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The 2010 Conference is coming up in November. It will be here
before we know it. If you missed out on a chance to go this
year or you’d like to cut your expenses for next year, this is your
opportunity to take a chance: Raffle Tickets are now on sale
for a chance to win 1 of 3 slots for free registration to the 2011
conference being held in Washinton, DC. Winners will be

selected at the 2010 Conference in San Francisco!
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See Kim Kindrew
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Conference being held in Washington, DC!
Tickets will be on sale until the conference in
November! Proceeds will benefit the
AIEF Scholarship Fund
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A Message from the President…
We are off to a great start to our chapter year. If you missed the
September meeting, you missed an excellent presentation from Lynn
Harper of Entrust Records Management about team building. What a
great topic to kick off the year.
October is shaping up to be a busy month. First, there is the Annual
ARMA International Conference - being held in San Francisco,
California on November 7th-10th .

Then we’ll be going straight into the

holiday season. So mark your calendars for our upcoming food drive in
November and our Angel Tree Project.
At our October meeting Halloween crafts will be on sale to benefit the
Education Fund.

There will be cute little handmade jack-o’-lanterns;

candy corn and pumpkin pot holders; also witch, ghost, and jack-o’lantern refrigerator magnets, selling for $2.50 each. Extra big thanks to
Kim Kindrew our VP, for specially hand making each item and
donating them to the chapter. Please be sure to stop by and purchase an
item just in time for Halloween and support the Education fund.
A survey went out to the entire chapter last month; I hope you took the
opportunity to let your ideas be known. I want to thank everyone who
participated; we got back some great ideas and suggestions. Please look
forward to some of your ideas going in effect in the near future.

NOMINATING COMMITTEE:
Chair: Kim Kindrew
[YOUR NAME HERE]
EDUCATION COMMITTEE:
Chair: Angela Mitchell
WEBMASTER:
Jonathan Tillman
NEWSLETTER EDITOR:
Jane Clevinger

If you missed last months meeting please plan to join us in October to
hear a topic that affects us all: Organizing your Family Filing System,
presented by Guy Manchester.

Live, Love, Laugh,
Wadiya

FINANCIAL & AUDIT:
Chair: [YOUR NAME HERE]
[YOUR NAME HERE]
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DON’T FORGET…
RSVP
NOW
FOR THE
OCTOBER 19th
MEETING
See details page
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SEE PAGE 15 FOR THE
ICRM ELECTION
RESULTS:
FEATURING OUR OWN
VIRGINIA JONES,
ICRM, FAI

8

Check out pictures from the
September meeting by clicking
Photo Gallery on the sidebar of the
Webpage. Also, keep up to date
on current events of the Chapter!

WWW.ARMAMAR.ORG/TW
$$ ADVERTISING RATES $$
Size
Per
Per
Issue
Year
Full Page (7.5 x 10)

$25.

$250.

1/2 Page

$20.

$200.

1/4 Page

$15.

$150.

Claudia Bolitho tells us
about her Records Career
in this months Silhouette
and also shares a
NIGHTMARE of a RIM Story
on page 19, from a
valuable lesson learned!

INTERESTED IN ADVERTISING IN THE
NEWSLETTER?
FOR MORE INFO CONTACT
JANE CLEVINGER

There are several Committee positions
open just waiting for you to volunteer
a small amount of your time to
support your chapter.
To volunteer, contact any board
member…
3
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E-Records Preservation High Priority for U.S. Federal Government
September 21, 2010
A press release issued by the National Archives on August 23, 2010, will be welcome news to
records and information management professionals who are grappling with the challenges of
long-term preservation of electronic records. The White House announced that NARA’s Electronic Records
Archives (ERA) program is included in the Office of Management and Budget’s list of 26 High Priority IT Investments
from 14 federal agencies.
U.S. Archivist David S. Ferriero wrote, ―For the last decade, the National Archives and Records Administration (NARA) has
been leading the effort in research and development of preservation of electronic records. It has also been developing a
system designed to preserve and manage NARA’s electronic records. This system is the Electronic Records Archives (ERA).
―While the system is still under development, it has been operational since 2008 and is currently the archival repository for more
than 82.4 terabytes of electronic records, the majority of which are from the Executive Office of the President. The volume to date
is equivalent to about 20.5 billion pages of text.‖
Should the funding be secured, the release states , NARA anticipates the system will be ready for use by mid-2011 and its use

will be required by the summer of 2012 for federal agencies to transfer their permanent electronic records to the National
Archives.
NARA’s main objective in developing the ERA System is to create a robust, high-quality system that meets the U.S.
government’s records management and archival needs – and equally important – to create a system that will be easy for
people to use. The combination of ensuring that ERA will help NARA meet its business needs as well as the needs of its
stakeholders is not an easy task.
Additional information on the approach and technical research that has been a part of the ERA development is available at
the NARA website: www.archives.gov/era.
Diane Carlisle, CRM
NewsWire

FDA Inspections to Focus on Electronic Record Criteria
July 27, 2010
The Food and Drug Administration (FDA) announced July 8 that it will soon begin conducting a series of ―focused‖ inspections to
evaluate industry compliance with and understanding of 21 C.F.R. Part 11, which sets criteria for electronic records, electronic
signatures, and handwritten signatures executed to electronic records. According to the announcement, the inspections will focus
on Part 11 requirements relating to human drugs.
The FDA said it will conduct the inspections in light of the enforcement discretion described in an August 2003 agency guidance
entitled ―Part 11, Electronic Records; Electronic Signatures — Scope and Application.‖ In the announcement, the FDA said it
―intends to take appropriate action to enforce Part 11 requirements for issues raised during the inspections that do not fall under
the enforcement discretion discussed in the guidance.‖
The guidance sets out conditions related to validation, audit trail, record retention, record copying, and legacy systems where the
agency does not intend to take enforcement action. ―Conversely,‖ the agency said in the announcement, ―violations of Part 11
requirements that do not fall within the guidance’s discretion can lead to enforcement action to enforce compliance depending on
the importance of the violation.‖
Diane Carlisle, CRM
NEWSWIRE
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On Sunday, November 7, 2010 at 2 a.m.,
Daylight Saving Time ends in the United States.
Every Spring we move our clocks one hour ahead and "lose" an hour during the night
and each Fall we move our clocks back one hour and "gain" an extra hour. But
Daylight Saving Time (and not Daylight Savings Time with an "s") wasn't just created to confuse our schedules.
The phrase "Spring forward, Fall back" helps people remember how Daylight Saving Time affects their clocks. At
2 a.m. on the second Sunday in March, we set our clocks forward one hour ahead of Standard Time ("Spring
forward"). We "Fall back" at 2 a.m. on the first Sunday in November by setting our clock back one hour and thus
returning to Standard Time.
The change to Daylight Saving Time allows us to use less energy in lighting our homes by taking advantage of
the longer and later daylight hours. During the eight-month period of Daylight Saving Time, the names of time in
each of the time zones in the U.S. (map) change as well. Eastern Standard Time (EST) becomes Eastern Daylight
Time, Central Standard Time (CST) becomes Central Daylight Time (CDT), Mountain Standard Time (MST)
becomes Mountain Daylight Time (MDT), Pacific Standard Time becomes Pacific Daylight Time (PDT), and so
forth.
Daylight Saving Time was instituted in the United States during World War I in order to save energy for war
production by taking advantage of the later hours of daylight between April and October. During World War II the
federal government again required the states to observe the time change. Between the wars and after World War
II, states and communities chose whether or not to observe Daylight Saving Time. In 1966, Congress passed the
Uniform Time Act, which standardized the length of Daylight Saving Time.
Daylight Saving Time is four weeks longer since 2007 due to the passage of the Energy Policy Act in 2005. The
Act extended Daylight Saving Time by four weeks from the second Sunday of March to the first Sunday of
November, with the hope that it would save 10,000 barrels of oil each day through reduced use of power by
businesses during daylight hours. Unfortunately, it is exceedingly difficult to determine energy savings from
Daylight Saving Time and based on a variety of factors, it is possible that little or no energy is saved by Daylight
Saving Time.
Arizona (except some Indian Reservations), Hawaii, Puerto Rico, the U.S. Virgin Islands, and American Samoa
have chosen not to observe Daylight Saving Time. This choice does make sense for the areas closer to the
equator because the days are more consistent in length throughout the year.

About.com
At the September meeting Lynn Harper offered us a fresh
perspective on the concept of Team Work! In addition to a
motivational message, she demonstrated the benefit of team
work as opposed to confronting something individually. And
we all had a great time proving her point by playing some
I’m “in it to win it” vs. We’re “in it to win it” games!
5
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ARMA International Web Seminars
These vendor-sponsored, vendor presented sessions answer the most grueling
and intricate questions you have about information and records management.
You’ll get straight answers from top vendors in the industry about current and
future trends.
These sessions are live and interactive, giving you the
opportunity to get to the heart of the issue and hear the answers to your most
pressing questions, right from the source.

CLICK HERE to view WEB SEMINARS ON DEMAND

Web Seminars are free to members and help you earn
ICRM Credits!

Here’s one of many web seminars now available on demand:
Achieving Information Compliance Through Consistency

Records management deployments have been challenged with reconciling their past physical records management practices with
their increasing electronic records management processes. In this web seminar, learn strategies to manage physical and
electronic records by applying classification, retention, and holds with consistency. A case study from Tejon Ranch Company will
be presented detailing their experience creating a unified solution, thus enabling them to manage all forms of records in a
consistent and compliant manner.
Learning Objectives
Upon completion of this web seminar, participants will be able to:

1.
2.
3.
4.

Apply a consistent retention policy to physical and electronic records
Streamline recordkeeping operations, such as legal holds, discovery requests, and records destruction
Create standardized record inventory descriptions
Apply appropriate records classifications to your existing records inventory

Estimated time of completion: 1.0 hours

ICRM Maintenance Credits: 1.0

6
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“Get Smart” at VAGARA 2010 Conference!!!

REGISTER TODAY!

The VAGARA (Virginia Association of Government Archives and Records Administrators) Executive Board
would like to invite you to attend the VAGARA 2010 Conference, November 3 – 5, 2010, Va. Beach, Va.
The theme for this 26th Annual Conference is:
RECORDS IN CONTROL OR CHAOS?
“Get Smart” at VAGARA 2010
VAGARA is the premier resource for archival and records management in the commonwealth of Virginia.
This conference is the one to attend to learn about how to manage your public records (in all formats –
electronic and paper) and to keep them in CONTROL! A great opportunity for IT, legal, city and county
clerks and of course records managers to network and learn about the issues of manage public records in
the electronic world.
To help with budget constraints we are offering the option to register for the entire conference, or one-day
attendance (Thursday or Friday). And if you register before September 15 you can save an additional $10
off your registration! Checkout the programs online at www.vagara.org:
Thursday’s programs include:
cloud computing
email management
e-discovery and records management
managing social networking sites as public records
using SharePoint to manage records.
exhibitor showcases of the new technology & services
networking session to share similar interests
Friday’s ½ day workshops:
Archival Basics for Non-Archivists (part 1 – basic archival theory & part 2 – digital preservation)
Disaster Preparedness and Recovery (part 1 – planning and preparing & part 2 – what to do if ...)
The conference will be held at the Westin Virginia Beach Town Center and we have secured a great rate for
rooms that includes the Heavenly Bed and free internet (usually an extra charge). This rate, including free
internet in your room, is only good until October 6 – so make your reservations soon!
Registration forms and online hotel reservations are available on the VAGARA website. Check out the
complete program, the hotel, and the registration fees at www.vagara.org.
We hope to see you in Virginia Beach in November!
If you have questions please contact:
Esther Grace, Registration Chair
Caroline Walters, Conference Chair

434-296-5832 x3823
434-243-9162
7

egrace@albemarle.org
cjwalters@virginia.edu
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Speaker:
Guy Manchester,

October 19, 2010

4

Waterworks Bldg.
James Room
700 Town Center Drive

ChFC® CASL®, Financial Security
Management, Inc.

(located in City Center adjacent
to the fountain, in the building
with Newport News Waterworks)

Guy Manchester has served as a
member of the Newport News
“Task Force for the Future" in
2000-2002. He served as the

Menu:

2007 Chairman of the Board for the Virginia Peninsula Chamber
of Commerce (VPCC) after serving on the Executive Committee

Choice of:
Crab-Stuffed Flounder or
Roast Beef w/ Mushroom Gravy

as Membership Chair for 2005-2006 and help raise membership
to over 2600 members.

He has worked with the Peninsula

Alliance for Economic Development to foster youth oriented
business programs.

Including:
Steamed Broccoli,
Parsley Rice
Medley of mixed greens with mandarin oranges,
walnuts & raspberry vinaigrette

Guy received his Bachelor’s Degree in Business Management
(Suma Cum Laude) from Saint. Leo University and received an
Associate’s Degree in Liberal Arts from Hudson Valley Community
College. He is a Chartered Financial Consultant (ChFC®) and a
Certified Advisor For Senior Living (CASL®).

Members $20.00

Guests $25.00
Guy volunteers his time teaching classes at the Lifelong Learning
Society at Christopher Newport University, mentors High School

RSVP by Friday, October 15

students,

conducts

motivational

speeches

for

business

organizations, and is a member and teacher at First Baptist

…with your choice of entrée:

Church of Newport News.

armatidewater@yahoo.com

Guy retired from the United States Army after a distinguished
career as an aviator and Flight Instructor. His assignments
included Viet Nam, Germany, Turkey, and locations throughout

Directions:

the United States. He was involved with Flight Standardization at

From East or West

numerous worldwide assignments, Guy, his wife Marie and

the Army's highest levels of planning and training. After
daughter Stacy decided that Newport News was "home". They

Take exit 258A
onto J. Clyde Morris Blvd./ US 17S
Right at Thimble Shoals
Right at Merchants Walk
Right at Town Center Drive

have lived there since 1984 and are committed to being active
community members. His Financial business is focused on client
education and teaching the next generation. Guy is a multiple
year member of the prestigious Financial Million Dollar Round
Table™.
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In conjunction with Bayport
Credit Union and other
sponsors, ARMA supported
Shred-It in a Community
Shred day in late July.

Despite the high temperatures, everyone had a smile on their face
while assisting at two Bayport locations. They offered a hand to
people bringing shred material and making donations to the local
Food Bank. ARMA took the opportunity to hand out information
about personal recordkeeping and relay information about ARMA.

BIG THANKS

TO OUR ARMA MEMBERS WHO SO WILLINGLY

TOOK THE TIME TO HELP THE COMMUNITY AND SPREAD THE WORD ABOUT OUR ORGANIZATION!

9
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Would you be willing to share any personal information about yourself?
I was born an ―Army Brat‖ in Heidelberg Germany to an American GI and a German mom. We came to Virginia in
1963 and decided to stay after my Dad’s retirement. I graduated from Christopher Newport University with a
Bachelor of Science in Governmental Administration and from Old Dominion University with a Master of Science in
Urban Studies. My husband James is an Engineer with the Norfolk Naval Shipyard, and my son Carl is an
engineering student at Old Dominion University. I also have two miniature Dachshunds, Bella and Jade who are
my babies. My hobbies include all kinds of crafting, reading, traveling and camping.
What is your business or place of employment?
I have worked for Hampton Road Transit (HRT) and its predecessor agencies Pentran and Tidewater Regional
Transit since 1979. I have held numerous positions at the agency including Service Development Director and
Communications Director. In 2005 I was asked to accept a new position as Director of Records Management, and
was tasked with implementing a comprehensive records management program for HRT.
What is your title or area of responsibility?
Director of Records Management/Records Officer
What is your specific responsibility concerning Records Management?
I lead the Records Management department under the direction of the Senior Vice President for Technology. We
are responsible for the management of records at HRT, as well as the development of policies and procedures,
marketing and promotional activities, and training programs. We have a document control role in the Norfolk Light
Rail project.
How long have you served in this capacity?
I have served in this capacity since September 2005.
What advice would you give someone new to this environment?
This is an exciting field because there is so much to learn and do, and the rules are continually evolving.
Technology is advancing the importance of records management in both the public and private sectors due to the
stronger accountability that is expected of everyone. The opportunity to grow in this field is tremendous if you are
willing to reach beyond paper and microfilm.
Is there a specific area you find most challenging concerning Records management in your daily routine?
Electronic records management is the most challenging aspect of my job because e-records are so prolific and
seemingly uncontrollable.
What are some of the ways you’ve volunteered within the organization and have you found any one more
fulfilling than another?
I served as Secretary during the 2006-2007 year and as Vice President during the 2007-2008 year. I am
considering volunteering for a committee but haven’t decided which one to join.
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 am also a member of AIIM and find their website, webinars and other training opportunities, and the publications
extremely helpful.

11
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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
11
Cintas Portsmouth:
757-969-2926
12
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Tidewater Chapter of ARMA Treasurer’s Report
July – September 2010
CHECKING/OPERATING ACCOUNT

Beginning Balance July 1, 2010

$2,666.48

Receipts:
7/16 – ARMA Membership Escrow
7/30 – 2010 Seminar Registration
8/16 – ARMA Membership Escrow
9/16 – ARMA Membership Escrow
9/21 – Chapter Meeting Receipts
9/21 – Newsletter Advertising

60.00
135.00
50.00
30.00
265.00
250.00

Total Operating Receipts

+ 790.00

Disbursements:
9/21 – Chapter Meeting Expense
9/21 – Speaker Gift

308.40
21.05

Total Operating Disbursements

-329.45

Ending Balance as of September 30, 2010

$3,127.03

SAVINGS/SCHOLARSHIP ACCOUNT
Beginning Balance July 1, 2010

$2,521.46

Receipts:
20.00
20.00
20.00
00.32.32

9/21 – Raffle Proceeds
9/21 – Scholarship Donation
9/30 – Interest
Total Scholarship Receipts

+ 40.32

Ending Balance as of September 30, 2010
TIDEWATER ARMA NET WORTH: $5,688.81
Respectfully Submitted,
Angela L. Mitchell
Tidewater ARMA Treasurer

13
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ARMA Tidewater ChapterMonthly Meeting Minutes:
September 21, 2010
Call To Order:
The first Chapter Meeting of the 2010-2010 program year was held on September 21,
2010, at Point Plaza Hotel & Conference Center in Newport News, Virginia. The meeting was called to order
at 5:37 p.m. by the Chapter President Mrs. Wadiya Saunders. Present for the meeting were: Darlene Barber,
Claudia Bolitho, Mike Cistola, Jane Clevinger, Mary Clinton, Lori Gay, Brenda Grow, Lynn Harper, Kim
Kindrew, Geogia McQuigg, Angela Mitchell, Wadiya Saunders, Jonathan Tillman, and Kim Wilson.
Welcome:
The President welcomed all to the meeting and introduced our Chapters Vice President; Ms. Kim Kindrew.
Our Vice President presided over individual introductions of all assembled.
Minutes and Treasurer’s Report
No minutes were available for review. Ms. Angie Mitchell, our Chapters Treasurer, gave her report on the
Chapter’s finances. Reported balances as of June 30 were Checking $2,666.48 and Savings 2,521.46. Ms.
Mitchell presented an overview of the 2010-2011 buget. The budget proposal will be disseminated to the
membership electronically in preparation for action in October.
Old Business:
No old business reports were available.
New Business:
Ms. Kim Kindrew (VP) went over the evaluation results for the Chapter’s Meeting Planning Survey. In
conclusion, the majority of those polled stated they would be able to attend a lunch meeting as long as it
was within the Hampton Roads area. Ms. Kindrew also reviewed the confirmed speakers and topics for this
year.
Program
Mrs. Lynn Harper of EnTrust Records Management addressed the Chapter with an exceptional hands-on,
interactive presentation titled ‘There is no I in Team’. This presentation illustrated the importance of
building each other up – working as a team.
Adjournment
The meeting was adjourned at 7:05 p.m.
Minutes submitted by Jonathan Tillman, Tidewater Chapter Secretary
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The premier event in the records and information management field, ARMA International's 55th Conference & Expo,
will be held November 7-10, 2010, at the Moscone Center West in San Francisco, Calif. It's never too early to start
planning for the 2010 ARMA International Conference & Expo, which delivers the resources and tools you need to
better govern your information.
Real Solutions
If you want solutions to the challenges the records and information management profession faces today, such as
developing automated accurate retention schedules or establishing a metadata framework, this conference is a must.
The education and face-to-face networking opportunities offered by the conference are stellar. You’ll find all the tools
you need — including leading-edge education from the top thought leaders in their fields, as well as the best practices,
tactics, and technologies —for governing records and information seamlessly throughout your organization.
ARMA Expo
See the industry’s emerging technologies as the ARMA Expo hosts over 200 exhibitors servicing the records and
information management community. This is a one-time chance to visit with companies offering solutions for
electronic content management (ECM), e-records solutions, e-mail management, compliance, and archiving solutions.
The exposition is open November 7-8 and free to all attendees.
Where It’s Happening
The 2010 ARMA International Conference & Expo is located in the heart of downtown San Francisco, at Moscone
Center West. The San Francisco Marriott Marquis is the headquarters hotel, with the Parc 55 as an additional hotel.
Close to Union Square, you can hop on a trolley to take in the breath-taking sights on the way to Pier 39 and Alcatraz.
Chinatown, historic North Beach, and the Embarcadero are just a few blocks away. There are many excellent and
ethnically-diverse restaurants and cafes close by to satisfy every taste. Plan on great food, coffee, and company —in
addition to polishing your professional pedigree.
Follow the official ARMA2010 Twitter Feed and join the conversations on our virtual conference network:
ARMA iConference.
General Inquiries:
ARMA International
800.422.2762 / +1 913.341.3808
mailto:Conference@armaintl.org

Mark the dates of Nov. 7-10, 2010. This is when the world of records and
information management comes together in one place.
16
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CONGRATULATIONS TO GINNY JONES, CRM, FAI, DARLENE BARBER, CRM, AND MICHELE TRADER ON YOUR RECENTLY PUBLISHED BOOK:
ANSI/ARMA 5-2010, Vital Records Programs: Identifying, Managing, and Recovering Business-Critical Records, has been updated and sets the requirements for
establishing a vital records program. For this edition, the content has been modernized and expanded to more accurately reflect, among other considerations, business
continuity-related planning needs.
Prepared for the use and guidance of those charged with planning, surveying, classifying, retaining, and protecting vital records, this American
National Standard also includes a sample records classification chart, vital records schedule, and risk assessment site survey.
Purchase your copy today for only $30 (member pricing)
Ginny led the team of contributing authors in this collaboration of information every business should have.

INSTITUTE OF CERTIFIED RECORDS
MANAGERS®
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:
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,
Nov. 1-5, 2010
Part 6, Nov. 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

Staffed from
9am to 4:30pm EST

Phone:
1-877-244-3128

www.icrm.org

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

About the
Institute of Certified Records Managers
The Institute of Certified Records Managers
(ICRM)
is
an
international
certifying
organization of and for professional records
and information managers. The ICRM was
incorporated in 1975 to meet the requirement to
have a standard by which persons involved in
records and information management could be
measured,
accredited
and
recognized
according to criteria of experience and
capability established by their peers. The ICRM
is an independent non-profit organization
administered by a Board of Regents. The ICRM
serves as the official certifying body for both
ARMA
International
and
the
Nuclear
Information
and
Records
Management
Association (NIRMA).

2010 ICRM Election Results Announced
The Institute of Certified Records Managers (ICRM), an international
certifying body for Records and Information Management Professionals,
has posted its recent election results. All terms are set to begin
January 2011:
Juanita M. Skillman, CRM, FAI, as President-Elect
http://db.icrm.org/crm/index.jsp?submit_menu=238
Donna Vitalie, CRM, as Treasurer
http://db.icrm.org/crm/index.jsp?submit_menu=239
Martha Adcox, CRM, as Secretary
http://db.icrm.org/crm/index.jsp?submit_menu=240
Virginia Jones, CRM, FAI, as Regent for Certification Standards
http://db.icrm.org/crm/index.jsp?submit_menu=241
Donald B. Schewe,Ph.D.,CRM, FAI, as Regent for Exam Development
http://db.icrm.org/crm/index.jsp?submit_menu=242
Rayanne Waggoner, CRM, as Regent for Certification Standards
http://db.icrm.org/crm/index.jsp?submit_menu=243
Mary Hilliard, CRM, as Regent for Exam Grading
http://db.icrm.org/crm/index.jsp?submit_menu=244
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How does your RIM story end?

RIM

Submitted by: Claudia Bolitho, HRT
E-Mail Messages as Records
Hampton Roads Transit staff members have learned the hard way to pay attention in records
management training and take the policies and procedures seriously. Our worst nightmare occurred
when information that should have been kept confidential was put in an e-mail, and then was given to
the press as part of a FOIA request. The embarrassing information was damaging to our credibility as
a public service agency and the reputation of several individuals were also tarnished.
It is important to know that there are serious consequences from the inappropriate usage of e-mail.
Remember these important tips when using e-mail to convey confidential information or make vital
decisions for your agency or company.
It sends the wrong message to the recipient. It makes you and your company look bad and
could be embarrassing if the message was sent to others as well as to the press.
E-mail messages are “Discoverable”, meaning that in any kind of investigation or litigation, or
even a Freedom of Information Act request, any “correspondence” related to a specific subject
or person would have to be presented as evidence or provided to a third party as information.
Your inappropriate usage of e-mail, which may jeopardize the reputation of the organization,
could result in your dismissal from the organization. Remember, as a public agency, there is no
such thing as “privacy” of records unless it is specifically protected by privacy laws and
Freedom of Information restrictions or is determined to be covered under attorney-client
privilege.
Just because you deleted a message from your In Box and Sent Items folder does not mean that
the message no longer exists. It still resides on back up tapes for a certain number of days, and
the recipient(s) still has it, as well as anyone they may have forwarded it to. Remember - once
you hit the “Send” button, you have lost control of that e-mail message.
In records management and compliance, e-mail must be considered as “correspondence”, and even
though it seems rather informal, it is used in the place of more formal correspondence such as letters
that are placed on letterhead and signed. Business transactions and major decisions are made using
e-mail and therefore become the official record of the organization. Including a personal message or
inappropriate language or information in e-mail is a serious breach of business ethics and has, in some
cases, resulted in damaged reputations, lawsuits, discrimination claims, and dismissal of employees.
Be careful – and if you need to say something – pick up the phone or go the person’s office – don’t
record it in e-mail!

NIGHTMARE

Happy Ending
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Tidewater ARMA Chapter Calendar of Events
2010-2011
Subject to change-for current events please visit: www.armamar.org/tw

SEPTEMBER 21

OCTOBER 19

NOVEMBER 16

DECEMBER 14

Point Plaza
Newport News

Guy Manchester

Joint Meeting with
Richmond Chapter
Featuring
Ginny Jones, CRM, FAI
on GARP

Holiday Party
located at
Entrust Records

Speaker
Lynn Harper

Organizing Your
Family Filing
System

George Washington
Inn, Williamsburg

There’s no I
In TEAM

Waterworks Bldg.
Town Center, NN
See page 8

JANUARY 19

FEBRUARY 15

MARCH 15

Bosses Night
Featuring
Con Healy,
AMERIGROUP
Leadership Behind
Building a New
RIM Program

Mike Cistola
Munters Corp.

Incorporating
Project
Management
Concepts with RIM
Featuring
Sarina Arcari,
AMERIGROUP

Document
Disaster
Recovery

Location: TBD

APRIL 19
Jefferson Labs
Tour
Dinner On-Site
Presentation
On
Cloud Computing

Southside
Location: TBD

MAY 17

JUNE 15

JULY

AUGUST

SEMINAR
DETAILS
PENDING

Installation of
Officers and
Awards
Presentations

ENJOY YOUR
SUMMER
Board and
Committee
Meetings TBA

ENJOY YOUR
SUMMER
Board and
Committee
Meetings TBA
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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
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