Bank

Tim Flores September City of San Antonio

John Palomo October San Antonio Water System

Docucon
Imaging Services

Document Conversion Services
Over 22 years experience converting Paper, Film, Fiche, Aperture
cards, and Engineering Drawings to digital format.

Duane Fousie 800-899-2072 Ext 245
508 W Rhapsody dfousie@docucon.com
San Antonio, TX 78216 www.docucon.com
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Getting to Know You

Wallace Carroll
By Chris Jacobs

If you haven’'t met Wallace Carroll, you are in for a great surprise. Wallace is a barrel of energy,
dedicated husband and father, a religious man, hard working, former military and has a great sense of humor.

Currently, Wallace serves as ARMA San Antonio’s Vice President of Membership and has managed to
bring our membership to our highest level of 129 members. Way to go Wallace!

Wallace has worked at the San Antonio Water System for one and a half years as the Manager of
Corporate Records and his favorite part of the job is replying to Public Information Open Record Requests.

Before working for SAWS, Wallace served in the United States Air Force for 26 years. As a Chief
Master Sergeant, Wallace’s final duty with the Air Force was serving as the Chief Information Manager for the
Air Force Communication Agency (AFCA). In this position Wallace managed the training of Information
Managers in the Air Force and taught writing courses in technical schools.

Wallace is a family man. He and his wife, Marcine, have two children, Gwynetta, 17 years old, who
plays in the school band and Victor age 9, who “runs the house” or so he thinks so.

On the weekends and in Wallace’s spare time, you can catch Wallace teaching the youth in our
community. He teaches both Bible and Sunday school classes and also coaches’ soccer, basketball and
football. You might also find Wallace out for a peaceful bike ride or working in his yard and garden.

As you can see, Wallace is a hard worker, family man and dedicated to his church and community.

Now let’s look at some truths and a little white lie about Wallace.

Wallace was stationed at the Pentagon.
Wallace spent Christmas Eve in Cypress.

Wallace once landed in an aircraft that had only one engine running.

CASO Document Management

Comprehensive Document CASO Document
Selutions for the Records Manager Management has helped
Professiomal clients reduce operational
» Document Managemeat Platforms costs, improve employee
* Data & Forms Capture Software proficiency and increase
» Workflow & Routing Software customer satisfaction.
» Scamners & Scanuner Suppert

» Operations & Techanical Support \Y . a
» Comversion Services ‘ w

3453 IH 35 Nocth, Ste 215, Sam Anteads, TX 78219 | 2102229124 | WIWW.CASOINC.COM

Contact the editor for more information regarding advertising with The San Antonio Chapter
Collaborator. Newsletter Ads are $25/issue; Business Card Size.
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The UT Health Science Center San Antonio is hosting a Society of American Archivists
workshop on Basic Electronic Records.

Basic Electronic Records #0918

Details Lodging & Travel Information
November 3, 2008 Country Hearth Inn
San Antonio, TX 7500 Louis Pasteur Drive
San Antonio, TX 78229
Early -Bird Registration Deadline: October 4, 2008 Additional details
Co-Sponsor:  The University of Texas Health Science Center at San Antonio
Members Employees of Member Institutions Nonmembers
(Early/Regular) (Early/Regular) (Early/Regular)
$185 / $235 $210 / $260 $235 / $285

The workshop covers the principles of appraising, accessioning, preserving and providing access to records in
digital formats.

Who should attend? This workshop is intended for archivists who have a good understanding of archival
principles and techniques, but who need basic training in how to apply those principles to records in electronic
form.

Upon completing this workshop youol |l have:
A Identified goals and objectives for addressing electronic records within your own institution's mission
A Discussed andexamined various technical and organizational issues
A Developed a tentative plan for action within your organization

Registration:
To register, link to:
http://saa.archivists.org/Scripts/4Disapi.dll/4DCGl/events/97.html? Action=Conference Detail&ConflD W=97
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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.

Dress For Success!!

Dress For Success is progressing very well since moving to their new location on Martin Street. They are on

track to have a 200% increase in the number of clients served during 2008 over 2007. In September they served

77 clients; last Friday they had 10. Pam Taylor, Executive Director, attributes this increase in activity to their

| ocation and to their efforts to fimarketo their

One of the services Dress for Success provides to their clients is assistance in entering the marketplace, many
for the first time. They are excited about now having several computers set up in their lobby where they can
train their clients to search for jobs on the Internet, fill out resumes, and prepare letters of introduction.

When asked about their needs, Ms. Taylor said their greatest need remains financial. They have been awarded a
$160,000 over the next two years from the City and are very encouraged that they have paid staff that can
consistently implement their program. Pam also reported that 90% of their funds go directly to the support and
training for their clients.

Dress for Success will be having a big fund-raising event coming up on Monday, October 27. If you or your
company would like to attend, you can be assured of a VERY nice event with great food and fun.

Dress for Success® San Antonio is a local not-for-profit organization that promotes the economic independence

of disadvantaged families by providing professional attire, a network of support, and the career development

tools needed to help women thrive in work and in life. Since September 2002, Dress for Success San Antonio

has helped more than 2,500 women work towards self-sufficiency. Considering that the majority of these
women are also working mothers, Dress for Success San Antonio has positively affected nearly 6,000 children.
Visit www.dressforsuccess.org/sanantonio to learn more.
Pal mCares is the philanthropic outreach of The P
commitment to generosity, the cornerstone of hospitality. PalmCares and so do our guests.

Visit thepalm.com to learn more.

S FORSUCCESS®
!
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THE PALM | SAN ANTONIO
233 EAST HOUSTON STREET
SAN ANTONIO, TX 78205

gzzé{é Hashion a Future

The 15T Annual Palm “Dress For Success” Fundraising Celebration

(%%}tg af Stuccess” Linner Mena

—RECEPTION —

DISPLAYED ITEMS

CARVING STATION

PASTA STATION

DESSERT STATION

70 per person

K!EBTAU RANT
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ARMA San Antonio 2008-2009

Board of Directors

Name Title e-Mail

Chris Jacobs Chairman of the Board CJacobs@SACU.com

Ben Cantu President Ben.Cantu@Valero.com
Isabel Carreon Vice President Isabel.Carreon@Valero.com
Wallace Carroll Vice President — Membership Wallace.Carroll@SAWS.org
Colleen Munds Vice President — Professional Development CMunds@SanAntonio.gov
Lisa Pichardo Vice President — Programs Lisa.Pichardo@PortSanAntonio.us
Don Cortez Treasurer DonCortez@SACU.com
Rose Williams Secretary RWilliams@Fulbright.com
Dora Martinez, CRM Director DSMartinez@TSOCorp.com
Jenny Barker, CRM Director BarkerCRM@CS.com
Duwayne Headrick Director duwayne.headrick@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:

Mike Logan
Valero Energy Corporation
One Valero Way
San Antonio TX 78249
Telephone: (210) 345-3770
Mike.Logan@Valero.com

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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ARMA-San Antonio Chapter 2008-2009 Programs Schedule

ICRM
Part
Date # Presentation Speaker Organization Location
E-Discovery and
September Part | Litigation Response Kathleen Sparks, Tyson Embassy Suites
16 . CRM
Planning
October 21 Pl?/rt Managing GIS Records Lisa Derenthal Gimmal Group Embassy Suites
November | Part Recovery of Vital
Records After Thomas McGuire Munters Embassy Suites
18 \Y; :
Extraordinary Events
December Holiday Program TBD
January 20 Why a Certified Records Dora Martinez, CRM Tesoro Embassy Suites
Manager?
February February Seminar TBD TBD
Create and Implement an | Galina Datskovsky, .
March 17 | Partll Effecitve Email Policy Ph.D.. CRM CA, Inc. Embassy Suites
Emerging Trends for
Part Security in the Coming Debbie
April 21 vV Decade: The Changing Christofferson, Apollo Group, Inc. | Embassy Suites
Face of Security and CISSP, CISM
Privacy
April 18 Shred Day SACU
Olympia Hills
. Golf &
May 11 Golf Outing Conference
Center
May 19 Part | SelllngMYourseIf to Senior Doug Allen, CRM Global360 Embassy Suites
anagement
June 16 Awards Ceremony TBD

Save the Date! May 11

ARMA/SAPD SWINGAND ABEARO I T
GOLF TOURNAMENT
Olympia Hills Golf & Conference Center i 1 PM Shotgun
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