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President’s Column

Barbara Cross
GLA ARMA

ARMA International CEO/Executive Director Peter Herman has
left to pursue new endeavors. Marilyn Biers will lead ARMA
International as Interim Executive Director while the Board
conducts a national search for a new Executive Director.

April is RIM Month, a time to promote and celebrate our
profession. Promote records and information management at
your organization! Invite your colleagues to participate in one of
the many free web seminars offered through ARMA and AlIM.
Visit www.arma.org/promoteRIM for more information about
RIM Month-related activities and the promotion materials
available through ARMA International.

New training tool - ARMA International and Kahn Consulting
developed Keeping Good Company, a DVD-based training
program designed for RIM professionals and others responsible
for corporate compliance training to use for enterprise-wide RIM
training. To view a sample of the Keeping Good Company
program and order at the special introductory price, visit
www.arma.org/learningcenter/goodcompany.

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

Our April 19th chapter meeting is an evening event at McCormick’s & Schmick’s Fresh
Seafood Restaurant in Pasadena. Jerry Scott, Vice President of GRM's shredding
division will speak on “Everything You Need to Know About Document Shredding.”

The May 17th chapter meeting is a lunch event at Nestle in Glendale. David Wilkerson
will present “The Keys to Effective Presentations.”

June 21st is the annual awards banquet, silent auction, and installation of new officers.
This year’s event will be extra special as we celebrate GLA’s 50th anniversary at the
Skirball Cultural Center.

The GLA ARMA member survey is in progress. The survey is being conducted by phone
with GLA Board members doing the calls. If called, please participate! Your feedback 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! David Gaynon, Vice President/President-Elect is looking for
interested members to serve on next year's Board. Contact Dave if you are interested in serving
on the Board for the 2006/2007 year.

Interested? Write to me at info@arma-gla.org
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Come Shred at our April Meeting

Mary Cusick
GLA Chapter

April 19, 2006 Chapter Meeting Announcement

Our April Meeting topic will be “Everything You Need to Know About Document Shredding”
presented by Jerry Scott from GRM. No, not on your guitar, snowboard, or skateboard. This is
about shredding documents and records.

Amongst the topics Jerry plans to cover are:
- Why Shred?
What to Know About the Process
Recycling Verses Shredding
How Confidential Information Is Compromised
Identity Theft
State and Federal Laws
Industry-Related Horror Stories
Questions & Answers

Jerry Scott began his 22-year career with Keene Recycling in Wilmington, California, as director
of marketing. Within a year, he founded Bonded Document Destruction and later became partner
and President of the new corporation (with corporate offices in Jakarta, Indonesia and Hong
Kong). In 1996 Jerry became a consultant to the shredding industry and in 2003 began
consulting for GRM Information Management Services, the third largest Record Storage
Company in the country.

At present, Mr. Scott is the Vice President of GRM’s Shredding Division and is responsible for the
entire West and East Coast locations. Mr. Scott is an active speaker in the Records Management
Industry and coordinates shredding-related functions. Mr. Scott is a current member of ARMA,
ASIS, and NAID and a past board member of the Los Angeles and Orange County ARMA.

Date/Times

Wednesday, April 19, 2006

Registration/Networking: 5:30-6 p.m.

Dinner: 6 p.m.

Program: 7-8 p.m.

Attend the Program only for Free - program registration required to ensure adequate seating.

Location and Parking

The Hardy Room at McCormick’s & Schmick’s Fresh Seafood Restaurant at 111 North Los
Robles Avenue, Pasadena, 91101. PHONE: (626) 405-0788.

Parking is available in the Plaza Las Fuentes municipal parking structure located at 135 N Los
Robles Avenue. Please enter from Union Street. Parking must be validated at the meeting.

Menu

Dinner includes fresh bread, Caesar salad and your choice of Linguini Pasta sautéed with garlic,
basil and wine butter or Eggplant Parmesan served with marinara sauce and penne pasta,
finished with upside-down apple pie and coffee or iced tea.

Pricing

Register by 5 pm on Friday, April 14, 2006: $30 for GLA members; $35 for non-members.
After April 14 or at the door - Add $5.

Cancel by 5 pm on Monday to avoid charge.
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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.

Advertisement

March/April 2006 News and Views Page: 5



The Greater Los Angeles Chapter of ARMA International

GLA-ARMA Election, Call for Nominations

David Gaynon
GLA Chapter

The Greater Los Angeles Chapter of ARMA is seeking candidates for the 2005/2006 election of
four officer positions to the GLA ARMA Board. The positions are:

1. President

The President is the chief executive officer of the chapter and may serve as an ex-officio member
of all committees, with the possible exception of the Nominating Committee. The President’s
term is one year.

2. Vice President (President-Elect)

The Vice President/President-Elect is an executive officer and assumes the duties of the
President during the President’s absence or inability to serve and assists the President with any
duties. The Vice President/President-Elect’s term is one year.

3. Recording Secretary

The Recording Secretary is the recording officer of the Chapter. This position has recordkeeping
responsibilities and acts as a liaison between chapter members, officers and the Board of
Directors.

Wouldn't you like to have as much fun as our current board?

4. Treasurer

The Treasurer is the chief financial officer of the Chapter and advises the Board of Directors or
the President regarding budget, dues structure and other financial matters affecting the Chapter
and ARMA International, Inc. The Treasurer’s term is normally two years.
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All interested GLA ARMA members are encouraged to put their own names forward. Members
may also nominate other members but permission must be granted by the individual. Any
chapter member in good standing is eligible to hold office.

Candidates will be announced at the April 19th meeting. If there are multiple candidates for any
of the positions, then an election will be held and electronic ballots sent to chapter members. If
there is only one candidate nominated for each position, then the election is not contested and
those candidates will become new officers of the Board at the June Chapter meeting.

Interested? Please send an e-mail to info@arma-gla.org with your name, contact information and
the position in which you are interested...

Questions? Please send an e-mail to info@arma-gla.org.

Advertisement
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GLA-ARMA Board of Directors and Committees —
Call for Volunteers

David Gaynon
GLA Chapter

Join the Leadership Team of your ARMA Chapter and M ake a Difference!

In addition to the four elected offices, the GLA ARMA Board of Directors is comprised of
appointed directors, committee chairs and committee members. Directors are voting members of
the Board appointed by the Chapter President. Committee chairs and committee members
participate in Board meetings but do not vote on Board motions.

The GLA ARMA chapter depends on the enthusiasm and participation of its member volunteers.
Without our volunteers, the chapter would cease to exist. | cannot overstate the value of the
contributions our board and committee members make to the effectiveness and ongoing success
of our chapter. When joining the Board, you assume a share in GLA ARMA'’s leadership by your
participation; you represent GLA ARMA and ARMA International to other members. Your
contributions of time and talent lead to the success of our organization and in turn to the
advancement of our profession.

There are many opportunities for you to contribute to the chapter, depending upon your interests,
availability and ability. Listed below are the many director and committee positions with a brief
description. If you are interested in learning more about any of the positions, send us an e-mail at
info@arma-gla.org

Director, Education

The Education Director is responsible for the coordination and advancement of information and
records management education. This includes arranging educational programs such as
FastTrack, managing the Scholarship Program, building relationships with and promoting records
and information management curriculum in educational institutions throughout the community.

Director Chapter Conference
The Chapter Conference Director develops, plans, coordinates and manages the annual chapter
conference. This position reports directly to the Chapter President.

Director, Recruitment
The Recruitment Director works to ensure the continued growth of the chapter by adding to the
membership and works to retain current members.

Director, Technology
The Technology Director applies and utilizes computer and telecommunications technology to
facilitate and enhance chapter business, and oversees the chapter web site.

Director, Directory and Placement
The Directory and Placement Director is responsible for maintaining the membership roster and
coordinating placement activities.

Director, Chapter Meetings

The Chapter Meetings Director is responsible for arranging programs for monthly general
membership meetings.
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Chapter Meetings Committee
The Chapter Meetings Committee members are responsible for assisting the Director with
meeting location and food service coordination.

Corresponding Secretary

The Corresponding Secretary is a Director, responsible for ensuring that the membership is
informed of monthly meetings and that accurate and complete records are maintained of
attendance and revenues.

Director, Newsletter
The Newsletter Director plays a vital role in the promotion of chapter activities and is responsible
for the generation and distribution of the chapter newsletter.

Director, Public Relations

The Public Relations Director is responsible for securing vendor advertising and vendor
sponsorship for chapter activities, promoting the chapter through publicity in the local media,
arranging for volunteer records management projects in the community, and arranging for
charitable work or contributions.

CRM Liaison Committee

The CRM liaison committee works with the chapter membership and the Institute of Certified
Records Managers (ICRM) to promote the certified records manager designation, assist CRM
candidates, and arrange for educational opportunities for both CRM candidates and established
CRMs.

Historian
The Historian is a Director position and is responsible for documenting chapter events as well as
maintaining the chapter archives, records retention schedule, and lending library.

Hospitality Committee
The Hospitality committee is responsible for greeting new members or first-time attendees at
monthly meetings.

ISG Liaison Committee
The ISG liaison committee distributes information to the membership concerning ISG activities
and encourages ISG participation by all members.

Legislative Committee

The Legislative Committee is responsible for monitoring local, state and federal legislation
concerning records & information management practices and informing chapter membership
through articles in the newsletter or on the chapter web site.

RIM Month Committee
The RIM Month committee is responsible for publicizing, commemorating, and celebrating
National Records & Information Month (April).

PACE Committee

The PACE Committee tracks members Participation, Achievements, Charity work and
Educational accomplishments throughout the year for the assignment of ARMA Bucks, inclusion
in the Chapter Member of the Year submittals, and to provide special recognition to outstanding
members.
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Legislative Update:
Opportunities for RIM Professionals, Part Il

John Isaza
GLA Chapter

Proposed Amendments to Federal Rules of Civil
Procedure: Opportunities for RIM Professionals Part i

In our last installment, this column provided career
advancement opportunities that the proposed amendments to
Rules 33(d) and 34(a) (the definition of a “business record”
and discovery of “electronically stored information”) of the
Federal Rules of Civil Procedure present. Continuing with a
similar analysis, this installment will focus on proposed
amendment to Rule 34(b) — how is the information to be
produced to the other side. In addition to this column, you
may recall that | presented on the issues covered in this
Newsletter at the Chapter luncheon this past March 15th. For
those of you who did not attend, the slide presentation is
available on the Chapter website.

RELEVANT PROPOSED LANGUAGE —

Form of Production

Under the proposed amendment to Rule 34(b), the requesting

party should specify the form or forms in which it wants
electronic information produced. The Responding party can object to the specified technique.
However, the responding party must state the alternate technique or form it prefers to properly
produce the information. If not, the rules provide for a default form of production which could
include: 1) the form in which business records are ordinarily maintained (i.e., native format) or 2)
any other “reasonably usable” form. Furthermore, as noted in the previous installment of this
column, electronically stored information includes information “stored in any medium.” And, the
requesting party has the right under proposed Rule 34(a) to “test or sample” the information.

APPLICATION OF PROPOSED LANGUAGE - Consequences

As noted in the previous column, the biggest consequence under proposed Rule 34(a) is that a
requesting party can simply test or sample for electronic information. This presents a host of
challenges regarding how these records will made available for examination and how they will be
copied. The possibility of having to educate opposing counsel on how your systems are
organized is one issue to consider. The other is, of course, the potential production of hundreds
of thousands of electronic records, which raises serious privacy, confidentiality and privilege
concerns that will need to be addressed before the opposing side is given copies of any of your
records.

Because of these serious discovery issues, proposed Rule 34(b) gives the responding party
ample opportunity to dictate the form or technique that will be used to produce the electronically
stored information. If this choice is not made, the court can order production of the information in
the course the business records are ordinarily maintained or worse yet in any other reasonably
usable form. Because the proposed rules do not define “reasonably usable,” the issue could wind
up in protracted litigation at a heavy price to all parties. For instance, the responding party may
consider PDF (short for Portable Document Format and developed by Adobe Systems) copies of
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the information “reasonably usable.” The requesting party, on the other hand, may be more
interested in metadata that the PDF’s may not capture. Metadata is data about data. It describes
how, when and by whom a particular set of data was collected, and how the data is formatted. In
certain cases the value of metadata may be more critical, so its capture will need to be addressed
in negotiating the form of production.

THE RIM PROFESSIONAL’S CONTRIBUTION

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 two installments of this column), the following skills
are necessary to assist with Rules 33 and 34:

Be conversant and comfortable with discussions regarding formats for production (e.qg.,
native, TIFF, PDF). For instance, native formats refer to the original form of the
information. Many applications (a program or group of programs designed for end-users)
can work with files in a variety of formats, but an application’s “native file format” is the
one used internally. Otherwise, the file has to be converted to native format, which raises
issues of authenticity during the conversion process. The requesting party may prefer
native format production, but the responding party may have confidentiality or privilege
concerns contained in metadata that may not permit such production without additional
steps to protect it from disclosure. Irrespective of the methodology or form used to
produce the evidence, it is paramount that the data is not altered in any fashion during
the conversion or any other production for that matter.

Know all vendors who offer copying and/or responsive technologies. Many companies
are looking to bring some of these capabilities in-house. However, most companies do
not have the resources. It behooves the RIM professional to become familiar with the
consultants and vendors who either offer the technology or can assist in selecting it.
There are many consulting practices devoted almost exclusively to electronic discovery,
and their experience should help reduce attorney fees drastically. The less documents
and information the attorneys have to review, the less their cost. And, electronic
discovery consultants can sift through junk or duplicate files and information that could
unduly consume the attorneys’ time.

Know and understand the company’s formats (a pre-established arrangement or
organization of data) used for everyday business. Data in a file is stored in a format that
is established by whatever application created the file (i.e., organized the data). Data
typically needs to be read by the same or similar program that can interpret the format
and present the data to the user on the computer screen. The RIM professional should
have a basic understanding of the programs that can interpret the company’s formats and
present it in a “reasonably usable” form to the opposing side, and of course to the
organization’s attorneys.

No need to be an IT expert — just conversant. Clearly the above noted issues can take
the RIM professional down a daunting road. The object is simply to become familiar and
conversant. This fundamental threshold is necessary to build credibility and essential for
the future of the RIM professional at any organization.
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Congratulations to Arthur Medrano, CRM!

Jan Hodges, CRM
GLA Chapter

CRM Journey -- A True Story

GLA ARMA wants to congratulate Arthur Medrano on his recent accomplishment of achieving his
CRM designation. Arthur is a Records Management Analyst for Raytheon Company in El
Segundo. Arthur has been with Raytheon for 2 1 2 years. He is responsible for records
management support services to internal company customers including records retention
schedules, filing systems, records storage, and coordinating with their 3rd party records storage
vendor. Arthur has been in the Records and Information Management industry for 16 years in
both San Diego and Los Angeles. He has worked in records management for companies such as
UCLA, Guitar Center Inc., Glendale Federal Bank, and Bernstein, Fox, Whitman, a CPA firm.

One of the things that attracted Arthur to the RIM field was that all industries have a need and use
for records management. As his resume shows, his skills can adapt to most any industry.
Arthur’s first exposure to RIM was when he saw an advertisement at a community college he was
attending in San Diego. This ad was for a records management course taught by Madeline
Olsen. After taking the course, he decided that this was the career for him.

Madeline Olsen was not only his teacher, but also a mentor and advisor for Arthur in the early
days of his new profession. She was very active in the San Diego ARMA chapter and was
instrumental in getting the records management program in the local community college.
Madeline passed away several years ago, but Arthur still attributes his original career path to her.

His first records management job was as a records clerk and microfilm technician at a bank in
San Diego. His later experience and education helped him to qualify for the CRM exam, which
he first took in November of 2004. Arthur is one of the few people | know who actually took all
five parts at the same time AND passed them on the first try. Arthur took Part 6 in May of 2005
and then again in November, when he passed it and qualified for the CRM status.

When asked why he decided to take the CRM exam, Arthur responded “l was at a point in my
career where | needed to make the next step. | had my Associates degree and my Bachelors
degree, so the next logical step was the CRM. | decided to take the challenge.” He also
mentioned that his boss, and GLA ARMA member, Pat Sinclair, was very supportive of his
decision. He is thankful of her encouragement and assistance throughout this process.

Arthur’s study habits consisted of creating a study guide for parts 1 through 5. He took the ICRM
test summary information as a skeleton. Then he used the Robek and Brown book “Information
and Records Management” to fill in the blanks and complete his outline. He also used some
other sources, but the Robek and Brown book was his major source of study. (It was my major
source of study 15 years ago, t00.)

Arthur took a different approach in studying for part 6. He went to his friend, mentor and former
boss, Robert Zornado, CRM. Robert works for the City of Escondido and is a member of the San
Diego ARMA chapter. Robert was his major “study buddy” and assisted him with his
preparation. They had many discussions covering topics such as managing your time on the
exam, outlining the response, solving the problem and then composing the answer. Arthur would
like to thank Robert for all his time and assistance with helping him prepare for this part.
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Arthur is married and has two boys ages 5 and 13 and lives in Reseda. He is also a volunteer
mentor for Penny Lane of North Hills which provides mentoring and support services to children
and young adults who are in foster care or wards of the Court. Now that he’s not studying for his
CRM exam, Arthur can spend more time with his family. Congratulations Arthur!

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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March Recap — Get Yourself to the Counsel’'s Table!

Michael Adler
GLA Chapter
and

Mary Cusick
GLA Chapter

March Program Recap
Save a Seat for RIM!
The Proposed Federal Rules and the RIM Professional ’s Role at the Counsel Table

The Greater Los Angeles Chapter's March 15th luncheon meeting was held at the San Antonio
Winery in downtown Los Angeles. We rarely get to this section of Los Angeles, a little north of
downtown proper, right along the Los Angeles River. It is a pretty mixed neighborhood, with neat
individual houses, warehouses, stores, manufacturing, schools, and housing projects all within
blocks of each other. Old US 99 runs north south a few blocks away and there are plenty of
historic buildings or at least ones that seem historic.

One of those building is the San Antonio Winery. The atmosphere inside the building was cool
and smelled like (what else but) wine. Our room was nicely set up with center pieces and a

perfect number of tables for the full crowd, with just over 50 members present. The tops of large
wine barrels protruding out of the walls decorated the room.

The registration line gave folks time to mingle and chat

Our presenter was John Isaza, Esq. Most of us know John as a very active member of ARMA,
both at the Chapter and International level. John is also a principal with Isaza Consulting, an
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international records and information management firm. Prior to forming his consulting firm, Mr.
Isaza served as General Counsel for a publicly traded medical device manufacturer.

Members and guests enjoy their salads before the presentation.
Mr. Isaza's presentation on March 15, “Save a Seat for RIM! The Proposed Federal Rules and

the RIM Professional’s Role at Counsel Table," complemented his recent articles written for News
and Views.

John Isaza gave a great presentation and was very responsive
during the Q&A portion.
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John provided a blow by blow summary on each major portion of the proposed Federal Rules of
Civil Procedure. The proposed rules not only redefine a business record to include electronic
records and allow for early sessions with counsel to exchange information regarding information
systems, they also discuss preservation of privilege, dual discovery, and safe harbor. A draft of
the proposed amendments were approved to go to the Supreme Court in September 2005, and
could arrive in Congress as early as May 2006 for approval. Mr. Isaza is one of a handful of
attorneys who specializes in RIM issues, so he was able to provide RIM specific insight into the
proposed Federal Rules that few others can offer the RIM profession.

He framed these summaries with the opportunities the proposed rules present for RIM
professionals to play a significant role within there organizations. This applies both to specific
electronic discoveries and in general making IT, Legal, and other executives aware of the impact
that the major points of the legislation have on the organization. According to John, RIM
professionals have a golden opportunity to get involved at the ground level of this significant
legislation, and the RIM issues it affects.

During the meet and confer sessions RIM professionals will likely be called upon to explain
policies, practices and potential sources of records, as well as cost estimates and tools necessary
to access relevant records, whether electronic or traditionally considered paper records. This
creates a very unique opportunity for RIM professionals to educate management and counsel on
the benefits of a stellar records management program and the pitfalls of an unmanaged program.

On behalf of the GLA Chapter, our president, Barbara Cross, thanks John.
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GLA Annual Conference a Big Success!

Lisa S. Shimamura, CRM
GLA Chapter

The Greater Los Angeles chapter of ARMA Annual 2006 Conference was on March 3rd at
California State University Northridge (CSUN). Internationally recognized authority in the field of
Records and Information (RIM) management, David O. Stephens, CRM, FAI provided an
intriguing look at the Status and Trends in Electronic Records Management and offered up some
humorous anecdotes as he explained Myths versus Realities of Legal Issues in Records
Management.

Mr. Stephens is Vice President for Records Management consulting for Zasio Enterprises, Inc.
He has more than 30 years of experience in the RIM field, and has developed RIM programs for
more than 200 corporations and government agencies in the U.S. He is also well known in the
RIM industry as a prolific speaker and writer. His publications include Advanced Records
Management: Towards Best Professional Practices (2006), and Electronic Records Retention:
New Strategies for Data Life Cycle Management (2003). Mr. Stephens is a Certified Records
Manager (CRM) who served as President and CEO of ARMA International 1989-90 and was
inducted into the Company of Fellows of ARMA International (FAI) 1992.

The venue for the conference
was the Grand Salon Room on
the CSUN campus which was
more like a Performing Arts
Center than a Conference
Room. Sixty-Five (65)
attendees sat in the large open
space with a domed ceiling
which was enveloped by large
paned glass windows with
beautiful outdoor scenery
behind a spacious stage area.

All'in all this was a comfortable
arena for the day’s events
which included vendor booths
for attendees to visit during the
breaks. These vendors were
on hand to provide handouts,
promotional gifts and to answer
A great room, a great presenter, and a great audience.

specific questions for attendees — AXS-One, Continental Data Graphics, Iron Mountain,
SAFEView, and Strategic Discovery. In addition to the vendors named, Ictus Consulting LLC and
The Adler Group were also sponsors of the event.

Mr. Stephens prefaced his presentation by informing us that in his 30 years of speaking to ARMA
chapters all over the world, this is the first time he has spoken for GLA. Let’s hope this is the start
of an on-going relationship with David because his presentation was well worth the wait. He had
just returned from Jerusalem where he visited the site of the Dead Sea Scrolls which have been
preserved since AD73 and were discovered in 1947. He offered up the story of the Dead Sea
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Scrolls as an analogy to explain issues involved with the preservation of digital data. The
comparison of these 2 very different media forms — goatskin versus bits and bytes -made the
preservation issues readily apparent.

Mr. Stephens explained how the historical
importance of Records Management has
been around for ages by providing
interesting examples from the Roman
Empire, 6th Century A.D. and
emphasized that there are basically three
things required for the maintenance of
any type of recorded information -
housing, accessibility, and integrity. He
also took a moment to commend Iron
Mountain for establishing the first
‘National Brand’ for Records
Management and acknowledged how
important this is for the RIM Industry.

According to Mr. Stephens, there are 10
issues that are revolutionizing what
Records Managers do for a living:

Our vendors have been very supportive of the chapter

1) The growing role of RM as a significant issue in organizational management.

2) RM’s role in transition to the management of electronic records in the (nearly) paperless office.
3) Sarbanes Oxley and the role of RM in corporate governance.

4) RM's role in regulatory compliance and litigation risk reduction.

5) The impact of September 11th and RM’s role in enhancing information protection.

6) Getting to (nearly) perfect in records retention.

7) The role of electronic records retention in improved data life cycle management.

8) Bringing records management/retention to the desktop and the messaging environment.

9) The significance of the new software solutions for Electronic Records Management.

10) The role of RM in digital preservation.

He impressed upon us the
level of complexity in the
digital age by explaining that
digital content has a much
higher strategic value to
organizations due to its level
of functionality compared to
paper. Strategically, digital
data enables organizations to
reinvent themselves, but the
data must be managed
according to the three basic
RIM principles - storage,
accessibility and integrity. As
we all know, this is much
easier said than done when it
comes to electronic based
records. In the digital world
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there is no centralized index of data unless an enterprise-wide Electronic Records Management
(ERM) system is in place and being used effectively by an organization. Lacking an effective
ERM system, Mr. Stephens notes that in most cases, organizations do not know where records
are because control is in the hands of individual employees and that Records Management
success in any organization is dependent on modifying employee behavior.

A significant amount of time was devoted
to his recommendation of having company
mandated “Desktop Purge Days” and
requiring Compliance Certification by each
individual employee to ensure records in
all formats at each and every desktop are
being managed in accordance with the
organization’s Records Management and
Retention policies. David estimates the
labor requirements for this at “4-16 hours
per end-user annually, excluding emalil
(email is estimated at approximately 10-15
minutes per day ongoing).” Mr. Stephens
strongly recommends this “as the single
most effective step in electronic records
retention implementation” practices for
organizations and noted that “if
organizations are not willing to do this, they
should forget about Electronic Records
Retention and Management.” There were
many questions posed on how an
organization can actually accomplish this?
His recommendations included tips on how
to organize an annual purge effort,
enforcement of penalties for non-
compliance, and audits by Corporate
Compliance Officer.

The lunch break included short product

overviews by some of the vendors and a

raffle that included some very nice gifts —

Star Trek DVD set, 24 TV series DVD set,

Movie Tickets, a 5 Pound Hershey Bar,

bottles of wine. An honorary gift was
bestowed upon the attendee who traveled the farthest, Mr. Steven Whitaker, all the way from
Nevada received the “Irreverent Guide to L.A.”. Most importantly, Barbara Cross provided a well
deserved acknowledgement and special thanks to GLA’s Conference Planning Committee — Alan
Schroeder, Rochelle Stephens, Penny Kaufhold, Chris Martinez, Barbara Nye, and David
Gaynon.

The afternoon continued with David’s “humorous anecdotes” for explaining various myths related
to Legal Issues in Records Management. 10 myths were reviewed and David offered realistic
facts for each of these RIM myths:

Myth 1 — In the U.S records management programs are mandated by statutes/regulations.

Myth 2 — New recordkeeping technologies must receive formal government endorsement before
they are “legally proven” and thus safe to implement.

Myth 3 — In the eyes of the law, some recordkeeping media are appropriate for use while others
are not.
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Myth 4 — Commercial transactions must be supported by original records and authenticated
signatures in order to be legally acceptable.

Myth 5 — In the U.S. records retention requirement are largely driven by the government.

Myth 6 — Based on the IRS model, most government-imposed retention requirements mandate a
7-year retention.

Myth 7 — Where statutes of limitations are relevant, we must retain records as prescribed by the
jurisdiction specifying the longest retention.

Myth 8 — Unless and until we receive a subpoena, we are at liberty to destroy records at our
discretion.

Myth 9 — In a litigation-intensive environment, long/indefinite retention is best since we must keep
whatever we need to defend ourselves.

Myth 10 — Retention periods are legally sufficient as long as they satisfy all applicable
statutory/regulatory requirements.

David concluded his presentation with a fabulous story about how he identified historical artifacts
from the 19th Century while working on a Copper Mining records inventory project in 1979. This
was during his early RM days and it was such a thrill for him to be able to arrange for the
collection of records to be donated to Michigan Tech University (MTU) and to the Smithsonian.
Many of the donated items turned out to be even more valuable than what these institutions
already had in their collections.

If you have never met David or experienced one of his workshops or presentations, | would
suggest that you do not miss the next opportunity as he truly does know how to make the subject
of records management come alive. Who would have thought that spending a whole day devoted
to the topic or RIM could be so enjoyable and worthwhile.

Finally, on behalf of the Greater Los Angeles Chapter of ARMA, a great big thank you to our
conference sponsors. Your generous donations were greatly appreciated by all of our attendees.
GLA ARMA is fortunate to have members and supporters such as yourselves who contribute to
the continued success of the chapter.
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Important ICRM Dates and Contracts

Jan Hodges, CRM
GLA Chapter

Here are some important dates and contact
information from the Institute of Certified Records
Managers.

ICRM Examination Schedule
Fall 2006

Original Application Due: Postmarked by July 1, 2006
Examination Application Due: Postmarked by September
1, 2006

Examination Dates: November 2-3, 2006

Contact Information for the ICRM:
Mailing Address:

Institute of Certified Records Managers
5818 Molloy Road

Syracuse, NY 13211

Telephone 877-244-3128 (Toll-free)
Alternate Telephone 315-234-1904
Fax 315-474-1784

Website: www.ICRM.org

Certification Maintenance Program
All Certification Maintenance Program requests must be submitted within six months of the date
of a qualifying activity. Don't put it off!

You can access your Certification Maintenance Program account at:
www.db.icrm.org/icrm

DID YOU KNOW: ARMA-GLA will refund successful CRM candidates for 50% of their
examination costs? If you are a recent CRM, contact Jan Hodges and she will coordinate getting
you reimbursed for these personal costs.

hodgesja@mattel.com

CONGRATULATIONS TO ARTHUR MEDRANO ON OBTAINING HIS CRM. ARTHUR WORKS
FOR RAYTHEON COMPANY.
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Records Management and Archives:
Bridging the Gap

David Farneth, CA, CRM, MLS
GLA Chapter

How Far Away is Digital Preservation?

Those of you lucky enough to have attended the annual GLA
chapter seminar—this year presented by David O. Stephens
in early March—undoubtedly came away feeling much better
informed about the current status and trends related to
electronic records management, and even, dare | say it,
invigorated to start working on these challenging issues.
[http://www.arma-gla.org/announcements/ERM Status &
Trends GLA Seminar.pdf]

Stephens presented his “top ten” issues in a plain-talking,
direct way that leaves little room for misinterpretation. While
addressing electronic records, he also reinforced some basic
tenets of records management along the way. One of my
favorites: “Purge days are critical! If you think you can get a
high rate of compliance without purge days, you're just
whistling “Dixie.”

He also drilled home another plain fact related to his issue number 10: records management’s
role in digital preservation. “We don’t know if we will be able to preserve digital data
permanently.” And repeated slowly for emphasis: “We don’t know if we will be able to preserve
digital data permanently.”

So, how far away is reliable digital preservation? The question provides another opportunity for
bridging the gap between records management and archives. After all, preservation is key
function of archival work, so it is logical to see what our archives colleagues are doing to preserve
electronic records. This column will summarize some the digital preservation work currently
underway in the archival community and provide links to these projects.

Reference Model for an Open Archival Information System (OAIS)
http://nost.gsfc.nasa.gov/isoas/

InterPARES [http://www.interpares.orq]

“The International Research on Permanent Authentic Records in Electronic Systems
(InterPARES) aims at developing the theoretical and methodological knowledge essential to the
long-term preservation of authentic records created and/or maintained in digital form. This
knowledge should provide the basis from which to formulate model policies, strategies and
standards capable of ensuring the longevity of such material and the ability of its users to trust its
authenticity.”

One InterPARES project is to develop MADRAS: Metadata and Archival Description Registry
and Analysis System. [http://www.gseis.ucla.edu/us-interpares/madras/] The project supports
comparative analysis of metatdata schemes. The site provides a catalog and links to prominent
schemas.
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Lifecycle Data Requirements Guide (LCDRG) [http://www.archives.gov/research/arc/lifecycle-
data-requirements.doc]

“The LCDRG establishes standards for NARA's structure and implementation of data to support
the lifecycle management of archival materials of all types and formats. The first edition of the
guide, issued in November of 2000, contains standards related to archival description. In
developing its standards, NARA consulted all relevant external standards to determine their
applicability to the description of NARA's holdings of federal and presidential government records
and donated materials and used these external standards as a basis for developing a standard
which best meets the needs of NARA's holdings. The LCDRG is updated frequently and will
expand to cover other portions of the records lifecycle over time."

PERM Project: Preserving the Electronic Records Stored in an Records Management
Application. [http://www.sdsc.edu/PERM]

Purpose and goals of the project: “The State of Michigan has installed and implemented a
Records Management Application (RMA) that captures, classifies and automates the retention of
software-dependent electronic records within a centralized repository. While the RMA is capable
of storing and providing access to electronic records, it cannot ensure that they remain accessible
as software becomes obsolete. The San Diego Supercomputer Center (SDSC) has developed
expertise with the issues and technologies needed to ensure that software-dependent electronic
records remain authentic and accessible as existing technology becomes obsolete. The State
Archives of Michigan and the SDSC want to develop and test a model for preserving the records
in Michigan’s RMA.”

Preservation Metatdata: Implementation Strategies (PREMIS)
[http://www.loc.gov/standards/premis]

A joint project of OCLC and the Research Libraries Group, this initiative “developed the PREMIS
data dictionary as a specification with the goal of creating an implementable set of "core”
preservation metadata elements, with broad applicability within the digital preservation
community. Supporting XML schemas allow for implementation of the core metadata element set
and are maintained in the Network Development and MARC Standards Office of the Library of
Congress.”

SUMMARY: In spite of all this research, we still don’t have an answer to the question. For
archivists to ensure the preservation of digital records and data, they must become involved
much earlier in the record lifecycle, ideally in the development of policies and systems that lead to
the creation of records. This is why it is crucial for records managers and archivists to work
together on digital preservation. After all, when working in an environment of rapid technological
change, how different can our approaches be when records managers need to guarantee access
to authentic and reliable records for long retention periods (50-100 years) and archivists need to
be thinking in terms of perpetuity?
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February Meeting Recap: Nurturing Partnerships

Mary Cusick
GLA Chapter

Our February 15 meeting was held at Pickwick Gardens in
Burbank. It was very easy to see why the membership wanted
to return to this venue for another chapter meeting -- the facility
is right off the 5 freeway, snuggled back just beyond Main
Street traffic. The event planners and servers couldn't have
been more accommodating.

Everyone welcomed a familiar face as our guest speaker was

none other than our very own Chapter President, Barbara

Cross, CRM, MLS and Executive Director of Records and

Information Management at Sony Pictures

Entertainment. Barbara has over 18 years of experience in the
field of Records and Information Management and extolled the benefits of developing successful
partnerships with her program, "Developing and Nurturing Partnerships with Other
Organizations."

David Farneth and James Bennett eagerly await the presentation.
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While Barbara flavored her presentation with real life experiences, she also engaged the
audience in dialogue by asking what makes a good partner, what are some reasons why

Barbara interacting with the audience.

partnerships fail, and who are potential partners?
Barbara follow-up these questions with solid
strategies to build strong partnerships within and
outside our organizations by exploring common
interests, sharing resources and tapping into
individual strengths. Finally, there's always room
for improvement, and Barbara continued her
presentation with a discussion on the benefits of
evaluating current relationships.

Barbara closed out her presentation reminding us
all to "Take Action!" Nurture new, mutually
beneficial partnership, and possibly dissolve
partnerships that are not working. Borrowing a
quote from Barbara's presentation, and wisely
worded by Supreme Court Justice Sandra Day
O'Connor, "We don't accomplish anything in this
world alone."

Robert, Raphael, and Antoinette chat during the chapter networking.
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Kay thanks Barbara on behalf of the chapter.

Photos by
Richard Yaussi
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Top Technical Tips

Michael Adler
GLA Chapter

Metadata: What is it and why should | care?
The Wikipedia defines metadata as:
Metadata (Greek: meta- + Latin: data "information™),

literally "data about data", are information about another
set of data.

A common example is a library catalog card, which contains data
about the contents and location of a book: They are data about the
data in the book referred to by the card. Other common contents
of metadata include the source or author of the described dataset,
how it should be accessed, and its limitations. (1)

Imaging systems, document management systems, and other
content management tools refer to the indexes to the content as
the metadata about the object or document. Deciding on the
correct metadata is critical for any content management
application. But that is a subject for another newsletter. In this
article, the metadata within a document are examined.

What's in that hidden metadata?

Pick a Word document (any Word document); click on “File” / “Properties”; and go to the
“Summary” tab. Here you will see some metadata about your Word document. If this document
was started by copying a prior document, you will often see the metadata from the copied
document.

If you use Outlook or Outlook Express for your e-mail, open any e-mail and click on File /
Properties and go to the Details tab. Here you will see information about the servers and web
addresses that brought this e-mail to you and at what time it was received on each of these
servers.

The metadata information contained in your electronic documents is considered in this article for
two reasons. First, you want to be careful about what you send where. The second reason deals
with the legal acceptance of electronic documents as described further below.

Why do you want to check the summary information before you send off a document? Usually it
doesn’t matter, but sometimes it does. Consider an Iraq policy paper posted by the White
House. The metadata quickly revealed to the press that the author was not a member of the
administration, but a political scientist at Duke University.

In another case, the British equivalent of the White House (10 Downing Street) released a report
called "Iraq - Its Infrastructure of Concealment Deception and Intimidation”. Parts of this report
were read by Colin Powell in his address to the United Nations. However, the listing of the last
edits of the document indicated that much of the document was copied from different articles, one
of which was written by a graduate student the previous year! How top secret and up-to-date
could that be? And what government wants to be caught engaging in intellectual theft?

March/April 2006 News and Views Page: 28



The Greater Los Angeles Chapter of ARMA International

Things can get worse (or better) when you use “Track Changes”. If you use “Track Changes” and
fail to accept all the changes but just select “Final” in the “Display for Review” box of the
“Reviewing” toolbar, all of the document history will be hidden, but still lurking in the document.
Why should you care? It just shows the evolution of the document, right? Usually that is true, but
sometimes that may not be a good thing for your organization. You can imagine that there were
some pretty surprised people when The New England Journal of Medicine discovered that
pharmaceutical giant Merck had literally deleted study data about Vioxx and heart attacks in one
of their documents. (Merck claims that the deletion of the heart attacks was made because they
had determined that the heart attacks had occurred after the cutoff date for data collection.)

There are many other examples of hidden data being accidentally left in documents. A United
Nations report about the assassination of former Lebanese Prime Minster Rafik Hariri showed
that information about Syria's involvement had been deleted. An official PDF file about the United
States soldiers killing an Italian secret service chief in Irag had black bars hiding portions of the
document, but the text was still there mixed in with the black bars and easily discovered by
reporters.

The lessons here are that it can be important to train key employees to check their work for
metadata and ensure that what should be there is and what should not be there has truly been
deleted.

You may also want to check out some of the software tools available to check for metadata and /
or remove it. Microsoft has a free add-in to their Office 2003/XP called Remove Hidden Data that
can be downloaded.(2) (Just go to www.Microsoft.com and do a search for Remove Hidden Data
Download.) Once installed, you can publish the final version of the document without any hidden
data by clicking “Remove Hidden Data...” from the “File” menu. It will prompt you for a new file
name and location for the version without hidden metadata. Once created, it is important not to
edit the clean document, or you will start to leave metadata back in the document.

Other products to check and clean documents are available from Workshare
(www.workshare.com), the makers of Deltaview; and from the Payne Group
(www.payneconsulting.com).

What can make electronic documents better than pape  r documents?

In one word: “metadata”. That same metadata that can cause problems when people get
deceitful can be invaluable in a court of law to prove a point. The time an e-mail was sent not
received, the actual people who edited a Word document, or the specific changes made to a
contract may all be critical.

There are now also concerns that there may be objections to paper copies of electronic records in
future legal cases, because it does not contain the metadata. In addition, it may be argued that
paper e-mail is too easy to forge as opposed to the electronic versions of the documents.

One other consideration is that with Excel, it may be the formulas, not the data that the opposing
attorneys and judge want to see. So just printing off documents for records management may not
be the right approach.

As a corollary to this discussion, it should be stressed that if you are looking at e-mail
management systems, make certain that they are able to preserve all of the metadata about the
individual e-mails.

So know your metadata!

Sometimes you need it and sometimes you don’t. Make sure that you understand the concepts
and the details. Then look to what your organization needs and what you can do. Can you help
with education, tools, or policy?
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Regardless, you can now make sure you aren’t the next person to send out a document with
embarrassing hidden metadata.

(1) See http://en.wikipedia.org/wiki/Metadata. Because this article quotes the Wikipedia, there is
no legal restriction relative to people's freedom to use, redistribute, improve, and share this
content.

(2) Please note that tips involving the installation of software or modification of software

should not be implemented by you on your PCs at wor k if your organization has a policy
against such operations. Itis recommended thatyo  u call your IT department if you have
any questions about your organization's software ad ministration policies.

Advertisement
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Save May 17" for Our Noon Program

Mary Cusick
GLA Chapter

Save the date for GLA ARMA's May 17th luncheon meeting to be held at Nestle USA in Glendale.
The topic will be "The Keys to Effective Presentations." The speaker will be David R Wilkerson,
M.A.

Date/Time: May 17, 2006

Registration & Networking: 11:30 -noon
Lunch noon-1 p.m.

Program 12:30-1:45 p.m.
Q&A/Announcements: 1:45-2 p.m.

David R Wilkerson, M.A., is a Chapter President and the Senior Archivist for IAP World Services,
Inc. David will be delivering a shortened version of the presentation made at the ARMA
Conference in Chicago, "The Keys to Effective Presentations." Topics will include:

Preparation and Presentation
Reduce and Control Nervousness
Content and Structure
Improve Your Delivery
Remember to be Remembered

It's What They're Looking At ...
Personal Dress
Supportive Visual Aids
Overhead Slides and Flip Charts
PowerPoint

If You Don't Do Funny ..
Why Humor is Important
No Jokes! This is not Stand-up
You're Your Own Best Material
Finding and Mastering Humor

RIM- Speak or Not to RIM-Speak
What is RIM-Speak
Acronyms and Abbreviations
Why You Need a Glossary
Handling Late Arrivals
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Call for GLA Award Nominations

Pilar McAdam
GLA Chapter

Does Your Company or Colleague Deserve
Recognition?
Nominate Them for a GLA-ARMA Award!

Every year, members of the Greater Los Angeles
chapter have the opportunity to nominate a company
or colleague to recognize their contributions to the
chapter and to the records and information
management profession. These awards are:

Employer of the Year — Recognizes an organization
(company, government agency, non-profit) that has
developed an outstanding Records Management
program or that has contributed to the chapter
through direct support (money, facilities, printing,
mailing, meals, parking validation, etc.) or that
supports employees’ participation in GLA (time
away from work, travel expenses, etc.)

Member of the Year — Recognizes the significant contributions to Chapter management, activities
and events by a chapter member during the course of the year.

William Benedon Professional Achievement Award -- Periodically bestowed on a chapter
member who has made significant contributions to the profession or the Association over an
extended period of time.

Nominations for both the Employer of the Year and Member of the Year awards are will be
accepted through 4/28/06. Nominations for the William Benedon Professional Achievement
award will be accepted through 5/12/06.

Please take a few moments to go to the nomination announcement, and use the submittal links to
tell us about those persons and/or organizations you'd like to see recognized for their
contributions. If you have questions, contact Pilar McAdam at (310) 416-3769 or via email at
pilar.c.mcadam@boeing.com.
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Trudi’s Tidbits for April

Trudi Tropp
GLA Chapter

COMING FULL CIRCLE

Robert Zimmerman (our MAN who meets, greets and
takes your money at each GLA meeting), has a new
career. When asked years ago, by his college buddy to
go into business together, he was busy being a Records
Manager. Well, we are so glad to announce that his
buddy's idea was great and Robert is now in the
transportation business. One of the neat services they
offer are limos for corporate events. Congrats,

Robert, as you venture into new territories.

DO-IT-YOURSELFER

Mary Cusick (City of Santa Clarita) did not get on Trading
Spaces or any other TV remodeling show. She did
remodel her home though. Now Mary, when are we all
invited to dinner???

TU HABLE ESPANOL?

Whether you do or not, you can take a vacation to Costa
Rica. Barbara Cross, CRM (Sony), enjoyed a relaxing
week there recently. How were those Pina Colatas,
Barbara? Did you get a tan?

HAVE CAR, WILL TRAVEL!

Trina Gaynon, currently seeking a job in the Valley, has the neatest wheels for interviews. She
just purchased a new silver Honda Hybrid. Perfect timing with the rise in gas prices. Congrats
on your new and beautiful buy. Anyone knowing of a Records Manager position should feel free
to e-mail Trina at tdbaker 1@netzero.net. I'm sure David Gaynon could provide a great (if
slightly biased) reference!

GUESTS/NEW MEMBERS
Iron Mountain's still adding new members. We welcomed Patricia Rios, Sales Rep, to her first
meeting with GLA.

Joseph A. Martinez, Sr. Acct Mgr of SW Region of OCE, joined us for the first time. He was
brought by Ann Lewis, who joined the OCE team in the past year.

Harry Krueger left his office at TAB to join us for our GLA lunch meeting at the San Antonio
Winery.

Elizabeth Hunter, Corp Legal Manager, was a lunch guest from Zenith Insurance Co.

Sossi Andonian and Nora Estudillo, both Executive Assistants and on the Steering Committee for
RIM, were visiting from Unified Western Growers.
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PRINCE CHARLES MARRIES IN U.S.

| just got word today, that Misty Gaxiola
married HER Prince Charles Aguilar on
February 11th. The event was royal for
them and we all wishing this special
couple a long, healthy and "happily ever
after".

Misty and her prince

KRISTEN TO BECOME A FOX
Kay Schardein, CRM of Nassar's JPL is excited to announce the engagement of her daughter

Kristen. She will marry Brian Fox on May 13th at Playo Del Carmen in Mexico.
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Kay's daughter Kristen with soon to be son-in-law Brian Fox.

LOST AND FOUND

Don't know the details, but Nisson has lost one of our CRM's, Lisa Shimamura. But, not to worry,
she was found and picked up by Computer Science Corp. Congrats to CSC for getting one of
GLA's finest.

RAFFLE PRIZES

Many thanks to all who bought tickets. We collected $140 for Feb/March.

Mike Adler, CDIA, MIT, PE of The Adler Group won the Emerson AM/FM Portable Weather Radio
donated by Antoinette Mann, CRM of Ictus.

Yours truly (me, of course) and Richard Yaussi, L.A.D.P.W. won the goodie bags donated by
Chris Martinez of Sunkist.

Jim Bennett won the backpack donated byRita Mendoza of Metropolitan Water District.
Kay Schardein, CRM of JPL won the Car Starter / Battery Charger / Power Source wi/Light
donated by Rita Mendoza of Metropolitan Water District.

Nora Estudillo, our guest, won the three piece wine set donated by me.
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