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And for your cyber-shopping and records safety refresher:

il

il

MESSAGE FROM THE PRESIDENT

It’s the year-end holiday season. It’s the perfect time for us as Records Managers to remem-
ber to practice what we preach. We are very good at the rules and regulations that protect
business records for our employers. Especially at this time of year, it is advisable to check
out our personal safety and security rules and regulations too as we spend more time shop-
ping on foot or touch-screen. With some help from the Los Angeles Police Department and
the Federal Trade Commission, below I have provided some personal safety tips for the holi-
days:

9 Be vigilantly aware of your surroundings — whether parking
lot or wi-fi spot

Shop during daylight hours whenever possible

Avoid wearing expensive jewelry.

Do not carry a purse or wallet, if possible.

Avoid carrying large amounts of cash.

Pay for purchases with a check or credit card.

Keep cash and valuables in your front pocket.

Never leave your purse, wallet or shopping cart unattended.

Always keep your vehicle locked and purchases out-of-sight.

Be sure to locate your keys prior to going to your car.

Be aware that criminals sometimes pose as couriers delivering gifts.

Don't leave boxes for trash pick-up that showcase your big new expensive toys.
Keep records of your purchases and immediately record serial numbers for expensive items.
Keep a record of all of your credit card numbers in a safe place at home.

Secure your computer. Confirm that your anti-virus/anti-spyware software is running and receiving automatic
updates.

Shop with trusted merchants. Limit your online shopping to merchants you know and trust. Confirm the online
seller's physical address and phone number in case you have questions or problems.

Secure your online transactions. Look for the browser's status bar and be sure “https” appears in the website’s
address bar before making an online purchase. The "s" stands for "secure” and indicates that communication with
the webpage is encrypted.

Use strong passwords. Use at least eight characters, with numbers, special characters, and upper and lower
case letters.

Avoid scams and fraud. Be aware of unsolicited communications purporting to represent charities. Always think
before you click on e-mails you receive asking for donations and contact the organization directly to verify the re-
quest.

Do not use public computers or public wireless to conduct transactions. Public computers may contain mali-
cious software that steals your credit card information when you place your order. Criminals may be monitoring
public wireless networks for credit card numbers and other confidential information

Ignore pop-up messages. Set your browser to block pop-up messages. If you get an e-mail or pop-up message
that asks for your financial information while you’re browsing, don't reply or follow the link.

Pay by credit card. Pay by credit card rather than debit card, as credit cards are protected by the Fair Credit
Billing Act and may reduce your liability if your information was used improperly.

Keep a paper trail. Print or save records of your online transactions, including the product description and price,
the online receipt, and the e-mails you send and receive from the seller. Carefully review your credit card state-
ments as soon as you receive them to confirm that all charges are legitimate.

Review privacy policies. Review the privacy policy for the website/merchant you are visiting. Know what infor-
mation the merchant is collecting about you, how it will be stored, how it will be used, and if it will be shared or
sold to others.

This season I challenge you to increase your awareness and change your habits if needed. It's not difficult or time con-
suming to accomplish. It won't cost you a lot of money or hassle to implement. And you’re more likely to be assured a
happy and safe holiday season if you do!

Merry Christmas to you and yours.

@ e
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DECEMBER MEETING ANNOUNCEMENT

ANNUAL HOLIDAY PARTY
DECEMBER 17t:, 2013
Entrust Records Management
807 Blue Crab Road/Newport News
873-0378

5:30 Networking/6:00 Dinner/7:00 Program

Members and Guests: $10
Beverages and Entrees to be provided

Bring your favorite side dish or des-
sert

RSVP by December 12, 2013 to
tidewater.arma@gmail.com

Include: Name/Guest’s Name and
the dish you’ll be bringing!)

Don’t forget to bring an item to

donate for our raffle! Proceeds

benefit the ongoing Angel Tree
Project.

DIRECTIONS

From the East or West on I-64

Take Exit 258A (J. Clyde Morris
Blvd.)

Turn Right at 1st traffic light onto
Diligence Drive

Remember to bring your filled
Angel Tree Bags!

Turn right at 2nd traffic light onto
Thimble Shoals

Turn Right at next traffic light
onto Canon Blvd.

Turn Right onto Blue Crab Rd.

Entrust Records Management is the
2nd building on the left.
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NOVEMBER MEETING

Chapter Vice President Kim Kindrew and Angela
Ward Costello.

Angela Ward Costello speaking on Lightning
and the 3 C's.

SN
o

ARMA INTERNATIONAL BOARD OF DIRECTORS QUALIFICATIONS FOR
CANDIDATES

I RMA International (“the Association”) announces the following upcom-
ing open positions on its Board of Directors (“the Board”) effective July
1, 2014: President Elect, Treasurer, and one Director position. If inter-
ested, please submit your application for candidacy in accordance with
the instructions provided in the Board Position Specifics and Candidacy
Submission Requirements.

Members of the Board direct and inspire the Association through written
policies that reflect the Board’s values and perspectives about ends to be
achieved and means to be avoided. The Board’s major policy focus is on
intended long-term effects outside the Association, not on the adminis-
trative or programmatic means of attaining those effects.

The Board has a fiduciary obligation to the members of the Association. This is a position of
trust, which requires that Board members always act in the best interests of the membership and
the profession, and not in the best interest of the Board, individual members of the Board, or the
individual Board member’s employer.

Specific qualifications and responsibilities for each role are available on the ARMA International
website at http:/ /www.arma.org/rl /publications/general-arma-news---main/2013/11/07 /arma-
international-board-of-directors-qualifications-for-candidates.



http://www.arma.org/docs/default-document-library/submission-requirements-2.docx
http://www.arma.org/docs/default-document-library/submission-requirements-2.docx
http://www.arma.org/r1/publications/general-arma-news---main/2013/11/07/arma-international-board-of-directors-qualifications-for-candidates
http://www.arma.org/r1/publications/general-arma-news---main/2013/11/07/arma-international-board-of-directors-qualifications-for-candidates
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ARMA SESSIONS OF THE MONTH
MER CONFERENCE SESSIONS

We want to hear from you!

ARMA International has developed a partnership with RIM On-Demand to offer
online education that is recorded from the MER conference FREE to you as a
member! The following list of 2012 MER sessions are available to us as a Ses-
sion of the Month. Please review the list and recommend topics for future
months, or pass along your ideas for regular meeting topics, by contacting Kim
Kindrew, our Vice President and Program Chair, at kindrew@jlab.org .

A Talk with the Fox — Before He Gets Into the Hen House: How I Would Attack Your
Electronic Records Management Program in Discovery & Trial

Analytics: The New Way to Manage e-Records
Big Data Requires Big ERM!
Building and Using SharePoint-Friendly File Plans

CASE STUDY: Implementing Successful Information Governance amidst Industry
Economic Challenges and a Decentralized Global Service Culture

CASE STUDY: e-RIM Success with Structured Data Systems

CASE STUDY: Leveraging Content Analytics to Kick-Start your Information Govern-
ance Initiative

CASE STUDY: Spoliation — The Actual Case As It Was To Be Argued in Court — Until
It Settled Just Before Trial

Closing Keynote — Information Management and the Power of Positive Destruction

Q.

“Corporate Alzheimer’s”: The Impending Crisis in Accessing Digital Records and
Data

ERM Case Law: The Latest News, Trends, and Issues
ERM Software: Historic Timeline, Lessons Learned, Current Issues, Future Focus

Navigating Change: ARM your GPS (GARP®) to Drive Successful Information Gov-
ernance

OPENING KEYNOTE: A Conversation with Judge Shira Scheindlin on the Past, Pre-
sent, and Future of E-Discovery

Records and Information Management: What Healthcare Should be Learning from
Other Information Intensive Industries

Retention & ESI — Paths to Success - Part One

Retention & ESI — Paths to Success - Part Two

Right-sizing Your Information Footprint by Chucking Your Dead Data
RIM for the Next Generation: A Call to Action

The Do's and Don'ts of Managing Social Media

The Information Tsunami: Where We Are and How to Move Forward
Transforming RIM to ‘Responsible Information Management’

Will Technology-Assisted Predictive Modeling and Auto-Classification End the ‘End
User’ Burden in Records Management?
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Chapter Committee
Chairs

Charitable Committee:
Darlene Barber, CRM

Education:
Angela Diggs

Financial & Audit:
Lori Newell

Historian:
Darlene Barber, CRM

Member Care:
Debra Rudolph

Membership:
Georgia McQuigg

Nominating:
Kim Kindrew, CRM

Program:
Kim Kindrew, CRM

Publications/Publicity:
Kim Kindrew, CRM

Seminar:
Darlene Barber, CRM

By-Laws:
Darlene Barber , CRM

Standing Rules:
Virginia A Jones, CRM, FAI

Awards Committee:
Jonathan Tillman

Webmaster:
Jonathan Tillman

Newsletter Editor:
Virginia A. Jones, CRM
700 Town Center Dr #400
Newport News, VA 23606
vjones@nngov.com

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.
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MINUTES
ARMA TIDEWATER CHAPTER GENERAL MEETING

November 19, 2013

Call to order

The meeting was called to order at 6:45pm by Chapter President Angela Diggs at Fort Magruder Hotel
and Conference Center in Williamsburg, VA. Present at the meeting were Tidewater Chapter members
Darlene Barber, Angela Diggs, Kim Kindrew, Georgia McQuigg, Jonathan Tillman and Kim Wilson, and
Richmond Chapter member Caroline Walters. Guests in attendance were Jeff Barber, Jane Clevinger,
Angela Costello (Speaker), Glenn Smith (Library of Virginia), Millie Machon, Cassie Turner and Chelsea
Turner.

Program
Vice President Kim Kindrew introduced the speaker, Angela Ward-Costello. The presentation, Lightning
and t he, foBusdd @ mentoring, and provided invaluable insight and guidance.

Member Spotlight

Chapter President Angela Diggs announced that chapter members Virginia Jones, CRM, FAI and Dar-
lene Barber, CRM received the Christine Zanotti Award for Excellence in Non-serialized Publica-
tions for their book Emergency Management for records and Information Programs. The award was pre-
sented at the 58th ARMA International Conference held in Las Vegas, Nevada. Darlene reported that she
and Ginny are still reveling in excitement at receiving the award, and shared a few of the judge’s com-
ments with the membership.

Minutes
The October meeting minutes were accepted, as published in the November newsletter.

Treasurer’s Report
The Treasurers report was accepted, as published in the November newsletter.

Committee Reports
Membership: Georgia McQuigg, Membership Committee Chair, reported that the chapter has four
new members.
Charitable Events: Darlene Barber, Charitable Committee Chair, reported that boxes were in place
for collection of non-perishable food items for the Peninsula Food Bank, and that cash donations
will also be accepted.

The Chapter is sponsoring four children for this year’s Angel Tree effort. Gift bags have been
prepared for each of the children. Filled bags are to be returned at the December Holiday party.

Announcements
Richmond ARMA CRM Workshop (Richmond): Richmond Chapter member, Caroline Walters, re-
ported that the CRM Workshop is scheduled to be held on March 12, 2014. Manuals will be pro-
vided to participants. Additional information is forthcoming.
Holiday Event: The Holiday Party is scheduled for December 17, 2013, and will be hosted by En-
trust Records Management in Newport News.
Newsletter Deadline — November 27, 2013

Adjournment
The meeting was adjourned by Angela Diggs at 7:50pm.

Respectfully Submitted,
Darlene Barber, CRM for
Lori Newell, Chapter Secretary




VOLUME 41, ISSUE 4 TIDAL WAVES PAGE 7

ARMA INTERNATIONAL EDUCATIONAL FOUNDATION

Looking for college degree programs in Records and Information Management?

Now available - the on-line International Directory of English Language Courses in Rec-
ords and Information Management. This is a useful tool for finding collegiate institu-
tions offering programs leading to Associate, Bachelor, Masters and Ph.D. degree pro-
grams in the field. Funding for this directory was provided by the Greater Washington
DC Chapter of ARMA International.

To use, go to http://www.armaedfoundation.org/school_database/main.shtml

AIEF Scholarships

There are three programs:
 Masters and Ph.D. Scholarships - $3,000 each
f Access Leadership Scholars Program for undergraduates - $6,000 & $2,000
Undergraduate Tuition Reimbursements - $1,000 per semester
Graduate scholarships provide funding for candidates intent on achieving a Masters or
PhD degree with a focus on records and information management disciplines. First of-
fered in 2006, currently nine scholarships are awarded each year.
Access Leadership Scholars provides financial support for outstanding in-service RIM
practitioners striving for positions of greater responsibility that require a college degree.
Funding is provided through a grant from the ACCESS Corporation.
Undergraduate Tuition Reimbursement Program provides funds to active RIM practi-
tioners working to complete the Bachelor degree in order to advance their career in the
field. Currently ten scholarships are granted for the Fall Semester and ten for the
Spring Semester.
Time to Apply

1 Access Leadership Scholars Programs - $6,000 and $2,000 grants for achievers
with five years experience in the field
1 Foundation sponsored Tuition Reimbursement - $1,000 grants for full time practi-

tioners with at least one year of experience in the field.

Go to http:/ /www.armaedfoundation.org/grants scholarships.html for more details.

ARMA International
Tidewater Chapter #45

TIDAL WAVES is published monthly from September through June by the Tidewater Chapter of ARMA International. Letters, com-
ments, 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.

Any questions or comments please contact the newsletter editor.


http://www.armaedfoundation.org/school_database/main.shtml
http://www.armaedfoundation.org/grants_scholarships.html

PAGE 8 TIDAL WAVES VOLUME 41, ISSUE 4

TICR}\/[ INSTITUTE OF CERTIFIED
e e RECORD S M AN AGERS®

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:

Staffed from
Winter 2014: Parts I-V, Feb 3-7 | Part VI, Feb 1 9am to 4:30pm EST
Registration Open: Nov 22 — Jan 30 ‘ Phone:

Spring 2014: Parts I-V, May 5-9 | Part VI, May 15 1-877-244-3128

Registration Open: Feb 21 — May 1

Summer 2014: Parts I-V, Aug 4-8 | Part VI, Aug 14

Registration Open: May 23 — Jul 31 WWW.ICTTII. Org

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

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.



http://www.icrm.org
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I
I INFORMATION GOVERNANCE PROFESSIONAL

The Information Governance Professional (IGP) knows the ins and outs of his/her organization and its ex-
pectations. Said professional knows when to drive out excess cost, mitigate risk according 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 value 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 future 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 to-
ward joining this prestigious group--sign up for the IGP certification exam.

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

WEB SEMINARS

Many ARMA Web seminars are free for ARMA professional members. Some of the currently available free
web seminars include:

HOT TOPIC Series - Big Data — Strategic Asset or Corporate Risk & Burden?
A Step-By-Step Guide to Records Assessment

Accountability and Transparency: What They Mean to You and the Courts - The Principles: On the
Front Page Series

Advanced Records Management with SharePoint
Backups: Records Management Program’s Greatest Vulnerability?

Complete list of seminars and descriptions at
https://members.arma.org/eweb/WebSeminars.aspx?webcode=web-
seminars&site=ARMASTORE&evt_key=



http://www.arma.org/r2/igp-certification
http://www.arma.org/r2/igp-certification
mailto:CertificationStaff@armaintl.org
https://members.arma.org/eweb/DynamicPage.aspx?webcode=EduRedirect&evt_key=3B2C9106-82BB-4C7D-8C9C-96363BF81429&etp_key=09CF17AF-E207-48D9-8390-E8D8AEBF104C
https://members.arma.org/eweb/DynamicPage.aspx?webcode=EduRedirect&evt_key=1BA40BFA-F4BD-42E1-A2CD-C76FA551637C&etp_key=9A8E3602-D5D3-4463-88F8-A95F7FD422C1
https://members.arma.org/eweb/DynamicPage.aspx?webcode=EduRedirect&evt_key=25E33CA1-ECA6-42C6-A537-AC1B30C0CAF6&etp_key=9A8E3602-D5D3-4463-88F8-A95F7FD422C1
https://members.arma.org/eweb/DynamicPage.aspx?webcode=EduRedirect&evt_key=25E33CA1-ECA6-42C6-A537-AC1B30C0CAF6&etp_key=9A8E3602-D5D3-4463-88F8-A95F7FD422C1
https://members.arma.org/eweb/DynamicPage.aspx?webcode=EduRedirect&evt_key=D9BDD139-D235-4C97-AA77-38D26497F45E&etp_key=09CF17AF-E207-48D9-8390-E8D8AEBF104C
https://members.arma.org/eweb/DynamicPage.aspx?webcode=EduRedirect&evt_key=3C863C3E-CF3C-4508-85AC-EC45330CE098&etp_key=9A8E3602-D5D3-4463-88F8-A95F7FD422C1
https://members.arma.org/eweb/WebSeminars.aspx?webcode=web-seminars&site=ARMASTORE&evt_key
https://members.arma.org/eweb/WebSeminars.aspx?webcode=web-seminars&site=ARMASTORE&evt_key
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Tidewater ARMA Chapter Calendar of Events
2013-2014

Subject to change. For current events pledspuisitma-tidewater.org/

September |7

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 |9

FORT MAGRUDER HO-
TEL,
WILLIAMSBURG

Joint Meeting—Richmond
ARMA & AlIM

Speaker: Angela Costello,
Angela Costello Group

Program: Lightning and the
3C's

December |7

Holiday Party
Entrust Records Manage-
ment, Newport News

Cost $10 members/guests
Bring your favorite side

dish or dessert, and your
raffle items!

January 21,2014

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:
Eggleston Services

Program: Tour - Eg-
gleston Services, Norfolk
Location

May 19
Spring Seminar

Newport News Mar-
riott

TBD

B

June 17

BAYPORT CREDIT
UNION
Annual Awards & Instal-

lation Event

AWARDS: Jonathan Tillman
INSTALLATION: Angela

Diggs

Enjoy your §

S =

= = =

August

summer!
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