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Pilar's Corner

By Pilar McAdam
GLA ARMA President for 2003 - 2004

President’ s Message

ARMABOSRN 18

One of the sessions | attended
in Boston (at the ARMA
International conference) was a
preliminary report from the
ARMA Educational Foundation
on the results of their first
research project: "Legal
Obstacles to E-Mail Message
Destruction”.

| am probably not the only
ARMA member who has, up to
now, reserved judgment about
the Educational Foundation

Despite aggressive fundraising
efforts on their part, I've not
wanted to contribute to an enti-
ty without any track record, nor,
as a chapter leader, was | com-
fortable actively promoting the
Foundation to our members.

Well, | want to go on record as
having been completely won
over.

Are there any of us who aren't
grappling with the issue of e-
mail retention? | doubt it.
There's certainly been a LOT
said and written about it over
the past years. We all know
how it's currently being dealt

with (or ignored) in the compa-
nies we support, and | think it's
safe to say that few of us are
satisfied with the result.

And, last but not least, the
paper is available free of
charge without copyright limita-
tions.

“Are there any of us who aren’t grappling with the issue of
e-mail retention?” The Educational Foundation can help.

The report published by the
Foundation is a readable, well-
organized white paper that
thoroughly reviews the opera-
tional and legal issues associ-
ated with e-mail messages.

It provides multiple definitions,
talks about e-mail's evidentiary
value, and describes how its
status can depend upon the
context in which it is generated
and used (e.g., commercial
transactions, Government
transactions, public versus pri-
vate sector records), as well as
upon the country of origin and
its legal tradition.

It doesn't sidestep the business
realities that argue for limiting
retention, and provides some
useful discussion on evaluating
these (often) conflicting
demands.

To view or download the report,
go to:

http://www .armaedfounda -
tion.org/main.html

My reservations about support-
ing the ARMA Educational
Foundations have disappeared.
If the caliber of their future work
matches this first effort, I'm con-
fident that their efforts will be an
enormous benefit to our profes-
sion. | encourage each of you
to visit their website and see if
you don't agree.

If you would like to be involved as a form of giving back to your professional -

JOIN the GLA-ARMA Board!

Contact the GLA-ARMA President...Pilar McAdam at (310) 725-0377

www .arma-gla.org
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DON'T MISSTHE NEXT.

GLA-ARMANovember Chapter Meeting

PRESENTED BBRENTATKINSON FROM URBAN IMH

Wednesday, November 19, 2003
at

Hilton Garden Inn

2100 Mariposa Ave.
El Segundo, CA 90245

REGISTRNON AND NETWORKING 5:30 PM - 6:15 PM
DINNER 6:15 PM - 7:00 PM
PrROGRAM 7:00 PM - 8:00 PM

ABOUTOURVENUE DINNERWILL BE A BUFFET PHONE# AT THE HILTON IS (310) 726-0100

RecIsTERBY NOVEMBERL7, 2003

FOR MOREINFORMAION & TO REGISTERVISITWWWARMAGLA ORGOR CALL (626) 458-4073
MEALCOSTSARE$30 FORGLAMEMBERS$35 FORNONMEMBERS
REGISTERIN@FTERNOVEMBERL7TH, ORAT THE DOOR’ ADD $5.

THEREIS NO COSTTO ATTENDTHE MEETINGTSELF
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The Greater Los Aﬁ‘gelé’é and Orange County A‘RMKchapters present:

A HOLIDAY DINNER CRUISE ABOARD
“THE GRAND ROMANCE”

’

on Tuesday, December 16, 2003 at 6:15pm
Includes buffet dinner, no-host bar, and dancing
Guests Welcome!

Reservations must be received by
Monday, December 8, 2003 —

NO EXCEPTIONS
Maximum capacity: 150 people

Where: 100 Aquarium W ay, Dock 4
Long Beach, CA 90802
To register:
for Orange County, e-mail Penny Kyle at pkyle@ocsd.com
for Los Angeles, call Richard Yaussi at (626) 458-4073

GLA News & Views / November - www .arma-gla.org
December 2003



www .arma-gla.org GLA News & Views / November -
December 2003



MRIQRIR AR

As Corresponding Scret ary for our local chapter, Richard Yaussi shares how his
expereiences with ARMA have helped him to learn about his carreer as well as enhance his
social lifestyle.

Tell us about what you do.

I've worked for LosAngeles County assignment. | began my quest for training What about hobbies?

Department of PublicWorks in the by attending amAlIM conference in San

Productivity andAdministrative Controls Francisco. Overall, it was enlightening, | just moved toArcadia and work a four

Section for about a dozen years now but, from my viewpoint, it was more hard day week. I'm planning on spending some
ware related than records management oFriday mornings watching horses run for

My initial assignments were to trackented. | started going to the industry specifitheir morning workouts. I'm also going to

employees' outside employment, deal withgovernment-relate8RMA group. become a member of the County

conflict of interest statements as mandate Arboretum, which is close by my new

by the Fair Political Practicésct of 1974, | found out that others had been recruite condo.

and writeAdministrative Directives for the into records management without forma

Department. training. GLA/ARMA is a great place to | like to motorcycle as well. I've heard
find out about records managemamid, | rumors that there are other riders in the

What does that have to do with Records do admit, the Getty Holiday meeting wasGLA/ARMA. | have a R1200C BMW

Management? the first meeting | attendetVasn't that a motorcycle that I'm fond of riding. | like to
great meeting? travel, and, | just love thiravelZoobp-20
Nothing, really Like some of you, my e-mails. Every time | get one, | call my girl
records management duties were assumeTell us about yourcurrent assignments.  friend and say'We should go!"We just
through the "back dogrso to speak. | was returned from a vacation to London,

the division web editoBecause | had put all Right now I'm involved in finishing a Amsterdam, Paris and Barcelona.

sorts of information online, | was considereirecords inventory for the Department, whict

the division techie. Our division wasis due by the end of Octob&r November Anything else you'd like to add?

required to put certificates of insurance  LosAngeles County will conduct a sympo

online through FileNet, and | was recruitetsium to explore the most advantageous aiWell, yes. | think the people in
to trouble-shoot setup problems and woreffective strategies to catalogganize, and GLA/ARMA are interesting, friendiand
with our ITgroup to "make it happen." Sincemaintain the County’s records and archive intelligent. | really enjoy every meeting |
Public Works has heavily invested in a attend, and | hope to meet more records
FileNet system, | assumed other recorl surely hope the County funds a position fcmanagers in the coming montiige're all
related scanning assignments. One day ra County archivisThere is no current pesi looking forward to the Christmas party!
boss called me into hisfioE and said, tion.

"Richard, | have good news for yotou're Get your reservations in befoe the boat

the Department's Records Manaddehink  Another assignment I'm working on is tc sails!

| laughed for about 30 seconds. My bosformalize records management of e-mai Call me at (626) 458-4073, or

never lost his serious expression. We're hoping to try a software systemwhicl  email me:ryaussi@ladpworg .
allows users to identify e-mail as a recor

So whyARMA? through an icon-driven system, and then w

will store those e-mail records in the FileNe
Our previous Records ManagePaul system.
Goldman, passed on memberships to
AlIM and ARMA, when he handed me the

B GLA News & Views / November - www .arma-gla.org
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Book RevieW :

A Handbook of Principles and Practice

Elizabeth Shepherd and Geoffrey
Yeo have written a book titled,
Managing Records: A Handbook of
Principles and Practice (Facet
Publishing, London, 2003). Both
authors are well qualified to write
this comprehensive overview.
Shepherd has worked in local gov-
ernment and private industry set-
tings, and served as director of the
Masters programme in Archives and
Records Manage-ment at University
College London (UCL) from 1992 to
2002.

Yeo, her successor as UCL's pro-
gramme director, also has many
years of experience in both public
and private sector organizations.
Their assumption was that many
readers would have no prior knowl-
edge of records management, so
their intent was to produce a book
"of value to experienced practition-
ers as well as newcomers to the
field".

The authors cover the basic facets
of managing records suc-cessfully in
eight chapters which flow smoothly
with ease of reading to the end.
They explain what records are, and
that records are needed for many
purposes, but most especially as
evidence and as sources of informa-
tion. Most organizations have a
“hybrid” records environment—that
is, both paper and electronic records
— and, therefore, they include tech-
nigues for managing both types in
every discussion.

One of the key principles presented
is the need for records managers to
preserve the “context” as well as the
“content” of records. Records man-
agers need to understand the
organization, including all its func-

GLA News & Views / November -
December 2003

tions, processes, and activities to
successfully create metadata. The
metadata aids users in understand-
ing the records themselves.
Creation and preservation of the
metadata, or “contextual informa-
tion,” is an activity of equal impor-
tance to preserving the records, so
thankfully many meta-data tech-
nigues are included in the book.

Shepherd and Yao examine
additional principles and prac-tices
in the remaining chapters. A classifi-
cation scheme is another key princi-
ple to successfully managing
records, and creating one also
depends on understanding the con-
text of both paper and electronic
records systems. The authors pro-
vide guidance for cre-ating and cap-
turing records, along with under-
standable explanations of current
technologies in use and the advan-
tages and disadvantages of each.
They also include tech-niques for
performing records appraisal and
managing retention and disposition
functions.

The text continues with discus-sions
of centralized versus decentralized
systems, principles of dis-aster
planning and recovery, and meth-
ods for identifying methods for iden-
tifying and pro-tecting vital
records—which should form
between 2 and 10% of most organi-
zations' records. Managing vital
records is not the same activity as
the computer groups backing up
records!

Finally, the authors tackle the deli-
cate balance between users’
access rights and current require-
ments for privacy and confidentiality.
The authors’ extensive use of

www .arma-gla.org

by Kay Schardein, CRM

references and clear diagrams
throughout adds to the usefulness
of this new work. The appendices
are more comprehensive than
most, and include key websites,
journals and texts, and an invalu-
able classified list of selected read-
ings. Relevant ISO standards are
included, along with national stan-
dards from Australia, Canada, Great
Britain, and the United States.
Finally, there’s a list of professional
organizations followed by an excel-
lent index to the text itself.

Shepherd and Yao met their stated
intent very successfully with this
authoritative, masterful, and fresh
overview of the “state of the art” of
records management at the start of
the 21st century. It's a superb addi-
tion to any bookshelf and a good
text to share with any new man-
agers who need a basic foundation
in records management.

The text will not only increase
their underst anding of current
practices and principles, but will
also provide excellent sugges -
tions for developing and imple -
menting a successful records
management system.

WWWw.icrm.org

Try it!

CRrEDIT. PROFESSIONOTES, SUMMER
2003, PAGE 4
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April Dmytrenko

April Dmytrenko, comments on
her experiences in Boston:

As a long-time attendee of the
ARMA International Conferences,
| am always nicely surprised by
the new ideas | am introduced to,
interesting individuals | have the
opportunity to network with, old
friends that update me on the
exciting aspects of their RIM pro-
grams, and the scope of the
exhibits.

This year, again, | was nicely sur-
prised.

New ldeas:

The one area that | found most
interesting, as far as new ideas,
was the topic of instant messag-
ing. This has many implications
that we, as RIM professionals,
need to consider. This includes
retention setting, classification,
security and the impact of litiga-
tion.

Most organizations are still strug-
gling with how to address e-mail,
SO instant messaging is going to

be a very difficult challenge.

Check out ARMA International's
website to find the presentation
by Francis DeSouza, who had a
fascinating lunch presentation
entitled Instant Messaging: the
New Record.

Networking:

| really look forward to and try to
maximize my time networking. |
networked with the speakers, the
vendors, the customer's of the
vendors. those sitting next to me
in sessions, etc.... | also try to
network with ARMA
International's headquarter staff,
Board of Directors, and
Committee members, It actually
was the first time, in a long time,
that | actual had a chance to talk
face-to-face with our Chairman
of the Board: Juanita Skillman
(what a lovely and talent individ-
ual). The attendance this year
was in excess of 1650, which
made for many networking
opportunities!

Old Friends:

It is always great fun to connect
with members that | have met
over the many years | have
attended the conference. How
interesting it is to follow how their
RIM Programs have developed,
and to talk about what they plan
next to accomplish. It is equally
interesting to learn from their
mistakes, to discover what prod-
ucts they have had success with,
or what service providers have
been instrumental in making their
programs exceptional.

- ARMA 2003:
boston review

Exhibit s:

The exhibits this year were very
impressive. The vendor partici-
pants offered a diverse range of
products and services in support
ofties and programs of our pro-
fession.

ARMA also broke their own
records this year with the highest
number of vendor participants in
the history of the conference:
330!

The conference was a great
investment - those who were
unable to attend this year | hope
you will be able to attend next
yearin LONG BEACH.

For More Information or to
register for the 2004 Long
Beach Conference:

Please contact Nyoakee Baker
Salway, MBA, FAI at
nbsalway@aol.com - GLA
chapter; or Linda Masquefa at
Imasquefa@aol.com - Orange
County Chapter-ARMA (OCA).

GLA News & Views / November -
December 2003
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ARMA'S
Candidate Forumm

One of the highlights for me, at any conference, is the Candidate Forum where the
membership gets the opportunity to meet and question those who aspire to leader-
ship roles in our association.

In Boston the Candidate Forum was moderately well attended, and those who did
attend had great questions for the ten candidates for office. These questions, and
the candidate's replies, will be available on the ARMA website in the near future for
those who were not able to be in Boston.

Check out www.arma.org for pictures and in-depth information on each of the can-
didates for President Elect, Association Treasurer and the Board of Directors.

In ARMA's General Election last year , only 17% of the membership bothered to
vote , despite the ease of our new electronic voting system. A survey that followed
the election, asking why members did not vote, showed that the majority felt they
did not "know" the candidates, their backgrounds and views, enough to vote.

As Chair of the Election Management Committee this year, it is my commitment to
try and negate that excuse. In addition to the information currently posted on the
website, the ARMA Member Forum will be posing at least one new question for the
candidates each week to allow maximum exposure of their views before the election
in January.

Any member can pose a question, and the candidates have committed to check and
answer all inquiries.

ARMA is a member organization, and that means ARMA is YOU! YOU elect the
leaders who chart its future and YOU have both the right and the responsibility to
ensure that your leaders adequately reflect the direction you want YOUR associa-
tion to take.

Take the time to become informed about the candidates and then be sure and
VOTE!

www .arma-gla.org GLA News & Views / November -
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20 Web Sites Every RIM Professional Should Know

About

10. NARA - Records
Management

(Government Resource)
www.archives.gov/records man-

agement

This site has information on all
areas of records management.
Basics, records schedules, records
centers, records management poli-
cies and guidance

11. NARA - Federal Register
(Government Resource)
www.archives.gov/federal_register

by William J Priest, CRM
(Web Sites 10 - 20)

14. FEMA - Federal Emergency
Management Association
(Disaster Prep aredness)
www.fema.gov

The Federal Emergency
Management Agency is tasked with
responding to, planning for, recover-
ing from and mitigating against disas-
ters.

15. The Disaster Recovery Guide
(Disaster Recovery)

www.disaster-recovery-guide.com

The Federal Register informs citi-
zens of their rights and obligations
by providing ready access to the
official text of Federal laws,
Presidential documents, administra-
tive regulations and notices, and
descriptions of Federal organiza-
tions, programs and activities.

12. State Archives
(State Resource)

For a link to your own state's
archives, go to:
http://infomgmt.homestead.com
Use the links under the Category:
Archives - United States

13. NEDCC - Northeast
Document Conservation Center
(Preservation) www.nedcc.org

NEDCC is the largest nonprofit,
regional conservation center in the
United States. Its mission is to
improve the preservation programs
of organizations; to provide the
services to institutions that cannot
afford in-house conservation facili-
ties; and to provide leadership to
the preservation field.

This guide to Disaster Recovery
Planning is intended to be a launch
pad for those seeking help with the
business continuity planning process.
It offers information, guidance, tips,
and links to a range of resources.

16. NAID - National Association for
Information Destruction

(Document Destruction)
www.haidonline.org

NAID is the international trade asso-
ciation for companies providing infor-
mation destruction services. Its mis-
sion is to promote the information
destruction industry and the stan-
dards and ethics of its member com-
panies. A list of certified destruction
companies listed by state is avail-
able.

17. BLI - Business Laws, Inc.
(Vendor -Legal)
www.businesslaws.com

18. LaserFiche
(Vendor - Sof tware)
www.laserfiche.com

LaserFiche Document Imaging is a
leader in the industry in offering
smart, flexible, and easily integrat-
ed document management solu-
tions.

19. IRCH - Information
Requirement s Clearinghouse
(Vendor - Records Retention)
www.irch.com

IRCH is a leading firm in the U.S.
that specializes in records retention
and legal requirements for records
and information management pro-
grams.

20. Fellowes - Bankers Box
(Vendor - Supplies)
www.bankersbox.com

An excellent vendor website with
many product ideas. This site also
shows a historical time-line of early
records management ideas.

ﬁ Article Created By:

William J Priest, CRM
Holcim (US) Inc
6211 Ann Arbor Road
PO Box 122
Dundee, Ml 48131-0122
(734) 529-4176

william.priest@holcim.com
Practical books/reports covering busi- L A

ness law.

www .arma-gla.org
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GRM Information Management Services
Locations in Northern and Southern California

1-866-726-5223 | WWW .grmims.com/ezine/sc
For more information, speak personally to Zeke Lopez or Elle Jones or via
email at lainfo@grmims.com

New York Los Angeles Chicago Philadelphia San Francisco Washington, D.C. Atlanta Miami Shanghai

GLA News & Views / November - www .arma-gla.org
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EFFECTIVE

INFORMATION
RESOURCE
CORPORATION

Scanning and Microfilming,
they both have advantages.

We do both. We can store your
images as TIFF files, PDF files
with or without searchable text,
or microfilm and microfiche.
See details and prices at:

WWW.SCANORFILM.COM
or call us at (800)859-2800
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CONFERENCE FOLLOW UP TO REGION LEADERS:
GEARING UP FOR LONG BEACH 2004, THANKS AND CONGRATS!

Conference Follow Up Letter:
Region Leaders,

It was terrific to see many of younnual Conferencelhose of you who could not make it to Boston, please
know that you were indeed missed.

| have posted a brief summaryAsinual Conference in relation to the Pacific Region on the Home Page of our
RegionWebsite.

There were approximately 180 attendees from our Regi@t.is an outstanding number traveling the distance.
Last count for conference was at approximately 1686re should be a conference report posted soon on the
AssociationWebsite with the final and faidial number

| participated in the Board meeting on Frig@gtober 17. Board support for the Region Leadership Program was
expressed by a motion to give financial support for all Region Managers and Coordinators fnatiehd

(continued on page 21)
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rudi’ s Tidbits

Unfortunately, we will not hear from our beloved Trudi in this issue of
“News and Views.” Durning the Boston Conference she was feeling
unwell and went to the emergency room where they said she was
close to having a heart attack. After tests it was determined that she
needed open heart surgery. In the meantime, she's asked that | pass
the word to all of you. Please keep her in your thoughts and prayers.

"Get well soon Trudi! = from all your pals at GLA-ARMA™

CONFERENCE FOLLOW UP TO REGION LEADERS:

(Continued from Page 20)

Conference in Long Beach - 2 nights lodging, comped registration, and aki$aréhere were many faima-
tions and good dialogue exchange between the Board and Region Managers during the meeting regarding the
benefits and value of the program.

The Board expressed the desire to include Region Managers and Coordinators along with Committee Chairs ar
staf at all future Board meetings Aahnual Conference during the Friday afternoon session. | was asked to partic
ipate on twolask Forces. One to determine standard funding support for ISG Chairs, Region Leadership, and
InternationaAmbassadors tAnnual Conference; and another to evald®&1A’'s name recognition anthg

Line. You ate all cetainly welcome to expss to me your ideas or concerns on those two items.

The Board will post its decisions on tAssociatiorWebsite, but | am sure you will be interested to know that the
Board voted to initiate Annual Meeting of the membership at each yéartsual Conference3he goal is to

hold the first in Long Beach next Ré¢ar These will include reports from various component&RMA as well

as incorporate th€&owne Hall meeting.

Thank you to those who attended Leadership Day on Sat@dsepber 18. | was asked to present a brief session
on our Leadershipraining Conference during the Region Managers and Coordinators meeting Saturday morn
ing. It was well received by both Region Leaders and Board of Directors in attendareawas some excellent
exchange of ideas all day on SaturdaARMA leaders throughout thessociation. Presentations from Saturday
afternoon to Chapter Leaders will be posted on the Intranet in the Chapter Connection. Both Region
Coordinators, Cheryfoung and FretlValden participated in Leadership Day as well as several Pacific Region
Chapter leaders.

You may have already heard the wonderful news - Congratulations tagl Newsletter EditpElle Jones, for
winning Lage Chapter Newsletter of tifear Congratulations to GLMember Wendy Shade for induction into
ARMA's prestigious Company of Fellows.

(continued on page 22)

GLA News & Views / November - www .arma-gla.org
December 2003



‘v

The Greater Los Angelé§ an'c'l~0rang';e County ARMA ché'riters p'resent:
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A HOLIDAY DINNER CRUISE ABOARD
“THE GRAND ROMANCE”

on Tuesday, December 16, 2003 at 6:15pm
Includes buffet dinner , no-host bar, and dancing
Guests Welcome!

Reservations must be received by
Monday, December 8, 2003 —

NO EXCEPTIONS
Maximum capacity: 150 people

Where: 100 Aquarium W ay, Dock 4
Long Beach, CA 90802
To register:
for Orange County, e-mail Penny Kyle at pkyle@ocsd.com
for Los Angeles, call Richard Yaussi at (626) 458-4073

GLA ARMA
1875 Century Park East, H-3550

Los Angeles, CA 90067
www.arma-gla.org

Return Service Requested



