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President’s Column 

 
Barbara Cross 

GLA ARMA 
 

Breaking News from ARMA International Headquarters?  
Is everyone aware of the decision by the ARMA International 
Board of Directors to postpone the 2006-07 election?  Their 
action was taken in response to concerns raised about the 
accuracy of the membership database.  An independent third-
party audit of the data is taking place and new dates of the 
election will be announced once confirmation of the integrity of 
the data is received.   
 

ARMA International’s records and information management 
competencies project is underway.  A Job Analysis panel met 
last fall at which time the 40 participants created the first draft of 
the core and industry-specific responsibilities for the profession. 
 In February, an International Job Analysis panel will review the 
draft and provide their input. A validation process will then take 
place during which you will have the opportunity to volunteer to 
participate in validation survey.  Two thousand RIM 
practitioners, through the survey, will validate the panelist 
perceptions and aid in the development of the final weighting 
structure.  I encourage you to volunteer when this opportunity is 

presented.  To learn more about the competencies project, visit the ARMA International website 
at www.arma.org . 
 

Upcoming GLA ARMA events to mark on your calendar and participate in! 
 

• Our February chapter meeting is an evening event at the Pickwick Center in Burbank on 
February 15th, 2006.  Barbara Cross, CRM, will speak on Developing and Nurturing Partnerships 
with Other Organizations. 
 

• The March chapter meeting will be a luncheon at the San Antonio Winery on March 15th, 2006. 
John J. Isaza will speak on "Save a Seat for RIM: The Proposed Federal Rules and the RIM 
Professional's Role at Counsel's Table."  This is a great opportunity to invite your legal counsel to 
a GLA ARMA event! 
 

• The GLA annual conference will be held on Friday, March 3, 2006 at Cal State Northridge.  Our 
featured speaker is David O. Stephens, FAI, CRM.  David will provide two sessions, “Electronic 
Records Management - Status & Trends,” and “Legal Issues in Records Management: Myths & 
Realities.”  Register online today! Early bird registration ends on February 17th.   
 

• The GLA member survey will kick-off in late February.  Our initial goal is to reach out to those 
GLA ARMA members who do not regularly attend chapter meetings.  The survey will be 
conducted by phone with GLA members doing the calls.  If called, I ask you to participate as the 
feedback we receive will be used for long-range chapter planning. To encourage participation, 
every survey participant will be entered in a raffle with the chance to win a digital camera! 
 

Call for Volunteers  
 

The GLA ARMA Board wants you.  There is still time to participate on the 2005/2006 Board of 
Directors.  Several BOD positions are open including Education Director and Programs 
Committee.   
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It is not too early to volunteer for next year’s Board.  David Gaynon, current Vice 
President/President-Elect is looking for interested members to serve on next year’s Board.   
 

Don’t feel that you have time to be a Board member but want to help out?  There are numerous 
opportunities for you to participate and everyone is welcome!  Upcoming events where volunteers 
are needed include: 
 

• GLA Member Survey – you can help out by joining the Call Committee   
 

• GLA Annual Conference on March 3, 2006 – volunteers are needed at the registration table 
 

• April is Records and Information Management Month (RIMM).  Volunteers are needed to help 
plan activities during the month, host an open-house at your organization, or help with RIM 
proclamations. 
  
Interested?  Write to me at info@arma-gla.org 
 

 
Advertisement 
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Come to Our February Meeting!  

 
Barbara Cross, CRM 

GLA Chapter 
 

 February 15, 2006 at the Pickwick Gardens  
  
Program Topic   
“Developing and Nurturing Partnerships with Other Organizations” 
 
Developing successful partnerships within and outside of the organization is key to the overall 
success of our Records & Information Management programs and our careers. Ms. Cross will 
explore ways to partner effectively with people outside of our immediate department by identifying 
the challenges we face and providing strategies, tools and methods for building strong 
relationships.  Proven techniques and tips for building formal and informal relationships will be 
shared. 
 
Guest Speaker  
Barbara M. Cross, CRM, MLS, Executive Director, Sony Pictures Entertainment 
 
Speaker Bio  
Barbara M. Cross is Executive Director of Records and Information Management at Sony 
Pictures Entertainment where she oversees SPE’s Records and Information Management, 
Electronic Document Management and Metadata Standards programs.  Ms. Cross has over 18 
years of experience in the field of Records and Information Management.  Barbara is active in the 
Greater Los Angeles Chapter of ARMA where she has been a member for over 10 years and is 
currently serving as Chapter President. 
 
Date/Times  
Wednesday, February 15, 2006 
Registration/Networking: 5:30-6:00 pm 
Dinner: 6:00-7:00 pm 
*Program: 7:00-8:00 pm 
Register now at  
www.arma-gla.org  
 
*Attend the Program only for 
Free - program registration 
required to ensure adequate 
seating. 
 
Location and Parking  
Pickwick Gardens is located at 
1001 Riverside Drive, Burbank, 
CA, 91506.  Phone: (818) 845-
5300 
Free parking.  
 
Directions  
For directions see map or visit 
www.pickwickgardens.com 
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From the West San Fernando Valley  
1. Take the Hollywood Freeway (101) east onto the Ventura Freeway (134) east toward 
Pasadena.  
2. Take the Buena Vista off ramp; at the bottom of the ramp, make a right turn to the Riverside 
Drive stop light.  
3. Make a left turn onto Riverside Drive going east for about (1 1/2) miles. You'll pass a park, go 
under the freeway underpass through a winding residential street, and then come to another park.  
4. Pickwick will soon come into view on the left side of Riverside Drive.  
 
From the North San Fernando Valley  
1. Take the Golden State Freeway (5) south into Burbank.  
2. Exit Alameda (the west exit) and follow Alameda to Main Street.  
3. Make a left turn onto Main Street, and go to the end of the block. Main Street will end at 
Riverside Drive.  
4. Make a right onto Riverside Drive. Pickwick is on the corner of Riverside Drive and Main Street.  
 
From Beach Areas South of the San Fernando Valley  
1. I-5 north to 134 west. Exit Buena Vista, make hard right onto Riverside Drive to Pickwick 
Gardens, about 3/4 mile. 
 
2. Alternative from the 405:  Take 405 fwy. North to 605 fwy north. Take I-5 north toward Los 
Angeles to 134 west. Exit Buena Vista, make hard right onto Riverside Drive to Pickwick 
Gardens, about 3/4 mile. 
 
From Downtown Los Angeles  
1. From downtown Los Angeles, take the Pasadena Freeway to the Golden State Freeway (5) 
going north towards Sacramento. Take the (5) Freeway north just beyond the (134).  
2. Exit the (5) on Alameda (the west exit), and follow Alameda to Main Street.  
3. Make a left turn onto Main Street, and go to the end of the block, where the street ends at 
Riverside Drive.  
4. Make a right onto Riverside Drive. Pickwick is on the corner of Riverside Drive and Main Street.  
 
From Pasadena / Glendale  
1. Take the (134) Ventura Freeway west to the Golden State Freeway (5).  
2. Take the Golden State Freeway (5) north toward Sacramento. Stay in the right lane and 
exit Western Avenue (the west exit).  
3. Follow Western Avenue to Riverside Drive, and make a right turn onto Riverside Drive. 
Drive for about (1 1/2) miles, just beyond Main Street.  
4. Pickwick Gardens is on the corner of Riverside Drive and Main Street.  
 
Menu  
Chicken Cordon Bleu   
Tender breast of chicken stuffed with black forest ham and Swiss cheese. Served with 
hollandaise sauce and apricot glaze complimented with Duchess Potato Croustade  
Vegetarian meal available if arrangements are made ahead of time  - contact Mary Cusick.  
 
Pricing  
Register by 5 pm on Friday, February 10, 2006: $30 for GLA members; $35 for non-members. 
After February 10 or at the door - Add $5. 
  
Cancel by 5 pm on Monday to avoid charge. 
Attend the Program only for Free - program registration required to ensure adequate seating  
  
Please note that as of January 1, 2006, a $3.00 service charge will be added to chapter meeting 
invoices.  You can avoid this service fee by paying via Pay Pal, bringing your payment to the 
meeting, or canceling by the designated deadline. 
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Legislative Update - An Opportunity for RIM 
Professionals  

 
John Isaza, Esq. 

GLA Chapter 
 

Proposed Amendments to Federal Rules of Civil 
Procedure: Opportunities for RIM Professionals Part  II 
In our last installment, this column provided career 
advancement opportunities that the proposed amendments to 
Rules 16(b) and 26(b) & (f) of the Federal Rules of Civil 
Procedure present. Continuing with a similar analysis, this 
installment will focus on proposed amendments to Rules 33 
and 34. 
  
RELEVANT PROPOSED LANGUAGE – The Business 
Record  
Under the proposed amendment to Rule 33(d), the definition of 
a “business record” is now broad enough to specifically include 
“electronically stored information.”   Similarly, the proposed 
amendment to Rule 34(a) adds “electronically stored 
information” as a category that is subject to production in 
discovery. This includes information stored in ANY medium.  
  
Prior to this proposed amendment, parties had to rely on a 

contrived definition of business records to get at electronic documents. Depending on the court 
and his/her expertise with electronic information, the court had ample leeway in determining how 
much access to allow.  Now, once and for all, the rules definitively include electronically stored 
information in the definition of business records.  Thus, the courts may not have as much 
discretion to forbid requests for production of electronically stored information, irrespective of the 
medium. 
  
APPLICATION OF PROPOSED LANGUAGE - Consequences  
These proposed amendments bring consequences, of course.  For instance, under proposed 
Rule 34(a), a requesting party can simply test and sample for electronic information. The 
requesting party may seek to examine and copy all or some of the electronic business records 
that lead to the discovery of admissible evidence. This presents a host of new challenges 
regarding how these records will made available for examination and how they will be copied. To 
that end, a responding party may need to face two options: 1) provide opponents technical 
support in reading and opening electronically produced information; or 2) give opponents direct 
but restricted access to the company’s electronic information systems. The possibility of direct 
access to hundreds of thousands of electronic records raise serious privacy, confidentiality and 
privilege concerns that will need to be addressed before the opposing side is granted access to 
any of your records. 
  
THE RIM PROFESSIONAL’S CONTRIBUTION  
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In addition to the basic RIM expertise that should be brought to counsel’s attention in assisting 
with Rules 16 and 26 (as discussed in the last installment of this column), the following should be 
emphasized to assist with Rules 33 and 34: 
  

1. Remember that “IT owns the tools and RIM owns the rules.” Position yourself within the 
company as the point-person that knows and understands retention of electronic records. 
As such, you should not only oversee management of those records, but you will be the 
ideal candidate to assist in producing responsive electronic records.  

 
2. Help counsel identify confidential, privileged and privacy protected records. The RIM 

professional should keep a list of the company’s most critical confidential and privileged 
records. If the RIM professional is not the keeper of this information, then the RIM 
professional should know exactly where and how such confidential information is stored 
and protected.  

 
3. Keep a master list of all mediums within the company where information could be found 

(e.g., e-mail, IM, databases, enterprise systems, back-up tapes, archives, laptops, thumb 
drives, desktops, PDA’s, etc.). Once that list is compiled, identify which sources will 
house the official records.  This exercise will allow you to assign shorter retention to all 
the information contained in secondary media.  Note, however, that secondary media 
records may not be destroyed during a litigation hold.  However, if designated as 
containing duplicates, it is possible the information will not need to be produced in 
discovery.  

  
On the whole, although the above action items may seem like a tall order, a fair amount of 
planning will go a long way to help respond to information in discovery and to protect confidential 
information.  

 
Advertisement 

 
For more information, contact Michael Adler by phone at 818 224-3194 or with an e-mail to 
ARMASupport@TheAdlerGroup.com. See them on the web at www.TheAdlerGroup.com. 
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New Acquisitions for the GLA-ARMA Lending Library 
 

Barbara E. Nye, CRM   
GLA Chapter  

  
GLA maintains a library of records and information management publications, available for use by 
any GLA member.   A list of available publications — as well as instructions for borrowing them — 
is available at the GLA website www.arma-gla.org/publications/library/ . 
  
The GLA Chapter has recently added a dozen new titles to the collection, including four 
ANSI/ARMA standards.  The new textbooks offer guidance on managing electronic records, 
developing filing and classification systems, understanding knowledge management and the 
effect of the Sarbanes-Oxley Act on records management. 
  

 
The new additions as displayed at our January lunch time program  
  
The new additions to the GLA Lending Library include: 

·  Active Filing for Business Records  
·  Cost Analysis Concepts and Methods for Records Management Projects  
·  Electronic Records Retention: New Strategies for Data Life Cycle Management  
·  Emergency Management for Records and Information Management Programs  
·  Knowledge Management: A Manager’s Briefing  
·  Managing Electronic Records, 3rd Edition  
·  Records and Information Management: Fundamentals of Professional Practice  
·  The Sarbanes-Oxley Act: Implications for Records Management 

  
ANSI/ARMA Standards: 

·  Glossary of Records and Information Management Terms  
·  Requirements for Managing Electronic Messages as Records  
·  Retention Management for Records and Information  
·  Vital Record Programs: Identifying, Managing, and Recovering Business-Critical 

Records 
 
A brief description of each publication is provided below. 
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Title:  Active Filing for Business Records  
Author:  Dr. Ann Bennick  
Active Filing for Business Records explores the records management concepts, principles, 
processes, and considerations in developing, implementing, and maintaining effective active file 
systems. In addition to discussing system development procedures, the author emphasizes the 
significance of company culture (organizational structure, degree of autonomy for subordinate 
organizations, management support, work style, and extent of document sharing). Active Filing 
for Business Records provides the reader with:  

·  in-depth explanations, illustrations, and examples of file system development 
concepts and applications  

·  sample forms for gathering and recording facts and user requirements  
·  process flow-charts and case studies that illustrate concepts or typical problems  
·  transparency masters of more than 60 illustrations that can be used for a training 

presentation 
  
Title:  Cost Analysis Concepts and Methods for Records Mana gement Projects  
Author:  William Saffady  
Mr. Saffady was the primary speaker at the GLA Spring Conference a few years ago, when he 
presented the concepts of records management project cost benefit analysis.  This textbook 
expands on his presentation and describes how to identify, categorize, and evaluate the cost of 
records management activities. It will be especially helpful for those who have planning and 
budgeting responsibilities requiring them to project future requirements for personnel, technology, 
and other resources and to evaluate alternative methods and costs of achieving specific 
objectives. It includes illustrative examples of activities such as conversion of paper documents to 
microfilm, microfilming versus offsite storage, implementation of electronic document imaging 
systems, outsourcing decisions, and lease-or-purchase decisions. 
  
Title:  Electronic Records Retention: New Strategies for Da ta Life Cycle Management  
Authors:  David O. Stephens and Roderick Wallace  
Building on their 1995 groundbreaking book on electronic records retention, David Stephens and 
Roderick Wallace have authored a comprehensive new book that defines a practical methodology 
for applying the principles of records retention to computer-based recordkeeping environments. 
The book includes chapters on:  

·  the business case for electronic records retention  
·  a cost-benefit analysis for retaining versus scheduling and purging electronic records  
·  desktop environments  
·  e-mail retention  
·  Web environments  
·  digital preservation / long-term data retention  
·  legacy data  
·  legislation and court cases  
·  case studies 

 
Title:  Emergency Management for Records and Information Ma nagement Programs  
Authors:  Virginia Jones and Kris E. Keyes  
Updated to better address electronic records, as well as salvage and recovery procedures, this 
essential guide will help you prepare for and recover from natural or manmade disasters. Its five 
sections provide a step-by-step guide through the essential phases of emergency management – 
prevention, preparedness, response, and recovery – and include such topics as  

·  the basic concepts of emergency management and insights on selling it to top 
management  

·  vital records, risk management, and disaster prevention planning  
·  preparation of the emergency management plan  
·  recovery and resumption of operations  
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Title:  Managing Electronic Records, 3rd Edition  
Author:  William Saffady  
This third edition of ARMA’s best-selling classic, Managing Electronic Records, provides a 
comprehensive discussion of records management concepts and methodologies as they apply to 
electronic records. It is a practical book intended for professional records managers, archivists, 
computer systems professionals, office systems analysts, administrative system specialists, data 
center managers, librarians, and others responsible for the creation, maintenance, management, 
control, and use of electronic records created by computer, audio, and video systems. This new 
edition includes revised chapters that reflect:  

·  changes in storage technology and file formats  
·  updated laws and regulations, including new references to regulations pertinent to 

vital records protection  
·  a new discussion of electronic signatures  
·  expanded discussions of data migration and backup procedures  
·  a new section on records management application software  

 
Title:  Knowledge Management: A Manager’s Briefing  
Author:  William Saffady  
Combining tutorial material with recommendations for action, this concept paper encourages 
records managers to take a leadership role in their organizations’ knowledge management (KM) 
activities. It defines the purpose and scope of KM, the business motives behind the growth in the 
interest in KM, the components of a KM program, the role of information technology in KM, and 
suggestions for ways information managers can effectively participate in their organizations’ KM 
activities. 

 
Title:  Records and Information Management: Fundamentals of  Professional Practice  
Author:  William Saffady  
With its practical approach and emphasis on best practices, Records and Information 
Management: Fundamentals of Professional is an essential resource on the shelf of records and 
information management (RIM) professionals. It covers the scope and responsibilities of RIM 
programs in a variety of settings, including corporations, government agencies, academic 
institutions, and professional services firms. Major topics covered include: 

·  records inventorying  
·  records retention scheduling  
·  vital records programs  
·  document filing systems  
·  automated document storage and retrieval  
·  record center operations  
·  micrographics 

 
Title:  The Sarbanes-Oxley Act: Implications for Records Ma nagement  
Authors:  John Montaña, J. Edwin Dietal, Christine Martins  
This goal of this publication is to aid readers in the development of programs and methods 
needed to ensure that their records and information management programs are a properly 
functioning component of Sarbanes-Oxley compliance.  
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It will:  
·  inform the reader of the requirements of Sarbanes-Oxley and its implementing 

regulations as they relate to information management, and subsequent volumes will 
keep the reader informed of changes or additions to them  

·  inform the reader of related legal and business developments, such as litigation, 
regulatory actions, or similar activities, insofar as they affect information management 
and Sarbanes-Oxley compliance  

·  offer analysis and insight into the above, with a view to directing the reader toward 
the development of RIM practices that will effectively contribute toward an overall 
corporate Sarbanes-Oxley compliance program 

 
ANSI/ARMA Standards  
  
Title:  Glossary of Records and Information Management Term s (ANSI/ARMA 10-1999)  
This American National Standard Institute (ANSI) standard includes nearly 500 terms and 
acronyms common to the practice of records and information management, including information 
technology and new business terms.  This standard is the result of the efforts of more than two 
dozen individuals who volunteered their time, talents, and knowledge as participants on a special 
ARMA task force. In addition, the standard underwent a public review and comment period, 
through which many others participated and consensus about its content was gained. 
  
Title:  Requirements for Managing Electronic Messages as Re cords (ANSI/ARMA 9-2004)  
You’ve got mail....but is it a record?  This American national standard defines requirements for 
developing a corporate policy for managing information content in any type of text-based 
electronic message or communication such as e-mail or instant messaging. It also includes 
recommended provisions for an electronic message records management policy useful 
throughout the life cycle from message creation to final destruction or disposition. 
  
Title:  Retention Management for Records and Information (A NSI/ARMA 8-2005)  
This standard provides guidance for establishing and operating a retention and disposition 
program as a component of a complete records and information management program. It covers 
general principles, including the following:  

·  authority and responsibility 
·  identifying and classifying records for retention purposes 
·  principles for determining retention periods for all records on all media and in all 

formats 
  
When implemented, the information retention and disposition program will help ensure 
compliance with operational, legal/regulatory, fiscal, archival, and other requirements by defining: 

·  periods of time for which records are to be maintained  
·  appropriate methods for disposition of records  
·  measures to be taken when disposition must be suspended 

  
Title:  Vital Record Programs: Identifying, Managing, and R ecovering Business-Critical 
Records (ANSI/ARMA 5-2003)  
This American National Standards Institute (ANSI) standard (ANSI/ARMA 5-2003) sets the 
requirements for establishing a vital records program. It includes requirements for:  

·  identifying and protecting vital records  
·  assessing and analyzing their vulnerability  
·  determining the impact of their loss on the organization 

Prepared for the use and guidance of those charged with planning, surveying, classifying, 
retaining, and protecting vital records, this publication also includes salvage information for 
various media and sample records classification chart, vital records schedule, and risk 
assessment site survey. 
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December’s Holiday Party  

 
Barbara Cross, CRM 

GLA Chapter  
  
GLA’s December meeting was held at the Skirball Cultural Center on Wednesday, December 14, 
2005.  The evening was a social and networking event with lots of holiday cheer attended by 38 
chapter members and guests. It was a chance to catch up with old friends and make new ones as 
there was plenty of time to socialize during the cocktail hour through dinner. 
  
Highlights of the evening included a performance by the advanced show choir from Hart High 
School, a group that has won top honors in national show choir competitions.  Six members of the 
choir performed during the social hour. They were terrific! All conversations stopped during the 25 
minute performance as the students sang a variety of Christmas carols. Special thanks to GRM 
for sponsoring this event! 

  
GLA ARMA members opened their hearts and pockets for a number of charitable causes at this 
meeting.  Everyone who attended the meeting contributed a toy for the annual Marine Toys For 
Tots Foundation.  1st Sgt. James Green of the U.S.M.C. attended the meeting to receive the toys 
and thank members for their participation.  Three large bins overflowing with toys were presented 
to Sgt Green by Rochelle Stephens, GLA’s Public Relations Director.   

  
Members donated $183.00 to the ARMA Educational Foundation by purchasing raffle tickets.  
Raffle prizes were donated by Rita Mendoza and Chris Martinez. 
  
Members also participated in a gift exchange by bringing a gift to the meeting.  All meeting 
attendees received a raffle ticket and the gifts were raffled off at the end of the meeting.  
Everyone went home happy!  A big thank you to all who donated a gift for the give-away! 
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Register Now for the GLA March 3 rd Conference  

 
Alan T. Schroeder Jr. 

GLA Chapter  
  
I am pleased to announce David Stephens, CRM has agreed to be GLA-ARMA's presenter at this 
year's Local Area Conference to be held in the Grand Salon Room Friday, March 3, 2006 at 
California State University, Northridge.  David is a Vice President and lead consultant at Zasio 
Enterprises, Inc., one of the leading information management and technology companies 
specializing in enterprise document management solutions. 
 
 
David is an internationally recognized speaker on records and information management and past 
president and CEO of ARMA International (1989-1990.)  He is co-author of the frequently cited 
book Information and Records Management, now in its 4th edition, and a former contributing 
editor to Records Management Quarterly (RMQ). In 1988 he received his first Britt Literary Award 
from ARMA International and in 1992 he was inducted into the Company of Fellows of ARMA 
International.   
 
David has agreed to two presentations March 3.  The AM presentation is entitled "Electronic 
Records Management - Status and Trends" and the PM presentation is entitled "Legal Issues in 
Records Management: Myths and Realities."  GLA-ARMA members are encouraged to register 
by February 17th as space is limited to 75.  Non-members and those with an interest in records 
and information management are also encouraged to attend.  There is ample parking at CSUN at 
a cost of $4.  Off street parking is also available. 
 
Go to http://www.arma-gla.org/ for more information. 
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CRM Examination Overview  
 

Jan Hodges, CRM 
GLA Chapter  

 
This article should provide you with the basic information you need to begin preparation to take 
the examination to become a Certified Records Manager.  There are numerous books and study 
guides available that go into much more detail and can even give you sample test questions for 
each of the examination parts.   
 
The Orange County Chapter of ARMA will be holding a two-day workshop February 24th and 
25th in Fountain Valley on Preparing for the CRM Exam.  The cost of the seminar is $150.00 and 
may even be reimbursable by your company (it won’t hurt to ask).  I would highly recommend that 
you attend this if you are interested in pursuing the CRM designation.   
 
If you want to travel out of town for a CRM Seminar, you can go to Santa Fe, New Mexico for the 
ARMA Southwest Region’s chapter seminar February 9th and 10th. 
 
Below is a link to both of these highly recommended seminars: 
http://www.ocarma.org/site/crm/crm_main.html  
http://www.armasouthwest.org/educate/crmconf.htm  
 
Parts 1 to 5 each consists of 100 multiple-choice questions.  Some people (like me) choose to 
take all five parts at once and then re-take whatever part(s) that are not passed.  Others may 
choose to take one or two parts at a time so they can concentrate their studies in fewer areas.  
Once you have passed these five sections, you can take Part 6, which consists of case study 
problems and essays that refer to all five of the previous areas. 
 
The following information breaks down the subjects covered in each of the five parts of the 
examination: 
 
Part 1: Management Principles and the Records and I nformation Management Program  
Part 1 of the CRM exam applies to management principles and techniques.  If you understand the 
theories of management taught in most introductory business courses (business organization, 
management systems, planning) you should do well on this section.  Part 1 of the examination 
may also contain questions relating to the use of management directives and manuals.  It also 
covers training, supervision and evaluation of employees according to the general principles of 
management.  Questions on legal and ethical responsibilities and the use of outside consultants 
and vendor may also be on this part of the exam. 
Below is a list of areas to understand: 

Principles of Management 
Human Resources/Staffing 
Financial Considerations in a Records and Informati on Management Program 
Development of Records and Information Management 
Planning a Records and Information Management Progr am 
Organizing a Records and Information Management Pro gram 
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Directing and Controlling a Records and Information  Management Program 
Program Implementation Cycle 
Legal Considerations 
Ethics and Ethical Responsibilities 
Global Concerns  

 
Part 2: Records Creation and Use 
Part 2 contains questions related to the creation of documents.  It includes questions related at 
correspondence management, forms control and design, management and control of reports, and 
the generation, control and distribution of directives.  You can also expect questions about office 
copiers and other reproduction methods and their costs.  Questions on mail management and the 
management of special media may also be on this part of the CRM exam. 
Technical questions on micrographics, imaging, telecommunications, reprographics and 
information technology are included in other parts of the exam. 
Below is a list of areas you should be familiar with: 

Records Creation 
Documentation of Business Transactions 
Correspondence Management 
Documentation of Policies and Procedures 
Forms Management 
Mail Management 
Reports Management 
Reprographics Management 
Document Control 
Legal Compliance  

 
Part 3: Records Systems, Storage, and Retrieval  
Part 3 covers filing and internal principles, techniques, systems and evaluation for manual and 
automated applications.  If you are a candidate for the CRM you should understand the generally 
accepted rules for alphabetic and numeric filing   and the purpose, use and design of the different 
filing systems.  You should also understand the appropriateness of color coding for both numeric 
and alphabetic systems. 
 
There may also be questions related to the evaluation of file equipment.  You should know the 
advantages and disadvantages of the various types of filing equipment. 
 
Part 3 also contains questions on inactive records storage, records center design and layout, use 
of commercial records centers, records center operations, disposal of records and records center 
staffing and production control.  You will also need to know how to evaluate cost effectiveness for 
various media types costs related to converting files to new systems. 
Below is a list of areas you should study: 

Basic Concepts 
Filing Systems 
Information Retrieval 
Active File Systems 
Active Files Operations 
Records Centers Owned and Operated by the Organizat ion 
Commercial Records Centers 
Special Storage Requirements 
File Conversions  

 
Part 4: Records Appraisal, Retention, Protection, a nd Disposition  
Part 4 of the CRM exam relates to records appraisal, retention, protection, and disposition, 
regardless of media.  The role of a records manager is to ensure the proper protection, retention 
and disposition of your organization’s records.   
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You can expect questions concerning the purpose, techniques and analysis of a records 
inventory; methods used to develop records retention schedules; the different types of records 
retention schedules; retention schedule maintenance; methods for statutory and regulatory 
research; procedures for records disposition and disposition authorization. 
This part also includes questions on archives programs and vital records identification and 
protection.  In addition, questions covering disaster recovery and contingency planning may be 
included. 
This part will test your knowledge of these areas: 

Basic Concepts 
Records Inventory 
Records Appraisal 
Retention Schedules 
Schedule Implementation and Administration 
Vital Records Program 
Business Contingency Planning 
Disposition 
Archives  

 
Part 5: Facilities, Equipment, Supplies, and Techno logy  
In order to pass part 5 you need a basic knowledge of filing equipment and supplies for active, 
inactive and archival records.  Ergonomics, space utilization, and equipment and standardization 
are also covered.  Technical questions on the test could relate to tools such as microfilm, data 
communications, word processing, computers, reprographics and imaging systems.  You will 
need to know about the different types of micrographics equipment, reduction and magnifications, 
types of readers and retrieval devices, types of various films, film processing, duplicating and 
their relative cost and uses.   
 
Questions relating to imaging systems could include industry standards, selection criteria, media 
types, recording devices (types of scanners), COLD (computer output to laser disks), drives and 
storage devices (online, near-line, and offline). 
 
There will be questions on information technology such as the components of a computer, the 
functions of the operation system, the functions of a network, web-based systems, and the 
various storage media such as hard disk, tape, optical disk, etc.  You will also need to understand 
the different input and output devices such as keyboards, bar code readers, scanners, laser 
printers, and video terminals. 
 
This section will also test your basic knowledge of how data and voice communication and 
facsimile transmission systems operate.  There may also be questions on the equipment, 
peripherals, document storage methods and costs. 
Below is a list of topics that you should fully understand: 

Active Filing Facilities 
Records Center Facilities 
Archives Facilities 
Mail Room Facilities 
Micrographics 
Ergonomics 
Telecommunications 
Computers 
Imaging Systems 
Reprographics 
Preservation, Recovery and Destruction Techniques  
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Records Management and Archives: Bridging the Gap 

 
David Farneth, CA, CRM, MLS 

GLA Chapter  
  
 
 
 
 
 

The Value of Business Archives 
 
 
 
 
 
 
 

Have you ever wondered if your company should start an archives?  Have you struggled with how 
to articulate the value of an archival program to your management?  How do you express the 
textbook values of archives in terms that are relevant to your company? 
  
Archives come in all shapes and sizes, and their collections, organization, and management 
nearly always reflect the characteristics and values of their “home” institution, whether 
governmental, educational, corporate, or cultural.   
  
This column presents a simple exercise for thinking about how a corporate archives might be 
valuable to your company.  All archives attempt to identify and preserve records that are required 
for historical and other essential research, but what kind of research is deemed essential in a 
corporate or business environment?  What products, artifacts, and other informational assets 
need to be preserved for future reference?  What types of historical knowledge would enhance 
the company’s operations, image, and productivity? 
  
An analysis of a corporation’s mission and business functions can fairly easily provide answers to 
these questions.   
  
Try this simple exercise.   
Write down your company's mission and key objectives.  (If you are not sure what they are, 
consult an annual 
report or a 
strategic planning 
document.)  Then 
write down your 
company’s 
principle activities 
that support the 
mission and key 
objectives.  Last step:  under each activity, write down the kinds of historical records, product 
samples, and other types of documentation that support or would enhance that activity, including 
a short statement about how and why.  
  
Here is a brief selection of some of typical business activities to help jog your memory.  You will 
certainly think of others. 

Business Archives in the News! Go to: 
http://www.npr.org/templates/story/story.php?storyId=5077178  
to link to a recent NPR story about business archives. Learn 
how Nike and Texaco have leveraged their archives into assets. 
Listen to the story and watch some archival videos! 
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Management  

·  Strategic planning  
·  Internal communications  
·  Decision-making  
·  Reporting growth and accomplishments  
·  Accountability  
·  Maintaining a competitive advantage 

 
Product design and development 

 
Sales, marketing and public relations  

·  Advertising campaigns  
·  Marking important anniversaries and milestones  
·  Demonstrating the company’s contributions over time  
·  Corporate website, annual report, and other publications 

 
Legal  

·  Protecting of assets and legal rights  
·  Trade, patent, and copyright protection  
·  Compliance and accountability  
·  Documentation of ownership 

 
Maintaining institutional continuity  

·  Maintenance of real estate and capitol assets  
·  Disaster planning and recover 
·  Personnel management  
·  Employee education and training  
·  Job enrichment  
·  Employee sense of identity  

 
Preserving items valued by the culture and society  

·  Corporate art  
·  Creative products that enrich the culture  

 
  
The results of this exercise should 
give you some clear and compelling 
arguments for why an archival 
program would be valuable to your 
company.   
  
RESOURCES 
   
Richard J. Cox.  Managing 
Institutional Archives: Foundational 
Principles and Practices.  Greenwood Press, 1992. 
  
Arnita Jones and Philip Cantelon, eds. Corporate Archives and History: Making the Past Work.  
Krieger, 1993. 
James M. O’Toole, ed.  The Records of American Business.  Society of American Archivists, 
1997. 
  

A few corporate archival programs: 
 

Ford Motor Company: 
www.hfmgv.org/collections/Collections/library/ford.asp  
 

IBM 
www-03.ibm.com/ibm/history/  
 

Disney 
disney.go.com/vault/archives/today.html  
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Member Survey Ready for Launch 

 
David Gaynon, CRM 

GLA Chapter  
  
This year your ARMA GLA chapter is celebrating its 50th anniversary.  Like many approaching 
their 50th year it has been a time for fun, pride in past achievements, and hopeful glances toward 
our shared future.  It is also a good moment for us to take stock to better understand how well we 
are meeting the expectations and professional/educational needs of our members. 

  
The chapter plans to launch a telephone survey of our 
members which will focus on value received and 
opportunities to better meet member needs, in other words 
what do we do well and what we need to do better.  Many 
of you will receive the opportunity to participate.  I urge you 
take advantage of this chance to tell us “how we are 
doing”   (paraphrased from Ed Koch’s subway text).   
  
The survey is designed to treat our member’s time as a 
valuable and scarce commodity, because they are!  We will 
be calling a sample of our members to respond to a brief 
set of survey questions.  This information will be used to 
adjust our programming to better meet your needs.  We 
hope you will find time to provide feedback on how well we 
are doing.   
  
Any member who participates in the survey will receive a 
free meal at an upcoming ARMA meeting and will have 
their name entered into a drawing for a digital camera.  
This is our way of saying thanks for your time and an 

expression of our hope that we will be able to leverage your feedback into greater value for each 
of our members. 
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January Meeting Recap 
 

Barbara Cross, CRM 
GLA Chapter  

  
Over 50 members and guests attended the GLA ARMA Chapter meeting on January 18, 2006 
held at Nestle in Glendale.  The lunch meeting’s featured speaker was Cathy Westfeldt, CRM, 
from the National Archives and Records Administration (NARA), Pacific Region in Laguna 
Niguel.  The topic:  “Disaster – Are You Ready for the Morning After?”  
  

 
Attendees were greeted by a trio of smiling faces 
  

 
Nestle hosted the meeting in their large presentation room 
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Ms. Westfeldt put forward the proposal that, as records and information management 
professionals, we must approach disaster preparedness from a risk perspective.  To successfully 
respond to and recover from an event, we must identify and evaluate, assess and analyze, and 
plan PRIOR to an event.  The time for calm and thoughtful decision making is not in the middle of 
a disaster. The risk management approach to preparing for disasters is applicable and relevant 
whether one works for a small business, government agency, or large corporation. Identifying 
vital records, taking action to protect those records and mitigating the probability of risk are key 
risk management strategies.  Restricted to a 1-hour presentation on a topic that could easily be 
an all day workshop, Ms. Westfeldt was able to share much helpful information on plan 
preparation, employee training and communications.  
  

 
The lunch before the presentation provided good food and conversation 
  
Part of the preparation she recommends is to carry items with you that you may need if a disaster 
occurs while you are away from work.  For instance, Ms. Westfeldt carries with her the disaster 
recovery contact list for her organization, has an emergency kit in her car, and keeps a complete 
copy of the disaster recovery plan at her home.  She also recommends making certain that critical 
documents are printed on hardcopy, so they are available if there is no power. 

 
Photos showing damage from the NPRC Fire in 
1973, the LA Library fire in 1986, and Hurricane 
Katrina in 2006 illustrated Ms. Westfeldt’s points 
very well. 
  
Handouts included the presentation and a 
bibliography of online and published resources 
pertaining to disaster preparedness and recovery.  
The handouts are available on the GLA ARMA 
website. 
 
 
 
 
 
 
 
 

Cathy Westfeldt packed the hour with a great  
deal of valuable information 
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Top Technical Tips 

 
Michael Adler, CDIA, MIT, PE 

GLA Chapter  
  

Technologies Coming Your Way  
  
OK, we’ve all seen the phone that synchronizes with Outlook as well as 
taking movies and playing MP3s.  Now, what other technology is there 
that may help me on my job or do I need to be aware of?  Well, this 
article presents a few of the noteworthy technologies that went 
mainstream in 2005 as well as some of the new technologies that may 
impact you in 2006. 
  
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. 
  
Desktop Search Tools  
Have you tried the desktop search tools from Google or Yahoo?  These 
top rated desktop searching tools will go through and index your mail (for 
Outlook and Outlook Express), your Office files (Word, Excel, etc.) and 
PDF files as well as other types of items on your local drives.  Once this 
is done, you can type in a few key words and find them instantly when 
you need them.  I have been using the Google Desktop search and it has 

saved me hours over the last few months.  From a users perspective it works very similar to Google for the 
web, but on your local computer instead.  Once installed, it can also track and index all of your Instant 
Message exchanges and all the web sites you browse (these are options that can also be turned off). 
  
You can find the Yahoo desktop search at http://desktop.yahoo.com/ and the Google desktop search at 
http://desktop.google.com/ .  Other popular local search engines are available from www.copernic.com/ and 
http://toolbar.msn.com/ . 
  
Thumb drives  
OK, these aren’t so new, but I am surprised at how many people still don’t have one.  These small devices 
connect through the USB port (the small rectangular sockets on your PC) and work like floppy disks, but 
they are smaller and they hold a lot more.  They are fantastic for copying files to work on later and as a 
temporary backup.  They are definitely a lot easier to carry than a laptop or twenty floppy disks.  A standard 
floppy is about 1.4 megabytes.  Thumb drives range from about 128 megabytes to about 8,000 megabytes.  
They are small enough to slip into any pocket or purse.  They are available at almost every computer, 
electronics, or office supply store and cost around five to ten cents or so per megabyte ($15 - $450). 

 
Not only can you store data on these, 
but they can also carry specially 
designed applications or even a 
complete specially designed bootable 
operating system to provide more 
security or some of your familiar tools 
when you are computing away from 
your base computer.  They can be set 
up to bring along your e-mail and 
instant messaging accounts, 
 

A typical thumb drive 
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Internet bookmarks, log-on passwords, document templates, plus photographs, music, and videos.  If you 
need additional security (always a good idea) there are utilities available to encrypt the data and put 
passwords on the files and folders that are on the thumb drive.  Some drives come with U3 technology, that 
can auto-start an application on the thumb drive when it is plugged in.   
 

  
As you can see, thumb drives come in all shapes and sizes!  

  
 
These drives work great on PCs with Windows XP or Windows 2000 SP4 or later, but with older Windows 
98 machines, they will need software (a driver program) to work properly. 
  
Dual Core Processors  
Both Intel and Advanced Micro Devices (AMD - a competitor of Intel) have released reasonably priced 
processor chips with two processors (cores) on the chip.  These processor chips, often called the central 
processing units or CPUs, are the central “brain” of the computer.  So this is like having two brains in your 
computer on a single chip.  I can’t personally report on the Intel chip, but I recently installed one of the AMD 
dual core CPUs in my latest homebuilt computer and it really makes a difference.  If I was working late and 
an automatically scheduled virus scan started, it used to bring my old computer to its knees.  Now, one 
processor handles the virus scan and I keep working like nothing else is going on.  I highly recommend 
these if you find your computer doing more than one task at the same time. 
  
Microsoft’s Vista  
Just as your company is finally migrating to Windows XP, beta testers are trying out the preliminary versions 
of XP’s replacement known as Vista (formerly it was code named “Longhorn”).  Scheduled for release in the 
second half of 2006, Vista is reported to provide better security and improved connectivity between 
computers.  It includes new ways to store and organize data as well as many slick new features in the user 
interface.  The user interface has many three dimensional like views of the files, screen, and images to 
enhance the presentation of the information.  In terms of collaboration, there are many enhancements being 
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added to Vista.  For instance, there will be an easy way to set up “web meeting” like sessions on a peer to 
peer basis between Vista users.   
  

 
Vista utilizes three dimensional effects and translucent objects to help manage items on the screen  
  
Bottom line, if you are thinking about buying a machine towards the end of 2006 you may want to wait until 
Vista is released.  If you can’t wait, most modern higher end systems designed for XP will also support 
Vista.  Details of what hardware Vista will require can be found at 
http://www.microsoft.com/technet/windowsvista/evaluate/hardware/entpguid.mspx .  Intel has stated that its 
latest on-board graphics processors will be sufficient to run the full Vista experience, so this is good news for 
enterprise IT organizations.  However, most older PCs will need to be upgraded or replaced to run the new 
Windows Vista operating system. 
  
Subscribed Content with Podcasting and RSS  
Just as you can set your TIVO to record specific TV programs, you can set your computer to download 
many of your favorite shows (or shows you never heard of) as Podcasts.  You don’t need an iPod to listen or 
view them – you can play them on any PC or Mac with free software such as iTunes (www.itunes.com) from 
Apple Computers; Juice from http://juicereceiver.sourceforge.net/, or doppler from 
http://www.dopplerradio.net/ .  There are both video Podcasts and audio only Podcasts, most of which are 
free.  They range from serious reports from such sources as Business Week, CNN, and the Wall Street 
Journal, to the absolutely silly, like Tiki Bar TV (www.TikiBarTV.com) that comes from who knows where.  
Once downloaded to your computer, they can then be transferred to your portable media player or just 
played on your computer (PC or Mac).  Besides iTunes, www.podcast.net can provide a good catalog of 
available Podcasts.  As always, make certain that your virus scan software is up to date before doing any 
downloading. 
  
There is no doubt that large companies will start to use Podcasts for on demand training and presentations.  
From a record manager’s perspective it becomes one more format to manage… “now how long do we need 
to keep the President’s Podcast to employees and how do I get rid of the copies on iPods and thumb 
drives?” 
  
The other subscription technology that is building up steam is an embedded technology called RSS.  RSS 
(which is usually reported to stand for Really Simple Syndication) is a way of sharing headlines and what’s 
new from the sites that you select from the menu of software packages that aggregate the headlines.  These 
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“headlines” can be more than just news headlines.  They can be updates to your favorite blog sites, 
announcements regarding companies that you hold stock in, and so on.  Disney, Forbes, Motley Fool, 
Wired, Red Herring, and Salon all use RSS to share their content.  To see the headlines at the subscriber’s 
end, an “Aggregator” software package is required to pull the desired subscriptions out of the RSS “Cloud”.  
If you use the Google Sidebar, you are using their RSS aggregator to pull in the News section.  The Attensa 
(http://www.attensa.com/) software will put headlines right into your Outlook folder. 
  
So you can see that technology will continue to help us 2006, but it will also bring us more challenges! 
 
Advertisement 
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Save March 15 th for a Special Noon Seminar! 

 
John Isaza, Esq. 

GLA Chapter  
  

Save a Seat for RIM!  
The Proposed Federal Rules and the RIM 
Professional’s Role at Counsel Table  
   
And save the date!  GLA ARMA's March 15th luncheon 
meeting will be held at the San Antonio Winery in 
downtown Los Angeles.  The topic will revolve around the 
proposed Federal Rules of Civil Procedure and the 
opportunities the proposed rules present for records and 
information managers to play a leading role in the litigation 
and discovery process.  The speaker will be John Isaza, 
Esq., a local RIM consultant and former trial attorney and 
General Counsel to a publicly traded medical device 
manufacturer.   
 
Date: March 15, 2006  
Place: San Antonio Winery (downtown Los Angeles) 
Registration: 11:30 am  
Lunch: 12:00 pm  
Program: 12:30 pm  
Adjourn: 1:45 pm   

About the Program  
This program will provide not only an update on the status of the proposed Federal Rules of Civil 
Procedure, but it will provide insight into the opportunities the proposed rules present for RIM 
professionals to play a significant role in the electronic discovery process.  The RIM profession 
has a golden opportunity to get involved at the ground level of this significant legislation, and the 
RIM issues it affects.  Education and understanding of the rules is critical, and this course will 
present the foundation for understanding this legislation.  Mr.  Isaza is one of a handful of 
attorneys who specializes in RIM issues, so he will provide RIM specific insight into the proposed 
Federal Rules that few others can offer the RIM profession.   
  

Through this course, participants will: 
  
1) Gain an understanding of the key six areas that the 
proposed Federal Rules will affect in business and 
practice, including a status report on the legislation’s 
whereabouts; 
  
2) Gain an understanding of the critical role of the RIM 
profession in effectuating the demands of the six key 
areas proposed by the Federal Rules; 
  
3) Receive tips on internally marketing the need for the 
RIM profession to be involved in the electronic 
discovery process, including a request to be at the 
counsel’s table from the onset of pending or potential 
litigation.   
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About the Speaker – John Isaza, Esq.  
John Isaza, Esq.  is a California-based attorney and current principal of Isaza Consulting, an 
international records and information management firm.  Mr.  Isaza has authored RIM articles, 
and a study for the ARMA Educational Foundation.  Prior to forming his consulting firm, Mr.  Isaza 
served as General Counsel for a publicly traded medical device manufacturer.  Mr.  Isaza also 
has over a decade of experience as a trial lawyer specializing in business, environmental 
contamination, products liability and construction defects.  In addition, he has served as Arbitrator 
for the Los Angeles Superior Court System.  Mr.  Isaza attended Boston College Law School, 
where he served as Editor of the Boston College International Law Review and also served as a 
Judicial Extern for the United States District Court of Massachusetts.  He is fluent in Spanish, 
French and proficient in German.  At present, he is an active speaker in the ARMA circuit, 
including ARMA New Orleans & Boston, as well as local chapters from the East to the West 
Coasts.  Mr.  Isaza also has served on the Boston and Long Beach Program Committees for 
ARMA’s annual international conference, and he chaired the Program Committee for ARMA’s 
2005 international conference in Chicago. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Advertisement 
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The Greater Los Angeles Chapter’s  
Mid-Year Planning Session 

 
Barbara E. Nye, CRM 

GLA Chapter  
  
Ten members of the GLA / ARMA Board of Directors gathered early on a recent Saturday 
morning at the Pasadena offices of Ictus Consulting, LLC, for a half-day meeting.  This mid-year 
planning session, held January 14, was an opportunity to “take the pulse” of GLA and discuss 
how to improve Chapter operations as well as begin planning for 2006-2007 when the gavel 
passes from President Barbara Cross to Vice-Present / President-Elect David Gaynon. 
 

 
These dedicated board members drove through the rain to the beautiful offices of Ictus 
Consulting in Pasadena 
  
Meeting topics included a discussion of GLA Board positions, an assessment of Chapter 
performance this year, and outsourcing of the Chapter accounting activities. 
  
GLA Board Positions  
Periodically the Board reviews its job descriptions and procedures to ensure that they are 
accurate and complete and issues revisions, if required.  The Board decided that it was time to 
conduct this review.  The discussion focused on identifying interactions between Board positions, 
noting that this is sometimes where the Board is not operating efficiently.  Many of the Board 
positions rely on information from and coordination with other positions, and this is not always 
clearly described in the existing job descriptions.  Each Board member agreed to diagram the 
workflow for his or her position and provide that to David.  He and Board member, Kaye 
Schardein, will summarize the changes required and coordinate revisions. 
  
Self-Assessment 
The discussion then turned to identifying areas where the Chapter operations need 
improvement.  GLA is a large and very active Chapter, providing multiple educational 
opportunities to the membership throughout each year.  These include the Chapter meeting 
speaker series, the monthly Chapter newsletter, the GLA Annual Conference, Fast Track 
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Seminars, and the GLA website.  To provide these opportunities, the Chapter requires a large 
and multi-talented Board.  This year, although the Chapter does have many Board positions ably 
filled, the Chapter Education and Chapter Meetings Director positions have been vacant.  Other 
members of the Board, notably Mary Cusick and Barbara Cross, have stepped in to plan 
meetings and find speakers, but as these two already have other Board responsibilities, it has 
been difficult to do more than an “adequate” job. 
  
The Board discussed various ways to bring innovation to the Chapter Meetings, bringing in new 
speakers and topics, providing more “hands-on” workshops prior to meetings, and more panel 
discussions.  The Board is always looking for the right “formula” of Chapter meeting topics, 
speakers, time periods, and venues to attract more of the membership to each meeting. 
  
Another topic that produced a lively discussion was the issue of advocacy of the records and 
information management profession and membership in ARMA.  Noting that the Chapter needs to 
augment what ARMA International does, ideas discussed included ways to encourage our vendor 
members to promote ARMA to their customers; approaching elected officials to recognize and 
issue proclamations for Records and Information Management Month in April; and having GLA 
members speak at events outside of ARMA, (e.g., Chambers of Commerce, American Library 
Association or AIIM events). 
  
Other ideas for improving operations included providing incentives for members to attend 
meetings and to setting up a GLA “book club”; a discussion group to read and discuss records 
management related books, white papers and articles. 
  
Outsourcing GLA Accounting  
GLA / ARMA operates as a not-for-profit business, taking in membership dues, meeting and 
conference fees, and advertising revenue throughout the year.  The Chapter regularly pays bills for 
meeting expenses, postage, printing, and web site maintenance, among other costs.  The Chapter 
is incorporated under California State law, and must file annual statements to State officials and 
complete and send a tax report each year to ARMA International.  These activities have traditionally 
been done by the Treasurer position, one of the five elected officer positions on the Board.  
  
However, in recent years as the Chapter has increased its use of technology to manage its 
finances, using online Paypal accounts to collect revenue for meetings, and using Quickbooks 
software to manage the books, the role of Treasurer has become more complex and time 
consuming.  As such, the Treasurer position requires a strong accounting background (it’s more 
than just balancing a checkbook these days), knowledge of sophisticated accounting software, 
and an ever increasing amount of time each week to manage deposits, invoicing, payments, 
reporting to the Board on the financial status of the Chapter, and reconciling accounts.  It has 
reached a point where it is necessary, in order to ensure timely processing and orderly managing 
of the finances from year to year, that GLA engage the services of a professional accountant. 
 GLA has successfully outsourced the website maintenance and, using this as a model, the Board 
decided to begin the process of finding an appropriate accounting service. 
  
The meeting covered a wide range of topics, and many Board members volunteered to take on 
additional assignments to improve Chapter operations.  Thanks to those Board members who 
gave up their Saturday morning for improving GLA: 
  
Michael Adler  Cynthia Nunes 
Lynette Allen  Barbara Nye 
Barbara Cross  Kaye Schardein 
David Gaynon  Jason Schulz 
Penny Kaufhold  Rochelle Stephens 
 
If you would be interested in joining the Board, or if you would like more details about GLA / 
ARMA operations, please contact President Barbara Cross:   Barbara_Cross@spe.sony.com. 
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Trudi’s Tidbits for February 

 
Trudi Tropp 

GLA Chapter  
  
SURPRISE TURNOUT 
Wow!  We all got to enjoy some folks we have not seen for 
awhile.  Past President, Jim Higdon has renewed his 
membership and he, Tripp Hemphill and Nyoakee 
Salway joined our GLA-ARMA Annual Holiday Dinner.  We 
all got to play catch-up and enjoy their company.  We all 
missed you and hope to see you again in January and 
February and March and ..... 
  
MORE THAN CHRISTMAS BELLS HAVE BEEN RINGING  
Tripp Hemphill and Elizabeth have tied the knot and the 
Wedding Bells did ring.  Congratulations to you both.  Tripp 
has also gotten a promotion as Williams Lea has become the 
new umbrella over Uniscribe. 
  
Bells will soon be ringing for Pat Warren of Mattel.  She and 
Frank Malone got engaged on December 9th.  Congrats! 
  
 
 

HE'S HOPPED, SKIPPED and JUMPED and HAS LANDED IN T HE BANK!  
Our little elf, past President Pilar McAdam, says Scott Murchison, CRM (who has had a slight 
change in careers the past two years) has accepted a Records Manager position with the Federal 
Reserve Bank of New York.  We'll give you an update as Pilar keeps us posted on this new and 
exciting venture. 
  
ONE'S GETTING BIGGER, THE OTHER SMALLER  
While Elle Jones, of GRM, has lost her baby weight (she's looking good as ever), her sweet 
Dinah has been growing.  Can you believe she turned "one" this December? 
  
WHO WANTS TO REACH 100?  
Actually, Noeleta Lacy can't wait to join the Century Club.  To become a member, you must have 
visited 100 countries.  In February, she's going to Singapore to attend her company's annual 
conference.  She works for Advanced Records Management,  Inc.  Soon after she will be 
mountain climbing in Borneo and that will be her 91st Country.  Only 9 more countries to 
membership.  Way to go, Noeleta! 
  
TRIVIA and DOOR PRIZES  
We had a trivia contest concerning info of 1956.  The winners were: 
Chris Martinez of Sunkist Growers who won multiple picture frames that interlocked.  The runner 
up was Dustin Jones of Iron Mountain.  He got a 50 cent piece.   
  
Raffle tickets were sold and the money will go to our Education Fund.  The winners were: Jim 
Higdon of William Lea (Sunkist goodies donated by Chris Martinez);  Pat Warren of Mattel  (5-in-1 
clock donated by Trudi Tropp);  Barbara/Cindy of Ictus (Records Manager historical CD donated 
by Bill Benedon) and Noelle Blue of GRM (Truck Action Set). 
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Everyone who attended got a door prize.  Some were donated by our vendors and others by our 
other members.  Thanks to everyone's participation and generosity, a good time was had by all.     
  
OUR NEW COMPUTER SCIENTIST! 
Lisa Shimamura has left Nissan (Nissan is moving their headquarters out of California) and joined 
Computer Sciences Corporation (CSC).  Headquartered in El Segundo, California, CSC had 
revenues of $14 billion for the 12 months ending April 1, 2005, and has almost 80,000 employees 
worldwide!  Congratulations and best of luck to Lisa. 
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