ARMA International
San Antonio Chapter

Collaborator

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

Navigating RIM the e-Way

December 2008
ARMA Holiday Party!

Thursday, December 18, 2008
6:30 pm - 10:30 pm
Cocktail Attire
26 seats remaining!

The Menger Hotel
204 Alamo Plz
San Antonio, TX 78205

Cost: $40.00 per person
Valet parking is available for $15
Pay parking lots also nearby

Reservations Requested
Call Ashley McKay at 210-345-4130

RSVP via email to:
Ashley.McKay@Valero.com

Reservation Deadline
December 12, 2008
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ARMA Annual Seminar
Presented by ARMA San Antonio
February 19, 2009

Valero Energy — Vista Center
One Valero Way

San Antonio, TX 78249

Speakers:

Donald Skupsky, JD, CRM, FAl
Jannette Goodall

Gordon E. J. Hoke, CRM
Debra Korty, MLIS

Karon Teague

ARMA Member cost: $175
Non-Member cost; $200

< navigating RIM
the e-way
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http://www.armasanantonio.org/

Message From the President

Season’s Greetings to all my fellow San Antonio ARMA International and Chapter members.

| hope you were able to attend our November presentation Challenges Recovery of Vital Records After
Extraordinary Events. Our presenter Tom McGuire and his co-worker Tim Young enlightened us on the
process of recovering damaged information after a disaster driven event.

| want to thank Carrie Copeland of SafeSite, Inc for sponsoring our monthly meeting. Vendor support like this
makes it possible for us to bring excellent program speakers to San Antonio.

Want to sponsor one of our chapter events or monthly meeting? Contact Carrie Copeland at
ccopeland@safesite.cc for more details.

| want to report a couple of changes in our chapter leadership recently. DeBe Wantzloeben will replace Coleen
Munds as the VP of Professional Development. Thanks you Colleen, for serving the chapter. Through your
efforts the seminar committee was able to get an early start this year. Thank you DeBe, for stepping up to the
plate to fill this position. And Wallace Carroll will no longer serve as the VP of Membership. Thank you Wallace
for your efforts in making our chapter grow and for serving another term. Good luck in your new endeavors
and stay in touch.

On behalf of the ARMA Board, thank you for your hard work and dedication to the San Antonio Chapter. And a
special thanks to the members that serve on the board and committees. You are the reason we provide
excellent educational programs.

As we prepare for another great year, remember ARMA has many great opportunities to network with other
RIMS professionals, learn more about the fast growing records management profession and help the
community by participating in charity events.

I look forward to seeing all of you at this year’s annual holiday party.

Happy Holidays!

Ben Cantu
President ARMA San Antonio Chapter
And always remember that “Success is a journey, not a destination if you are Navigating RIM the e-way”.
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ARMNA S Antono Anmual Semin

Save the Date
Thursday. February 19. 2009

There's still
time to RSYVP
for the
ARMA Holiday
Party!
Thursday. Decemmber 18

6:30 p.n. te 10:30 p.an.
The Menger Hotel
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Cocktail Attire $40 per person E

RSVP to Ashley McKay at ashlev.mckav@valero.com or 345-4130 by December 12, please
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And to maybe entice you to come and have fun with your
colleagues...

é&&
1 December 18"
ARMA

WHITE ELEPHANT
Gift Exchange

This year, at our Holiday Celebration, we are going to do something a little different. We are going to
hold a lighthearted and fun White Elephant Gift Exchange.

The Gifts:

The term “white elephant” refers to a gift whose cost exceeds its usefulness. White elephant gifts are
traditionally gifts considered extremely tacky, or that do not fit the tastes of the original recipient, and that are
given by a friend or close relative and therefore cannot be returned or exchanged at the store without potentially
offending the giver. The thought behind a white elephant gift exchange is to give everyone a chance to rid
themselves of these tacky gifts--and invariably gaining a new one! It is acceptable, and highly recommended to
re-gift an unwanted item.

Gifts are wrapped, but are not labeled to reflect a specific sender or recipient. Gift bags are OK, but please
conceal the item in wrapping or tissue paper.

THE GAME:

1. Each guest who wishes to participate must contribute a gift. Gifts will be placed in a central location when you
arrive at the Menger Hotel Party Room.

2. Each participating guest draws a number.

3. On the first turn, the guest with #1 chooses a gift, opens it, and all admire it. Ohhh! AHHH!

4. On the second turn, the guest with #2 gets the choice of "stealing" the gift from #1 or choosing a wrapped one.
If #2 steals #1's gift, then #1 must open a wrapped gift.

5. On the third turn, the guest with paper slip #3 gets the choice of "stealing" the gift from #1's or #2's or
choosing a wrapped one.

The game continues based on the following:

1. If a gift is stolen from you, you can steal a gift (within limits, described below), or open a wrapped one.
2. The turn proceeds until a wrapped gift is chosen.

3. A gift cannot be immediately stolen back from the guest who just stole it.

4. The fourth owner of a gift gets to keep it. The gift is "dead" after it has been stolen three times.

5. Owners of "live" gifts must keep them visible and hold them up when requested.
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6. The gift exchange ends when the last wrapped gift is opened. Usually, guests are encouraged to perpetuate the
gift stealing as long as there are "live" gifts, but no one is obligated to do this.

We hope that everyone attending will participate in the hilarious gift exchange!

HAPPY HOLIDAYS!

CRM CORNER
Jenny N. Barker, CRM

In the November CRM Column, I indicated the CRM Study Group was working very hard to complete
a spreadsheet of management theories. The group would like to share this with the membership of
the chapter.

The spreadsheet relates to Part 1A2 of the ICRM Outline. Part 1 of the ICRM Outline is Management
Principles and the Records and Information Management (RIM) Program. Outline part “A” is
Principles of Management and “2” is Management Theories and Concepts.

The ICRM Handbook includes an Annotated Outline containing an explanation of how the CRM
Examination Development Committee interprets and approaches each section of the outline. The
explanation for Part 1A2 is as follows:

2. Management Theories and Concepts. There are a great many management theories. Examine the
traditional theories: Classical such as Taylor, Gilbreth, Weber; Human Resources such as the Hawthorne
experiments; Behavioral Science such as Maslow, McGregor, Herzberg, Drucker; Management Science,
Management by Objectives (MBO). Also, examine the maost current theories; Management by Exception;
Quality Management such as Deming, Juran, Ouichi; Management by Walking Around; Teams; Re-
engineering; Downsizing; Systems; Contingency Thinking; Corporate Culture. Review what Theories X, Y,
and Z say about workers. Be able to apply these theories to a RIM situation. Be able to show how these
either do or do not exist in a well-run RIM program.

This seemed a bit overwhelming at first glance, so we divided it among eight members and agreed on
a fairly simple approach. The group hopes you benefit from the fruits of its labors! Of course, any
comments, edits, suggestions, praise or other words of encouragement are always welcome!

We are still on track to start Part 2 Records Creation and Use in January. | know that the group will
have earned a short break after working very hard on Part 1. Please remember that you are welcome
to visit the committee and “test drive” the process only on the first two nights we meet for a new part.
The first night we take a 70 point practice test and the second night we have presentations. By the
third meeting the group has settled into assignments and presentations

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. 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, qualifications, exams, changes undertaken by the ICRM, and any
other questions you might have. E-mailing me at Barker CRM@cs.com is the easiest way to reach
me.
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Management Creator / Time Frame | Basic Concepts (2-3 Key points)

Theory/Concept Company

Taylor Frederick 1911 Father of Scientific Management, published
Taylor/Bethlehem Principles of Scientific Management.Taylor
Steel Company in examined the time and motion details of a job,
Pittsburgh developed a better method for performing that job,

and trained the worker. Furthermore, Taylor offered
a piece rate that increased as workers produced
more.

Gilbreth The Gilbreths 1868 -1924 1. Motion Study - Franks motion studies led to more
(Frank & Lillian) a productive ways to accomplish tasks--used motion
husband & wife pictures to study the structure of tasks, most famous
team was "bricklayers"

2. Lillian was a psychologist who became known for
research on fatigue and the effects of work on
employees

Weber Max Weber 1864-1920 Father of Modern Sociology, analyzed bureaucracy

as the most logical and rational structure for larger
organizations. Bureaucracies are founded on legal or
rational authority which is based on law, procedures,
rules and so on. Positional authority of a superior
over a subordinate stems from legal authority.
Charismatic authority stem from the person qualities
of an individual. Efficiency in bureaucracies comes
from: (1) clearly defined and specialized functions (2)
use of legal authority (3) hierarchical form (4) written
rules and procedures (5) technically trained
bureaucrats (6) appointment to positions based on
technical expertise (7) promotions based on
competence (8) clearly defined career paths.

Hawthorne experiments Sponsored by the 5 series of Social dynamics are the basis of worker productivity,
National Research studies more than wages and working hours. Work improves
Council. between when managers pay attention to their employees.
Researchers: Elton | 1924 and Managers are an immediate part of the social
Mayo, Fritz 1932 system, responsible for leading, motivating,
Roethlisberger, communicating, and designing the social milieu
W.J. Dickson, W. where work takes place.

Lloyd Warner, L.J.
Henderson
Maslow Abraham Maslow 1943 A Theory of Human Motivation: Five needs system
account for most of our behaviors -- Self-
actualization, ego status, belonging, safety, basic
(physiological)
McGregor 1960 According to McGregor, traditional organizations are

based on either of two sets of assumptions about
human nature and human motivation, which he
called Theory X and Theory Y. Theory X assumes
that most people prefer to be directed; are not
interested in assuming responsibility; and are
motivated by money, fringe benefits, and the threat
of punishment. Theory Y assumes that people are
not, by nature, lazy and unreliable; it suggests that
people can be basically self-directed and creative at
work if properly motivated.
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Herzberg

Frederick Herzberg

1959

the Motivation-Hygiene Theory, also known as the
Two factor theory (1959) of job satisfaction.
According to his theory, people are influenced by two
factors:Satisfaction, which is primarily the result of
the motivator factors (Achievement, Recognition,
Work lItself, Responsibility, Promotion, Growth).
These factors help increase satisfaction but have
little effect on dissatisfaction. Dissatisfaction is
primarily the result of hygiene factors (Pay and
Benefits, Company Policy and Administration,
Relationships with co-workers, Physical
Environment, Supervision, Status, Job Security).
These factors, if absent or inadequate, cause
dissatisfaction, but their presence has little effect on
long-term satisfaction

Peter F. Drucker

General Motors
(book Concept of
the Corporation
1942). Worked with
many other
companies
including Toyota.

1942
Concept of
the , 1954
Practice of
Management

*Management by objectives

*Decentralization and simplification.

*Respect of the worker. Drucker believed that
employees are assets and not liabilities.
*Knowledge workers are the essential ingredients of
the modern economy.

*Company's primary responsibility is to serve its
customers

*Need for "planned abandonment.” Businesses and
governments have a natural human tendency to
cling to "yesterday's successes" rather than seeing
when they are no longer useful.

Management By Objectives
(MBO)

Drucker

1954 Book
The Practice
of
Management

Target Objectives are set for companies, divisions,
departments and individuals. Objectives must be
SMART (Specific, Measurable, Achievable,
Relevant, and Time-Specific).

Management by Exception

Frederick Taylor

1856 - 1915

A management principle stating that managers
should be informed about an operational activity only
when a result differs by a specified monetary amount
or a specified percentage from what was expected.

Deming

Edwards Deming

1980s

In 1982 Edwards Deming published “Out of the
Crisis” identifying 14 points for management which if
applied would enable Japanese manufacturing
efficiencies to be realized.

Total Quality Management

(TQM)

J. M. Juran
(Person)

Interplak, a division
of Bausch & Lomb

1980's

1. Improving performance by generating a strong
commitment by everyone in an organization.
Marketing & customer service staff gather data after
sales & determine what is required by customers
before products and services are planned

2. Interplak - improved sales by strong after-sale
service and follow-up programs, such as interviewing
Dentist who by Interplak

Ouichi

William Ouchi

1980's

a management professor of the University of
California Los Angeles. Ouchi saw two types of
theories Type A American and Type J Japanese
and blend them into one. Type Z (Modified
American) 1. long term employment 2. collective
decision making 3.individual responsibility 4.slow
evaluation and promotion 5. implicit, informal control
with explicit, formalized control 6. moderately
specialized career paths 7.holistic concern for
employees (including family)
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Management by Walking
Around

Bill Hewlett & Dave
Packard of HP

1940's

Managers should spend a significant amount of their
time making informal visits to work area and listening
to the employees. The purpose of this exercise is to
collect qualitative information, listen to suggestions
and complaints, and keep a finger on the pulse of
the organization.

Team Management Theory

Robert Blake, Jane
Mouton, University
of Texas

1964

Dismantles hierarchical structures in place of
participatory ones. Supports the idea that collective
decision making is more productive than that of the
individual. Concern is paid both to people and
production. Relies heavily on making employees feel
as a constructive part of the company. Published in
The Managerial Grid: The Key to Leadership
Excellence.

Reengineering

Hammer

1990

Business process reengineering (BPR) is a
management approach aiming at improvements by
means of elevating efficiency and effectiveness of
the processes that exist within and across
organizations. The key to BPR is for organizations to
look at their business processes from a "clean slate"
perspective and determine how they can best
construct these processes to improve how they
conduct business.

Downsizing

Cameron,
Freeman, and
Mishra 1993;
Cameron 1994:194

1993-1994

Downsizing is a term that has arising out of popular
usage, not precise theoretical construction.
Organizational downsizing consists of a set of
activities that are undertaken on the part of
management, designed to improve organizational
efficiency, productivity, and/or competitiveness. It
represents a strategy that affects the size of the
firm’s workforce and its work processes.

Systems (General Systems
Theory - GST)

Ludwig von
Bertalanffy,
Biologist

1968

An area of study based on the assumption that
everything is part of a larger, independent
arrangement. A closed system is a self-sufficient
entity. An open system s something that depends
on its surrounding environment for survival.

Contingency Thinking

Joan Woodward,
James D.
Thompson, others

1960's

The contingency approach holds that universal
solutions and principles cannot be applied to
organizations. What managers do in practice
depends on, or is contingent upon, a given set of
circumstances - a situation. The effectiveness of
various managerial practices, styles, techniques, and
functions will vary according to the particular
circumstances of the situation. Management's task
is to search for important contingencies. The main
determinants of the contingency view relate to the
external and internal environments of the
organization. Contingency management recognizes
that there is no one best way to manage. In the
contingency perspective, managers are faced with
the task of determining which managerial approach
is likely to be most effective in a given situation.

Corporate Culture

Deal & Kennedy

1980's

Corporate culture is determined by how quickly
employees receive feedback and rewards, as well as
the risk tolerance of the employees. 4 Culture Types:
1) Work-Hard, Play-Hard 2) Tough-Guy Macho 3)
Process 4) Bet-the-Company
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Theory X

Douglas
McGregor/MIT
Sloan School of
Management

1960

Employees are inherently lazy and will avoid work if
they can. Workers need to be closely supervised and
comprehensive systems of controls developed. A
hierarchical structure is needed with narrow span of
control at each level. Emloyees will show little
ambition without an enticing incentive program and
will avoid responsibility whenever they can.

Theory Y

Douglas McGregor

1906 -1964

Work is natural, and most people prefer the physical
and

mental effort of working. Set of assumptions that
employees

are generally responsible, want to do meaningful
work,

and are capable of self-direction. Human being can
exercise

self-control, prefer self-direction, and have the
capability of innovation and creativity.

Theory Z

Ouchi

1980's

Theory Z is 1.employee involvement is the key to
increased productivity 2. employee control is implied
and informal 3. employees prefer to share
responsibility and decision making 4. employees
perform better in environments that foster trust and
cooperation. 5. employees need a guaranteed
employment and will accept slow evaluation and
promotions.

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.
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Duane Fousie

508 W Rhapsody
San Antonio, TX 78216

Docucon
Imaging Services

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

800-899-2072 Ext 245
dfousie@docucon.com

www.docucon.com
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AGetting To Know Youbo

Terry Mergele, CRM
By Anne Kelley

Terry Mergele, CRM, moved to San Antonio in August, 2007, though she continued to work in Houston through
early January, 2008, commuting back and forth every week to finish a client engagement. During that same
time period Terry also was studying for and taking various parts of the CRM exam. She sat for Part Six of the
CRM exam series in February, 2008, and passing all six parts on her first sitting, received her Records
Manager certification in May, 2008. Whew! What an accomplishment!

Terry has since left Access Sciences and now is working as an independent Records and Information
Management consultant. Terry’s interest in economics in college led her to complete an MBA in Finance and
Organizational Management. She worked for eighteen years in the financial services industry in insurance and
information technology and was engaged in electronic document production, storage and capture.
Recognizing that she had aptitude in this area led her to the Records Management field. She met Janice
Anderson with Access Sciences while working as a sales representative for a document control technology
vendor. As a consulting manager for Access Sciences she led RIM projects in the energy, engineering, heath
care and government sectors in the Houston area for several years until she relocated to San Antonio to be
closer to her husband’s large extended family.

Terry enjoys relaxing and entertaining at home. She is very active in her church choir and also teaches
Sunday school class at church. She has been happily married to Ed, an architect and a retired Navy
Commander, for three years. She recently adopted a six month old puppy from the pound, a purebred
dachshund. “Max” Mergele is already very well trained and makes a great companion for Terry and Ed. Terry
also loves to travel but has put travel on a back burner for the time being. She’s currently assisting Kinetic
Concepts with its Records Management Program initiatives.

Truths or Lies:

Terry spent Black Monday in 1987 in the air, traveling to New Zealand to make the sequel film to “Chariots of
Fire,” and upon arriving in New Zealand discovered that all funding for the project had been lost.

Terry and Ed met each other through the Internet, and married less than three months after their first date.

After they met, Terry and Ed discovered that, while they were in high school, they both had taken vacations
with their parents on the same Alaska cruise.

CASO Document Management

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

» Operations & Technical Support 0‘: . a
» Coaversion Services ‘ hg-

3453 1H 35 Nocth, See 215, Sam Antesds, TX 78119 | 2102220124 | WWW.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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Name

Chris Jacobs

Ben Cantu

Isabel Carreon
OPEN

DeBe Wantzloeben
Lisa Pichardo

Don Cortez

Rose Williams
Dora Martinez, CRM
Jenny Barker, CRM
Duwayne Headrick
Anne Kelley
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ARMA San Antonio 2008-2009
Board of Directors

Title

Chairman of the Board
President

Vice President

Vice President — Membership
Vice President — Professional Development
Vice President — Programs
Treasurer

Secretary

Director

Director

Director

Director
San Antonio Chapter
ARMA International
P.O. Box 830660
San Antonio TX 78283-0660

e-Mail
CJacobs@SACU.com
Ben.Cantu@Valero.com
Isabel.Carreon@Valero.com

DeBe.Wantzloeben@Valero.com
Lisa.Pichardo@PortSanAntonio.us
DonCortez@SACU.com
RWilliams@Fulbright.com
RicksDoral0@Yahoo.com
BarkerCRM@CS.com
duwayne.headrick@nisd.net
AKelley@TSOCorp.com

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 v :
Extraordinary Events
December . The Menger
18 Holiday Party Hotel
January 20 Why a Certified Records Dora Martinez, CRM Embassy Suites
Manager?
Feblr;ary February Seminar TBA Valero Energy
Create and Implement an | Galina Datskovsky, .
March 17 | Part I 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 11th

ARMA/ SAPD SWI NG AND ABEARO I T

Olympia Hills Golf & Conference Center i 1 PM Shotgun
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