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TIDEWATER CHAPTER
COMMITTEE MEMBERS:

Our November meeting will be a joint meeting with
the ARMA Richmond Chapter. As in previous years,
we will be collecting canned goods and other nonperishable foods for the local Food banks. Don’t forget
to bring your food donations (or cash contribution) to
the meeting so that we can help our communities.
And speaking of helping our communities…November
begins our Angel Tree project. Empty gift bags for
each of the selected children will be available at the
meeting. Be sure to pick up a gift bag (or bags) and
join me in making a child’s Christmas merry.
By the time that you read this newsletter, I will have
already attended the annual conference in Orlando,
along with six other chapter members. At last month’s
meeting, Mary Clinton provided a report on the
conference and her experience as a first time attendee.
See photos taken at the conference on the next page of
the newsletter.
This month’s program features Dan Elam who will
enlighten us on the cloud aspect of computer
technology. It’s a relatively new topic of great concern
to us at Northrop Grumman and I’m sure that concern
spreads to your organizations as well.
Plan now to attend the November meeting and join me
as I welcome and network with our neighboring
chapter.

Blessings!

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
NEWSLETTER EDITOR:
Jane Clevinger
PROGRAM COMMITTEE:
Chair: Wadiya Saunders,
Mary Clinton
SEMINAR COMMITTEE:
Chair: Wadiya Saunders
Johnsie Spruiel, Leslie Luck
Jane Clevinger, Lori Gay,
Board Members
AWARDS COMMITTEE:
Chair: Wadiya Sanders
PUBLICATIONS & PUBLICITY:
Chair: Kim Kindrew
NOMINATING COMMITTEE:
Chair: Ginny Jones, Past President

Darlene

FINANCIAL & AUDIT:

Thanks to all of our volunteers - those new to the experience and
those who remain faithful in volunteerism! Another person is still
needed to work in conjunction with Ginny Jones on the Nominating
Committee. We’re also seeking a few volunteers for the Financial &
Audit Committee. Please consider serving your local chapter.
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See your chapter President for the opportunity to purchase your raffle
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 of 2010 and proceeds will benefit the AIEF SCHOLARSHIP FUND!
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Previously purchased raffle tickets
were put in the drawing and pulled at
the 2009 Conference.
The raffle winners are as folows:
The winner of the Wii® is Victor Lamas,
a member of the Houston Chapter. The
winner of the Blackberry® is William
LeFevre, a member of the Detroit
Chapter. The drawing for the three
additional conference awards will be
held in May 2010. Raffle tickets
continue to be available through your
chapter and directly from the
Foundation.
Get yours today!

Enjoy some pictures from this years Conference held in Orlando, Florida!
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Tidewater Chapter Meeting Minutes
October 20, 2009
Call to Order
The October 20, 2009 Tidewater Chapter Monthly Dinner Meeting was held at Point Plaza Hotel in
Newport News, Va. The meeting was called to order at 6:45 PM by Chapter President, Darlene
Barber. Present at the meeting were members: Wadiya Saunders, Lori Gay, Leslie Luck, Angie
Mitchell, Georgia Mcquigg, Mary Clinton, Michele Trader, Claudia Bolitho, Lois Reeves, Jane
Clevinger, Jonathan Tillman, Cassie Turner, Kim Kindrew and guests Alexis Vest and Michael
Cistola. Our guest speaker for the night was Robert Hart speaking on Identity Theft.
Welcome
President Darlene Barber welcomed all to the meeting and asked member Mary Clinton to tell all
at the meeting about the ARMA Conference held in Orlando, Florida.
Committee Reports
Program Committee-President Darlene Barber asked for any volunteers for any of the committees, we are still in
need of help for a few.
Treasurer’s Report-President Darlene Barber asked if there were any questions about the Treasurer’s Report that was
put in the September’s Newsletter. There being no questions or comments the Treasurer’s report was approved for
September.
Member Care-President Darlene Barber reported that there was nothing to report for member care.
New Business-President Darlene Barber reported that the annual member dues can now be set up to be paid semiannually. Darlene Barber and Ginny Jones have AFEF tickets for 5.00 each and all the money needs to be turned in by
April. There will be three drawings for a free ticket to the next ARMA Conference being held in San Fransico. President
Darlene Barber also asked for nominations for the angel tree for the upcoming November meeting.
Announcements- The Newsletter deadline is October 30, 2009, and everything should be submitted to Jane Clevinger.
Our next Chapter meeting will be held at the Crowne Plaza in Williamsburg on November 17, 2009. The topic for the
next meeting will be on the Cloud Computer Topic, and the guest speaker will be Bob Becker.
Program- Vice President Wadiya Saunders introduced the program for the evening and our speaker was Robert Hart
from Shred-It. The topic Mr. Hart spoke on was Identity Theft, and ways to avoid this happening to you.
Raffle-The evening was capped off with the 50/50 raffle drawing. Cassie Turner purchased the winning ticket, entitling
her to $23.00 of the total $45.00 that had been collected for the raffle.
Adjourned-The meeting was adjourned with Vice President Wadiya Saunders giving the speaker Robert Hart a gift
card for coming to speak with us. The next meeting will be held at Crowne Plaza in Williamsburg on November 17,
2009. President Darlene Barber then adjourned the night’s meeting at 8:00 PM.
Minutes submitted by Leslie Luck, Tidewater Chapter Secretary.
10/29/2009
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Meeting Location:
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About the Speaker

Crown Plaza Williamsburg At Fort Magruder
6945 Pocahontas Trail
Williamsburg, Va. 23185
(757) 220-2250

Dan Elam is Vice President of Operations for IQ
Business Group and a member of the North America
Executive Leadership Team. Mr. Elam leads all of the
IQ's business solutions and geographic operations
nationally and is responsible for executing IQ's
business strategy and ensuring operational
excellence company-wide.

Presenting
Dan Elam

on

With nearly 25 years of IT experience, Mr. Elam is
one of the nation's leading consultants for document
management. He has personally participated in
more than $4B of procurements and has worked on
some of the largest system implementations in the
world. He is a frequent author and speaker on the
topics of integration and implementation of
document management technologies.

Cloud Computer/SaaS:
The Future of Records Management
Date: November 17, 2009
5:30 p.m. Networking
6:00 p.m. Dinner
7:00 p.m. Program

He is the developer of a specialized methodology for
unbiased imaging needs analysis and re-engineering,
the author of Content Management: Case Studies
and Trends, and was an Editorial Assistant for
Imaging Technology Report, a Contributing Editor to
Government Imaging, and the founder of
Contemplor. He formerly represented the United
States as the imaging Expert to ISO and is the past
chair of the OCR Standards committee. He is
Chairman of AIIM's Emerging Technologies Group
(EmTag) and has been awarded both a Fellow and
Distinguished Service Award for his industry work.

Plated, Served Dinner:
Tossed Salad
Sauteed Chicken Breast with Smithfield Ham,
Broccoli and Mornay Sauce
Parslied Red Potatoes
Julienne Sauteed Vegetable Medley
Artisan Rolls with Butter Rosettes
Chef's Choice of Dessert

Directions:

Coffee, Decaffeinated Coffee, Herbal and Iced
Teas, Ice Water

From East or West:
Take I-64 to Exit 242A. From 242A onto
Route 199. Drive 1.5 miles. Take exit for
Route 60. At stop sign, turn left on 60 West.

Cost:
Members: $20
Non-members: $25

Hotel is one mile on left.

RSVP: armatidewater@yahoo.com
5
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ARMA MID-ATLANTIC REGION FINANCIAL REPORT
FOR SEPTEMBER 2009
Beginning
Checking
Savings

$ 2,704.94
$ 3,760.92
$ 6,465.86

Ending
$ 2,704.94
$ 3,761.69
$ 6,466.63

INCOME:
NONE.
Year-to-date= $980.00
EXPENSES:
NONE.
Year-to-date= $8,701.56
INTEREST ON SAVINGS:
$0.77
Year-to-date = $2.37
Respectfully submitted,

Tammy Wheeler
ARMA Mid-Atlantic Region Treasurer

Make yourself a note!
With the Holidays approaching, this is a great
time to help those in need. ARMA wants to
reach out to the community by collecting
non-perishable food
items for the needy. All donations will go
nondirectly to our local Food Bank. Bring your food or cash
donations to the November meeting. By working together, the
Food Bank will help make a small donation go a long, long way.
6
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SILHOUETTE OF AN ARMA meMBER
Leslie Luck
Tidewater Chapter Secretary
I am Leslie Luck and I’m married to my husband Rick. We have two beautiful kids Trinity-8
and Cortez-3. I have been at Bayport Credit Union for 5 1/2 years. For 3 1/2 of them I have
been working in the Records Management Department. My title in the Records Department
is Records Management Representative, and my responsibilities include gathering all the
paperwork that comes from all of our branches, getting it separated and to where it needs to
be and scanning it on to our Corporate imaging system so that everyone in the Credit Union
will be able to view all the images. I perform Quality Control on electronic and scanned
documents. I assist with the planning of Records Management, imaging practices, and
document retention strategies. My advice to new people coming into Records Management is
to be able to pay close attention to detail, trying to stay as educated as possible on all the new
documents and forms that change all the time. That would probably be my biggest challenge
in my job, staying educated on all the forms that are sent to us from all the different
departments we have here at the Credit Union.
I was inspired to join ARMA by my boss Lori Gay. I started out as her guest, just going to a
few meetings and I really enjoyed going and meeting with people that are doing the same
type of work as me, on a daily basis. Every time I went to a meeting I learned something
new that helped me everyday with my job. So when a position became available for the
Secretary I thought that would be a good way to become more knowledgeable about my job.
and help out at the same time.
I have had so much fun being on the ARMA board, everyone is
very helpful and just great. I was already able to go and experience
the ARMA conference for the first time.
That was a great
experience for me.
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Tidewater Chapter of ARMA
Treasurer’s Report
October 1 – October 31
-Checking AccountReceipts:
Beginning Balance

$5000.76

Chapter Member Dues (Escrow)
Bank Interest
Deposits
Disbursements:

10.00
.17
$315.00

Withdrawals/Checks

-456.90

Ending bank statement balance

$4869.03

Uncleared transactions
Ending Balance as of May 31

$0.00
$4869.03

-Savings AccountPrevious Balance
Receipts:
Deposit
Bank Interest
Transfer to checking

$4154.72
$23.00
.00
$0.00

Ending Balance as of May 30

$4177.72

Checking + Savings Account Balances

$ 9046.75

Submitted by: Lori Gay, Chapter Treasurer

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!
www.arma.org/learningcenter/IndustryIntel/indes.cfm
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Personal Records: What to Keep
We tend not to think much about keeping important papers - that is, until an emergency occurs or
the Internal Revenue Service comes calling!
Keeping good records is important because:
• Records help in estate settlement and insurance or benefit claims
• Death, fire or theft may call for records to establish ownership
• Records help substantiate income tax deductions.
• If someone makes a mistake or official records are destroyed, your records may be needed.
• Your past records can help you plan future spending and keep tabs on your current and past financial situation.
• Records could shorten the time it takes to collect insurance, military benefits, veteran's benefits or an income tax
refund.
• Records can even help you prove who you are.
And much more!
The following is a list of records you probably keep with some suggestions for how long you should keep them.
These are suggestions only since there are few rules regarding maintaining personal records.
Some Retention Suggestions:
Item

Retention

Pay Stubs

Keep most current and keep last annual
for tax purposes (file with tax
documentation to verify against W-2)

Birth, marriage & death certificates

Permanent

Adoption, custody or settlement agreements

Permanent

Citizenship papers

Permanent

Divorce and separation papers

Permanent

Military papers

Permanent

Will

As long as in effect

Advance directive (living will/durable power of
attorney
for health care)

Permanent (update as needed)

Passports

Until replaced

11
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Item

Retention

Social security card

Permanent (DO NOT CARRY THIS WITH
YOU)

Diplomas, transcripts

Permanent

Medical history

Permanent (update as needed)

Employment records—evals/pay rate notifications

Permanent

Inventory of valuable papers and advisors

Permanent (update annually)

Bank accounts, account registers and statements

3 months minimum, many keep for life
of the account (longer if needed for tax
purposes)

Canceled checks

Three years minimum

Credit cards contracts & agreements

Duration of account or obligation or
longer if needed for tax purposes
(usually six years)

Credit Card Account Statements & Payments

3 Month minimum (unless for tax
purposes)

Insurance policies and records of claims made and
paid

Permanent (update as needed)

Tax Returns

Seven years minimum

Receipts and records of deductible expenses, income
and tax payments
Seven years minimum

Savings certificates

Duration of ownership or longer if
needed for tax purposes (usually six
years)

Auto insurance card and registration

Current only

Auto service/repair receipts

Keep for duration of ownership of the
auto

ATM Receipts

Keep until you balance bank statement

Mortgage and loan documentation

Keep records until paid, keep
satisfaction document permanently

12
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Home repair documentation

Keep 10 years or as long as you own
the home

Utility Bills

Keep 3 months, longer for tax purposes

For additional information on Personal Records
Retention Guidelines you might want to visit the
following websites that were used as resources for this document—
http://www.paageetcie.com/keep.htm
http://www.onlineorganizing.com
http://www.shrednations.com/articles/personal-records-retention.php
Submitted by Michele Trader...Thank You, Michele!

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.

Title: The Benefits of Transparent Records Management
Experience Level: 1
Competency Domain: Information Technology
Facilitator: Pieter Nauta
Registration Deadline: 12:00 p.m. (CT), Friday, 11/13/09
Viewing Period: Monday, November 16, 2009 – Tuesday, 11/24/09
Live Teleconference: 12:00 p.m. (CT), Tuesday, 11/24/09
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Subject to change for current events please visit: www.armamar.org/tw/

2009-2010 Tidewater ARMA Chapter Calendar of Events
Please Note—Asterisks denote a different Tuesday meeting date – Please Note

SEPTEMBER 15

OCTOBER 20

NOVEMBER 17
Dan Elam
Cloud Computer/SaaS:
The Future of Records
Management
Crown Plaza Williamsburg
at
Fort Magruder
MARCH 16

***DECEMBER 8***

Julia Jones
Four Leadership
Principles
Point Plaza Hotel, NN

Robert Hart
Identity Theft
Point Plaza Hotel,
NN

JANUARY 19

FEBRUARY 16

Bosses Night
Point Plaza Hotel, NN

Six Sigma
Southside
Location
TBA

TBA

TOUR (Earl
Industries)
Dinner: The
Flagship Restaurant
Portsmouth

MAY 18

JUNE 15

JULY

AUGUST

Seminar
Records Management &
Lean (Part II)
Location TBA

Installation of
Officers
Location TBA

ENJOY YOUR SUMMER

ENJOY YOUR
SUMMER

Board and Committee
Meetings TBA

Holiday Party
Entrust Records
Management
Newport News
APRIL 20

Board and Committee
Meetings TBA

Our November meeting is expecially great!
Not only do we have the opportunity to
network with our neighboring Chapter, but we
also kick off our annual Angel Tree
effort. Just pick up a bag or two to fill
for children who otherwise may not
have a gift Christmas morning.
We can all give back to
our community by helping others in need. The
filled gift bags should
be returned at the
December meeting for
delivery to the family.
If you can’t make that
meeting just contact
any member of the
Charitable Committee
(see page 2) and we
can arrange to get the
donations from you!

