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Collaboration… people working together to solve the puzzle… 
 

Navigating RIM the e-Way

January 2009 
Monthly Meeting and Luncheon 

 
Tuesday, January 20th, 2009 

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! 

 
Reservations Requested 

RSVP No shows will be billed 
Call Shannon Lopez at 210-641-8400 

 
RSVP via email to: 

armasa@armasanantonio.org 
 

Reservation Deadline 
Friday, January 16, 2009 at 12:00 (Noon) 

 

Why a Certified Records Manager (CRM)? 

Everyone has heard of the value of obtaining the 

professional designation of Certified Records Manager 

(CRM).  But what does it take to become a CRM?  How 

does one get certified?  This session will outline the 

requirements for obtaining a CRM and what steps must be 

followed to be eligible to sit for the exams.  Five theory  

exams are administered.  An overview of the records 

management knowledge that has to be mastered to pass 

each part will be presented.  The methodology used for 

part Part IV will be reviewed.  Learn how to find 

everything you have ever wanted to know about obtaining 

your CRM on the Internet.  Our local ARMA Chapter 

provides excellent support and assistance to anyone 

wishing to pursue a CRM designation.  Come learn what is 

available to you as an ARMA member. 

 Our Presenter is: 

Dora Martinez, CRM 

Dora Martinez, CRM has over 25 years of business 

experience including records management, forms 

management, production management and customer service.  

She has 20 years of records management experience and 

obtained her professional designation of Certified Records 

Manager in 2003.  Dora started her corporate career at 

USAA and led the team of records analysts in enhancing the 

records management program to ensure consistency across 

company lines.  She has also enhanced the records 

management program at Tesoro Corporation establishing 

controls for compliance.  Dora has participated in writing 

corporate records management policies and procedures and 

has trained employees in the records management processes, 

ensuring the records management program and the 

established procedures were followed in accordance to 

corporate policy.  Dora Martinez enjoys the interaction 

required with training and has also worked as an adjunct 

professor at Our Lady of the Lake University. 

.

mailto:armasa@armasanantonio.org?subject=RSVP%20-%20ARMA%20Luncheon
http://www.armasanantonio.org/


 

Message From the President 

Greetings my fellow San Antonio ARMA International and Chapter members,  
As we start another year and encounter new challenges and opportunities in Records Management.  
One question comes to mind. Are we prepared to meet these challenges?  Well here is your chance 
to get ready.   Join us on Tuesday, January 20, 2009 and learn how to become a certified records 
manager.  This program will be presented by one of our chapter’s five Certified Records Manager’s 
Dora Martinez, CRM. 
 
Also, we are also offering another educational opportunity, the annual San Antonio Chapter seminar. 
This year’s topic is “Navigating RIM the e-way”. It will cover a basic and advanced track. Read more 
about it in this newsletter.  Our VP of Professional Development DeBe Wantzloeben and her 
committee have done an excellent job of coordinating this event. 
 
Our holiday party was awesome. I would like to thank Ashley McKay and all the people who brought 
baskets for our silent auction.  The event was at the Menger Hotel where we were entertained by the 
sounds of music provided by John Holt.  And we laughed until we cried during the “White Elephant” 
gift exchange hosted by Ashley McKay.   We also had the pleasure of having one of our retired 
members Harry Smart and his wife. They made it fun too.  
 
I recently found out that Joe Randle our former editor has retired from his place of employment. 
Thanks for your support throughout the years.  We wish you well in your retirement and keep in 
touch. 
 
On behalf of the ARMA San Antonio Board and myself, Happy New Year! May you have a very 
prosperous year in 2009. 
 
And always remember that “Success is a journey, not a destination if you are Navigating RIM the e-
way”. 
 
 
Ben Cantu 
  

ARMA President, 

Ben Cantu, at ARMA  
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President ARMA San Antonio Chapter 
CRM CORNER 

Jenny N. Barker, CRM 
 

I am please to share with you that the CRM Study Group completed Part 1 on December 20th!  This was 
certainly a great Christmas present for all of us!  The committee worked very hard on this part and all benefited 
from the discussions on the “Management” component of RIM.   
 
We will start Part 2 Records Creation and Use on January 13th.  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, January 13th, we take a 70 point practice test and the second night, Jan 27th, we have presentations.  By 
the third meeting the group has settled into assignments and presentations.  One of our members will continue 
to be part of the committee although she has moved to another state to start a great new job!  She will continue 
to have access to the Study Group Wiki and all the study notes we develop. 
 
Part 2 Records Creation and Use covers the following topics:  Records Creation; Documentation of Business 
Transactions; Correspondence Management; Documentation of Policies and Procedures; Forms Management; 
Mail Management Facilities; Electronic Communication; and, Reprographics Management.  The focus will be 
more on the programs and how you might apply any associated technologies to these programs.  Part 5 is the 
nuts and bolts technology part of the examination. 
 
2009 will find the committee interviewing new meeting locations.  So, it will be very important for you to contact 
me if you wish to visit or join the group. 
 
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. 

 
 

 
 

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. 

 
  

 
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 
 

mailto:CRM@cs.com
mailto:dfousie@docucon.com
http://www.docucon.com/
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We received this wonder story from Pam Taylor, Director of the Dress for Success  
San Antonio Organization 

ONE STORY OF HOPE 

Christina was recently referred to us for her initial interview suiting. In the course of 
selecting job appropriate clothing for Christina, we learned that she and her two 
small children had recently escaped an abusive relationship with just the clothes 

on their backs. She was sharing a small space with a female friend and their living 
quarters were awfully cramped. The day of her suiting, she had taken two busses 

and over an hour to get to us. She was tired and a bit discouraged. 

After her appointment, she was thrilled with the result. As her eyes filled with tears 
she remarked that she would never have believed she could look so good and feel 

so confident. She couldn't wait to get home to show her children what had 
happened to her. After years of being beaten down and told she was less than, 
she could see for herself that her batterer was wrong about her. She was now 

ready to get to work and make a difference for her children. 

A few days later Christina returned to use our Career Center to search for 
additional job openings, spruce up her resume and establish an email address for 
herself. She got a job and now attends the DFSSA  Professional Women's Group, 
a job retention, career development program of Dress for Success, where she will 

get the training she needs in order to maintain employment. 

It takes $250 to suit and prepare a woman for her initial interview and transition her 

into our Professional Women's Group where she learns to keep her job and create 
a career for herself. 2008 has been a record breaking year for Dress for Success 

San Antonio with nearly 700 women being assisted by the programs and 

services of our agency. We anticipate that 2009 will be just as busy, if not more so, 
putting us on track to see our 3,000th client since the agency's inception in 

September of 2002. 

If you would like to be a part of this exciting transformative effort, please donate 
now by going to the link noted below: 

http://www.dressforsuccess.org/affiliate.aspx?sisid=61&pageid=22 

 
More than 90 cents of every dollar goes toward the programs and services 

provided by Dress for Success San Antonio so that low-income women residing in 
our city and the surrounding area may establish a solid work history and 

permanently leave public assistance. 

Thank you in advance for your generous financial contribution. Have a wonderful, 
safe holiday season and a Happy New Year! 

Pamela Taylor,  CEO/Executive Director 

 
 

Dress for Success San Antonio advances the socioeconomic status of disadvantaged children and 
their families by preparing women for the workforce. Through our programs and services, we provide 

professional attire, and workforce development and life-skills training so that low-income women 
residing in San Antonio and the surrounding area may establish a solid work history and permanently 
leave public assistance.   For more information, to volunteer or to make a financial contribution please 

contact: 

Dress for Success San Antonio 

 

Dress for Success San Antonio 
P.O. Box 91036 

San Antonio, Texas 78209 
210-737-1515 Phone 

210-737-1616 Fax 
 
 

www.dressforsuccess.org/sanantonio 

sanantonio@dressforsuccess.org 

 

http://rs6.net/tn.jsp?e=001jzaM53E4YpkijpHijPwWC1zj_Y4TUEIEgHbF28B-gYD-gBo_eOwCo6UfHOiXZ7UE5yPv4jicpPFwJ_RQxpyR5UJgJYCWX_lgSdVqLb_XLj6dPrqMI17-xAqU7fi0cwU6uHUqcQ4_g6ht1scQF0STsjWxuryafnhNK3WFJALT8wc5e0OXfRdclQ==
http://rs6.net/tn.jsp?e=001jzaM53E4Ypkj96TM0DmgaVc63MF4pks4BF4Gs7Ozvkk9-DJkPNrbAkPK6OT2LE-64Xo7VWOZ4YYibY7cF8e3YAuqFv4If-0w54cQP4bS-zGAoDeQ8fjxSQHujfNIDGszFO43IG6W0uw=
mailto:sanantonio@dressforsuccess.org
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ARMA Membership 

 

WOMEN’S SHELTER NEEDS OUR HELP! 
 

 

 
 

Towels   Ladies Underwear  Tooth Brushes  

Twin Blankets          Children’s Underwear Tooth Paste 

Pillows   Socks     Ebony (black): 

Diapers (4,5,6)  Pull Ups              Hair Products 

Shampoo   Shower Gel    Sheen 

Conditioner  Hair Brushes       Grease 

 

Bring Donations to the January 20th ARMA Luncheon 

 

The San Antonio Battered Women’s Shelter is in great need of the items listed 

above.  

 

We are asking each and every one of you to please place a box at your place of 

work and ask your fellow employees to donate to the Shelter.  And then, we are 

asking that you bring those donations to our January 20
th

 meeting. 

 

For reservations to the luncheon meeting please call Shannon Lopez at 210-

641-8400! 
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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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Register now… 

  

ARMA San Antonio’s annual seminar is scheduled for Thursday, February 19, 2009.  
 

This year we’re pleased to welcome a distinguished group of presenters for this one-day 
event, packed with top-notch professional development, motivation, networking, and fun! 
 Click here to view a printable brochure with full conference details.  Early Birds receive a 
special incentive for registering before January 21st! 
 

 Navigating RIM the e-way 

 

 

  

 BASIC TRACK  ADVANCED TRACK  

7:30 ɬ 8:00 a.m. Registration & Continental Breakfast 

8:00 ɬ 8:15 a.m. Welcome 

8:15 ɬ 8:45 a.m. Four -Letter Words for Success ð  SUSAN YOUNG 

9:00  ɬ  10:00 a.m. 

10 Steps to Creating a Records Management Program 

JANNETTE GOODALL, KARON TEAGUE AND DEBRA KORTY 

Records Retention Requirements for 

Electronic Records  

DONALD S. SKUPSKY, JD, CRM 

10:00 ɬ 10:30 a.m. Vendor Show/Break/Raffle Winners Announced 

10:30 a.m. ɬ 12:00 p.m. 10 Steps to Creating a Records Management Program , continued 
Records Retention Requirements for 

Electronic Records, continued 

12:00 ɬ 1:00 p.m. Lunch 

1:00 ɬ 2:30 p.m. 

 

A Necessary Balance:  

Enterprise Content Management (ECM) and 

Records & Information Management (RIM)  

GORDON HOKE, CRM 

Records Retention Requirements for 

Electronic Records, continued 

2:30 ɬ  3:00 p.m. Break/Vendor Show/Raffle Winners Announced 

3:00 ɬ 4:30 p.m. A Necessary Balance: ECM and RIM, continued 
Records Retention Requirements for 

Electronic Records, continued 

4:30 ɬ 5:00 p.m. 

 
Wrap-up, Door Prize Drawings 

http://armasanantonio.org/education/seminars/ARMASeminar2009.pdf
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Change - Who Me? Convincing Your Organization  

Dillie Harrison 

 

(Based on ñScared of Changeò, an article by Dr. Allen Zimmerman in Infonomics, Nov/Dec 08)  

 

 As the newly appoint Records Manager, you have been in your position for two months. As far as you 

can tell, each department has their own standards for record management, none of which would be in alignment 

with a comprehensive records management program. Where does one begin? 

 

 Step 1 - Start convincing yourself to process and accept change by changing your own attitude. Too 

often leaders are not honest with themselves. Clarify your goals and begin a network of your peers. Dream big! 

 

            Step 2- Make an appointment and present information to with executive staff to convince them of the 

need for a change in records management. In order to be successful in implementing a comprehensive RIM 

program, the top has to buy-in to the concept. Give the upper management a vision of positive change. Be 

prepared with responses to the top ñkiller statements.ò Things like, ñweôve tried that before, our place is 

different, itôs not my job, weôre too busy to do that, we donôt have enough time to do that, or it isnôt in our 

budget.ò 

  

 Step 3- Include other departments and divisions. Use collaborative tools to involve more information 

seekers and problem solvers. Be proactive, asking supervisors and managers what they consult to anticipate 

future changes.   

 

 Step 4- Celebrate the past. Acknowledge that things have been good, but now the company has an 

opportunity to make things better. People need to hear the things done in the past were good, but as the world 

and technology changes so must your practices, to keep a competitive edge. Only when people can relinquish 

the past, can they consider new ways of doing things.  

 

 Step 5- Practice the Seven Conditions Necessary for Change. They are an important part of the change 

process. 1) Let your people PARTICIPATE in the decision to change. Provide them with discussion access to 

the people trying to bring about change. 2) Let them see the REWARDS of change. Let them see what is in it 

for them. 3) MODEL your passion for change. Let them see you embrace the change and hear it in their words. 

4) Let the employees know beforehand that you will accept the mistakes as they implement change. ACCEPT 

and support employees in the times of transition instead of being blamed, shamed judged or threatened. 5). Talk 

honestly with your people and your will instill trust in them. TRUST AND TRUTH will make the changes 

necessary more palatable. 6) Prepare them for change with COMPETENCY. People are more comfortable with 

change if they have been prepared with the knowledge and skills necessary for change. 7) As leader, you must 

make sure your people see EXAMPLES of success.  

 

 

 Will all of your suggestions and recommendations for change in your organization be accepted? No ï 

but be willing to change your opinion and recommendations on things that are negotiable, but never negotiate 

the non-negotiable. Non-negotiables are things that pertain to retention, discovery, and law. Stand firm for 

those, and give in on the perfect number of steps, or what color of paper the forms will be printed.   

 

 After all, the first step of change is to accept change yourself! 

 

(Dillie received a scholarship from the ARMA SA Scholarship Committee this fall to take an online class on 

Organizational Management from Wayland Baptist University.  This article was written as part of the condition 

for receiving the scholarship.) 
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Job Title: RECORDS MANAGEMENT COORDINATOR 
 

 

Posted:  December 11, 2008 

Experience level:  2yrs 

Type of position:  Full-Time 

 
Job Description 

Under general supervision performs a variety of duties associated with the implementation and administration 

of the Districtôs Public Records Management Program. 

 

Qualifications 

 Bachelorôs Degree in a related field with two years of records management experience preferably in 
the public sector or equivalent complex records management experience in lieu of degree. 

 Certified Records Manager designation preferred or individual currently working toward 

certification. 

 Demonstrable knowledge of Texas Public Information Act. 

 Strong communication skills both oral and written. 

 Strong organization skills and ability to set priorities and meet deadlines. 

 Ability to provide a high level of customer service to the public, public agencies and across 

departments. 

 Working knowledge of electronic document management, internet and Microsoft Office products. 

 Must have a valid Texas Driverôs License and maintain a good driving record. 

 

Contact info: 

 BexarMet Water District 

 Attn: Human Resource Department  

 P.O. Box 245994 

 San Antonio, TX  78224 

 Fax # 210-927-3276 

 Email: hr-recruit@bexarmet.org 
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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 

Open Vice President – Membership  

DeBe Wantzloeben Vice President – Professional Development DeBe.Wantzloeben@Valero.com 

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 RicksDora10@Yahoo.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 

 
 

  

mailto:CJacobs@SACU.com
mailto:Ben.Cantu@Valero.com
mailto:Isabel.Carreon@Valero.com
mailto:DeBe.Wantzloeben@Valero.com
mailto:Lisa.Pichardo@PortSanAntonio.us
mailto:DonCortez@SACU.com
mailto:RWilliams@Fulbright.com
mailto:RicksDora10@Yahoo.com
mailto:BarkerCRM@CS.com
mailto:duwayne.headrick@nisd.net
mailto:AKelley@TSOCorp.com
http://www.armasanantonio.org/
mailto:Mike.Logan@Valero.com
http://www.armasanantonio.org/
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Save the Date!   May 11th  
ARMA/SAPD  SWING AND “BEAR” IT 

GOLF TOURNAMENT 

Olympia Hills Golf Club – 1:00 PM 

ARMA-San Antonio Chapter 2008-2009 Programs Schedule 

Date 

ICRM  
Part 

# Presentation Speaker Organization Location 

September 
16 

Part I 
E-Discovery and 

Litigation Response 
Planning 

Kathleen Sparks, 
CRM 

Tyson Embassy Suites 

October 21 
Part 
IV 

Managing GIS Records Lisa Derenthal Gimmal Group Embassy Suites 

November 
18 

Part 
IV 

Recovery of Vital 
Records After 

Extraordinary Events 
Thomas McGuire Munters Embassy Suites 

December 
18 

  Holiday Party     
The Menger 

Hotel 

January 20   
Why a Certified Records 

Manager? 
Dora Martinez, CRM Tesoro Embassy Suites 

February 
19 

  February Seminar 
See website for more 

info 
  Valero Energy 

March 17 Part II 
Create and Implement an 

Effecitve Email Policy 
Galina Datskovsky, 

Ph.D., CRM 
CA, Inc. Embassy Suites 

April 21 
Part 

V 

Emerging Trends for 
Security in the Coming 
Decade:  The Changing 

Face of Security and 
Privacy 

Debbie 
Christofferson, 
CISSP, CISM 

Apollo Group, Inc. Embassy Suites 

April 18   Shred Day     SACU 

May 11   Golf Outing     

Olympia Hills 
Golf & 

Conference 
Center 

May 19 Part I 
Selling Yourself to Senior 

Management 
Doug Allen, CRM Global360 Embassy Suites 

June 16   Awards Ceremony     TBD 

   
 
   

 SAVE THIS DATE  
      MONDAY  

 May 11 , 2008  


