Table of Contents

President's Column

Reqister for the Holiday Program

Read This Book!

October Program Recap

Top Technical Tips

November Program Recap

Musings of a CRM

Save the Date for Our January Program

Trudi's Tidbits

News and Views is the newsletter of The Greater Los Angeles Chapter of ARMA International. Itis
published six times a year with issues in October, December, February, April, June, and a final
wrap-up summer issue.

For comments, submissions, or advertising, please contact the editor and GLA ARMA Newsletter
Director, Michael Adler, at: The Adler Group; 22287 Mulholland Hwy. #203; Calabasas, CA 91302,
or by phone at 818 224-3194.

GLA-ARMA November December 2004 News and Views Page 1



President's Column

Pilar McAdam

GLA Chapter

Did you go to the fabulous 49" annual ARMA
International conference in Long Beach in October? |
did, along with almost 5,000 other RIM professionals (a
number that broke all previous attendance records).
For those who couldn’t be there, | just don’t know
enough superlatives to tell you how great it was!

I need to extend a very special “Thank You” to the host
committee and especially to Cheryl Young, its chair, for
their endless hours of preparation and tireless efforts
on behalf of both the Greater Los Angeles and Orange
County chapters.

Our legendary southern California climate cooperated

by providing blue skies, puffy clouds, and typically

gentle breezes. The convention center facilities were
very comfortable, and there were no end of restaurants within walking distance.

The educational sessions that | attended were:

“Promote Your RIM Program Using Metrics” — Adele Carboni

“Managing Technical Information Exchange During Mega-Acquisitions” — Donna Rose & David
Davis

“How To Prepare and Conduct a RIM Compliance Review” — Diane Walker

“Forms Processing: A Primer” — Jesse Wilkins

“Retention of Client Files in Law Firms — The Importance of Ethics Opinions” — Beth Chiaese
“Audio Records Retention in E-Discovery” — Stanley Morgenstein

“Access Rights to Business Data on Personal Computers” — John Montana (the results of a study
for the ARMA Educational Foundation)

Sometimes, when | walk into a RIM educational session, I'm a little worried that I'm going to be
bored. Don’t you sometimes think you've already heard it all? But, my concerns proved to be
groundless; these sessions were fantastic! Overall the presenters were enthusiastic, extremely
knowledgeable, and able to provide fresh perspectives on problems many of us face on a regular
basis. After each event | found myself thinking about how | could apply what I'd learned to my own
RIM challenges.

The vendor floor was overwhelming (in a good way). I've been told that this was the largest EXPO
in ARMA history, and | believe it. | wish I'd had more time to spend talking with all the experts and
watching the astonishing variety of demonstrations.

In a way, | wish the conference hadn’t been as good as it was. There were just too many options,
and | know | missed some terrific events by making the choices | did. As it was, | didn’t have nearly
enough time to talk with old friends or to make new ones.

| want to encourage each of you to make your plans now for next year’s conference in Chicago,
September 18 — 21, 2005. It will be the 50" annual conference, so we can expect even more!
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Register for the Holiday Program!
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Read This Book!

A Review of Information Nation

Michael S. Adler, CDIA, MIT, PE
Senior Consultant, The Adler Group
GLA Chapter

Information Nation, by Randolph Kahn, Esg. and Barclay T. Blair is only the second book in twenty-
five years that | have enthusiastically encouraged my peers to read (1). Some people may even
say that this book should be required reading for a broad spectrum of professionals, from records
managers to corporate lawyers, chief financial officers, top Information Technology managers, and
even board members.

The subtitle of the book is Seven Keys to Information Management Compliance. These seven keys
reflect the guidelines used by the federal court system when sentencing organizations for wrong
doings. If the court finds that any of these guidelines are lacking in the organization, then so is the
organization’s ability to enforce compliance. The seven keys are listed as:

. Good policies and procedures,

. Executive-level program responsibility,

. Proper delegation of program roles and components,

. Program dissemination, communication, and training,

. Auditing and monitoring to measure program compliance,

. Effective and consistent program enforcement, and

. Continuous program improvement.

~NOo o~ WNE

Through the expansion of these seven keys, the book becomes a roadmap for implementing a
successful compliance program. My experience has been that the entire topic of information
management compliance was generally overlooked by top management before Sarbanes Oxley.
As pointed out numerous times in the book, such oversights today can lead to large fines and jail
time. For those who have not realized how important information management compliance has
become, the book will be a wakeup call. It clearly and repeatedly spells out what an enormous
liability improperly managed information has become.

In my work, | have often found it awkward to engage top IT management with executive
management and legal in a comprehensive information management program that can include
records management, imaging, document management, and so on. This book provides an easy to
read framework for looking at this issue from these different perspectives as well as those of Risk
Management. In essence, the book provides a set of comfortable “corrective lenses” that let each
of these entities share a common vision for the integrity of the organization’s information
compliance responsibilities.

The authors include many anecdotal narratives in each chapter. These are highlighted with grey
background and feature case studies of companies that did or did not manage their information
properly and the results of their actions. These break up the chapters nicely and help make the
reading go more quickly. The reports of both companies and individuals having been punished will
certainly catch the attention of many top executives.

The book is filled with practical steps to get your company’s information management compliance
program successfully underway. It is easy to read and a great book to share. | strongly encourage
all my GLA-ARMA associates to “Read this book!”
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(1) The first book was The Mythical Man-Monily Fredrick T. Brookes. | consider it a classic in
software engineering and development. Although it was created to help systems denelopnagers

in the framework of 1970’s technology, it is still worth reading today.
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October Program Recap

Lisa Shimamura
GLA Chapter
On October 20", a sparse crowd at Taix’s restaurant had the pleasure of being entertained by Gail
Eichenthal, famed reporter for KNX News Radio. For those who wonder why GLA ARMA was able
to book such a well known personality, it just so happens that Ms. Eichenthal is the cousin of our
chapter president, Pilar McAdam.

Our president, Pilar, with her cousin the famous reporter Gail Eichenthal

Ms. Eichenthal divided her presentation into three major sections. The first described her transition
from being the longtime host and producer of the Los Angeles Philharmonic broadcasts on National
Public Radio to being a news anchor and reporter on KNX. When she decided to make the
transition, she needed the better paying position and yet was not sure if she had the skills to get the
job. She described her concerns about being able to do the work and how her determination
allowed her to finally get the position and succeed at it. This was after over 20 years at her prior
place of employment.
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The second portion of the presentation was an enjoyable description of some of her favorite stories
at KNX. Amongst these, was a marriage proposal performed in front of a class at her child’s
school. The man proposing knew that his girlfriend (the classroom teacher) considered her class to
be her family, so he thought it fitting that he propose in front of the class. By sheer coincidence,
Gail was there and able to interview the children and the newly engaged couple.

The third portion of the presentation dealt with the records that are kept by KNX. Gail described

how some of the records are kept out of necessity and others; just because that's the way KNX
does business. Sound familiar?
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After the presentation, Pilar offered a formal "Thank you" to each of the members who worked so
hard on the Long Beach program. Here is a picture of Pilar thanking Elle Jones for her volunteer

work on the Long Beach Host Committee.

It was unfortunate that the threat of rain kept so many members from attending this delightful

program. On the other hand, with so many people off the streets because of the predicted rain that
never came, traffic was incredibly light. Almost everyone was there early, with their cross town trips
taking less than thirty minutes that night -- way under the 60 to 90 minutes folks may have expected

the drive to require!
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Top Technical Tips

Michael S. Adler, CDIA, MIT, PE
Senior Consultant, The Adler Group
GLA Chapter

This is a new column with useful advice for the technically oriented. | hope it will be like a “Helpful
Hints from Heloise” column aimed at knowledge-workers sitting in front of their computers.

If you have a favorite technical tip you would like to share, please e-mail me, Michael Adler, at
ARMASupport@TheAdlerGroup.com .

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.

Reduce your Keystrokes

Buried in every computer program are dozens of shortcut key combinations. Ctrl+X to cut, Ctrl+V
to insert and so on. One of my favorites eliminates the need to type the “http://www.” and “.com” for
commercial web sites when using Internet Explorer. Just type the middle part of the web site
address in the Internet Explorer Address field (for example “LATimes” or “google”) without the
“www.” or “.com”, hold down the Ctrl key and hit Enter. When you press Ctrl+Enter, Internet
Explorer will automatically insert “http://www.” ahead of your typed address and “.com” after it! Try
it a couple of times and you will get hooked. One note: this obviously does not work on web sites
with other suffixes, such as org, edu, gov, and so on.

Google for Your Local Files

Are you a Google fan? Did you know that you can now use Goggle to help you find files on your
local hard drives? Yes, Google Desktop is now available. | have been using the beta version for
about two months now, and | have found it to be much faster and more helpful than the Windows
Search utility. OK, it is limited to your Office files (Word, Excel, PowerPoint), text files, Outlook, and
Outlook Express; plus going forward it will track any text from your AOL Instant Messenger
conversations as well as in any web page you browse. It also has returned text in PDF files. The
only thing that | have found that it won't search is text in American Online e-mail files.

Just go to http://desktop.google.com/ and click on the “Agree and Download” button.

Load the Adobe Acrobat Reader for PDFs  Faster

If you watch closely when you try and open a PDF file, the Adobe Acrobat Reader loads a large
number of plug-in files that you will probably never use. That's right — every time you want to read
a PDF, the Adobe Reader is loading a ton of files you don't need. If you'd like to load PDF files
faster, you can get rid of the plug-ins that most people don’t ever use by doing the following:

Launch Windows Explorer (right click on start and select Explore)

Navigate to the Program Files folder, usually C:\Program Files

Below this, navigate to Adobe\Acrobat 6.0\Reader

In the right-hand pane, find the folder named plug_ins

Right-click it and choose Rename, changing it to plug_ins_backup

Create a new folder named plug_ins

From the plug_ins_backup folder, copy the following three files to the new plug_ins folder:
EWH32.api, printme.api, and search.api

NouorwdbE
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The next time you load a PDF file, only those three plug-ins will come along, and you should notice
a significant speed improvement. If you need to read encrypted PDFs or if for any other reason you
want to undo this change, simply close Adobe Reader, delete the plug_ins folder and rename
plug_ins_backup back to plug_ins.

| found the above tip in PC Magazine, and it has dramatically reduced the time it takes me to load
PDFs.
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November Program Recap

Lisa Shimamura
GLA Chapter
The GLA ARMA program for November was a presentation by our own Michael Adler entitled
“Avoiding the Perils of Imaging and Document Management System Implementations.” The
overflow crowd of more than 40 GLA members was hosted in the Nestle building in Glendale as a
lunch time program. A big thank you to Moe Hanna and Nestle for their generosity and hospitality.

In his presentation, Michael described many of the issues he has seen plague the implementation
of imaging and document management systems. Some of the most common problems are poor
planning, insufficient communications, underestimating indexing requirements, not enough budget
for the entire project, unrealistic expectations, insufficient training, and lack of any ongoing system
audit or follow-up.

In the first part of his presentation, Mr. Adler suggested many of the steps that the audience might
consider before even starting an imaging project. These included documenting the scope and
requirements for the project, developing a ballpark estimate for the project, creating the justification
for the project, and ensuring that the project can be supported by those that are anticipated to
administer it as well as management and IT.

Mr. Adler continued the presentation with suggestions to help the audience with the selection of
software and vendors, data conversion, implementation, project management, training, and
ongoing follow-up.

One great thing about this presentation was that there was a lot of information provided to the
audience. The challenge with this presentation was that there was so much to absorb in a one
hour presentation. Luckily, handouts were provided containing all of the PowerPoint slides. The
handout is available to GLA members here.
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Walking out one attendee was heard saying: “I just wish | had this information before we did our
imaging project. It could have prevented a lot of the problems that we are having to clean up now.”

Michael Adler can be contacted at 818 224-3194 or by e-mail at
ARMASupport@TheAdlerGroup.com.
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Musings of a CRM

Kay Schardein, CRM

GLA Chapter
818-354-5469
kay.b.schardein@jpl.nasa.gov

Have you been wondering what the mysterious CRM designation is all about? If so, in simple
terms, it's a designation that indicates a person has enough experience and knowledge in multiple
areas of records management to pass a rigorous examination, offered twice a year by the Institute
of Certified Records Managers (ICRM). Employers can be assured that a CRM is able to create
and operate a successful records management program. And, best of all, it gives the holder an
amazing "leg up" on the competition for a new job. Just ask any CRM in our Chapter!

While serving as Secretary to the ICRM Board of Regents this past year, | learned about many
wonderful improvements being made to the examination process (yes, it is moving to a professional
testing center soon for Parts 1-5), to the website (yes, there is an online database that ANYONE
can access to ensure someone is a CRM in good standing), and to the ICRM booth (yes, the
beautiful new booth made its debut at the recent ARMA International Conference in Long Beach).

If you have questions after reviewing the ICRM’s website (www.icrm.org), please get in touch with

me. Watch this column for future news of the Institute, improvements to its many processes, and
information on the examination process.
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Save the Date for Our January Program

Lisa Shimamura
GLA Chapter
Our January 19, 2005 GLA Program will feature Ali Farahani, Chief Information Officer for the Los
Angeles County Probation Department. Ali will present a case study of the LA County Probation
Department’s transition from paper-based reports to a county wide Enterprise Document
Management System. Mr. Farahani will also provide an overview of the agency's Probation
Enterprise Document Management System.

With 5,097 employees, 67,000 adult probationers, more than 17,000 juvenile cases, multiple sites
throughout L.A. County, and a $498 million budget; managing probation reports is a challenging
business. Mr. Farahani will provide participants with an overview of his department's activities to
transition from paper and disparate mainframe computer reports to an integrated electronic file
system for the enterprise.

So save the evening of January 19", 2005 for what promises to be a very informative presentation.

The January program will be a dinner meeting at the El Segundo Hilton Garden Inn, 2100 East
Mariposa Avenue, El Segundo, CA 90245.
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Trudi's Tidbits for December

Trudi Tropp
GLA Chapter

LESS IS MORE!

As Chris Martinez, of Sunkist, was busy renovating her home, she
had a yard sale. Those attending saw a 75 pound lighter Chris in
wonderful spirit and looking good. She's done this great thing for
herself by maintaining self control and eating smaller portions. |
gained 30 of those pounds and had to enlist in Weight Watchers
(wishing her self control worked for me). Keep up the good work!

WHO'S LEESA ATKINSON?

She doesn't exist just yet, but she will sometime in the first half of

2005. Our very own, LeeSa Rabb, Consultant/Trainer of Iron
Mountain is getting hitched. Her hubby-to-be is Brent Atkinson.
We will not only miss our "single" sweetie, but she is also moving to Oakland in January.
Congratulations to you both!

CRM (is that ... Can't Remember Much?)

No! It's a certificate for those who study hard and take the six exams to become a Certified
Records Manager. Matt Stofka recently took parts one and two and we are standing with him while
waiting for the results. With this certificate there are better opportunities in the work force and it is
something to be proud of. We all want to encourage Matt to keep studying and continue to take all
the parts of the test until completion.

'SOMETIMERS...

Yes folks, I've got it. Sometimes | remember and sometimes | don't. In our last issue, | forgot to
mention our guests from Iron Mountain at our September GLA meeting. They are Misty Gaxiola,
Administrative Assistant and Mitch Wolfson, Account Manager. Iron Mountain continues to be a
tremendous supporter of ARMA and we heartily welcome members and guests each and every

month.

DOUBLE JEOPARDY
Lynette Allen is not only working at Mattel, but has started her very own business as a consultant.
We can all help her with referrals. Contact Lynette at: LYNETTEA@sbcglobal.net .

EXTRA! EXTRA! READ ALL ABOUT IT!

Just heard from Sharon Hyder, CMC, CRM that Hyder & Associates was one of six consulting firms
featured in the Expert Insights, Progressive Ideas in the Business section of August 23rd issue of
BUSINESS WEEK. Need a consultant, send Sharon an email: hyder@hyderandassociates.com

NEW TRANSFORMER

Tom Talamantez, President of Transform Data Corporation is pleased to welcome Chris Burch as
their new VP of Sales for Document Management. He's a real TECHIE. We will soon be
welcoming him to GLA-ARMA as a new member as Tom will be processing his paperwork soon.

Best Holiday Wishes,
Trudi

GLA-ARMA November December 2004 News and Views Page 19



