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    It’s that time again… 

 

The Tidewater Chapter of ARMA 
presents 

Records Management and LEAN, 
Understanding the Value Stream 

with 
Jennifer McClain 

May 18, 2010 

see page  13 for details 
and registration 
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You won’t want to miss our next two meetings.  
Join us this month as we travel to Portsmouth and 
tour Earl Industries, featuring Brian Miller.  
Continue through the month by developing and 
participating in various activities in celebration and 
recognition of Records and Information 
Management Month.  
 
May 18th will find us in Williamsburg at Crown 
Plaza for our Spring seminar.  Jennifer McClain 
returns with Part II of LEAN Records Management.  
Whether you’re new to the records management 
profession, or a “seasoned” professional, you’ll 
benefit from this informative, interactive seminar.  
Don’t be concerned if you didn’t attend last 
year…Jennifer will have you up to speed in no time 
at all! 
 
Make plans now to attend, and remember to invite 
your colleagues and friends.  The success of our 
seminar depends on all of us.  Looking forward to 
seeing you at Crown Plaza. 

                                      

  

 

 

 

 

 

 

 

 

 

 

 

A Note from the President…  Chapter Committees: 

MEMBER CARE: 
Chair: Johnsie Spruiel,  

Anna Call, Lori Gay 
 

CHARITABLE COMMITTEE: 
Chair: Darlene Barber 

 Mary Clinton, Johnsie Spruiel,  
Wadiya Saunders 

 

MEMBERSHIP COMMITTEE 
Chair: Angela Mitchell 

 

PROGRAM COMMITTEE: 
Chair: Wadiya Saunders, 

Mary Clinton 
 

SEMINAR COMMITTEE: 
Chair: Wadiya Saunders 

Johnsie Spruiel, Jane Clevinger, 
Board Members 

 

AWARDS COMMITTEE:  
Chair: Darlene Barber 

Wadiya Saunders 

PUBLICATIONS & PUBLICITY: 
Chair: Kim Kindrew 

NOMINATING COMMITTEE: 
Chair: Ginny Jones, Past President 

Darlene Barber, President 
 

EDUCATION COMMITTEE: 
Chair: Angela Mitchell 

 
WEBMASTER: 

Jonathan Tillman 
 

NEWSLETTER EDITOR: 
Jane Clevinger 

 
FINANCIAL & AUDIT: 

Angela Mitchell 
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Blessings! 

       Darlene 

Authors’ statements of fact or opinion are their own and do not necessarily express 
the official policy of ARMA International.  Contributions or gifts to the Association of 
Records Managers and Administrators, Inc. is not deductible as charitable 
contributions for U.S. Federal Income Tax purposes. They may be tax deductible as 
ordinary and necessary business expenses. 
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RAFFLE TICKETS 
                                       ON SALE 

 
See your chapter  
President for the 

opportunity to pur- 
chase tickets for 3 chances to win free  

registration at the 2010 Conference 
being held in San Francisco, California!  

Tickets will be on sale for $5 through 
April, 2010.  Proceeds will benefit the 

  AIEF Scholarship Fund 

 
ON-LINE REGISTRATION  

is available for the 
upcoming 

    Spring seminar … 
 

Go to:  http://www.armamar.org/tw 
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                         FOR A SPECIAL EMAIL COMING 
                        FROM OUR MEMBERSHIP CHAIR   
ANGELA MITCHELL.  THE BOARD WANTS TO 
KNOW YOUR OPINION OF HOW THE 
MONTHLY MEETINGS CAN BETTER SERVE YOU 
AND MAKE THEM PART OF YOUR REGULAR 
PLANNING.  WE WANT YOU TO WANT TO 
BECOME MORE INVOLVED AND  BENEFIT 
FROM WHAT THE CHAPTER HAS TO OFFER.                            
~BE THINKING!                      

 

Thanks Angie for stepping up 
to one of the open positions of 

the Financial and Audit 
Committee! 

 
See page 14 for a description of this 

opportunity! 

 

 

DEADLINE FOR 

SUBMISSIONS 

TO THE MAY 

NEWSLETTER 

APRIL 29 

 

ATTENTION  
SOUTHSIDE MEMBERS!!! 
APRIL “MEETING” TO BE 

HELD AT EARL INDUSTRIES 
IN PORTSMOUTH! 

SEE PAGE 5 FOR DETAILS 

 

 

Need an extension to 
file your taxes? 

 

Look inside for some 
helpful information…. 

 

 

 

MARK YOUR CALENDARS NOW FOR THE 

INSTALLATION OF OFFICERS ON  

JUNE 15 

UNLIKE ANY YOU’VE ATTENDED BEFORE, 

THIS ONE WILL BE  

A NIGHT TO REMEMBER 

SO 

WEAR YOUR FINEST 

ATTIRE 

http://www.armamar.org/tw
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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 as 

contract negotiations, business correspondence, personnel files, and financial statements, just to name a 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 – including 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 

lawsuit. 
 

Why is records management important? 

Records are information assets 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, authentic, and accurate. This requires: 

 

• Setting and following organizational policies and best practices 

• Identifying who is responsible and accountable for managing records 

• Creating, communicating, and executing 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 disruption or 

disaster 

 

Employees use records and information daily to: 

• Perform daily business transactions  

• Deliver goods 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 protecting the future of the organization by creating, using, 

retrieving, and disposing of records in accordance with the organization’s established policies and procedures. 

 
© 2009 ARMA International. ARMA International is a not-for-profit professional association and authority on managing records and information. (www.arma.org). 
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What is RECORDS MANAGEMENT? 
Why do I care? 
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Featuring: 

Brian Miller 
 Director, Manufacturing Division, 

Earl Industries, LLC 
  

Mr. Miller is a graduate  

of  Belmont Technical 

College with a degree in  

Welding.  He worked for  

six years at Jonathon  

Corporation as a Pipewelder/fitter before joining Earl  

Industries in 1990 as a Structural Foreman.  Demonstrating 

outstanding organizational and leadership skills, Mr. Miller 

was promoted in 1995 to the position of Assistant 

Production Manager where he excelled in assisting with 

the rapid growth of the company.  In 2001, Mr. Miller 

assumed leadership of the company’s Manufacturing 

Division, responsible for three manufacturing facilities and 

a diverse manufacturing workforce. 

 

 
 
 
 
 

 
 
 
 
 
 
 
 

 

 

On the Menu: 

 

 

 

 

 

Salad course: 
A first mate’s salad  

 

Select One Entrée Choice:  

 

CHICKEN MARSALA 
Breast of chicken, sautéed with pancetta 
and mushrooms, in a Marsala wine sauce 

over garlic mashers and a side of baby 
green beans  

 

CRAB CAKE DINNER 
Our signature crab cakes broiled to 

perfection and served with a side of garlic 
mashers and seasoned baby green beans. 

 

FRIED SHRIMP DINNER 
8 of our Jumbo shrimp, lightly breaded and 

fried to a golden brown and served with 
fries, hush puppies, and cole slaw. 

Choose between two of our house made 
deserts. 

 
 Members $20.00 

Non-Members $25.00  
  

 

RSVP:  By Friday 1 p.m., 4/15/10  
armatidewater@yahoo.com 

 

Please, include your selection with your 

RSVP 

 
 

 

Meeting Location: 

Earl Industries, LLC 

3128 Victory Blvd. 

Portsmouth, Va  23701 
 

 

 

 

 

FROM PENINSULA 
 From I64E  
 Take I664S toward 

NN/Suffolk/Chesapeake 
 Take I264E via Exit 15A 

toward Norfolk/Portsmouth 
 Take Exit 3/Victory Blvd. 
 SLIGHT  LEFT onto 

Cavalier 

 RIGHT onto Victory Blvd. 
/239E 

 Make U TURN  @ Victory 
Court onto Victory 
Blvd./239W 

 3128 on RIGHT 

FROM VA BEACH 

 

 Head West via I264W 
 Take Exit 3 /239E 
 Take LEFT on 

239E/Victory Blvd. 
 Make U TURN at 

Victory Court onto 
Victory Blvd / 239 East   

 3128 on RIGHT 

mailto:armatidewater@yahoo.com
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WELCOME 

President Darlene Barber welcomed all to the meeting.  In attendance were Georgia McQuigg, Donna Scott, 

Jane Clevinger, Lori Gay, Wadiya Saunders, Jonathan Tillman, Angela Mitchell, Mary Clinton and Kevin Blue. 

 

APPROVAL OF REPORTS 
TREASURER’S REPORT – President Darlene Barber asked if there were any questions or corrections for the 
Report that was published in the March Newsletter.  There being no questions or comments, the Treasurer’s report was approved for 
February. 
MINUTES – President Darlene Barber asked if there were any questions about the Minutes published in the March Newsletter.  There 
being no questions or comments, the minutes were approved for February 

COMMITTEES 
SEMINAR COMMITTEE: Vice President Wadiya Saunders reported that the Spring Seminar would be held May 18, 2010 at the Crown 
Plaza in Williamsburg.  Jennifer McClain will be presenting part II, LEAN and Records Management as a continuation from the seminar 
held last year.  Lori Gay  mailed the brochures with registration form on March 10, 2010. 
 
RAFFLE & DOOR PRIZES: Jane Clevinger announced the need for donations by the members and Jonathan Tillman confirmed that he 
would email a letter of solicitation to anyone who requested it, for verification to businesses showing where and to whom their 
donations were being used. 

EDUCATION COMMITTEE: Angela Mitchell reported to the group that letters had been sent out inviting Records Management students 
to apply for the scholarship offered by the Chapter.  As of this date, only one student had applied and this person did not meet the 
criteria. The deadline for applications is March 30, 2010.  The scholarship winner will be named at the April meeting and the scholarship 
award will be give at the Seminar in May.  Darlene Barber reported that the AIEF raffle tickets continue to be on sale for $5.00. To 
purchase a raffle ticket you can see Darlene Barber or Ginny Jones.  

FINANCIAL & AUDIT COMMITTEE: Angela Mitchell volunteered for 1 of the 2 positions open on this committee.  The criteria for this open 
position will be printing in the upcoming Newsletter for April. 

NOMINATION COMMITTEE: President Darlene Barber announced the slate for the upcoming election for the 2010-2011 Chapter Year.    
The current  slate for election is as follows:  
         President-Wadiya Saunders, Vice President-Kim Kindrew, Secretary-Jonathan Tillman, Treasurer-Angela Mitchell   

NEW BUSIENSS 
Mary Clinton relayed her concerns to the attendees that attendance at the monthly meetings has been increasingly low and there is 
also concern of the financial implications because of the cost of hosting a monthly meeting. After addressing the board with her 
concerns, it was determined that an inquiry will be made to the membership to learn more of what a member is looking for in their 
Chapter meeting and how this Chapter can better serve its members and encourage involvement within the Chapter.  
 
President Barber announced that next month’s meeting date is April 20 and will be a Tour of Earl Industries and dinner at The 
Flagship Restaurant.  Also, she reminded the members that April is RIM month, a time to encourage Records Management. 

 
PROGRAM  

Vice President Wadiya Saunders introduced our speaker for the evening, Kevin Blue, who spoke on Network Security.  After a very 
interesting and informative presentation, Vice President Saunders presented Mr. Blue with a gift of appreciation. 

 
NEWSLETTER 

Newsletter Editor Jane Clevinger announced that the newsletter deadline for April is March 31.   
 
RAFFLE 

The evening  concluded with the 50/50 raffle drawing.  Member Georgia McQuigg purchased the winning ticket, entitling her to 
$14.50 of the $29.00 collected for the raffle.  The remaining $14.50 went to the ARMA Scholarship Fund. 

 
ADJOURNED 

The meeting was adjourned by President Darlene Barber at approximately 8:15. 
 
Meeting Minutes submitted by Jane Clevinger on behalf of Secretary Leslie Luck 

ARMA International Tidewater Chapter  Monthly Meeting Minutes:  March 16,      2010 

 

 

2010 
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ARMA MID-ATLANTIC REGION FINANCIAL REPORT 

January 2010 
 

 Beginning Ending 

Checking $2704.94 $2704.94 

Savings $3764.06 $3764.86 

 $6469.00 $6469.80 

 

INCOME: NONE 

Year-to-date: $980.00 

 

EXPENSES: NONE 

Year-to-date:  $8701.56 

 

INTEREST ON 
SAVINGS 

$0.80 

Year-to-date: $5.54 

 

Respectfully submitted, 
Tammy Wheeler 
ARMA Mid-Atlantic Region Treasurer 

 

 
ARMA MID-ATLANTIC REGION FINANCIAL REPORT 

February 2010 
 

 Beginning Ending 

Checking $2704.94 $4413.99 

Savings $3764.86 $3765.58 

 $6469.80 $8179.57 

 

INCOME: $2073.00 (Chapter Assessments Rec’d) 

Year-to-date: $3053.00 

 

EXPENSES: $363.95 (Gateway Clipper Deposit) 

Year-to-date:  $9065.51 

 

INTEREST ON 
SAVINGS 

$0.72 

Year-to-date: $6.26 

 

Respectfully submitted, 
Tammy Wheeler 
ARMA Mid-Atlantic Region Treasurer 

$$  ADVERTISING RATES $$ 

Size Per Issue Per Year 

Full Page (7.5 x 10) $25.00 $250.00 

1/2 Page $20.00 $200.00 

1/4 Page $15.00 $150.00 

INTERESTED IN ADVERTISING IN THIS 
NEWSLETTER? 

FOR MORE INFORMATION CONTACT 
 JANE CLEVINGER 

 

 

 
TIDAL WAVES  

is published from September through June by the 

Tidewater Chapter of ARMA International. 

Letters, comments, and articles from members 

are welcome! 

Contact Newsletter Editor: 

Jane Clevinger 

Northrop Grumman 

4101 Washington Ave., 

B86-3, Legal Dept. 

Newport News, VA  23607 

(757) 380-7446 

Jane.S.Clevinger@ngc.com 
 

 

    South Carolina  

    ARMA Chapters 
3rd Annual State ARMA Seminar 

April, 20, 2010 
10:00 a.m. – 3:00 p.m. 

South Carolina Department of Archives and History 
Columbia, SC 

 

* Establishing Wiki and Blog Governance 
   Jason C. Stearns, CRM 
 
* Dealing with Generational Differences in the Workplace 
    Ed Thomas 
 
* Stump the CRM: Discussions from the CRM Panel 
 

Registration starts February 22 
Register online at www.armamar.org/CH/ 

 
For more information, email 
jwredmon@santeecooper.com 

 

 

mailto:Jane.S.Clevinger@ngc.com
http://www.armamar.org/CH/
mailto:jwredmon@santeecooper.com
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Would you like to share any personal information about yourself?  The youngest of four children, I am a native of Camden, SC; 
South Carolina’s oldest inland city. Currently, I reside in Chesapeake, VA, and work in Virginia Beach, VA. Prior to relocating to Virginia 
in 2007, I worked for three corporations in the health care and health insurance industries in SC. Most recently, I was employed at 
BlueCross BlueShield of South Carolina (BCBSSC) and its subsidiaries for nine years. During my tenure at BCBSSC, I worked in Provider 
Education and eventually entered the profession of Project Management-- earning my Project Management Professional® Certification in 
2005, from the Project Management Institute. 

While working at BCBSSC, I diligently worked to develop my editing and writing skills as a Senior Ombudsman in the Provider Education 
Department. In this role, I authored numerous educational publications. Since that time, I have volunteered my love of writing and editing 
to published authors, not-for-profit organizations, family, friends and professional organizations. I confess I am a budding author, with 
hopes of one day publishing a novel! 

As a 1993 graduate of Winthrop University in Rock Hill, SC, I obtained a Bachelor of Science degree in Business Administration, with a  
minor in Health Services Management. In 2002, I was awarded a Master of Business Administration degree, with an emphasis in Health 
Services Management from Webster University in St. Louis, MO. 
 
Two of my most thrilling moments in life were standing directly in front of Leonardo da Vinci’s Mona Lisa at the Louvre in Paris, France, 
and witnessing the birth of my Great-Niece in 2007! Two of my scariest moments in life were taking a submarine ride in Hawaii and 

sitting on the floor of the Pacific Ocean, and parasailing in St. Maarten. I’m still not sure what possessed me to do these things!  

In my spare time, I enjoy reading, writing, traveling, both domestically  and abroad (*my passport is always on the ready – let’s TRAVEL), 
spending time with family, friends and my pooch, Miss Princess Samantha, and volunteering with my beloved Sorority, Alpha Kappa 
Alpha Sorority, Inc., among other fun and adventurous activities. Lastly, while I hate to admit it, I am hopelessly addicted to Facebook 

and my cell phone!   

What is your  place of employment and area of responsibility? I am employed at Amerigroup Corporation in Virginia Beach, VA. I am the 
Director, Records and Information Management. I manage an enterprise-wide Records and Information Management Program. 

How long have you served in this capacity? I have served as the Director, RIM since March 2009. A Project Manager by trade, I entered the 
Records Management field by chance. I was assigned as the Project Manager for a new project to develop and implement a formal Records 
Management Program. It was determined that the new Program, once fully developed, would need to be managed by someone. Well, you guessed 

it… that someone was me! The rest is history! I love my job!  

What advice would you give someone new to this environment? Read and ask questions as much as you possibly can. I immediately joined 
ARMA, started attending meetings, joined the ListServ, and started taking as many Webinars as I could fit into my schedule. I was charged with 
becoming the subject matter expert in all things RIM, so that expectation further inspired me to soak up information. I enjoy my job – it’s new, 
exciting, challenging and a growing field. So, I’m grateful to be a part of this industry.  

Is there a specific area you find most challenging concerning Records management in your daily routine?Being that formal Records 

Management and its principles are new concepts to my organization, I find compliance with various components of the Program most challenging.  

What inspired you to join ARMA and immediately take such an active role in volunteerism?  I wanted to immerse myself in all things Records 
Management in order to learn. I believed, and still do today, that joining ARMA is essential to succeeding in the Records Management industry. The 
wealth of information and networking is invaluable. As far as gratification, being a member of the Charitable Committee has been very fulfilling. 
Helping to manage the 2009 Angel Tree Project was amazing. To see the smiles on the children’s faces and the tears of appreciation from the 
parents was so rewarding. In the end, I felt I was more blessed than the recipients, simply from being a part of the project.  

Are there any resources and/or websites, aside from ARMA, that you find helpful in fulfilling your Records responsibilities that you’d like 
to share with our readers?I find the ListServ (RECMGMT-L@LISTS.UFL.EDU) very helpful. Although the volume of e-mails can be a bit 
overwhelming at times, in my opinion, it’s worth it. I’ve gotten so much helpful information from the ListServ over the past year. I’ve even 
submitted a few questions for assistance, with great responses. 
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Secure!   

Confidential!  

 Reliable Service! 
 

 

 

 

 

 

 

      http://www.cintas.com 

 

 

 

 

 

 

 

 

 

 

 

Cintas Document Management is a critical partner 
in the information safeguarding process.  For the 
same reason you lock your file cabinets, use secure 
internet servers and lock your doors at night, Cintas 
Document Shredding keeps your information out of 
the wrong hands. Cintas Document Shredding 
provides the utmost security by helping to protect 
businesses from identity theft, corporate lawsuits, 
fines, and government penalties associated with 
non-compliance. 

Please contact a shredding representative in your area for a free consultation: 
 

Cintas Richmond: 804-530-2601 
Cintas Portsmouth: 757-969-2926 

 

http://www.cintas.com/
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Here’s one of ARMA’s web seminars available April 19-27 

 

        E-Mail Archiving 101: It’s Not Just About E-Mail Anymore 

 

Experience Level: 3 

Competency Domain: Business Functions 

Facilitator: Martin Tuip 

Registration Deadline: 12:00 p.m. (CT), Friday, April 16, 2010 

Viewing Period: Monday, April 19, 2010 – Tuesday, April 27, 2010 

This will be a highly-informative web seminar on the hot issues and trends surrounding e-mail archiving and product 

performance, as well as industry-leading views on what the future holds. In this web seminar, you will learn: 

 How to reduce your company’s exchange storage by 50 to 60% by effectively managing your e-mail. 
 Identify the steps to create a clearly defined e-mail retention policy, including e-mail archiving. 
 Why e-mail archiving is the most efficient and reliable long-term solution for managing business records. 

Upon completion of this web seminar, participants will be able to: 

1. Recognize the importance of e-mail as a business record 
2. Summarize the challenges of managing the volume of e-mail 
3. Identify and create policies to address retention and archiving of e-mail 
4. Identify the intersection of records management and e-mail archiving 

Facilitator Biography:  
Martin Tuip has more than 15 years of IT experience and has focused most of these years on archiving and compliance 

products. He is a published author, a 10-time Microsoft MVP for Exchange Server, and authors articles on one of the 

few archiving software dedicated blogs at www.archiving101.com. Martin currently is employed as the senior technical 

product marketing manager for Mimosa Systems. 

To participate, you MUST register by 12:00 p.m. (CT), Friday, April 16, 2010. 

 

For Web Seminars on Demand 

go to  ARMA International and view a listing of 

available web seminars  

that are free to members and help you earn 

 ICRM Credits! 

https://www.arma.org 
 

 

 

 

 

 

 

 

 

11 

http://www.archiving101.com/
https://www.arma.org/


APRIL 2010 TIDAL WAVES                                                         ISSUE 8, VOLUME 37  

Tidewater Chapter of ARMA 
Treasurer’s Report 

March 1 – March 31 

Receipts: 

Beginning Balance 

 

 

 

Chapter Member Dues (Escrow) 

Bank Interest 

Deposits 

  

 

 

$4013.92 

 

  $20.00 

        .12 

$ 685.00 

Disbursements: 

Maintenance fee 

 

Withdrawals/Checks 

 

Ending bank statement balance 

 

Uncleared transactions 

 

Ending Balance as of March 31 

  

     12.00 

 

-1013.98 

 

$3693.06 

 

$0.00 

 

$3693.06 

 

-Savings Account- 
  

 Previous Balance  $3984.75 

Receipts: 

Deposit 

Bank Interest 

Transfer to checking 

  

$14.00 

.50 

-0.00 

 

Ending Balance as of March 31  $3999.25 

 
Checking + Savings Account 
 

 
Submitted by:  Lori Gay, Chapter Treasurer 

 

  

$ 7692.31 
 
 

 
 

-Checking Account- 

12 

 

Financial and Audit Committee – two volunteers needed 
 

Your responsibilities would include: 

 

a. Perform an annual examination of the Treasurer’s books within 60 days of the close of his/her term and 
submit a written report to the Board and the Membership at the first business meeting of the new fiscal 
year. 

b. Examine fiscal policy periodically at the discretion of the Board of Directors. 
c. Advise the President and Board of Directors on financial matters concerning the Chapter. 

 
Here is an opportunity to spend minimal time in volunteering but still help in a big way!  Contact any board 

member for this chance to serve your Chapter! 

1 



APRIL 2010 TIDAL WAVES                                                         ISSUE 8, VOLUME 37  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

REGISTRATION DEADLINE: April 23, 2010 

[  ] Standard Fee $135 

[  ] ARMA Member   $110 

[  ] Certificate of Attendance Desired 

 

 

                 Mail check to: 
NAME            Lori Gay 

           Bayport Credit Union 

TITLE            2300 Cunningham Drive 

           Hampton, VA  23666 

COMPANY            

            
ADDRESS           

 Federal ID # 23-7358105 

PHONE     __________________        E-mail _______________________       

On-line registration is available at the ARMA Tidewater Website using PAYPAL,   http://www.armamar.org/tw/ 

Records Management & 

LEAN: Understanding 
the  

Value Stream 

 

featuring 

 

Jennifer McClain 

 

presented by 

 

The Tidewater Chapter of 
ARMA International 

 

to be held at  

 

Crowne Plaza Williamsburg 
at  

Fort Magruder 
Williamsburg, VA 

 

on 

 

May 18, 2010 
(8:00 a.m. – 4:30 p.m.) 

 

About our Speaker: 

Jennifer McClain, a veteran trainer and 

process improvement specialist, has been 

with Northrop Grumman Shipbuilding for 

going on nine years.  She is currently a 

Process Improvement Manager in NGSB’s 

Quality/Process Excellence Division.  A 

certified LEAN facilitator and Six Sigma 

Green Belt, Jennifer has also served in 

several key roles in NGSB’s Operations 

Division, and on its Corporate Training 

Council. 

Jennifer currently holds a B.A. in Business 

Administration and a MA in Ed HRD from 

the George Washington University. 

Directions: 

From I-64 take Exit 242A (VA 199 W 

toward Williamsburg/Jamestown) 

Take Exit US-60 W toward 

Williamsburg 

Turn LEFT onto Pocahontas 

Trail/York St/US-60 W 

(Hotel will be on the LEFT) 

 

PLEASE REMIT A COPY OF THIS 

FORM  WITH CHECK PAYABLE TO: 

TIDEWATER CHAPTER ARMA 
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www.irs.gov                     Filing for an extension of your personal taxes? 

     Besides filing [for your extension] electronically, you can generally get an extension of time to file if you pay part or all of your estimate of 

income tax due by credit card. You may pay by phone or Internet through one of the service providers listed on Form 4868. Each service provider 

will charge a convenience fee based on the amount of the tax payment. At the completion of the transaction, you will receive a confirmation 

number for your records.  

     In addition to filing Form 4868 electronically, or by paying part of your tax by credit card, you can file Form 

4868 by filling out the form and mailing it to the place where you will file your return.  

                       Please be aware that an extension of time to file is NOT an extension of time to pay.  
 

For information regarding State Government filing visit the following State Links.  

BOOK  TITLE AUTHOR 

Writing Effective Policies and Procedures Nancy 
Campbell 

Digital Document Management William 
Saffady 

Arranging and Describing Archives and 
Manuscripts 

Kathleen D. 
Roe 

Instant Messaging Rules Nancy Flynn 

Micrographics: Technology for the 21st 
Century 

William 
Saffady 

 

             INSTITUTE OF CERTIFIED RECORDS 

MANAGERS® 
 

 
Winter 2010 Exam 
Cycle Parts 1-5, 
February 1-5, 
2010 Part 6, 

February 4, 2010 

Spring 2010 
Exam Cycle Parts 

1-5, May 3-7, 
2010 Part 6, May 

6, 2010 

Summer 2010 
Exam Cycle Parts 
1-5, August 2-6, 

2010 Part 6, 
August 5, 2010 

Fall 2010 Exam 
Cycle Parts 1-5, 
November 1-5, 
2010 Part 6, 
November 4, 

2010 

Winter 2010 
Exam 

Registration 
November 18, 
2009 - January 

28, 2010 

Spring 2010 
Exam 

Registration 
February 17, 

2010 - April 29, 
2010 

Summer 2010 
Exam 

Registration 
May 19, 2010 - 
July 29, 2010 

Fall 2010 
Exam 

Registration 
August 18, 

2010 - 
October 28, 

2010 

 
For informational materials describing the certification process, including the qualifications required and the 

examination form, write or call:   Institute of Certified Records Managers® 

                                                 403 East Taft Road 
                                                 North Syracuse, NY  13212 
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Staffed from 9am 4:30pm Eastern 

Phone: 1-877-244-3128  

 

www.icrm.org 

 

The CRM examinations are given four times per yaer at Pearson VUE locations throughout the 

world.  Upcoming exam cycles and registration for the CRM Examination is as follows: 

All of the books listed are part of the CRM 

Exam Preparation Bibliography and new 

to the Tidewater ARMA Library 

To check out these or any other 

publications in our Library, please contact 

Darlene Barber at 

Darlene.Barber@ngc.com 

 

http://www.irs.gov/
http://www.irs.gov/businesses/small/article/0,,id=99021,00.html
http://www.icrm.org/
mailto:Darlene.Barber@ngc.com
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ARMA MEMBERS… 

WILLING TO DONATE ITEMS FOR DOOR PRIZES 

AND RAFFLE PRIZES FOR THE SPRING 

SEMINAR. IN ADDITION,  IF YOU’RE ABLE TO 

SOLICIT DONATIONS FROM BUSINESSES, A 

LETTER IS AVAILABLE TO GIVE THEM. JUST 

CONTACT OUR WEBMASTER, JONATHAN 

TILLMAN FOR YOUR COPY OF THE 

SOLICITATION LETTER.   

 

A huge thanks to the few who have already committed 

items for donation.  So far we have some awesome 

prizes to give away…. 

15 
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   How does your RIM story end? 

   submitted by:  Mike Cistola, Munters  
 

 

 
 

 

 
 

 
 

 
 

 
 

 

 In addition to the tragic impact on people’s lives in New Orleans, the devastating Hurricane Katrina threatened to erase 

three centuries of the city’s history.  In the Crescent City of New Orleans,, the Notarial Archives maintained a one-of-a-kind 

collection of older documents, some dating to the 1700s, including slave records and land grants, and a letter written 

about and during the war of 1812.  Those delicate and vital records, most on linen, were endangered by wind-driven rain 

that passed through windows broken by the powerful storm. 

Just a few blocks away, inside the basement of the New Orleans Civil District Courthouse, the Notarial Archives maintained 

an equally large collection of documents.  There, water saturated more than 20 percent of the 60,000 leather-bound 

volumes stored on metal shelves.  These books contained the records of all property transfers occurring in New Orleans in 

the modern era. 

Though most governments have digitized their real estate records, abstractors still did hand searches through these  

volumes.   Without the records in tact, no one in New Orleans could buy or sell property, and many insurance claims 

couldn’t be settled.   These records were slated for digitization, but prior to that happening, Katrina hit.  Luckily, the 

authorities were still ready for a potential disaster. 

Although archive executives learned that with the plan they had in place, personnel and equipment was stationed outside 

the city and ready to respond to their emergency, the efforts were hampered as federal troops would not allow the trucks 

to pass checkpoints into the city.  The city was under a state of martial law, and the Company could not gain entry.  This 

was frustrating for them because, despite their preparation of having a recovery plan, there was only a short amount of 

time when the water damaged documents could still be saved.  Ultimately, officials gained security clearance into New 

Orleans to begin their recovery process.  Performing operations rapidly and efficiently was imperitive to minimize further 

damage to documents. 

The recovery company brought in generators to operate powerful pumps and crews spent 36 consecutive hours extracting 

snakes and thousands of gallons of water from the basement of the courthouse.   Once the reptiles and water was gone 

from the basement,  it took 60 people 10 days to hand carry the books from the basement and load them into boxes, 

inventory them, and place them onto pallets where they were lifted into a freezer truck.  There the wet volumes were 

frozen to prevent any further damage due to the water. 

As this sites restoration was taking place there was another hurdle over at the other Notarial Archive facility.  The owner of 

the building would not permit access due to liability issues.  A waiver had to be signed releasing him of liability in order to 

save the city’s historical records .  There, windows were boarded and a conduit was created in one of the broken windows 

so that the desiccan dehumidification equipment could pump dry air in.  As that process was underway, wet documents 

were removed to be packed in the trailers. 

All of the work took place under difficult conditions, including a city curfew, checkpoint delays, no communications within 

the infrastructure, fuel shortages, road blockages, flooding, no electricity, limited housing and a lack of food and water.  

With the drying complete, the documents underwent cleaning and decontamination.  Because of the nature of the dirty 

water,  and the fact that the documents would later be handled, part of the cleaning process included putting the records 

through rough gamma radiation.  All of the documents were restored so they could again be used in day-to-day activities, 

and a plan was made to move the entire archive to the fifth floor of their building.   

With all of the obstacles at hand, they didn’t lose one page of the 60,000 notarial volumes housed in the basement.  There 

was minimal damage to some books due to dirt, but that was expected. 
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HAPPY ENDING 

 

NIGHTMARE   

RIM 
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If you’ve experienced any accidents, near misses, or 

a “Lesson Learned” stemming from an incident, that 

relates to Records Management please email your 

story to Jane.S.Clevinger@ngc.com  for inclusion in  

the  TIDAL WAVES feature “RIM Stories”.  By 

sharing your story, possibly we can all learn from it! 

Tidewater ARMA Chapter Calendar of Events 
2009-2010 

Subject to change-for current events please visit: www.armamar.org/tw 
 

  
SEPTEMBER 15 

 
Julia Jones 

Four Leadership 

Principles 
Point Plaza Hotel, 

NN 
 
 

 
OCTOBER 20 

 
Robert Hart 

Identity Theft 

Point Plaza Hotel, 
NN 

 
     NOVEMBER 17 

 
Dan Elam 

Cloud 

Computer/SaaS:  
The Future of 

Records 
Management 
Crown Plaza 

Williamsburg at 
Fort Magruder 

 
DECEMBER 8 

 
Holiday Party 

Entrust Records 

Management 
Newport News 

 

 
JANUARY 19 

 

Bosses Night 
Point Plaza Hotel, 

NN 

 
FEBRUARY 16 

 

Fred Pasquine 
Six Sigma  

Springhill 
Suites 

Greenbriar/ 

Chesapeake 

 
MARCH 16 

 

Kevin Blue 
Network Security 

Crown Plaza 
Williamsburg 

 
APRIL 20 

 

Brian Miller 
Tour: 

Earl Industries 
Dinner: The 

Flagship 

Restaurant 
Portsmouth 

 

MAY 18 

 
SEMINAR 

Jennifer McClain 

LEAN RECORDS 
MANAGEMENT 

Crown Plaza 

WIlliamsburg 

JUNE 15 

 
Installation of 

Officers 

by Denise Pickett 
Bayport Admin. 

Bldg., NN  

JULY 

 
ENJOY YOUR 

SUMMER 
Board and 
Committee 

Meetings TBA 

AUGUST 

 
ENJOY YOUR 

SUMMER 
Board and 
Committee 

Meetings TBA 

RIM 
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