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President's Column

The Greater Los Angeles Chapter of ARMA International

Pilar McAdam

GLA Chapter
Being the president of GLA for the past two years has
been a fabulous experience. | highly recommend it.
Having the opportunity to meet so many chapter
members and supporters, as well as talking with other
RIM practitioners over the course of my two terms, has
helped me to really appreciate the broad spectrum of
skills and interests possessed by folks in our profession.
What a fascinating bunch we are!

Our chapter is one of the largest in the world, and | think
we've got the best membership anywhere (but, of
course, | may be slightly prejudiced).

The past 2 years have been tremendously challenging
for me, personally, as well. I've been pursuing my CRM,
serving on the program committee for the upcoming
ARMA conference in Chicago, coordinating the transfer

of my company’s record center, and dealing with some upheavals at home. There have been
days where | thought | was losing my mind ... and even a few days when | hoped | would.

I’'m so proud of our chapter, and of all of you, that | could just bust my buttons! You perform
important and amazing things every day. It's been a privilege to represent you.

I’'m not dropping off the face of the earth, though! I'll still be on GLA’s board for the next year
(Immediate Past President is a board position), and will continue to attend chapter events. | hope

to see you all in Chicago in September.

Have a wonderful summer!
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The Greater Los Angeles Chapter of ARMA International

Final Chapter Dinner and Awards Ceremony

Barbara Cross
GLA Chapter

The June Chapter meeting was held at Matisse Restaurant,
inside the Ayres Hotel in Hawthorne. The year-end meeting
is one of celebration for chapter members; as the Annual
Silent Auction, Awards Ceremony, and installation of new
officers take place.

This year, attendees included special guests from Los
Angeles Valley College. They were Professor Jackie
Harless-Chang and three of her students, recipients of the
chapter’s 2005 William Testerman Memorial Scholarship:
Karina Lizeth Garcia, Gloria Sosa, and Ramina Karam.

GLA's relationship with LA Valley College continues to mature
and we hope that Jackie and her students will become regular
attendees at our meetings and events.

Silent Auction

The Silent Auction is always a favorite for members.

Members spend their ARMA BUCKS, earned during the year

through the P.A.C.E. program, by bidding on gifts donated by
chapter members, employers, and sponsors. A highlight of the event was Trudy Tropp modeling
a suit jacket once worn by Sigourney Weaver and donated by Ann Lewis, MGM. The silent
auction was coordinated by Lynette Allen. Thank you Lynette for a fantastic job. Lynette has
compiled the results of the silent auction and her compilation is available by clicking here.

Awards Ceremony
The Chapter was proud to recognize those GLA ARMA members who went the extra mile during
the year:

Michael Adler was awarded the Chapter Member of the Year trophy for his work as News &Views
Editor. As noted by Pilar McAdam,

“Michael went above and beyond to create the first truly electronic newsletter for any ARMA
chapter. To accomplish this, Michael worked closely with our web administrator, researched and
acquired the necessary software, tested and adjusted the application until it looked great! He
also spent many hours turning the issues back into printable versions for those members who’'d
asked for them, as well as for the ARMA International awards committee. Michael has also
shared the duties of Technology director, and helped set up the capability for sponsors to
advertise on GLA's website and then solicited for that advertising. He presented a fabulous
program to the GLA chapter (“Avoiding the Perils of Imaging and Document Management System
Implementations”), writes a column for the newsletter on PC tips, and unfailingly volunteers to
assist with chapter events.”

Robert Zimmerman, Recording Secretary, was recognized as Rookie of the Year. As articulated
by Rochelle Stephens, one of the many members who nominated Rob:

“I nominate Rob Zimmerman, the GLA ARMA Correspondence Secretary. Rob has come in with
a team spirit and has brought energy, commitment and ideas to the position. Always with a smile
and professionalism he is the first impression for attendees and he makes a great impression for
new attendees and for regular attendees.”
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The City of Santa Clarita was recognized as Employer of the Year. GLA member Mary Cusick,
Project Technician for the city, submitted a detailed application showing how the City of Santa
Clarita has been a strong participant and supporter of records and information management.
Highlights included recognition of RIMM by the Mayor through city proclamation, a RIMM open
house for the public and employees, a new Public Records Act policy, and City Council
authorization to implement an enterprise-wide records management software program.
Accepting the award with Mary were Sharon Dawson, City Clerk, and Susan Coffman, Deputy
City Clerk.

Installation of New Officers

Cheryl Young, Pacific Region Coordinator, presided over the installation of new officers for the
2005/2006 year. Cheryl elicited laughter from the audience as she presented to the new Board a
care package containing such essential tools as a bottle of champagne, a disposable camera and
photo album, batteries, breath mints, and the Tom Peters book, “Thriving on Chaos” to help us
get through the next year.

Officers and Board of Directors for 2005/2006

The new officers for 2005/2006 were sworn in by Cheryl Young. The new board consists of:
President — Barbara Cross, CRM, MLS

Vice President — David Gaynon, CRM

Past President — Pilar McAdam

Treasurer — Cynthia Nunes, MLS, CDIA++

Recording Secretary — Gerry Biernat

News & Views Editor — Michael Adler, CDIA, MIT, PE
Program Committee — Matt Stofka

Corresponding Secretary — Robert Zimmerman
Director Public Relations — Rochelle Stephens
Conference Chair — Alan Schroeder

Director Membership — Penny Kaufhold

Director Recruitment — Doug McCoy

Historian — Barbara Nye, CRM

Director Technology — Jason Schulz

CRM Liaison — Jan Hodges, CRM

2005 - 2006 GLA President Barbara Cross thanks Pilar McAdam GLA President 2003/2004 AND
2004/2005 for a job well done.
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Scholarship Winners Ramina Karam, Gloria Sosa, and Karina Lizeth Garcia with Los Angeles
Valley College, Professor Jackie Harless-Chang

Two of the William Testerman Memorial Scholarship winners
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GLA members Mahnaz Ghaznavi, Cynthia Nunes, and Barbara Nye

Pilar Congratulates Michael Adler, GLA's 2004-2005 Chapter Member of the Year.
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OK, what's so funny about being president for two years in a row?

The Greater Los Angeles Chapter's 2005-2006 Board of Directors.
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Rob Zimmerman, Rookie of the Year, accepts his award from Pilar.

Accepting the award for Employer of the Year from the City of Santa Clarita are Sharon Dawson,
City Clerk; Mary Cusick, Project Technician; and Susan Coffman, Deputy City Clerk.
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Lynette Allen announces the winner of a suit jacket and pants once worn by Sigourney Weaver.

Everyone attending the meeting won something. Some prizes were bigger than others.
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Musings of a CRM

Kay Schardein, CRM
GLA Chapter

IAs a follow-up to my last column’s advice on applying for the CRM
exam, this time I'm sharing what | consider the single most
important thing (in addition to studying, of course!) that you can do
to pass the exam - attend one of the exam prep sessions at the
ARMA International Conference or the Orange County Chapter’s
spring seminar. Both of these opportunities are a wealth of
practical hints for studying, for taking the exam, for meeting other
exam candidates and for meeting experienced CRMs who are
willing to coach you further.

The ARMA International Conference will be in Chicago this

September and the sessions are scheduled on Monday afternoon

(Pts. 1-5) and Wednesday morning (Pt. 6). The Orange County
ARMA Chapter’'s seminar is held each spring and covers the whole exam, too. This past spring,
candidates were able to write a test case for Part 6 and then receive individual feedback that
same afternoon - a very valuable experience. For more information, check out these sites:
www.icrm.org, www.arma.org and www.ocarma.org

If you have further questions, contact me or any of the CRMs in our Chapter. Also, look at the
ICRM website - many questions are answered there, or by calling the relevant member of the
Board of Regents. Good luck if you decide to pursue the CRM designation.

Switching gears, I'd like to inspire you to volunteer to help any one of our new Chapter officers.
Officers are as busy as we are, so | know a phone call from you offering an hour or two of your
time would be an amazing and very welcome surprise. One easy thing is to think about a
program you would really like to attend next year...then call the President or Vice-President
(http://www.arma-gla.org/about_us.html) and share your thoughts. What if each member phoned
in just one suggestion? Wow!!!

Finally, summer is a great time to take stock of your records management at home. If you have
that sneaky set of stacks piling up in your home office, on the end table in the den, or
under/near/above/next to your bed - this is the ideal time to grab the stack and head for the porch
or patio. Sort the stack into keep/not keep and then store the “keepers” in file folders. Doing this
simple task will make your annual files purge in January an easier chore. And, if you don't
already own a shredder for the “toss” items, you need to go shopping. I'm sure we are all too
much aware of the theft of personal information and the misery of consequences, so don’'t make it
easy for someone to find your personal information.

Enjoy your summer!
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Thank You 2004/2005 Board of Directors

By Pilar McAdam
GLA Chapter

A Special Thank You! to the 2004/2005 Board of Directors and Committee Members

My heartfelt thanks go out to each and every member of the 2004/2005 GLA Board for your time,
energy, dedication and commitment to the Chapter over the past year:

Scott Murchison — Vice President (No.1)

Barbara Cross — Vice President (No. 2)

Andy Cogan — Treasurer

Rochelle Stephens — Recording Secretary

Michael Adler — News & Views Editor and Technology

Lisa Shimamura — Programs Director and Historian

Matt Stofka — Program Committee

Robert Zimmerman — Corresponding Secretary

Penny Kaufhold — Membership Director

Kay Schardien — CRM Liaison

Alan Schroeder — Director Public Relations

Doug McCoy — Recruitment Director

Ann Lewis — Education Director

Lynette Allen — Advisor, Silent Auction Organizer, Chapter of the Year Committee

Patricia Warren — Advisor and LINC Coordinator

Trudy Tropp — News & Views Columnist (Trudi’'s Tidbits)

Misty Gaxiola — PACE Program
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Top Technical Tips

Michael Adler
GLA Chapter

Special Security Edition

To close the 2004/2005 year, | am devoting this edition of Top
Technical Tips to Security. This article is meant to be an introduction
to security, and does not get very technical.

Please note that tips involving the installation of software or
modification of software should not be implemented by you on your
PCs at work if your organization has a policy against such operations.
It is recommended that you call your IT department if you have any
questions about your organization's software administration policies.

Introduction

Ten years ago | had never had my PC exposed to a virus. In fact |

only knew of one case of a real virus problem that had occurred with

any of my employers up until about 1995. At that time, | cynically
thought of virus scares as something to drum up business for the makers of anti-virus software.
Well times have changed. Now | don't know of any organization that has not been subject to a
virus attack. Hackers are constantly looking for open ports to connect through on your computer.
Web sites are relentlessly attempting to leave spyware on your computer. And the majority of e-
mail sent on the Internet is now spam. To combat these threats to your computer, everyone
needs the following software products:

An Anti-Virus Program to protect against viruses, worms, and Trojan Horse programs.

A Firewal | to protect you from hackers and malicious software.

Anti-Spyware to minimally eliminate spyware and hopefully keep it from ever coming on to your
computer in the first place.

Spam Protection to segregate out e-mail that is most likely spam.

Anti-Virus Programs

Anti-Virus Programs are probably the most important protection needed on today's computers.
Every organization and individual must have anti-virus software running on their computers.
Many internet service providers, such as AOL and SBC-Yahoo, think that anti-virus is such an
important tool that they provide it for free. Today's anti-virus software programs are very mature
and extremely good at identifying viruses and deleting or quarantining dangerous files. Norton,
McAfee, ZonelLabs, and Computer Associates (generally known ca or eTrust) all sell good anti-
virus programs for home and business use. But just buying and installing the package is not
enough. It must be kept up to date. Most packages have provisions to update automatically or
simi-automatically with your permission. You can pretty much assume that the virus protection on
your computer at work is being updated automatically. It is critical that you ensure that the virus
protection on your computer at home is up to date and kept up to date on a regular basis. Check
the documentation that came with your software and make certain that it is updating its anti-virus
definition tables. When you buy an anti-virus protection program it usually comes with one year of
free updates. You need to pay a subscription fee or buy a new product each year after that.

Most disastrous attacks occur because the software has not been updated.

Firewalls

Firewalls protect your computer from hackers getting into your computer from the outside. More
sophisticated products also make sure that programs running on your computer are not
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contacting the internet to do anything malicious. If you are using a router between your modem
and your computers, chances are good that you have a built in hardware firewall to protect your
computers from the outside. Windows XP also nhow comes with a built in Firewall. However,
neither of these two examples of firewalls protect you from programs on your computer (like
spyware) attempting to send things out from your computer (like passwords and credit card
numbers). This is where third party software from companies like Norton (Symantic) and
ZonelLabs come in. These firewalls also worry about everything on your computer that tries to go
out to the internet. They are a bit of a nuisance when you first install them, since they ask you
what to do with every program trying to access the internet. But once you have them installed for
a couple of days, they now know what to do with all of these systems and the firewall software
quiets down.

Anti-Spyware

Spyware is the newest form of threat and the products to protect against it are the most
immature. | currently use three different packages and each misses a number of items that the
others pick up. Fortunately, most of the spyware is nothing more than a tracking cookie (a small
crumb of information left on your computer for other programs to interrogate and update later).
But it can be far more obnoxious, like programs that display pop up ads on your computer based
on the sites you visit. | am using PestPatrol from eTrust to keep spyware off my computer as |
visit web sites and then scanning with PestPatrol as well as the free programs Ad-Aware
Personal Edition from www.lavasoft.de and Spybot Search and Destroy from www.spybot.info .
Each of these programs finds registry items or cookies that the others do not.

Spam Protection

Most internet service providers include spam protection as do the big web based mail providers,
such as Hotmail and Yahoo. However, if you have your own web site and then use Outlook or
Outlook Express you will probably need some form of spam protection. Outlook how comes with
a spam blocker. | have been using Cloudmark SafetyBar for Outlook Express and find that it is
about 99% effective at blocking spam and better than 99.9% accurate in not falsely identifying e-
mail as spam. | still need to check my spam folder every couple of days before | delete it, but
there have been only a handful of incorrectly blocked e-mails amongst the thousands of correctly
blocked spam. | have also used Norton Anti-Spam and had similar results.

Security Suites

A number of companies sell Security Suites that include both an anti-virus program and firewall
software in a single package. They usually include ad blockers and other protection features as
well. These may include Parental Control, Anti-Spam, Anti-Spyware, and "Productivity
Enhancement” (like parental control, but for adults). Read the information about the product
carefully, since exactly what is included varies from one company to another. Security suites are
often the best and cheapest way to go. Shop around, and you may find a great sale or rebates
on the leading products, such as those from Norton and ZonelLabs. Sometimes they give away
the software, hoping that you will pay to re-subscribe at the end of your year of free updates.

Keep Your Products Up to Date

It can not be stressed too many times how important this is. None of these products will work as
well if you let them get out of date! So make sure your computers are protected and that the
protection products are being updated on a regular basis.

Finally, please note that regardless of your computer hygiene, problems can and do occur, so
don't forget to back up your important files (the subject of another article for next year).
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ARMA International 2005 is Just Ahead

Michael Adler
GLA Chapter

The fiftieth annual conference and expo of ARMA International, ARMA, 2005 will be taking place
Sunday, September 18, 2005 — Wednesday, September 21, 2005 at the Navy Pier Exposition
Halls in Chicago, lllinois. This year’s conference includes more than 80 educational sessions in
four tracks: The Business of RIM, Legal/Compliance Issues, Information Technology and
Management, and Career Development. If you can only go to one conference this year, this is
probably the one to go to.

Every year | have been impressed by how the vendor expo has improved, with more and more
big names showing up. These include FileNet, EMC/Documentum, IBM, Kodak, and so on.
Even without the educational seminars one would be hard pressed to see everything applicable
to their work on the expo floor.

The conference educational sessions really do provide something for everyone with sessions at
multiple levels of technical expertise. Sometimes they are a little uneven, but every year that |
have gone | have found a number of very valuable sessions amongst those that | have attended.

Also, a number of GLA members will be presenting, including Barbara Cross, April Dmytrenko,
Juanita Skillman, Terrance Coan, and yours truly, Michael Adler.

If you have the time (and budget) there are pre-conference seminars on

Records and Information Management: The Fundamentals;

Electronic Records Management: Issues and Solutions;

Legal: Tools of the Trade; and

Healthcare and Pharmaceuticals: The Changing Landscape of E-records and Regulation.

If you think you may want to go, make your reservations now. Hotel and flight selection dwindle
as time passes! For more information go to
http://www.arma.org/conference/preconference/index.cfm
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Editor's Acknowledgements

Michael Adler

GLA Chapter
At the close of our 2004/2005 year, | would like to take the time to thank all those who have
contributed to making this newsletter a success. It really takes a big team to put together a
newsletter like the News and Views.

Thanks to Trudi Tropp for always getting in Trudi's Tidbits. | feel that it just would not be the GLA
News and Views without Trudi's column. Thank you Trudi!

Thank you Kay Schardein for starting the Musings of a CRM column. Thank you for coming
through with all of this helpful information for CRMs and those aspiring to be CRMs.

Many of you do not know of Alan Grissett, our webmaster, who did all the work behind the scenes
and set up the framework for our newsletter. Thank you Alan for always coming through for us.

Thanks to Barbara Cross, Lisa Shimamura, Pilar McAdam, Lynette Alan and the others who have
contributed articles, photos, and helped me proof the newsletters.

Thank you Elle Jones from GRM for providing me with all the material from last year.

Special thanks to my family for their support and tolerance throughout the year.

Finally, a huge thank you to Pilar, not only for her President's Column but for stepping in as GLA
President this last year. This was a huge undertaking on her part. Pilar has always been there
ready to keep the ball rolling when it there has been a need. She has never said: "that's not my
job." On behalf of the entire GLA-ARMA chapter, | want to thank her again for her work this past

year.

Stay tuned for our first issue in the fall. | hope to see even more of you at the meetings next year!
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Trudi's Tidbits for July

The Greater Los Angeles Chapter of ARMA International

Trudi Tropp
GLA Chapter

WHO'S CELEBRATING THEIR 140TH "B" DAY?

It's Gateau, a cat belonging to our President Pilar McAdam
(almost CRM). She's actually 20 years old in Human life.
Now for more info on Pilar. She's taken and passed the first
5 parts of the CRM and is waiting for the results (due this
August) of part 6. We are all root'n for you!!!

FREEDOM AT LONG LAST

Pilar has been released from her temporary quarters after
seven years. She was inside the records center helping her
company transition to a new records storage vendor. Job
completed, her colleagues welcomed her back to her office
cubicle. Enjoy it while it lasts.... you never know when the
next big project will pop up.

THANKS FOR THE MEMORIES
Without the input from our GLA members, this article could
not have existed. | want to say thanks to all who contributed

tidbits of their personal, as well as, professional lives over the past two years. Because of you,
we all have added items to our memory banks and had lots of chuckles.

| am grateful to be a part of this wonderful team at GLA, and honored that Michael Adler (News &
Views Chair) would like me to continue to write for the News & Views of 2005-2006. Michael,

you have been great to work with.

| wish everyone excitement, time to relax, and a safe Summer. See you at retreat or at our first
meeting in September. REMEMBER TO BRING LOTS OF PICTURES AND ITEMS OF
INTEREST FOR OUR NEWS LETTER.

THANKS AGAIN!

Your messenger,
Trudi
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