Volume XXVIII, Issue 3
February 2009

New Members:

- Laura Perry

- Melinda Curley

- Paige Brundage

- Jane Bitter

- Jacqueline Safran

- Craig Twellmann

Inside this issue:

Member Spotlight

Project Management for the Re-

cords Manager

ICRM Corner

Calendar and Schedule of
Events

Linda Perry Passes Away

Vendor Directory

Fun and Games

7

9

News and Views of the Austin Chapter of ARMA International

President’s Message

By Jannette Goodall

As records management profes-
sionals we understand the im-
pact a down economy can have
on our organizations. More
specifically, the impact it has on
records management programs.
Records management funding
is often the victim of a down
economy. By nature, we are a
resilient group with the reputa-
tion of being capable of solving
problems with a single leap. By
experience we know what it
means to “do more with less”
on a daily basis. Our job re-
quires consistent reinforcement
of the value our profession
brings to the organization. |
encourage you all to continue to
provide the high-level of exper-
tise that your organization has
come to rely on during the
“bull” years. The strength and
commitment you have demon-
strated to your organization will
be more valuable than ever
during this downturn.

| also know from personal ex-
perience the added stress and,
yes, frustration this can cause
to each of us personally. | want

..J‘.

to take a moment to remind
each of us that we have a won-
derful network of records man-
agement professionals within
the Austin area. Remember our
theme for the year, “Expanding
our Horizons, Staying Con-
nected.” Our Chapter has al-
ways risen to challenges and |
am confident that as a group
our profession will emerge from
the economic downturn with
flying colors. | encourage each
of you to take advantage of the
networking opportunities avail-
able through the monthly meet-
ings and other activities spon-
sored by the Chapter. In turn,
the Board is committed to con-
tinue providing networking op-
portunities to our membership
at the lowest cost possible. We
are able to do this through the
generous financial support we
receive from our local vendors.
Through the support of our ven-
dors, we are able to provide
benefits such as “free lunches”
at the monthly Chapter meet-
ings. This benefit alone makes
Austin unique from other Chap-
ters in the SW Region.

As you may have noticed, my

messages to the Austin Chapter
typically have a call to action
within the message. | am proud
to say that with each call to
action, you have responded as
only Austin can respond. With
that in mind, | have another
request, as | mentioned we are
able to provide benefits to our
members only through the sup-
port of our vendors. Just as
many of our organizations are
facing budget cuts, our vendors
are experiencing the same is-
sues. At the March meeting, we
have scheduled a “Vendor Ap-
preciation and Trade Show”
theme for the meeting. Each of
our vendor supporters will have
the opportunity to network and
educate us on their services
and products. | am personally
challenging each member to
attend this meeting and if possi-
ble bring a guest. This is our
opportunity to show our vendors
how much we appreciate their
support for our profession but
more importantly their support
for the Austin Chapter. Some of
you may remember the phrase,
“Be There or Be Square.”
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Treasurer’s Report

Starting Balance as of 11/1/2008:

Ending Balance as of 1/31/2009:

8,030.96

11,435.58
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CAPITALIZE ON YOUR INFORMATION ASSETS

rely on a SINGLE SOURCE for all of your
ON-SITE records management needs
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Member Spotlight: Karen Ullrich

Name: Karen Ullrich
Member Since: 2004

Current and/or Past Board Posi-
tion (indicate year of service):
Publicity Chair 2009

Company: Texas Office of the
Attorney General — Child Sup-
port Division — IT Services

Email Address:

karen.ullrich@cs.oag.state.tx.us

Pets: None at this time, but | did
have a pet cockatiel for 20
years.

Hobbies: gardening, traveling
to national parks (20 so far),
hiking, stained glass

Favorite Book/Movie: Books —
the robot novel series by Isaac
Asimov

Movie - Sabrina the one with
Harrison Ford

Claim to Fame: | was in the
Pecos, Texas newspaper when
the 5t grade class | taught
there, had their letters to the
editor featured in an article.
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Welcome to the
ARMA-Austin
Board, Karen!

Project Management for the Records Manager

By Bruce L. White, CRM, PMP

Risk — the term conjures up
danger, uncertainty, a gamble.
In the project world, risk does
not mean uncertainty. Uncer-
tainty implies only that an event
may or may not occur. Risk
implies

knowledge of the probability of
an event occurring. One is man-
ageable, the other not. In the
project world, risks are some-
thing that all project managers
will have to deal with, in one
form or fashion. All projects
have some degree of risk, no
matter the size or scope...As a
project manager, you will need
to develop a project risk man-
agement plan.

The challenge for the project
team is to identify potential
risks, evaluate their potential
effect on the project and de-
velop a response plan that will
mitigate the effect on the pro-
ject. This process sounds
daunting but if you have devel-
oped a disaster preparedness
and recovery plan for your or-
ganization, you can apply the
same techniques to a Project
Risk Plan. Here is a brief guide

to putting one together.

There are essentially three
steps to risk management plan-
ning. They are 1) Risk Identifica-
tion, 2) Analysis and Quantifica-
tion, 3) Risk Response, and 4)
Risk Monitoring and Control.
The first, Risk Identification
entails identifying and quantify-
ing risks, can be difficult and
challenging. One of the best
approaches is to conduct is a
workshop with project stake-
holders. These are individuals
who have a vested interest in
project one way or another and
may include senior manage-
ment and the project sponsor (if
one identified), the project man-
ager and team, customers and
users, and contractors, vendors
and suppliers. Use a combina-
tion of brainstorming and re-
viewing of standard risk lists. In
addition, if the organization has
maintained records of past
projects, these histories can be
consulted, providing the group
with a place to start.

There are different types of
risks and we need to decide on
a project by project basis what
to do about each type. Here

are a few of the typical ones
associated with implementing a
large system:

= Volatility of requirements: are
the customer’s requirements
well defined or loose and struc-
tured.

< Organization climate/buy-in:
is the organization ready for the
system, which may change how
employees do their work.

< Management support: is
management really committed
to the project or are they paying
lip service.

< Size and complexity.

= Changes and complexity of
the technological.

= Inexperience of the project
manager and staff with the
application and hardware.

< Resource (staff and funding)
availability.

< Government regulations.

A common problem in the proc-
ess is to state assumptions
instead of applying risk analysis
and quantification, such as:

< The project team will have a
full team by June 5th.

< The equipment and software
will be installed by November
17th.

< The customer will sign off on

See “Project Management” on Page 6...
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Oracle Corporation (NASDAQ: ORCL) is the world’s largest enterprise software company. For more
than 30 years, Oracle has helped customers get up-to-date and accurate information from their
business systems—information used to collaborate, grow their business, measure outcomes, and
report results with confidence.

Since launching the world’s first commercial relational database in 1977, Oracle has led through
continuous innovation and a relentless focus on customer success, providing reliable, secure, and
integrated technologies that help customers access the knowledge they need to respond to market
conditions with speed and agility. Today Oracle provides database, middleware, and collaboration
products; enterprise business applications; application development tools; and professional ser-
vices for businesses and organizations worldwide. For more information, visit www.oracle.com.

ORACLE
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ICRM Corner: A Few Study Resources for the CRM Exam

By Kevin Waldrup, CRM

In the last ICRM Corner, | ex-
plained the education and ex-
perience requirements needed
in order to qualify to take the
CRM exam. | thought it would
be a good idea to now briefly
mention a few good resources
that the CRM candidate would
want to have included in their
study materials. I'm mentioning
these books in this article not
only because they are good for
the CRM candidate, but also
because in my opinion, these
are two great books for anyone
who just wants to learn about
the principles and
practices of Records
Management.

The first book I'll
mention is titled,
“Information and
Records Manage-
ment: Document-
Based Information
Systems” 4th Edition,
by Mary F. Robek,

Gerald F. Brown, David O.
Stephens. This book discusses
many of the topics we find in

the records management indus-

try. Within its 19 chapters, the
reader will learn about records
retention, filing systems, image

technology, records center man-

agement and archives manage-
ment just to name a few. This is
the main book that I have rec-
ommended to our chapter’s
CRM study group. Although it is
out of print, this book can still
be found for sell by retailers via
the web. Its International Stan-
dard Book Number (ISBN) is
0028017935. This book was
originally published
in 1995. It's a hard
cover book with 600
pages.

The second book I'll
briefly mention is
titled, “Records and
Information Manage-
ment: Fundamentals
% of Professional Prac-
tice” By William Saf-

fady. This book has 8

chapters that cover rds and
topics such as records Information
retention scheduling, Management

vital records programs,
and managing active
and inactive records.
The study group has
recently started to
take a closer look at
this book. It can be
found in the ARMA
bookstore on the ARMA interna-
tional website. Its ISBN is
1931786178. This is a more
recent book that was published
in 2004. It’s a hard cover book
with a little over 200 pages.

Both of these books provide the
readers with a great Records
Management foundation. They
examine many of the areas that
Records Managers face in their
day to day jobs. These two
books, as well as many others
great resources can be found in
the ICRM Study Bibliography.

|t by b

Please feel free to contact me at

Kevin_Waldrup@dell.com or call
me at (512) 723-9670 for more

information. O
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March 2009

Schedule of Events sun Mon Tue Wed Thu =1 Sat
1 2 3 Board of 4 5 6 7
- 3-3-2008— ARMA Austin Board of Directors’ Directors’ Megt-
Meeting. Members are welcome to attend. ing
- 3-10-2008— ARMA Monthly Chapter Meeting. 8 ) 10 ARMA 11 12 13 14
This month is our Vendor Show; please attend Austin Chapter
and show the vendors we appreciate their spon- Megting
sorship.
- 4-1-2009— ARMA Austin Spring Seminar, with 15 16 17 18 19 20 21
John Isaza, Esq., on the UT JJ Pickle Research
Campus. See our website for more details. 22 23 24 25 26 27 28
- 4-8-2009— ARMA Austin Board of Directors’

Meeting. Members are welcome to attend. 29 30

31
- 4-14-2009— ARMA Monthly Chapter Meeting. -
Speaker to be announced. Ap r I 2 O O 9
- 4-18-2009— Shred Day at Austin High parking 3
lot. This event will be our largest yet; please sign RS0 Mon Tue Wed Thu Fri Sat

up to volunteer! 1 ARMA Austin 2 3 4
Spring Seminar—JJ
Pickle Center
All events are held at Goodwill Industries (1015
Norwood Park Boulevard 78753), unless otherwise  § 6 7 8 Board of Dire- g 10 11
stated. tors” Meeting
12 13 14 ARMA 15 16 17 18 Shred
Austin Chapter Day—
Megting Austin High
19 20 21 22 23 24 25
26 27 28 29 30

EMC:
where information lives®
When you apply intelligence to
your information, every move

you make drives business.

Your business moves on information. How you store,
manage, and leverage that information is the role of

Reset enterprise content management. A coherent strategy for
i managing your enterprise content gives you access to vital
your s tra [EgY information, empowers collaboration, and drives good

decision making. The right strategy and the right system will
also ensure security, maximize compliance, and allow you to
cut costs at every turn.

Let us show you how at www.EMC.com.

EMC?, EMC, and where information lives are registered trademarks of EMC EMLC |
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Corporation. © Copyright 2008 EMC Corporation. All rights reserved. = enum
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Project Management (continued)

These assumptions are great
but what happens if they don’t
occur. Stating they can go a step
further and weigh the assump-
tion doesn’t go far enough. If a
project team can anticipate a
risk, then consequences. The
basis for an assumption now
becomes a criterion for accep-
tance.

and impact is low, it is a Me-
dium risk. On the other hand if
impact is high, and probability
low, it is High priority. Aremote
chance of a catastrophe war-
rants more

attention than a high chance of
a hiccup. Eventually, the group
should be able to reach a point
when they can provide some

type of as-

. A

This sets up thg I MediLm critiesl | S€Ssment of
anaysisand || of the estr
Quantification. =" . mates.

Risk can be quan- E - L High

tified in two di- & |Thethirdstep
mensions; the. 2 3 45 pf the process
|mg<’icr:1t of tht()e rtl)glk Tngeact |shdetterm|n|ng
and the probabil- what re-

ity that it will oc- sponse in

cur. Each organization

typically has its own methodol-
ogy for risk quantification. For
simplicity, rate eachonalto 5
scale; the larger the number, the
greater likelihood of the impact
or probability. By using a matrix,
a priority can be established.

Note that if probability is high,

necessary for each identified.
There are four things you can
do:

< Avoid the risk totally by doing
something to remove it. An ex-
ample could be using another
supplier.

= Transfer the risk by making
someone else responsible. Per-
haps a Vendor can be made

responsible for a particularly
risky part of the project.

= Mitigate the risk by taking ac-
tions to lessen the impact or
chance of the risk

occurring. If the risk relates to
availability of resources, draw up
an agreement and get sign-off
for the resource to be

available.

= Accept the risk. The risk might
be so small the effort to do any-
thing is not worthwhile.

Any risk response plan should
include the direction agreed
upon and action items to ad-
dress this direction. The actions
should include what needs to be
done, who is going to do it, and
when it should be completed.

The final step is to continually
monitor risks to identify any
change in the status, or if they
turn into an issue. The best
method is to hold regularly

e
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scheduled risk reviews to iden-
tify actions outstanding, risk
probability and impact, remove
risks that have passed, and
identify new risks.

Risk management is not a com-
plex task. If you follow these
four steps, you can develop a
risk management plan for a
project in a short space of time.

Without a risk management
plan, the success of the pro-
ject, and your reputation as a
Project Manager, are on the
line. Follow these steps and
you will increase your chances
of success.

Reprinted with permission from
the Fall 2007 issue of the
ICRM's ProfessioNotes newslet-
ter. O
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Acratod of Austin provides a full range of
flimg, starage, furnitare, and seating solutions
1o optimize your office envirnment

We bring over 50 yedrs contbined experiencs to
deliver solutions that not only save space, but save
 timg — and have substantial ROI. From simple
storage solutions 1o comples workflow tracking,
Acratod will provide the solution vou need

Comtact Acrakod (317 4510198 fora free filing
systems survey. Visit our website www sritod.com.

ACRATOD of Austin, Inc.

2605 Duell Ave,, Austim, TX 78757 = (512) 431-0198 = www acratod.com

Linda Perry Passes Away

Information obtained from the
Dallas Chapter website

www.armadallas.org :

Itis with deep regret that the
Board of Directors and mem-
bers of the Dallas ARMA Chap-
ter acknowledge the passing of
our Executive Vice President,
Linda Perry.

Linda was an outstanding mem-
ber of the Records and Informa-
tion Management Profession
and has brought a lot of knowl-
edge, vitality, and vigor to the
Dallas ARMA Chapter.

We send our prayers, thoughts,
and sympathy to Darrell Perry
who also serves on our board of
directors and all the rest of
Linda’s family.

There will be visitation with the
family on Wednesday, February
11, 2009 from 6 p.m. to 8 p.m.
at Bluebonnet Hills Funeral
Home, 5725 Colleyville Blvd
(aka Hwy26), Colleyville, TX
76304.

A Memorial Service will be held
on Thursday February 12th at
12:30 p.m. at Bluebonnet Hills
Funeral Home, 5725 Colleyville
Blvd (aka Hwy26), Colleyville, TX
76304.

http://
www.armaedfoundation.org/
lindaperry.html

o
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Special Projects
Update

Sponsoring the Declaration of Independence:

We are still waiting for information from Hugh Smith about
getting this project up and running. Stay tuned for details.

Child, Inc. www.childinc.org:

There are currently two processes underway for Child, Inc.
An inventory is being conducted for the organization, as
well as setting up an electronic document management
system. Both processes are moving along well.

As the project gets further underway, we will put out a call
for short-term volunteers to work 1-2 hour shifts.

If you are interested in volunteering for either project,
please contact Jannette Goodall at: 974-9045 or
jannette.goodall@ci.austin.tx.us
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ARMA Austin Vendor Directory

A 1RON MOUNTAIN

The Leader in Records & Information Management

Cindy VonGonten, Account Manager
4121 S. Industrial Drive

Austin, TX 78744

512-912-2081

Cindy_vongonten@ironmountain.com

!

ihere information fves

Shauniquea Eure, Marketing Manager
8444 Westpark Drive, Suite 900
McLean, VA 22102

703-970-5216

Eure_shauniguea@emc.com

ORACLE

Damarys Quintana, Field Marketing Manager
222 W. Las Calinas Blvd., Suite 1000
Irving, TX 75039

Damarys.quintana@oracle.com
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Troy Menchhofer

600 Round Rock West Drive, Suite 604
Round Rock, TX 78681

512-848-4383
TImench@southwestsolutions.com
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Liz Grieco Cunningham
Balcones Resources
1101 East 11t Street
Austin, TX 78702
512-472-3355, ext. 238

lcunningham@balconesresources.com
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Craig Folkman, President
Acratod of Austin, Inc.
2605 Buell Ave.

Austin, TX 78757
512-451-0198, ext. 106
cfolkman@acratod.com
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2008-2009 Board of Directors:

Jannette Goodall, President 974-9045
Jannette.goodall@ci.austin.tx.us

Scott Willrich, Vice President 255-3721
Scott.willrick@tmrs.com

Cindy VonGonten, Past President 848-8603
Cindy.vongonten@ironmountain.com

John Carroll, Secretary 225-3729
jcarroll@tmrs.com

For the Record is published five times a year by the ~ Margaret Hermesmeyer, Programs 463-2154

Austin Chapter of ARMA International for its Margaret.hermesmeyer@oag.state.tx.us

members and the records and information Vicki Bryant, Programs 424-1945
. Vicki.bryant@us.tel.com
management community at large.

Andy Montoya, Treasurer 542-6143

Andres.montoya @trs.state.tx.us
We welcome your comments, knowledge, and Karen Ullrich, Publicity 460-6819

especially your contributions! If you'd like to submit Karen.ullrich@cs.oag.state.tx.us
an article, book review, or Chapter meeting re-cap,  Mary Hilliard, Membership 602-4702

please contact Debra Korty at: Mary.hilliard@amd.com
debra.korty@ci.austin.tx.us Jessica Chavez, Seminar 990-4363

jessicac@cityofpflugerville.com
Karen Thompson, Seminar 990-4363

ARMA International is a not-for-profit professional . ,
- . . karent@cityofpflugerville.com
association and the authority on managing records  ..in Waldrup, ICRM Liaison 728-9670

and information—paper and electronic. There are Kevin waldrup@dell.com
over 10,000 members worldwide. Debra Korty, Newsletter Editor 974-6427

Expanding Horizons—Staying Connected Debra. korty@ci.austin.tx.us
Tammy Russo, Webmaster 723-1959

Tammy_russo@dell.com

www.arma-au Stl Nn.orq Vickie Stephens, Support 974-3318
: : = stephensjvs@aol.com

Fun and Games

Clairvoyant
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Unscramble the tiles to reveal a message. -Dick King

See page 8 for answer
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