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MMARKETINGARKETING  RRECORDSECORDS  MMANAGEMENTANAGEMENT  

Records and recordkeeping are inextricably linked with any organized activity. It 

is only through the information an organization records in the normal course of 

business that it can know what it has done and effectively plan what it will do in 

the future. As a key resource in the operation of any organization, records must 

be created, organized, secured, maintained, and used in a way that effectively 

supports the activity of that organization, including:  

Facilitating and sustaining day-to-day operations 

Supporting predictive activities such as budgeting and planning 

Assisting in answering questions about past decisions and activities 

Demonstrating and documenting compliance with applicable laws, regulations, 

and standards 

It is in the general interest of all organizations, and of society itself, to be fully 

aware of the Generally Accepted Recordkeeping Principles® to foster general 

awareness of recordkeeping standards and principles and to assist organizations 

in developing records systems that comply with them.  The objectivity of the 

principles, combined with a reasonable approach to applying them, will yield 

sound results for any organization: a responsive, effective, and legally compliant 

recordkeeping system. 

The first principle – Principle of Accountability – states than “an organization 
shall assign a senior executive who will oversee a recordkeeping program and 

delegate responsibility to appropriate individuals, adopt policies and procedures 

to guide personnel, and ensure auditability.”   The success of RIM, and con-

sistent application of the principles, is ensured when not only top management, 

but the entire organization supports the RIM policies and procedures.  In this 
month’s program, Kim Kindrew will help us identify marketing strategies to en-

hance acceptance and use of your Records Program by co-workers.  (See page 3 

for more detail) 
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(vacant) 

 

Member Care: 
Debra Rudolph 
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Webmaster: 

Jonathan Tillman 

 

Newsletter Editor:  
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700 Town Center Dr #400 

Newport News, VA  23606 
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Tidewater ARMA Chapter mem-
bers are expected to serve on at 

least one committee.  Please re-
view the list above and contact the 
committee chairperson to get in-
volved. 

 

 

 

 

 

 

ARMA International 

Tidewater Chapter #45 

NNATIONALATIONAL  PPREPAREDNESSREPAREDNESS  MMONTHONTH  

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: Virginia A. Jones, CRM Newport News Waterworks 

700 Town Center Drive #400 Newport News, VA 23606 
Voice: 757-926-1063  

e-mail: vjones@nngov.com 
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. are not 

deductible as charitable contributions for U.S. Federal Income Tax purposes. They may be tax 
deductible as ordinary and necessary business expenses. 

September is National Preparedness Month. Does your organization have a continuity 
plan that includes vital records protection and records and information response and 
recovery? 

Records and information recovery includes several steps a) assess damage, b) stabilize 
the situation, c) begin salvage operations, d) begin restoration procedures, and e) re-
sume operations.  

Some tips to keep in mind during the assessing, stabilizing and salvaging processes: 

When assessing damage, remember –  not everything can be saved.  Give priority to identi-
fied vital records.  If there is no vital records program in place, then concentrate on 
assessing damage to records important to continuing in business, such as mission 
critical information, financial information, and asset management information (deeds, 
easements, property management records, etc.). 

Identify information that may be duplicated elsewhere, such as property deeds, bank infor-
mation, or tax information housed with a contracted accounting firm.  

Contact your contracted recovery service immediately and have a representative present 
when you do the damage assessment walk-through.  Use a damage assessment report 
form so all records are assessed consistently and you remember to record all pertinent 
information for every record group. 

Categorize the records and information according to one of three options – a) destroyed or 
unsalvageable records and information, b) unharmed, retained records and infor-
mation, and c) damaged records and information requiring recovery techniques.  Con-
centrate limited resources on stabilizing the unharmed records and on recovering and 
restoring the damaged records. 

Stabilize the damaged area as quickly as possible.  Reducing air temperature and humidity 
and increasing air circulation to the damage area helps prevent the growth of mold 
and mildew.  If the damage area is too large to stabilize, remove recoverable records 
and information and transfer to an area that can be environmentally controlled.  

Rinse water damaged microfilm and magnetic media in clean, clear water and place in 
sealed plastic bags while still wet.  DO NOT ALLOW MICROFILM TO DRY before it is 
restored by a qualified laboratory procedure.  DO NOT USE MAGNETIC MEDIA before 
they have been cleaned and inspected by qualified recovery personnel. 

DO NOT USE HARD DRIVES before they have been professionally cleaned and restored for 
use by qualified recovery personnel. 

Begin insect extermination procedures immediately on isolated infested records to prevent 
migration and further damage. 

Follow recommended “pack out” procedures to prevent further damage.  Wet paper records 
must be packed in appropriate cartons, such as plastic milk crates, for drying.  If us-
ing a commercial vacuum drying chamber, then clean, new cubic foot cardboard boxes 
can be used.  Be sure to label every box and keep an inventory of contents.  Every box 
and crate should have a lid. 

Handle wet paper records VERY CAREFULLY!  Use plastic gloves at all times, and try not 
to lift large groups of wet records with your hands.  Use a flat, straight piece of wood or 
plastic (such as a paint stirrer stick) to lift and separate wet paper to give more sup-
port to the length of the paper.  (Also helps in spotting “critters” lodged between pages 
and folders.) 

Wet film (including microfilm and photos), audio and video tape, imaging media and mag-
netic media should not be freeze or vacuum dried.  Contact professional magnetic me-
dia recovery firms or microfilm laboratories. 

 



PAGE 3 TIDAL WAVES  VOLUME 41,  ISSUE 1  

Date: Tuesday, September 17, 2013,  5:30 p.m. - 
8:00 p.m. 

Location: Bensi Restaurant, Peninsula Town 
Center, 5101 Kilgore Ave Hampton, VA 23666 
(757) 825-0180 

Cost: $25 chapter members / $30 non-members 

RSVP with entrée selection by 4:00 p.m. Thurs-
day, September 12, 2013 to 
diggsa2@wjcc.k12.va.us or call 757/603-6517 for 
more information.  

SEPTEMBER MEETING ANNOUNCEMENTSEPTEMBER MEETING ANNOUNCEMENT  

MEETING MENUMEETING MENU  

STARTERS-SERVED FAMILY STYLE 
               House Salad  
               Tomato Bruschetta 

Fried Calamari  

 CHOICE OF ENTREE 
               Penne Bensi 
Chicken, broccoli, fresh grape tomatoes, garlic, 
basic, and olive oil 
               Chicken Parmigiana 
               Eggplant Parmigiana 

 Coffee, Tea, Iced Tea, and Fountain Soda 

Please give entrée choice with RSVP 

*No Shows Will Be Billed* 

SPEAKERSPEAKER    

Kim Kindrew, CRM, Records Manager, Jefferson 

Lab  

Kim Kindrew is Records Manager at Thomas Jef-

ferson National Accelerator Facility in Newport 

News, Virginia. She is responsible for records and 
publications management, administers the lab's 

document management system, and serves as a 

webmaster.  Kim graduated from Christopher 

Newport University with a B.A. in Communication 

Arts. She has been managing records since the 

90s, and earned her records management profes-
sional certification in 2010.  

SEPTEMBER PROGRAMSEPTEMBER PROGRAM  

Marketing your Records & Information  
Program 

We know that a sound Records and Infor-
mation Program is critical to an organization.  
But how do we sell what we do to those who 
don't understand what we do?  Kim Kindrew 
will help us identify marketing strategies to 
enhance acceptance and use of your Records 

Program by co-workers. 

DIRECTIONSDIRECTIONS  

I-64 — Exit 263 Merge onto W Mer-

cury Blvd, take first left onto Kilgore 

Ave. (Star Achievers Academy is on the 

corner), 5101 Kilgore Ave is on the right (just past 

McMenamin Street). 

mailto:diggsa2@wjcc.k12.va.us
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MINUTESMINUTES  

ARMA TIDEWATER CHAPTER GENERAL & BOARD MEETING ARMA TIDEWATER CHAPTER GENERAL & BOARD MEETING   

August 20, 2013 
 
Call to Order 
The meeting was called to order by Chapter President Vivian Washington at the 50th Street 
branch of Bayport Credit Union in Newport News.  Present at the meeting were Board Members 
Vivian Washington, Angela Diggs, Lori Gay and Jonathan Tillman. The Chapter Treasurer, Barba-
ra Vinson-Ratliff was absent.  Chapter members Georgia McQuigg and Darlene Barber were also 
in attendance. 
 
2013 – 2014 Major Chapter Initiatives 

Leadership Templates (Recruitment, Vendor/Exhibitors/Sponsor Solicitation, etc.) 

As a follow-up to an earlier conversation with Chapter President Vivian Washington, Darlene 
Barber requested an update on the effort to locate the CDs containing individual Board 
Member responsibilities and applicable templates.   To date, two of the five CDs have been 
located. 

New Committee Appointments; Standing Rules & By-Laws Review 
Committees will be established to address several required revisions to the Chapter’s existing 

By-Laws and Standing Rules.  Virginia Jones, CRM, FAI will be chairing the Standing Rules 
Committee.  The By-Laws Committee will be chaired by Darlene Barber, CRM. 

Virtual Meeting (TCC VA Beach Campus) 
Chapter President Vivian Washington reported on the results of her Virtual Meetings Survey 

recently forwarded to the membership.  A total of ten (10) members responded to the sur-
vey.  Of that total, seven (7) members are interested in attending a virtual meeting for a 
nominal fee.  The survey also indicated that members are interested in programs associated 
with Disaster Preparedness, and programs that are interactive in nature.  Additional survey 
response details are available upon request. 

Chapter Partnerships – co-sponsorship of CRM workshop 
Jonathan Hawes (ARMA Richmond Chapter) has asked that the Tidewater Chapter consider co

-sponsoring a CRM workshop with Richmond ARMA and Richmond AIIM.  There will be no 
financial costs incurred by the Chapter.  Chapter Vice-President Angela Diggs recommend-
ed that this project be presented to the Chapter membership prior to responding to Mr. 
Hawes. 

 
2013 – 2014 Budget Recommendations 

Existing Expenses 
Items for discussion included Gifts and Awards, Arma International Conference, Mid-Atlantic 

Region Conference and the Spring Seminar.  Associated expenses were tabled pending the 
scheduling of a budget meeting. Chapter President Vivian Washington shared that she has 

been communicating with Adam Engel (ARMA International) concerning a Road Show work-
shop in April or May 2014. Although the Road Show is free, there is concern that it will 
compete with the Chapter’s annual Spring Seminar.  

New Expenses 
The Chapter is considering PayPal as a means of payment for members attending monthly 

chapter meetings.  Immediate Past-President Jonathan Tillman will research this option 
further. 
 

The signature cards have not been picked up from Suntrust Bank, however Chapter Treasurer 
Barbara Vinson-Ratliff will be requested to do so. 

Continued on page 7 
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Continued from page 5 

MINUTESMINUTES  

ARMA TIDEWATER CHAPTER GENERAL & BOARD MEETING ARMA TIDEWATER CHAPTER GENERAL & BOARD MEETING   

August 20, 2013 
 

Board Discussion 
Finalizing of 2013 – 2014 Budget  
Although a draft of the proposed budget was available, the budget discussion was tabled, as 

the audit could not be completed. Lori Newell, as Audit Chair, informed those in attend-
ance that she had been unable to complete the required audit of the 2012 – 2013 books of 
Chapter Treasurer Barbara Vinson-Ratliff because of insufficient documentation of trans-
actions.  Although all funds were accounted for, gaps in recordkeeping did not allow trans-
actions to be reconciled.  In order to facilitate timely completion of the audit, the President 
set a deadline of August 23, 2013 for receipts to be provided before taking further action.  

Review of Deadlines  
Proposed deadlines were discussed for content submission to the newsletter and website, and 

submission of Financial Reports, meeting notifications, and Committee Chair Reports.  
With the exception of the Committee Chair Reports, the deadline was set for August 25, 
2013. 

 
Other Discussion 

Virginia Jones, CRM, FAI is the 2013 – 2014 Newsletter Editor. 
Access to the Chapter’s Yahoo account remained obstructed due to password issues.  Chapter 

Member Michele Trader continues to communicate with Yahoo for resolution. 
 
Adjournment 
The meeting adjourned at 8:00pm. 
 
       Respectfully Submitted, 
 
       Lori Newell 
       Chapter Secretary  

 ARMA International and ACEDS Announce Partnership  

Jul 11, 2013  

ARMA Members to Benefit from Preferred Pricing on CEDS Certification 

ARMA International, the authority on information governance, today announced its partnership with the Associa-

tion of Certified E-Discovery Specialists (ACEDS), which will bring preferred pricing for the Certified Specialist in 

E-Discovery (CEDS) certification and other training services to ARMA members.  

“ACEDS is an association with a clear focus on certification for e-discovery specialists, while ARMA International’s 

members have expertise relating to information governance, e-discovery, and the associated methodologies, mak-

ing this partnership beneficial for all involved,” said ARMA International CEO Marilyn Bier.  

For more information, visit http://arma.org/r1/professional-development/certification/ceds. 

http://www.arma.org/
http://arma.org/r1/professional-development/certification/ceds
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CCAREERAREER  OOPPORTUNITYPPORTUNITY  

Director Archives and Records - Williamsburg, Virginia 
 

The Colonial Williamsburg Foundation in Virginia is seeking candidates with proven manage-
ment abilities and extensive direct work experience beyond the journey level to fill a vacancy 
for director archives and records. 

Job Description 

Primary duties of the director include: 

Serve as the central resource for the retention and disposition of Foundation documents. 

Appraise the value of documents generated by the Foundation (for their administrative, legal, 
fiscal and historical value) and establish guidelines for retention of permanent, vital, and 
non-permanent records. 

Establish and communicate records management policies and procedures for the Foundation 

Establish and implement cost effective means to preserve, store, retrieve, and disposition all 
permanent and non-permanent records.  An understanding of the Foundation's organiza-
tion and history, current paper and electronic records, use of current technology in the in-
dustry for managing electronic records, and ability to grasp and work with future techno-
logical changes at the Foundation are of significant importance. 

Ensure that all permanent and vital records are obtained for central storage or backed up. 

Work with key departments in communicating the importance of archives and records and in 
obtaining their cooperation. 

Respond to requests for information from the Archives by internal and external researchers. 

Conduct research in the Archives for senior management and present results orally and in 
writing. 

Supervise the Archives and Records staff; establish and track progress of goals; establish and 
continuously improve upon high levels of productivity, staff development, and teamwork. 

Administer, prepare, and monitor the Archives and Records' annual departmental operating 
and capital budgets. 

Direct the Foundation's oral history program. 

Colonial Williamsburg is the nonprofit organization established in 1926 to restore, preserve 
and interpret the 18th century colonial capital of Virginia.  Colonial Williamsburg attracts over 
one million visitors annually. 

Candidates need to apply online for director, archives and records at http://tinyurl.com/
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ABOUT THE 
INSTITUTE OF CERTIFIED RECORDS MANAGERS AND THE CRM  

CREDENTIAL 
 
 

The Institute of Certified Records Managers (ICRM), an international certifying body of and for 
professional records managers, began the process of issuing the CRM designation in 1975. The 
organization and the credential continues to be a valuable part of the Records and Information 
Management (RIM) community; an expanding interdisciplinary, global and diverse constituency. 
The ICRM serves as the official certifying body for both ARMA International and the Nuclear In-
formation and Records Management Association (NIRMA). 

The CRM credential provides a strong foundation of core skills and competencies for the RIM pro-
fessional. It covers everything from general management principles, all aspects of recordkeeping 
from creation, management, control, storage and disposition, through in-depth areas of record-
keeping technologies. In addition, CRM Candidates are required to put together the subject mat-
ter knowledge they gain through preparation for the exams, by writing two business case studies 
that demonstrate their ability to apply and convey their knowledge to upper management, clients 
and other constituents. 

Staffed from 
9am to 4:30pm EST 

Phone: 

1-877-244-3128 

www.icrm.org 
 

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

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

 

Fall 2013: Parts I-V, Nov 4-8 | Part VI, Nov 14  
Registration Open: Aug 23 – Oct 31 

Winter 2014: Parts I-V, Feb 3-7 | Part VI, Feb 1 

Registration Open:  Nov 22 – Jan 30 

Spring 2014: Parts I-V, May 5-9 | Part VI, May 15 
Registration Open: Feb 21 – May 1 

 

INSTITUTE OF CERTIFIED  
RECORDS MANAGERS® 

 

 
 

 

 

 

‘ 

 

 

 

 

 

 

 

 

 

For informational materials describing the certification process, including the qualifica-
tions required and the examination form, go to www.icrm.org or write or call: 

 
Institute of Certified Records Managers® 

403 East Taft Road 
North Syracuse, NY  13212 

http://www.icrm.org
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Congratulations to ARMA International's Certified Information Governance Professionals!  

Aug 23, 2013  

ARMA International is pleased to announce the inaugural group of certified Information Govern-
ance Professionals (IGP). By taking and passing the IGP exam, these professionals have proven 
their business-specific knowledge and now stand out as information governance experts in their 
organizations--and in their profession. 

The IGP certification is incorporated under an independent governing board and is not linked to 
or restricted by any ARMA International product or service. The IGP certification is awarded solely 

on an individual's ability to meet the certification requirements. 

The Information Governance Professional (IGP) knows the ins and outs of his/her organization 
and its expectations. Said professional knows when to drive out excess cost, mitigate risk accord-
ing to tolerance level and when to actively use information for its business value. This is a highly 
touted and respected person in the organization.  

The mission of the IGP Certification Program is to provide an information governance credential 
within an ethical and professional framework to support individuals to deliver organizational val-
ue and reduce risk. 

 Why you Should Become an IGP 

Ability to receive credentials to officially showcase your expertise  

Possible career growth 

Recognition within your network and/or organization 

Access to new educational resources 

Honor of carrying a prestigious certification within your industry 

Further build your network by meeting other IGP certification recipients 

If you’re interested in a unique way to grow your areas of expertise and become more prominent 
within your network, check out what you need to know to become IGP certified at http://
www.arma.org/r2/igp-certification.  All details, including why you should become an IGP and fu-
ture exam dates, are listed on the IGP website. 

If you think you already may have acquired the knowledge and skills to be an IGP, take the next 
step toward joining this prestigious group--sign up for the IGP certification exam.  

For questions, e-mail CertificationStaff@armaintl.org. 

http://www.arma.org/r2/igp-certification
http://www.arma.org/r2/igp-certification
mailto:CertificationStaff@armaintl.org
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Subject to change.  For current events please visit: http://arma-tidewater.org/ 

  

Tidewater ARMA Chapter Calendar of Events 

2013-2012 
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Enjoy your summer! 

September 17 
 
Bensi Restaurant  

Peninsula Town Center 

5101 Kilgore Ave  

Hampton, VA 23666  

 

Speaker:   

Kim Kindrew, CRM 

 

Program:  Marketing Your 

RIM Program 

 

October 15 
 

Bensi Restaurant  

Peninsula Town Center 

5101 Kilgore Ave  

Hampton, VA 23666  

 

Speaker:   

Bruce White, CRM 

 

Program:  Project Manage-

ment for Records Managers 

November 19 
 
CROWN PLAZA,  

WILLIAMSBURG 

 

Joint Meeting—Richmond 

ARMA & AIIM 

 

Speaker: Angela Costello, 

Angela Costello Group 

 

Program: TBD 

December 17 
 

Holiday Party 
Bayport Credit Union  

9308 Warwick Blvd. 

Newport News, VA 

 

Cost $10 members/guests 

 

Bring your favorite side 

dish or dessert, and your 

raffle items! 

January 21, 2013 

 
Bensi Restaurant  

Peninsula Town Center 

5101 Kilgore Ave  

Hampton, VA 23666 

 

Speaker:   

Bradlee Davis, Mid-

Atlantic Region Coordina-

tor, ARMA Int'l 

 

Program:  Bosses' Night - 

Spotlight on ARMA Inter-

national 

February 18 
 

Bensi Restaurant  

Peninsula Town Center 

5101 Kilgore Ave  

Hampton, VA 23666 

 

Speaker:   

Angela Diggs 

 

Program:  Information Man-

agement and the Power of 

Positive Destruction 

March 18 
 
Bensi Restaurant  

Peninsula Town Center 

5101 Kilgore Ave  

Hampton, VA 23666 

 
Speaker:   

Virginia A Jones, CRM 

 

Program:  YBACRM? 

April 15 
 

NORFOLK 

 

Speaker:   

Christopher Strickland, 

Eggleston Services 

 

Program:  Tour - Eg-

gleston Services, Norfolk 

Location 

May 20 

Spring Seminar 

 

TBD 

 

 

June 17 

BAYPORT CREDIT  
UNION 

Annual Awards & Instal-

lation Event 

 

AWARDS: Jonathan Tillman                                                                            

INSTALLATION: Vivian 

Washington 

 

 

 

July August 


