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Ramada Inn 1776
May 17, 2005
8:00 am– 4:30pm

A One Day Seminar for those concerned with
Effective Records Management
Join us this year in Williamsburg for a great seminar.
Mingle with old and new friends alike. Reconnect with lost
contacts and make some new ones! There will be lots of fun,
food, and information sharing in the Records Management
Network! Hope to see you there!
~See page 5 for further details
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President's Message...
Have we received your registration yet? This month
we hold our Annual Spring Seminar. Are you ready to respond
to a subpoena? So you really think you go rid of that deleted
document, huh? Do you realize that delete doesn't really mean
it’s gone? In a few weeks we will learn just how to be prepared
to handle subpoena, interrogatories, and other formal requests
for information. We will also learn how to teach our
co-workers to respond to these requests. You will also hear
from a speaker who will tell you just how easy it is to recover
files you think you have deleted.
Currently all over the world there are court cases
being decided on the basis of electronic documents. We all
know about the Bill Gates email. new cases offer everything
from intercepted email in divorce cases to incorrect records
retention practices to privacy issues such as who should have
access to your email password when you die. Deleting email to
prevent it getting into the wrong hands even if you are
following proper records retention guidelines doesn't
automatically protect you from people that want to recover
the information.
Too many times people think, oh I can just delete
this little email or file and no one will ever see it. Deleting a
file isn't that simple. Take for example an email file. First, each
email you send has to go through many other servers before it
reaches its destination. Many of these servers are backed up.
Now there is a backup copy of what you sent, even if you
manage to delete the file from your system. The email also
resides at the destination computer and that person’s server.
Now they have a backup copy of your email too. Sometimes
the person you sent the email to may want to print it and read it
later. Now you have a paper backup as well.
Has your system really deleted the file? Each file
you send creates a temporary file that will eventually be
written over but not immediately. It could be some time before
that particular sector/bit/byte gets written over. In the
meantime, did your server get backed up? How long does your
company keep it’s backup server tapes? These are all ways
your information can be recovered. Just how “gone” does the
file you just deleted seem now?
This really strikes at the heart of a records manager.
How are we as records managers supposed to make sure
electronic communications or any other deleted record files
that are kept for retention purposes, are truly gone when we
delete them. What steps can we take to make sure that these
records are deleted? Following our standard retention
schedules we dispose of paper records once they have reached
their life span. How are we handling our electronic records? If
we are just deleting them they may still be recoverable. How
can we handle this? What can we do as records managers to
prevent this from happening? Is it important for us to be able
to do something about this? Are there programs on the market
that will help us truly delete the files we want to delete?
Come to our seminar on May 17th and find out
more. It’s shaping up to be another great seminar and I hope to
see all of you there.
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TIDAL WAVES is published monthly from September
through June by the Tidewater Chapter of ARMA
International. Letters, comments, and articles from
members are welcome!
Editor:
Audrey P. Fitzgerald
James City County Records
P.O. Box 8784
Williamsburg, VA 23187-8784
Voice: 757-259-4024 Fax: 757-253-6842
e-mail: apfitz@james-city.va.us
Authors' statement 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. are not deductible as
charitable contributions for U.S. Federal Income Tax
purposes. However, they may be tax deductible as
ordinary and necessary business expenses.

ADVERTISING RATES
SIZE
Full page
½ page
1/4 page
Business card

~Michele

ISSUE
$12.50
$10.00
$ 7.50
$ 5.00

YEAR
$125.00
$100.00
$ 75.00
$ 50.00

Contact Newsletter Editor for information on
securing an advertising contract! Act now rates
won’t last forever!

Go Electronic!
Order your Newsletter delivered right to
your inbox! Send an e-mail to the
Newsletter Editor at:
apfitz@james-city.va.us

and get your next issue electronically!
Its easy, colorful, and saves on paper &
postage! Act today, there is no
cost to you and it is
environmentally friendly!
The electronic newsletter is in PDF format and
requires Adobe Acrobat Reader to view.

Hard copies of this newsletter
are printed on Recyclable paper
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Energize…
Plug into the
Source!
There’s no drawing– no
competition, just rewards
for a job well done in
ARMA’s Membership
Recruitment and
Recognition Program, Energize– Plug into the Source.
Members have already recruited 401 new members!
Because it’s Web-based, everything you need to
get involved and recruit new members is available
online at www.arma.org/energize. This site is your
link to program information and statistics. Simply
enter your member number and password and you’ll
see how many people have joined and named you
as their sponsor or recruiter. When you reach a
prize level, it will tell you right there, and give
you a link to your prize selection.
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ARMA International Leadership
Meets with Senate Staff
On April 5, the leadership of ARMA International–
specifically David McDermott, president, Cheryl Pederson,
president-elect, Fred Pulzello, treasurer and staff
represented by Peter Hermann, executive director/CEO,
and Bob Tillman, government relations director-met
with senior staff from the offices of Senators Diane
Feinstein (D-Calif.), Patrick Leahy (D-Vt.), and
Arlen Specter (R-Pa.).
The purpose of the meetings was to acquaint senate staff
with ARMA International and our interest in legislation
affecting records and information management. Areas for
particular interest included privacy issues surrounding the
outsourcing or offshoring of consumer data without proper
safeguards and ISO 15489, the international
records management standard.
During the discussions, ARMA offered to act as a
resource for the staffs on these and other issues and,
at their request, provided information about ISO 15489
as well as other ARMA publications.

We know that ARMA members are the best at
recruiting, and you’ll be rewarded for your efforts
this year with your very first recruit. There are all
new prizes and prize levels this year, and you can
see those at www.arma.org/energize.

Courtesy of InfoPro Online

It’s all new, so get involved today, have fun, win great
prizes, and encourage prospective members to
Energize– Plug into the Source!

Visit www.arma.org/energize

NARA Issues New E-Records Guidance
Get your RIM Program Recognized!

The National Archives and Records Administration
(NARA) announced the availability of an electronic
records management guidance for PKI digital signature
authenticated and secured transaction records. The
document was jointly developed by NARA and the
Federal Public Key Infrastructure Steering Committee’s
(FPKI SC) Legal/Policy Working Group in response to a
Chief Information Officers (CIO Council request.

The Iron Mountain/ARMA International Award for
Excellence in Records and Information Management
honors the best programs in records and information
management. It is the only award that recognizes your
contributions to program improvement or overall
program excellence. Entries are confidential and
reviewed by a panel of judges knowledgeable in
the information management industry.

PKI-unique transaction-embedded records relate
specifically to each transaction and that are embedded
or referenced within the transaction (the digital signature,
generally the public key certificate, and possibly
transaction-specific PKI records used for authentication
or non-repudiation, such as certificate validation
responses). The guidance delineates potential
categories of such records that agencies may want
to schedule based on a variety of best practice sources.
It has been reviewed and approved by NARA, Office
of Management and Budget, Department of Justice,
the CIO Council and the FPKI SC.

Entering is simple– you have already done all the
hard work. Submit your entry for the Overall Program
Excellence or Excellence in Program Innovation and
Improvement category. Awards will be presented at
the ARMA International 50th Annual Conference
and Expo in Chicago September 18-21.
Take home the trophy. Take home the cash prize.
Take home the pride in being recognized as a
success story for your organization.
Entries are due June 27.
For more details, visit:
http://www.arma.org/myarma/awards/index.cfm.

Courtesy of ARMA International Washing Policy Brief
For more Information and a complete article visit: www.arma.org
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May Meeting:
Annual Seminar Information
Join us:

May 17, 2005
8:30 am—4:30 pm

Ramada Inn 1776
Williamsburg, Virginia

The Tidewater Chapter of
ARMA International
Presents…

LEGAL ISSUES IN ELECTRONIC
RECORDS MANAGEMENT
“a one day seminar for those concerned
with effective records management”
The Seminar will Feature:
Lawyers! Courts! And Subpoenas! Oh My!
How to respond to subpoenas and other formal requests.
Session includes Regulatory Compliance Issues
(SOX,HIPPA,FERPA etc.) Accountability, Audits,
Response Plan.
~by Wilnet Brown President- The Document Company
Delete Doesn’t Mean It’s Gone!
Computer Crimes and Forensics. What happens when you
delete a file? How can someone retrieve your data? What can
you do to protect your company’s data?
~by Matt Shoaf Computer Crimes Specialist–
National White Collar Crime Center

Directions
From Richmond:
I-64E to Exit 238 (Camp Perry/Colonial Wmsbg.)
Right onto Route 143.
Right at second stoplight onto Route 132.
Right at first stoplight onto Route 60/Bypass Road.
Right in 1/2 mile at Ramada Inn 1776.
Hotel is at top of hill.
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SEMINAR SCHEDULE
8:00 am
Registration & Refreshments
8:30 am
Opening Remarks/Vendor Exhibits
9:00 am
Lawyers! Courts! And Subpoenas! Oh My!
How to respond to subpoenas and other formal
requests. Session includes Regulatory
Compliance Issues (SOX,HIPPA,FERPA etc.)
Accountability, Audits, Response Plan.
~by Wilnet Brown; PresidentThe Document Company
12:00 Noon
Buffet Lunch– Provided
1:15 pm
Delete Doesn’t Mean It’s Gone!
Computer Crimes and Forensics. What
happens when you delete a file? How can
someone retrieve your data? What can you do
to protect your company’s data?
~by Matt Shoaf ; Computer Crimes Specialist–
National White Collar Crime Center
4:00 pm
Wrap-up & Adjournment

Attention CRMS
This seminar has been pre-approved for
5.0 certification maintenance credits.
If you wish to learn more about how to
submit your attendance to ICRM please
contact ICRM at http://www.icrm.org or
contact vjones@nngov.com.

Preliminary Exhibitor List
Atlantic Shredding
Butler Paper Recycling, Inc
Lion-Heart Records Management
Reams Document Imaging
Richmond Commercial Services
SPSA
The Document Company

From Norfolk:
I-64W to Exit 238 (Camp Perry/Colonial Wmsbg.).
Left onto Route 143.
Right at second stoplight onto Route 132.
Right at first stoplight onto Route 60/Bypass Road.
Right in 1/2 mile at Ramada Inn 1776.
Hotel is at top of hill.
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ATTENTION MEMBERS:
ARMA International has notified the board that there are some changes from the FCC about
how we promote activities to membership and others. Received via email international
relayed to us that effective March 31 any email of fax the chapter might send concerning
promotion of an event that costs money we will need to include an opportunity to Opt-Out.
The board elected to do two things. Any correspondence sent regarding impending events that
you will have to pay for will be identified in the subject as an advertisement or solicitation.
Therefore, official correspondence from the chapter will include the following paragraph:
“The ARMA Tidewater Chapter of ARMA International complying with guidelines set by the Federal Communications Commission now offers you the opportunity to OPT-OUT of future emails/ faxes of this type. If you would like
to OPT-OUT of further communications of this type from the ARMA Tidewater Chapter, please compose an email
with the subject heading ‘Request to OPT-OUT’ and send it to armatidewater@yahoo.com or send a request to
OPT-OUT and include your email address to Tidewater ARMA Chapter President, [c/o Michele L. Trader, Newport News Waterworks, 700 Town Center Dr., Suite 400, Newport News, VA 23606].”
International developed a fax/e-mail consent form that will cover both HQ and chapters that will be included with
new applications and renewals and it will be announced soon in InfoPro. We are ALL required to provide this
consent. Be on the lookout for these Consent Forms.
The steps our board has agreed to are also required because while members will give their consent we distribute
email announcements to many non-members who will not have consented to receive these e-mails.

ISO 15489 Presentation Available to
Chapters and Members

Plan Now to Attend ARMA’s 50th
Annual Conference & Expo

Need a refresher or quick information regarding the
ISO 15489 international records management standard?
ARMA International Director of Professional Resources
Diane Carlisle, CRM, at no cost.

Help ARMA International celebrate its 50th
anniversary September 18-21 in Chicago. This
year’s annual conference and expo will feature an
abundance of educational sessions combined with
stellar festivities in honor of the occasion.

This presentation provides a brief introduction to the
world of standards, then focuses on the international
standard for records management (ISO 15489-1)
and the companion technical report (ISO 15489-2).

Start the week off right with you choice of four
pre-conference program tracks: 1. Electronic records
management, 2. RIM in the legal environment,
3. Fundamentals of RIM, and 4. RIM in healthcare.

After viewing this presentation,
you will have a better understanding of:

The main conference program will include more than
80 sessions on a wide range of topics in four tracks:
1. Electronic Records Management; 2. The Business
of RIM; 3. Legal, Regulatory & Compliance; and
4. Career Development.

-the importance of relying on an international
standard in working with management
-the key requirements and specifications in the
standard and the technical report
-tools for determining how their records
management program matches up to the standard.

On the Expo floor, more than 200 of the leading
information industry vendors will be on hand
displaying the latest and greatest technology and
RIM solutions.
Full details; including secure online registration will be
available after May 1 at http://www.arma.org/conference.

Members may access this
archived presentation and others at:
http://www.arma.org/learningcenter/webseminars/archive.cfm
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EDUCATION OPPORTUNITIES:
Issues and Approaches in Archiving Electronic Records
This course will introduce attendees to the issues inherent with archiving of electronic records. It will
begin with a brief look at paper– and microfilm– based archiving and the challenges presented by analog
information. These challenges will then be compared and contrasted with the problems associated with archiving
electronic records, including the unique issues presented by e-mail. Students will learn about the strengths and
weaknesses of various approaches to electronic record archiving, including the associated file formats,
applications, and storage media. The course will also offer recommendations for electronic archival processes and
systems. Learning objectives:
-present the unique challenges electronic records pose to an archival program
-examine the strengths and weaknesses of file formats, applications and storage media associated
with electronic records archival and management
-discuss different ways to address the archival of electronic records
Note to CRMs: this course has been pre-approved for 1 education credit by the ICRM
Member Price: $69.00
Non Member Price: $89.00
Visit online at: www.arma.org/learningcenter/onlinecourses/courselisting.cfm to register for this class.

New Job Posting:

Method of Application
Submit a current resume to

Records Management Analyst
Morgantown, WV
Full Time position
Frequent travel required

Ms. Rovi Domondon
Human Resources Generalist
Source One Management, Inc
1225 Seventeenth St, Suite 1500
Denver, CO 80202
FAX: (303) 244-1571
E-mail: somresumes@sourceone.com

Summary
The Records management Analyst will support the development and implementation of a record management
program used to manage transition site and internally produced records.
Responsibilities:
Supports the development and maintenance of Records management Program written policies, procedures and guidance; uses
technical expertise to develop policies and procedures for record management programs.
Supports transition site records appraisal, readiness, scheduling, disposition and retrieval functions
Supports the identification, documentation, collection and consolidation of closure site record finding aids and indices for
transfer.
Assists management in the development of cost estimates for customer records archiving projects.
Researches and applies federal records standards and conventions
Trains staff to implement records retention schedules and program requirements.
Perform other duties as assigned
Required:
Bachelor’s degree in Business administration Records management or a combination of education and experience from which
comparable knowledge and abilities can be acquired, plus five years of federal records experience
May require “Q” or “L” clearance (must have extensive background checks performed to obtain)
Advanced knowledge of sate and federal laws, rules and standards relating to records retention and disposition
Advanced knowledge and ability in using standard software applications (Excel, PowerPoint, Word, Microsoft Project) to
develop/manage data procedures, project plans, correspondence and reports.
Ability to coordinate and organize priorities in a demanding high-pressure environment
Highly effective organizational oral and written communications skills.
Ability to use tact and good judgment, while preserving confidentiality.
Preferred:
Previous experience with federal record operations in a DOE closure site environment.
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Tidewater Chapter, ARMA International
Treasurer's Activity Report
March 1– March 31, 2005

ARMA Mid-Atlantic Region
Treasurer’s Report for March 2005
-Beginning Balances:
Checking:
Savings:
Total:

$4255.81
$3589.34
$7845.15

-Ending Balances:
Checking:
Savings:

$4877.81
$3592.39

Total:

$8470.20

Receipts:
Chapter/Vendor Sponsorships for 2005
Leadership Meeting*
Registration for Region Meeting
Year to date:

$ 450.00
$ 172.00
$3816.00

Expenses:
Year to Date:

None
$ 995.00

Interest: March
Savings:
Year to Date:

$
$

3.05
8.84

Notes:* $150 from Acme Filing & $300 from NOVA chp.
Also received another meeting registration, $300 from
Tidewater Chapter and sent deposits totaling $239.27 for
meeting events all to be reported in April.

-Checking AccountAccount Balance as of March 1, 2005:

$10,789.91

Receipts:
Escrow
March Meeting
Dec-Feb Meeting
Seminar Registration
Interest
Total Receipts:

$
30.00
$ 183.00
$
40.00
$ 2,850.00
$
.98
$ 3,103.98

Disbursements:
March Meeting
Deposit-June Meeting
Sponsorship-MA Regional Conference
Postage-Seminar
Member Care
Total Disbursements:

$ 237.21
$ 250.00
$ 300.00
$ 583.62
$
56.20
$ 1,427.03

Account Balance as of March 31, 2005

$12,466.86

-Savings AccountAccount Balance as of March 1, 2005:

$3,720.14

Receipts:
March raffle
Interest-01/01/05 thru 03/31/05
Account Balance as of March 31, 2005:
Total Account Balances

$ 25.50
$
2.28
$ 3,747.92
$16,214.78

Prepared For: Chapter Newsletter
Prepared By: Cynthia S. Jimenez

Many RIM-relevant titles are available
now online!
Also now available online:
Pamphlets that answer the what,
why and how for RIM topics.
Offered in bundles at great prices
so order now and help promote RIM
knowledge in your workplace.

April 22, 2005

Questions regarding application fees
should be addressed to
The Tidewater Chapter Treasurer:
Cindi Jimenez-Britt
(757) 427-4123

Visit the ARMA International Bookstore
online at: www.arma.org/bookstore
Items available include: electronic
discovery, electronic records
management system integration,
information management compliance
and ARMA Career Link Resume
Database & Job Search.
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Questions regarding membership and member application
should be to the Membership Committee Chairman:
Lois Dalton Ritger
(757) 427-8908
Individuals seeking membership in the Tidewater Chapter
and ARMA International should mail applications to:
ARMA International,
PO Box 931074,
Kansas City, MO 64193
(List ‘Tidewater Chapter’ in the
Chapter Membership area of the application)
Visit: http://www.arma.org/join/apply.cfm
to download a membership application
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Congratulations to Virginia A. Jones, CRM,
The Tidewater Chapter of
ARMA International has a NEW LOGO!

our inaugural recipient of the
Records and Information
Professional of the Year award.
Virginia received two nominations.
Her award was announced at the
April meeting but will be presented
to her at the Annual meeting in
June. Way to go Ginny!

Congratulations to Brenda Grow

The continuing saga of the logo contest
has finally reached a conclusion. At
the chapter meeting held April 19th the
chapter members present voted
unanimously to adopt the stylized wave
logo concept that was presented by John
Ritger in a hand drawn format and later
recreated into an electronic graphic
image. Thanks John for the great concept!

for winning the RIM Month Word
Find drawing from the completed
entries submitted. Thanks also goes to
Millie Cognetti, Donna Cooke, and
Lois Dalton-Ritger participating!
Place logo here

Reminder:
Ballots have been distributed for next
years board and we encourage all members
to exercise their right to vote.
The deadline for returning ballots to
Betty Stewart is May 20th.

Above: New Tidewater Chapter ARMA Logo

Tidewater Chapter Committee Volunteers
PROGRAMS: Angela Mitchell, Chair
Members: Bland Gibbs, Millie Cognetti,
Cynthia Jimenez

MEMBERSHIP: Lois Dalton-Ritger, Chair
*Volunteers Needed
PUBLICITY: Audrey Fitzgerald, Newsletter Editor

SEMINAR: Angela Mitchell, Chair
Members: Chapter Board, Johnsie Spruiel,
Program Committee

Vendor Participation: Tom Hesse, Todd Byrum

HISTORIAN: Darlene Barber, CRM
MEMBER CARE: Johnsie Spruiel: Chair
Members: Anna Call

*Volunteers Needed

BY-LAWS: Angela Mitchell, Chair
Members: Anna Call, Johnsie Spruiel,
Darlene Barber

Library: Tom Hesse
EDUCATION:
Darlene Barber, CRM, Chair
Members: Donna Cooke
and Betty Stewart

AUDIT: Tom Hesse, Chair
Members: Betty Stewart

Get Involved in your chapter!
We always have room for new volunteers!
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INSTITUTE OF CERTIFIED RECORDS MANAGERS®
The CRM examinations are given twice each year in May and November in locations at which a
qualified proctor may be found to administer the test. For informational materials describing the
certification process, including the qualifications required and the examination form, write or call:
Institute of Certified Records Managers®
318 Oak Street
Syracuse, NY 13203
www.icrm.org
Phone: 1-877-244-3128 (USA and Canada)
Staffed between 9 a.m. - 4:30 p.m. Eastern Time
Alternate number: 315-234-1904 Fax: 315-474-1784
CRM EXAMINATION SCHEDULE
SPRING 2005
Original Applications due January 1, 2005
Supplemental Applications due March 1, 2005
Examination Dates—May 5-6, 2005

SPRING 2006
Original Applications due January 1, 2006
Supplemental Applications due March 1, 2006
Examination Dates—May 4-5, 2006

FALL 2005
Original Applications due July 1, 2005
Supplemental Applications due September 1, 2005
Examination Dates—November 3-4, 2005

FALL 2006
Original Applications due July 1, 2006
Supplemental Applications due September 1, 2006
Examination Dates—November 2-3, 2006

TIDEWATER CHAPTER ICRM ASSISTANCE:

TIDEWATER AREA CRM EXAM PROCTOR:

Virginia A. Jones, CRM
Newport News Waterworks
757-926-1063

Virginia A. Jones, CRM
Newport News Waterworks
757-926-1063

Note: Original applications are those submitted for the first time for review of credentials. Supplementary applications are
those submitted in order to take additional parts of the exam, subsequent to approval of the original application.

2004-2005 Meeting Year
SEPTEMBER 21
Life After HIPAA

DeLargy’s Bistro, Hampton

OCTOBER 19
Identity Theft

DeLargy’s Bistro, Hampton

NOVEMBER 16
Joint Meeting with Richmond
ARMA/AIIM

Ramada Inn 1776, Williamsburg

DECEMBER 14
Holiday Party!

JANUARY 18
Bosses’ Appreciation Night!

FEBRUARY 15
Network Security

MARCH 15

APRIL 19
Facility Tour: Iron Mountain

MAY 17

Lion Heart Records Management

Film Night

Uncle Louie’s, Norfolk

JUNE 21
Awards and Installation
of Officers

Hampton University Museum

DeLargy’s Bistro, Hampton

Norfolk

JULY

Uncle Louie’s, Norfolk

Spring Seminar

Ramada Inn 1776, Williamsburg
AUGUST

SUMMER RECESS
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