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(Shannon Lopézor

E-Mail:
armasa@armasananton

Reservation Deadline

FridayMay15, 2009, 12:00
noon

(RSVPnoshowsillbe charge!

MAY O S PROGRAM:

p e o golvathe puaziek i n

May, 2009

nSelling Yourself to Senior

Man ag em ent(\) presented by Doug Allen, CRM, CDIA+

This session will provide information on the core capabilities of Records
Information Managefiswhat employers look far a records managemd
what RIM professionals ideally provide. Additiesaésegarding poteiat

gaps i

experience.

an empl oyer ds

professional 0sdiscussexpet €
Session participants will learn more about the
different levels of competenapnd the domains in
which RIM professionals should have knowledge

Call now to make your reservation to attend this
timely program.

About the Speaker

Doug Allen is a Business Development
Manager f ondnfoGhtorb a |

3

Outsource DivisiorHis career has spanned 3
years and has included work in the areas of

forms management, records center

management, retention schedules, microfilnr
imaging, document management and busine

process management syst@osig ha
participated in the development and the

implementation of new document managem
imaging and workflow systeidss work within

the industry has focused on the use of

electronic forms, and the wswlacceptance of

electronic signatures.

Currentlypresidentlectof the ARMA
International Board of Directof3pugwill
become t he présiddenonculyalf
2009 Earlier, from 1991 until 199 also
served as a director.

In addition to his role in ARMA, Doug has
been activin theAssociabn of Information

and Image Management (AlIM), for which he
has served as a board member arstamlards

organizations and advisory committees

The alvisoryorganizations he has served
include the Texas Uniform Electronic
Transactions Act Task Force, the Propert
Records Joint Industry Task Foergjthe
TexasStatelibrary Electronic Records anc
Microfilm Rules Advisory Committee.

Doug is an active member of the Vendor
Advisory Comntiee for the Texas
Association of State Systems for Comput
and Communicatiof§ASSQ.

Doug has spokewn topics ranging from

0The Key El ements
to O0Olssues in Eleci
ments for Real Pr o]

numerous dter meetings and conferences
including ARMA International, TASSC an
IACEROT.
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O0Why nc
lead a committ
and help us br
great educatio
progranis

without leaving
San Ant

From the President

Greetings my fellow San
Antonio ARMA International
and Chapter members.

We had a great turnout at our
monthly meeting and luncheon
featuringguest speak&ebbie
Christofferson, CISSP, CISMer
presentatioroEmerging Trends fo
Security in the Coming Decade: ~
Changing Face of Security and
Privacyh was f ant as
shared this information with the I
Security staff at your place of
employment.

RIM seurity has become more
challenging throughout the years
you do not have a poliagdressing
what can be connected (jump dri
iPods) or stored onto company
owned equipmenyour information
can be compromised. Some stot
devices and personal apgtions
alsocancarryvirusesthat may pass
your firewall. Talk to your IT
Security specialist and make surt
everyone is aware of your compe

policy.

The freeShred 2y was a huge
successhanks to our cpartnes
Iron Mountain, Recall, Marshall
Shredding Company, Cintas,
SACU and WOAI. | also want t
thank our volunteers and
committee members who collec
over $4,000 for the Dress For
Success program.

This month we will hold our
annual elections for the 260®10
ARMA San Antoni@oard Pleas
attend and support our nomines
Tell them about the programs y
want to see this coming year.
Informationabout the Chapter
Board dutiestarts on Pagi.

Not ready for a board positioroL
say?Then why notginor lead a
committee and help us bring gr
educational programs without
leaving San Antonio. Our
community involvement project
are also important to our chapte

Volunteers are always welct
and appreciated.

Congratulation® Ashley
McKay on the birtlof her
daughter. Happgyio t h[@ay
to all of you who have given
men the best gift of our lives
our children. Thank you all f
your love and patience.

And always remember that
oSuccess is &
destinatiorii if you are
navigating RIM th ewayo

Sincerely,

Ben

Ben Cantu
President
ARMA San Antonio Chaptel

Last chance to registefor the é

6"Annual

dinner and hospitality bag

=% For more information contact: [
Nick Oudie at 2169137181
Nick.Oudie@usrealco.com

S wiltisglf Téurnanigrd or
Monday, May 11, 11:00 @ilympia Hills

Individual Sponsorship ($175) includes one rounc

Chris Jacobs @ 212581263
cjacobs@sacu.com

Corporate Sponsorship ($750) includes a goltingHtinremmehospitality bégs

golfers one

hol e

sponsorship s

gn, an

Page 2


mailto:Nick.Oudie@usrealco.com
mailto:cjacobs@sacu.com

ARMA San Antonio Collaborator

Preservation Suppliedor Archives sennyn.Barker, crM

Let 6ds mydefinitonefi t |
OPr esedr valt idoenf i n
preventative measures taken to for
the aging of paper and Rpaper
items. Itis a bit like a person wear
sunscreen and avoiding dangerous
situations. The other term you mig
haveheard s 0 Conser v
are the technically complex and
difficult things a trained profession:
can do to restore a damaged item .
close to its original condition as
possible. Think face lift!

As Records Managers we can take
more activeolein presevation on a
daily basis. Please remember that
dondt want to wur
measures on all of your business
records since less tHare percenof
business records are considerdsttc
Archival.

There is some guidance in text boc
on what businesscords to consider
Archival.

Once you have identified your arch
items it is important to look at how
they are created, stored, handled,
referenced. The remainder of this
article will focus on the confusing
world of preservation supplies fo
paper and provide some resources
non-paper items.

The first step in the decision tree fc
paper based items deals with the
itself! Is the paper cellulose contai
lignin and how acidic is the paper?
Lignin is part of the molecular
structure of plant materials such as
trees. It provides for stiwral rigidity
of trees and alloviisemto grow tall
instead of flopping over at a relativ
short height. It also helps your
compost pile work! As the lignin
degrades it becomes more acidic.

the more lignin the quicker the paf.
will degrade. Af if your items have
their origins in the plant world, the)
have their own special storage suf
that are buffered.

Buffered? Paper can be impregna
with a buffering agent such as calc
carbonate or magnesium carbonal
Think TUMS for the paperThis
buffering agent will neutralize the ¢
as it is created by the breakdown ¢
the lignin in the paper.

The choice of buffered preservatio
supplies is vast including folders,
interleaving papers, tissue, envelo
and boxes. One of the prevajlin
practices is to store items in the
smallest container possijlte
minimize changes in the temperat
of the air in the container. Storage
boxes and containers are available
many sizes and opening

configuratios, each with a practical
application irmind. And, if you
have an oddhaped item, you can
buy supplies to make your own bo:
Shelf arrangement becomes an
interesting challenge to keep relate
items together!

Please note that buffered storage
materials should not be used for th
following Preéeinaceous or metal
items:colorprints, feathers, furs,
leather, nylon, satin, silk, sterling
silver, synthetics, velvet, vintage
jewelry, and wool. When the conte
is mixed always use unbuffered
supplies. Please research
photographs and negatives very
carefully before storing. There are
different requiremesifor color and
for black and white.

Plastics can also be used to store
paper related items. There are thr
0goodo pl as(REmNdssa.
bit more rigid than Polypropylene
(PP) with Polyethylene (PE) being
the softest. It is critical that you
avoid using Polyvinyl chloride (PV(
because if offjasses hydrochloric
acid. This includes those pretty vir
coated paperclips. Plastic sleeves
holders come in many sizes and
A Mil is a measurement of the
thickness of the plastic with the
thickness and the price increasing
with the size of the Mil.

Buffered containers do not harm
non acidic paper, so you might
consider having only buffered item
for your paper archives dwyare
dealing with a small volume of iten
that are only p:i
books may have leather covers an
scrapbooks have mixed content bc

Continued on pay
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Preservati@ontinued

requiring norbuffered storage materials. There isca pri
difference between buffered and-haffered which might
affect your budget inlarger collection.

If | were starting out | would obtain the following items:

Metal Edge Catalog fi In their paper catalog they inclu
oMaking The Right Choigeharts that will lead you to the
correct supply for your item and on the pages with thes
supplies there is technical information about the media
its storage requirements. This will help you determine
you need for negatives, black & white pmafdts, colored
photographs, textiles, pageDs, mixed media such as
scrapbooks, and other items.

Gaylord Catalog and a downloaded copy of Guide to
Collections Car@Paper, Phographs, Textiles & Books

NEDCC Northeast Document Conservation Center
Preservation Leaflets

They certainly have a diverse and detailed set of techn
information available for download.

There are many other resources available as well.
Hollinger 4sells very good archival supplies and offers
severabhowto6 downloadable pamphlets.

Talass has the most extensive assortment and collectio
items but until you understand a bit about supplies this
should be considered the deep end of the pool! For thi
personal collector I likgght Impressions® since they
have bundled kits for several common items.

I hope this has provided you with a taste of the
opportunities, challenges, and resources available to y:

you enter the world of pi
wear your gloves when processing archival materials!
DO NO HARM
A
100% REVERSIBLE
References:

1www.metaledgeinc.com/

2www.gaylord.com/images/2607
022%20Pathfinders%20PDF.pdf

3 www.nedcc.org/resources/leaflets.list.php

4 www.hollingercorp.com/

5 www.talasonline.com/

6 www.lightimpressionsdirect.com/

CASO Document Management
Comprehensive Document CASO Document
Selxfions for the Rocerds Manager Management has helped
Prefessional clients reduce operational

~ Document Managemeat Platforms costs, improve employee
= Data & Forms Capture Software proficiency and increase
» Workflow & Routing Software customer satisfaction.
» Scazmners & Scanner Support
» Operations & Technical Support : * a
» Comversion Services ‘ hﬂ—
3453 1H 35 Nocth, Ste 215, Sam Antesis, TX 78219 | 210.2229124 | WWW.CASOINC.COM

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

Duane Fousie
508 W Rhapsody
San Antonio, TX 78216

To advertise in The San Antonio Chapter Collabopéaseontact the editor.
Newsletter ads are $25 per issue; business card size only.

Vd

e and t he

nomi

nees ar e

Each year the ARMA San Antonio Chapter takes recognizes and pays tribute to two deserving ARMA m¢
their work in the local chapter, and in their professional environrhese are members who demonstrate a
significant contribution to their proé&s within their companies, as well as with their peers.

Nomination forms for Chapter Member of the Year and Chapter Records Manager of the Year are includ
back of this editionMembers are asked to nominate, by Friday, May 29, individuhlsywielieve have met the

gualifications mentioned on the respective forms.
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10 e-Records Legends EXPOSED.I

DON SKUPSKY ON
ELECTRONIC
RECORDS RETENTION

TERRY MERGELE, MBA, CRM

IN FEBRUARY | wasamonghe lucky ARMA
San Antonio conference attendees who elect:
Advanced track, presented by ested&idd
professionadDonald S. Skupsky, JD, CRM, FAI
MIT. Mr. Skupsky covered a lot of ground in
alkday session, some of which related to fami
ca®s and concepts, and much of which was
definitely eyepening. In particular, | took away
these ten points that cast a new light for me ¢
some oOoOurban |l egendsbd
e-Records:

1.Non-erasable electronic media are requirec
for the storage of eRecords.Ther e d s
some quarters that digital image data has to t
on nonerasable media. This is simply not true
today. Freed from the false conviction that to
achieve data integrity we must store everythir
nonerasable mediarganizations can use
magnetic media or other famf data storage tt
are coseffective and facilitate the efficient
management of information, and can apply re
retention and destruction policies. In most ca
nornrerasable media do not pemaitords to be
destroyed under the records retention schedt

2.00riginal 6 e q umthepastd
doriginal 6 meant oOsu
meant oOoinferior.o6 Th
(the Uniform Electronic Transactions Act of 1!
doesndt distinguish b
copy. Thus, confident in our Records Manage
expertise, we are free to define which is the
authentic instance of a record (among choice
possess the requisite attributes of authenticity
integrity, seurity and accessibility).

3. There are narrow restrictions controlling the
permitted use of electronic signaturedNot trued
For example, in a certain electronic financial

transacti on, t he actio
Order 6 but t oanaumbongdion:in s
effect, an electronic

signature validation is that the electronic signaturt
presumed to be attribu
of that person. Turs if an email is sent from my e
mail account, @it has my name either in the mes:
or in the metadata ind
considered to have bee
approved by me.

4. E-mail is a viable records repositorye-mail
systems werendt dtiissiofgn
data. Any corporate Records that are created or
received asmail should be stored outside theasl
system in a recordkeep
mail system as a records repository. There are a
of other options, ranging from pramdfile to the fuH
fledged electronic document management systen

5. You should preserve all metadata along with-e
mail content. UETA requires that you retain
electronic Records according to your retention rul
The record does not have to includermftion
whose sole purpose is to enable the record to be
communicated or received. That is, printing and
retaining hard copy ofreail is just fine, provided it
shows the same information you typically view wr
opening the email in your email systdowever, this
provision does not apply once litigation or investic
is reasonably anticipafedyet another argument
against keépg email in its native system.

6.Artificial I ntelligen
Record. Artificial intelligencenithe form of aute
classification, has its uses, such as identifying
discoverable data based on keywButsvhen it
comes to Records, | ook
Only trained and experienced employees can reli
identify Records among all recdragormation. For
example, the user has to determine when a final «
becomes a Record. If it is important that your Rec
areconsistently captured, you need to understand
appreciate the limitations of aatassification.

Continued on ps

Page 5



CRM CORNER

On April 7, the CRM Study Group completed Pat
Corgratulations to all of the hansbrking members
who contributed study notes and their specific
knowledge. We also took the practice test for Pa
and drew names fetudy assignment order for outl
items. We will begin the Part 3 presentation on A
23stand will work on this part until Julyr14rhen the
group will take a much deserved vacation
reconvene oBeptember 8th.

Jenny N. BarkéRM

Part 3Records Systems, Storage Retrieval éovers
the following topics: Basic Concepts, Filing Syste
Information Retrieval, Active File Systems, Active
Facilities, Active File Operations, Records Center
Operated by the Organization, Commercial Recol
Centers, Special &ge Requirements, and File
ConversionsThe focus will be more on the progra
and how you might apply any associated technolc
to these programs. Part 5 isdhetsandboltsh
technology part of the examination.

You do not have to be an ICRM Caatkdto join the
study group. You must have a desire to learn and a
willingness to share your knowledge with others. Ev
person in the study group is expected to redaarch
herassigned area, provide handouts for the group if
unable to attend, atte the majority of the meetings, a
participate. The group meets every other Tuesday €
from 5:30Quntil 7:30p.m.

If youdie interested in becoming a CRM (Certified Re
Manager), please contact me for more information o
Study Group, qualifations, exams, changes undertak
by the ICRM, and any other questions you might ha\

E-mailing me a@arkerCRM@cs.@®the easiest way to
reach me.

Exposedontinued from page 5

7. Big Buckets are BetterThis is @ot topic but when i
comes to managing Records, condensing a set of rete
rules down to three or ten or twenty record series has
cons than it has pros. Keep your retergahedule lean a
mean, but granular enough that buckets are sufficient
convey the content and retention requirements. With
full set of record series, an individual knowledge work
identify the few record series that he or she will encot
in the course of Dbusines:c
buckets. 6

8. A Call Center recording is a RecordMlaybe, but only
if there is business jus
original recording doesn
entered byhe operator and the actions taken may be t
record of the transaction, not the recording. So, if you
decide to retain these recordings, be prepared to proc
them in connection with legal discovery, and also be
prepared to pay the price to do so. Nalynthe
recordings should be destroyed after a brief gergaly 3
daydi once quality control has been completed.

9. Digital media are adequate for longerm data
storage.With eRecords that will be stored for very lon

periods, consider that dajimedia do not endure forever,
and to stay viable they must be exercised and tested a
migrated repeatedly over their life cycle. (Not to meh&o
issues related to software suatality.) If you convert
Records requiring long retentions to silaédé microfilm
A which under controlled conditions remains readable
500 yearsr longeyyou can store it securely, and leave i
alone. Over the long haul, the conversion might pay for

10. Websites need to be managed as if they were
Records Not quite. The websi
retain snapshots of web pages. The website content m
include some Records, which it is important to identify
manage within your RIM program. Just keep the contel
treat it as you do yoather electronic Records.

(Mr. Skupsky reviewed and edited )

Remember Tuesday , May 19

_9 Q Make your

-"‘ reservation by
/ { Friday, May 15  for
: | the May ARMA

¥ meeting!
¥~
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Dress For Success

PEARLS FOR A PURPOSE UPDATE

On April 15,2009the 624 necklace was completed and tucked in the b
with a pair of earrings and an enclosure card! We are officially finishe
making jewelry and can now enjoy some LAP (Life After Pearls) time.
can turn our attention to other programs sp@ukby the chapter, such as
Shred Day and the Golf Tournament.

During the course of this project, 50 people participated in some mani
All efforts, both great and small, were critical and valuable contributior
the successful completion of the projésteryone who participated in this
project deserves a very big round of applause.

Please plan on attending the June Awards Luncheon to see the prese
of the last 174 necklagedearring sets!

| want to personally extend my sincere and hegr#gitide and thanks to
each participant. fi JennM. BarkerCRM

Battered Women Thanks for the Toothbrushes!
Now We Need Toothpaste!

Thank you for your donations t o t henddecondeiletres
from your business travels. And, thank you t
the month. ¢

In May, we are asking for toothpaAssein May, pleaséring a tube of toothpaste for the many women and
children in neednd in the middle of crisis. Many times individuals leave their homes with nothing more
clothes they are wearing and your assistance is greatly appreciated.

Remembbfay iSoothpaste Mdnthr t he Bat t eipeathartiiddosmrne n ¢

CARE Bear Program TheSan Antonio Chapter of ARMAIpportghe San Antonio Police
Depart ment s CARE B BEwh®areyvicting abasg
or whoare going throughlegal proceedirigvolving theiparents

Donations go toward purchasing teddy baamiversal symbol of love
and affectionThese argiven to children to help therope withthe
confusing and often intimidating experieid@ependency Court
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7" Annual ARMA/SACU Shred Day
a huge succeds

ARMA/SACU 06 @nnual
Shred Dayheld on Saturday, April 18
2009 was an overwhelming success

By shredding almost 148,000 pounc
of sensitive documents, ARMA and
SanAntonio Credit Union, along with
its partnershelped San Antonio
residents save more than 1,250 free
equal to 17 trees for every ton of pa|
shreddedSponsors witBACU and

reca" A RN MOUNTAIN'

Your Information. Securely Managed.

ARMA of San Antonio were
WOAI News 4 and four
commercial shred companies:
Marshall Shredding, Iron Mountal
Recalbnd Cintas.

During the fowhour event held at
nine SACU branches, more than
2,400 people took advantage of t
free shredding service and deda
more than $4,000 to benefit San
Antoni ods D®ess
program, an organization dedicat
to helping women gain skéisd
appareto re-enter the workforce.

The event resulted in more than
one obvious benefitheshredded
material wilberecycledo make
paper towels and greeting cards,
instead of becomiraulkin our
alreadyovercrowded landfills. In
addition, many
access to shredding services. Wi
identitytheft growing every year,

THI SLevich

‘ CINTAS.

FROVISSIONALY

ARMA helped people safely
dispose o$ensitive documents
and educated theimways to
protect themselves and their
private information by providing i
OWhat to Keep ¢
Throw Awayd brc

A very special thanks to all of the
volunteers, shred companies ant
sponsors of this greaent!

ﬂ!a i
MEM; II

SACU

San Antonio Federal Credit Union

T

MARSHALL
SHREDDING CO.

fDon't mistake personality for character."

-Wilma Askinas
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ARMA San Antonio Chapter 2008-2009 Program Schedule
JCRIVI
Date Part # Prosentation Speaker§s) Qrganization Location
Sep 16 Part1 EI-aDI;i&i:s;ewand g esIoe Kathleen Sparks, CRM Tyson Embassy Suites
Oct21 Part4 | Managing GISRecords LisaDerenthal Gimmal Group Embassy Suites
Nowv18 Part4 Reco veryof\o’ital Records Atter Thomas McGuire Munters Embassy Suites
Extraordinary Events
December Holiday Program TBD
Jan 20 Part1 |WhyaCerified RecordsManager? DoraMartinez, CRM Consultant Embassy Suites
e Don Skupsky, JD,CRM
Navigating RIM the e-Way ) The Vista Center at
Feb19 . Karon Teague, Gordon
Annual Seminar Hoke, CRM Valero Energy
Mar17 Pat2 |CresteandImplementan Effecitve | GalinaDatskovsky,PhD.. | cp oo Embassy Suites
Email Policy CRM
Emerging Trends for Securityinthe . o
Apri1 Part5S | ComingDecade: The ChangingFace 2:38'0;,8 gg;;tofferson, ApolloGroup, Inc. Embassy Suites
ofSecurity and Privacy !
Anr 8 Shred Day SACU
Presenting Sponsors
May 11 Swing & "Bear" It Golf Tournament Marshall Shredding; ARMASAPD OlympiaHillsGolfClub
Advanced Services, Inc.
Selling Yourselfto Senior <
May 19 Part1 Management Doug Allen, CRM Global 360 Embassy Suites
Jun 16 Awards Ceremony TBD
ARMA San Antonio 2008-2009 Officers and 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
Tina Flores Vice President i Membership Tina.Flores@sanantonio.gov

DeBe Wantzloeben, CRM
Lisa Pichardo

Don Cortez

Rose Williams

Dora Martinez, CRM
Jenny N. Barker, CRM
Duwayne Headrick

Anne Kelley

Web: http://www.armasanantonio.org

Vice President i Professional Development
Vice President i Programs

Treasurer A
Secretary -w
Director

Director , e
Director _\l
Director I &;M&

San Antonio Chapter, ARMA International

P.O. Box 18331
San Antonio TX 78218

DeBe.Wantzloeben@Valero.com

Lisa.Pichardo@PortSanAntonio.us

DonCortez@SACU.com
RWilliams@Fulbright.com
Dora.Martinez@saws.org
BarkerCRM@CS.com
sapperlic@shcglobal.net
v.anne.kelley@tsocorp.com

E-mail: armasa@armasanantonio.org

Terry Mergele, CRM
terry.mergele@kcil.com

This newsletter is a publication of the San Antonio Chapter. For information,
please contact the editor:

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 Antontiese Of fi cersd D

President. The President shall:

e Preside at all meetings of the Board of Directors and of the members, and call such meetings as may be necessary.
e Appoint all chairmen aftanding and special committees, subject to the approval of the Board of Directors.
e Be an exfficio member of all committees except the nominating committee.

e |t shall be the duty of the President to exercise general supervision over the activifieearfadiveeChapter and maintain
open communications with the members of the Chapter Board of Directors and ARMA relative to Chapter activities

e Additional duties and responsibilities may be delegated to the President by the Board of Directors, as required

Vice President. The Vice President shall:

e Be an aide to the President
o Perform the duties of President in the absence of that officer and in the case of permanent disability or resignation of that
officer, shall succeed to that office for the unexpintidm of the term.
e The Chapter Vice President may also be elected to one of the other Chapter officer positions except Chapter President.
o Be responsible for the chaptenail account indicated on the website including acknowledggilg, dorwarding to
appropriate board or chapter member for reply, and fofiavg required.
e Additional duties and responsibilities may be delegated to the Chapter Vice President by the Board of Directors, as requi

Secretary.The Secretary shall:

e Be responsible for thecording, custody and distribution of Minutes of all Board of Directors and membership meetings;
general correspondence of the Chapter; and notifying the Board of Directors of all board meetings.

e Serve as chief Election Officer and mail or presentteralbers the slate of nominees for each elective office to be filled
each year, together with a ballot to be used for that purpose.

e Preserve all books and papers belonging to the chapter.

e Additional duties and responsibilities may be delegated to tterySkygre Board of Directors, as required.

Treasurer. The Treasurer shall:

e Have custody of all of the funds of the chapter, which shall be deposited in a federally insured institution.

o Keep a full and accurate account of receipts and expenditures.

¢ In accordance with the budget adopted by the chapter, make disbursements as authorized.

e Present areport at all meetings of the Board of Directors and Membership.

e Prepare an annual report, which shall be submitted along with the financial records fodheohudittee The Committee
when satisfied that the treasurerds annual report is ¢

e  Submit reports as required by ARMA International.

e Additional duties and responsibilities may be dedegathe Treasurer by the Board of Directors, as required.

Vice President Programs.The Vice President Programs shall:

e Be responsible for the identification of educational workshops and luncheon speakers for Chapter monthly meetings and
programs appliclbto the informatioand records management interests of the Chapter members.

e Coordinate program plans with the Board of Directors, as required.

e Prepare appropriate announcements of programs.

e Ensure the effective administration of programs.

e Have respasibility for all of the chapter audio visual equipment including the laptop computer, projector, and public address
system and make this available for chapter programs

e Additional duties and responsibilities may be delegated to the Vice President RrtggdBoard of Directors, as

required.
Continuexh next page
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Of ficersd Duties, continued from Page 10

Vice President Membership.The Vice President Membership shall:

e Be responsible for all activities related tac¢heisition and retention of members.

e Processing of membership applications,

e Keeping current records of members on the roll ensuring the accuracy of names, addresses, positions, etc.

e Appoint the Membership Committee members and direct the activitiesofrimittee.

¢ In consultation with the Board of Directors, formulate the chapter membership policy and operate in conformity with this
policy.

e Maintain close contact with the Member Services Department or ARMA International to ensure understadtigrof ass
membership policies and plans.

e Appoint a telephone subcommittee for the purpose of corresponding with members regarding meeting attendance,
membership renewal, and other chapter activities.

e Direct the search for and approach prospective members.

e Serve as advisor to and coordinate the activities of the Hospitality Committee of ARMA International.

e Additional duties and responsibility may be delegated to the Vice President, Membership by the Board of Directors, as
required.

Vice President Professnal Development The Vice President Professional Development shall:

e Be responsible for developing, coordinating, and ensuring the effective administration for the educational seminars condt
by the Chapter.

e Coordinate program plans with the BadrDirectors, as required.

e Chair and guide the Seminar Committee established to support the educational seminars.

e Prepare appropriate announcements for the educational seminars and its speakers.

e Additional duties and responsibilities may be delegatedMiaehPresident, Professional Development by the Board of
Directors, as required.
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San Antonio Chapter

ARMA International

2008 - 2009 Award Nominations

Your Name:

Phone:

Email:

Member of the Year

Mominee

Company

Phone:

Email:

Achievement/Reason for nomination:

Candidates should be judged on the basiz of hiz or her:

Chair:
Phone:
Fax:
Email:

* Participation in committes work

* Farticipation in Board work {if the candidate iz a Board memkber)

* Participation in chapter mestings, seminars or workshops {paricipation is defined here as helping to plan, aranges
or conduct thess events, or serving as a speaker)

* Participation in cutside activities that in some way assist the chapter or advance the records management
profession (e.g., teaching a course in records management, attending or speaking at seminars or workshops that

* Publications that pertain to the chapter specifically or to the records, information or knowledge management
profession

= Achievements within one's own company or organization
* Attendance at chapter mestings

* Attendance at Board meetings (if a Board memier)

* Sponsorship of new members

* Bringing guests o chapter meetings

* Undertaking of a special project on his or her own initiative or at the chapters request that the commitiee may wish
o consider

Please complete form and fax or email to Awards Committee by Friday, May 29, 2009,
Awards Committee
DeBe Wantzloeben Members: Isabel Carreon
210-345-4706 210-345-4711

210-345-2427
DeBe Wantzloeben@Valero.com lzabel.Carreon@alero.com
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