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JANUARY PROGRAM

Tuesday, January 19, 2010 * Embassy Suites * 11:00a.m. i 1:00 p.m.

(details on Page 2)

Designing the SharePoint Records Center
Mimi Dionne, MLIS, CA, CRM, PMP, CDIA+

Microsoft SharePoint created a stir in the Records
Management world with ftsst release, touting its
o0Col l aborati on, Processt¢
on, the reviews were mixed. Now, several versions I
itds really a whole new

Mimi Dionne is providing RIM leadership to a large,
ambitious and complex prot, which will integrate SharePoint 2010 with
Symantecb6s Enterprise Vault, for
share experiences and lessons learned from the project, advice on pitfal
avoid, and wh ade xtpce cea x pdeekoint.oén aSrhda

About the Speaker i

Mimi Dionne hasvorked in the Records amaformation Management
field for nine yearsler expertise stems from involvement in enterprise
wideelectronic records management implementationsend scanning,
corporate archival Emprise, and offsite storage manageng#.also has
worked in a variety of specialty RIM niches

Ms. Dionne is a Certified Records Manager, a Certified Document In
Archited, a Certified Archivist, and a Project Management Professiol
She is aveltknown speaker, and an active and recognized member o
ARMA. She currently operates her RIM consulting practice from Der
where she is a member of the Mile High chapter.

Coming up
Friday, February 19, 2010

Ant oni o ARM
Annual Seminar

San
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Turn to page 9 for complete
information!
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From the President

Hello, ARMA San Antonio!

As you knowD e c e mb e r éventfon
the chapteunfortunateljhad to becanceles
so we didndt have
number of us had so much looked fodva
to doing A big thankyou goes téshley
McKay for all the work she did to organi:
theparty.

Our January lunchegmogramo De s i
the SharePoint Records Centeill be
presented by Mimi Dionne, MLIS, CA,
CRM, PMP, CDIA+. So mark your
calendarjanuary f9promises to be great
meeting, with interesting and timely proc
content, as well as a chance to meet an
your ARMA friends after the long winter
break! (This is a prograhat some of your
colleagues in IT may find of special inté&
S0 be sure to pass along the newsletter
them.)

Our friendsDeBe and KeWVantzloeben soo
will be leaving San Antonioliegintheir
incrediblecrosscountry journeysee related
article on Page.3PpeBe has been ARMA
member for almost two deesdand has sen
faithfully and competently in many leaders
roles. She will tmorelymissedandwewish
her all the best. Thank you, DeBe!

Now that DeBe is off on her journey, Jenn
Barker, CRM, has accepted the position o
of Professional Develoyent. | would like to
welcome Jenny as a new merobtére ARMA
San Antonio Chapter Bodad 20092010.

In closingl would like to wish everyonesade
andhappy New Year! See you on January

|sabel )

Isabel CarreoPresident
ARMA San Antonio Chagt

January 19, 2010 ARMA San Antonio Meeting
Designing the SharePoint Records Center

Embassy Suites, 7750 Briaridge, San Antonio, TX
San Antonio, TX 78230

Prices include luncheon and program:
Members
Non-Members $30

You may reqister by either of the following:

$25

o direct response to evite (distributed electronically to all members)
e sending an e-mail message to ARMASArsvp@gmail.com, or
e phoning Carrie Copeland at (210) 378-2461

Please, reserve by Friday preceding the meeting.
No-show registrations will be charged.
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NeW B eg | n ﬂ | n g S I DeBe Wantzloeben, CRM

At the beginning of each
year | pause to reflect on
the past year and set my
hopes on the future and
what the next year will
bring. Well, this year is a
little different for me as

| dm refl ect |
career and looking to a
new life in retirement.

One of the most important parts of my career
has been my association with the San Antoni
ARMA Chaper: the people, the opportunities,
the education, the support, and the fun. Each
played significant roles over the past 19 year:

From the very first ARMA chapter meeting, tr
people have been guiding me in my career in
records management. Everyonessasilling to
support and assist me. | began to understanc
through these enthusiastic people and
informative meetings that records manageme
was a profession! They introduced me to ARI
International and the ARMA bookstore. What
would | have done withotliese books,
magazines and other resources? | think | bou
them alll Each one dealt with a specific challe
that | knew nothing about. They literally savec
me! As | continued to participate in ARMA an
grow in my knowledge and understanding of
recordamanagement, | became aware of the
certification for records management and dec
to o0go for 1 to6! So |
study group, continued reading everything |
could find on records management, attended
conferences and semindes well aask Jenny
Barker, CRM, thousands of questions. Wow!

A whole new world began to open up for r
thiswas my passion!

And the funT h aabsblstely been the mos
memorable part. All the activities surrounc
the annual seminars, Shred Days, Golf
Tournaments, the Care Bears, the Dress 1
Success pearl parties, Holiday luncheons
parties, Award Luncheons, the ARMA Bo:
Planning Days, the Board meetings, the
Southwest Regional Leadership Conferen
and the ARMA International Conferences.
The Samntonio Chapter has a warm and
generous heart. And | have vivid memorie
will remember forever, especially when | r
a smile!

So my final thought, as you might expect,
to encourage each one of you to take part
ARMA. All of this is available toegy San
Antonio ARMA member. Begin 2010 by
marking your calendar for the monthly
luncheons (third Tuesdays) and the annue
seminar (February 1
love it and never be the same!

As my husband and | set out in our motor
home on our newdventure to all the major
league baseball parks, | simply want to sa
0t hanksd to each on
such an integral part of my career and life
distance or time can separate us; you are
forever a part of me.

And a special thanks goesii®e ARMA
Board for their generous retirement gift. |
now have time for a hobby and will begin
New Year by learning more about beadin¢
Guess | better start reading all about it!

Her eds wi s hi

ng
healthy and prosperous 201( FE\\PSt Y 34

=2

Happy &,
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Esoteric No More i cordon Hoke, cru

I n this blog post, reprin
Gordy Hoke muses on the s
h o wiodiMuch Informationd i s maki ng R

to most everyone.

Generally, | think of RIM as an esoteric pursuit
MerriamWe bst er . com def i n

ounderstood by the sp
ol imited t® Whemapeé¢opm
oOWhat do you do?d6 | g

and succinctly as possible, aware that my kids
me the masteof TMI (too much information
they give me the refe@@meouto T with their
handsrather than wairtgfor a chance to get the
words in edgewise.

I knowyolknowthatthe practice of RIM is rising
from the basement to the boardroom. Now it is
clearthat RIM is also broadening from an esote
niche to an underpinning of society. The need
demand for help wWitrecords runs broad and
deep.

I didndt expect peopl
what wuntil mow.&oday, the craving to
effectivey deal with a glut of information is
widespread. Maybe hermits and isolating
survivalists arendt b
anyone with an email account is. The incessar
drumming of headlines about lost records, lost
information, and breached secuatges our
anxiety to th@ayraptattentiordlevel.

Much of the populace is bewildered by their ow
records, and torrents of attorneys and other le¢
realizeghattheir organizations live and die by th
recor ds d pRetestly, aboadine f
en routeo the 49th state, | answered my

nei ghbords query, 0Wh
pummeled me with questions about his person
records retention.

[When | spoke]tahe University of Alasle
Anchorage, students
Adminigration and Technology class saw a
great, amorphous cloud of info begin to take
shape as they internalized the rudiments of
RIM.

This may be unsettling for introvert records
managers who entered the field expecting t
serve away fr om IMense
need to forcefully and authoritatively interpr
their discipline to the highest levels of
management. What some may not realize i
those leaders are eager to hear the truth as
knows it. There is no need to be shy and se
effacing.

RIM is esoteric no more. Our organizations
desperately need us, whether yiegynow it

or not. In the world | see, more and more
organizations recognize that need, and they
pl ead for our help.

Gordon Hoke, CRM, will be a featunezt ptes
our February conf er ¢
http://positivelyrim.blogspot.com
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e =2 CRM CORNER

Jenny N. Barker, CRM

The group will be working on Part 4 until Jan&aryif you are interested in joining us for the nex
please check the next newsletter for information.

You do not have to be an ICRM Candidate to join the study Ymumust have a desire to learn i
a willingness to share your knowledge with ofhesy person in the study group is expected to
research their assigned area, present their inform&@min or less, provide handouts for the gr
if unable to attend, attend the majority of the meetings, and paritipaup meets every other
Tuesday evening from 5:30 until 7:30.

If you are interested in becoming a CRM (Certified RecordselMaplegse contact me for more
information on the Study Group, qualifications, exams, changes undertaken by the ICRM, an
questions you might ha#emailing me agarkerCRM@cs.cois the easiest way to eace.

Funding Available for ARMA San Antonio Seminar

Would you like to attend the ARMA San Antonio seminar on February 19" but feel you or your employer
candt afford the Applyforatsdchdatshipfrom thehAREBIA Sar Antorito chapter!

Not have requested more than a total for
$500 in funding for the current year,
including the funding for this event

e Be willing to write antasle for the chapter
newsletter within 2 months of the event
providing an overview of the information
learned at the event you attended

Scholarships are available to pay for continuing o
education activities for chapter memb@&csapply
for a scholarship to cover the $175 registration f
for the seminar you must:

e Be a current member of the San Antonio AR
chapter or a student guing a career as a
records manager and a restdf Bexar or

adjacent county
Submit at least 1 month prior to the activity (|
January oor the February seminar)
0 a written request for consideration
o0 acompleted ARMA Scholarship Requ
Form (availde at
http://www.armasanantonio.org/educe
on/ScholarshipForm.pdf
0 an essay of at least 100 words descril
how the requested course content is
related to records management
0 a leter of recommendation from a
supervisor, teacher, professor or othe
appropriate reference
0 and a currengsune.

Send application and supporting materials
to:

ARMA Scholarship Committee

P. O. Box 18331

San Antonio, TX 78218

or emded to :armasa@armasanantonio.org

Notification of scholarship awards will be me
upon approval by the Scholarship Committe
preferablyonemonth prior to the event.

0Anne Comeaux, Scholarship Coifmanit
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Recordsdo n a

The length of time you should keep a docur
depends on the action, expense, or event tr
document records. Generally, you must kee
your records that support an item of income
deductions on a tax return until the period o
limitations for thateturn runs out.

The period of limitations is the period of time
which you can amend your tax return to clai
credit or refund, or that the IRS can assess
additional tax. The below information contai
the periods of limitations that apply to incon
tax returns. Unless otherwise stated, the ye
refer to the period after the return was filed.
Returns filed before the due date are treate
filed on the due date.

Note: Keep copies of your filed tax returns.
They help in preparing future tax retunts a
making computations if you file an amendec
return.

1. You owe additional tax and situations (2
and (4), below, do not apply to you; keej
records for 3 years.

2. You do not report income that you shoul
report, and it is more than 25% of the gr
income shown on your return; keep recoi
for 6 years.

3. You file a fraudulent return; keep record:
indefinitely.

4. You do not file a return; keep records
indefinitely.

5. You file a claim for credit or refund* aftel
you file your return; keep records for 3y
from the date you filed your original retut
or 2 years from the date you paid the tay
whichever is later.

Mo r e

O P s&ndbushy Qris/Pca

6. You file a claim for a loss from worthless secul
or bad debt deduction; keep records for 7 year

7. Keep all employment tax records for at least 4
years after the date that the tax becomes due ¢
paid, whichever is later.

The following questions should be applied to eac
record as you decide whether to keep a documet
throw it away.

Are the records connected to assets?

Keep records relating tooperty until the period of
limitations expires for the year in which you dispc
of the property in a taxable dispositi¥iou must
keep these records to figure any depreciation,
amortization, or depletion deduction and to figure
gain or loss when yaell or otherwise dispose of tt
property.

Generally, if you received property in a nontaxab
exchange, your basis in that property is the same
the bases of the property you gave up, increasec
any money you paid. You must keep the records
the otl property, as well as on the new property,
the period of limitations expires for the year in wr
you dispose of the new property in a taxable
disposition.

What should | do with my records for nontax
purposes?

When your records are no longer neéafetghx
purposes, do not discard them until you check to
if you have to keep them longer for other purpose
For example, your insurance company or creditol
may require you to keep them longer than the IR.
does.

Sourceww.irs.gov
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Free To a Good Heart
Top SFree Thing®ecemt09 (Third in a Series)

1.
2.

Volunteer your time and expertise at the San Antonio Food B&R&odBank.org “3
Dress For Success will gladly take your professional clothing for their female
A curent list of needs can be found on the affiliate website which can bet four
dressforsuccess.org

BEARS, BEAR SieedBsByAaiRig!é .

fvpsorg/getinvolved/wishlist of the Battered Women and Children's Shelter of
County. Please review the list as you clear out the old to make room for the r
improved this Holiday Season. | have a toaster, lots of paper cups, and a waffle make
that will find a new home!

Take a plate of cookies to an elderly neigbborclude therat your table this year.

My best wishes for dHappy New Year! d Jenny N. Bark€RM

gy T

o)

MANAGEMENT

Business Process Consulting

Document Management i
Platforms *) b/
Document Conversion AUTOMATE

Ghevineg Records Management

Document Hosting Solutions

Attention Members!
Technical Support Offerings

888.388.2276 Share the link below with others in your

organization who should attend the February
Call today fora Seminar:
complimentary consultation eminar:

Local offices in . . .
Sari Aionio, TX & http://events.constantcontact.com/register/event?oeid

New York. NY 07e2nataiqh92704db

CASO Inc. is a national
provider of Document
Management Services
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What Is Records Management?
Why Do | Care?

Information is at the center of everything an organization does: strategy management, research and development,
compliance. How the organization manages that information and its corporate records can directly affect its
ability to compete, comply with regulations, and recover from disaster - in other words, to operate efficiently.

Records management is defined as
the systematic control of records throughout their life cycle

What are records?
Records are the evidence of what the organization does. They capture its business activities and transactions, such s contract negotiations,
business correspondence, personnel files, and financial statements, just to name 2 few.

Records come in many formats:

* Physical paper in our files, such as memos, contracts, marketing materials, and reports

* Electronic messages, such as e-mail content and their attachments and instant messages

* Content on the website, as well as the documents that reside on PDAs, flash drives, desktops, servers, and document management systems
* Information captured in the organization’s various databases

When there’s a lawsuit, all of these — induding the copies that individuals have retained and any items prematurely deleted or destroyed — may be
identified as discoverable. This means they could be used against the organization in a lawsnit.

Why is records management important?

Records are information ssets and hold value for the organization, Organizations have a duty to all stakeholders to manage them effectively in
order to maximize profit, control cost, and ensure the vitality of the organization. Effective records management ensures that the information
needed is retrievable, anthentic, and acourate. This requires

» Setting and following organizational policies and best practices

* Identifying who is responsible and accountable for managing records

* Creating, communicating, and exeouting procedures consistently

* Integrating best practices and process flows with other departments throughout the organization

* Identifying vital records and establishing guidelines to maintain business continuity after a disnyption or disaster

Employees use records and information daily to

* Perform daily business transactions

* Dieliver gnods and services consistently and with integrity

* Comply with legislative and regulatory requirements

* Manage risk

* Protect the interests of all stakeholders inside and outside of the organization

* Provide documentation of research for the development of products and services
* Preserve the organizational identity and history

Who is responsible for managing records and information?
Everyone is. Each employee has an important role to play in E;crtectinﬁ the future of the organization by creating, using, retrieving, and
disposing of records in accordance with the organization’s established ]:u}ﬁ

ries and procedures.
www.arma.org W A RRMA

IMTERNATIONALS
£ 2009 ARMA Intemational . ARMA International is 2 nat-for-profit profiessional associztion and autharity on managing reconds and information. (we. arma_ong).
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3 : H must all obey the great
law of change. It is the most
SRZHUIXO ODZ Rl QD'
#dmund Burke
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Editor
TerryMergele
terry.mergele@kcil.com

Category
Association newsletter

Frequency
Ten issues per year, September through June

Publisher
San Antonio Chapter, ARMA International
P.O. Box 18331
San Antonio TX 78218
armasa@armasanantonio.org

Website
www.armasanantonio.org

To advertise in tBellaboratgslease
contact the editor. Newsletter ads are $25
per issuegjuarter pagsze only.

8:00 a.m.
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