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October 2007 We had a great start this year with our September 11 program on Business
Resumption. Paul Bergee presented some great information that we were able to
take back to our businesses to check on our current plans and ensure we are ready
for any disaster.
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Page 2 ARMA International Annual Conference in Baltimore is fast approaching October
Tell Us How to Get 7-10. You still have time to register. This is one of the few opportunities available
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to get training in several areas of records and information management that
Page 3 otherwise would not be so easily available. If you are attending the conference,
Mark Your Calendar don’t forget to join our Great Lakes Region Chapter Member of the Year Toast.
Page 4 The event is lots of fun. It is a chance to share some camaraderie with our other
It’s Not Too Early region’s chapters and honor those that have made significant contributions to our
Page 5 chapters this past year. In addition, don’t forget the annual tradition of exchanging
Highlights from chapter’s pins at the conference. If you need some of our chapter pins to take part in
ARMA International this ritual, contact Diane Vultaggio. She will provide you with a few of our
Page 5 chapter’s pins for you to exchange.

Great Quotes
Our upcoming program will be held on October 16 at American Family Insurance

i??:s;ng Your Company on Madison’s east side. The topic is Cybersleuthing. Doug Elrick will
Current BCP Status present a guide to the essentials of electronic discovery. Do not miss this

presentation! Electronic discovery is one of the hot topics of the day and we want to
make sure we are not caught off guard.

AnyDoc Software is sponsoring a free seminar on imaging in Waukesha. The
seminar: "How to Benefit from Imaging: Emerging Technologies in Scanning, Data
Capture and Content Management™ will discuss how to:

e Reduce the inefficiencies caused by misrouted and lost documents.
e Eliminate the hidden costs associated with manual data entry.
e End the need for costly physical document storage and retrieval.

I hope you take advantage of these opportunities available to you to expand your
information management knowledge. I look forward to seeing you soon.
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TELL USHOW TO GET IN TOUCH WITH YOU!

Help us keep in touch with you, our greatest resource—ARMA-Madison Members!
We use e-mail often to update you on happenings of our chapter. Make sure we
have your correct e-mail address and, as always, your current postal address.

September Attendees: Ana Aquino-Perez, Jodie Armstrong, Paul Bergee (speaker),
Matt Berrigan, Carrie Brudo, Thom Dahlen, Pam Duane, Roger Housner, Tim
Hughes, Priscilla Jarona, Janet Nelson, Rosemary Stark, Yvonne Subak, and Diane
Vultaggio.

STATE-OF-THE-ART
RECORDS MANAGEMENT CENTER

VErona, WI

Services PROVIDED

* Offsite Records Storage * Locally Owned & Operated

Vault Storage & Media Rotation ¢ More Than 20 Years Experience

Scan-0On-Demand One Hour Delivery
Same Day Pickup & Delivery
Scanning & Conversion Services
Retention Scheduling & Destruction
Supplies, including Boxes

Full Service Records Storage Center |
Electronic Delivery within One Hour |,
Same Day Pickup & Delivery
Access 24 /7, 365 Daysa Year
State-of-the-Art Secured Facility

Please visit us online at www.mtmimage.com or call 608.848.0900!
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The information contained in this newsletter does not necessarily reflect the views of the
membership or the editor nor is there any endorsement of ads, seminars, articles, or commentaries
intended.

© ARMAdison October 2007. Reproduction is permitted with credit reference.
ARMAdison is published monthly from September through June. We welcome all letters,
comments, and contributions from members. Send to:

Rosemary Stark, Editor
910 W. Wingra Drive
Madison, WI 53715
(608) 251-2129 ext. 1004
rosemary.stark(@strand.com

Contributions or gifts to the Association of Records Managers and Administrators, Inc. are not
deductible as charitable contributions for United States Federal Income Tax purposes.

ARMA MADISON WEB SITE
http://www.armamadison.org/

Check the ARMA Madison Web site frequently as new
information is posted as it becomes available.

MARK YOUR CALENDAR

October 7-10, 2007: Are You Up to the Challenge of Managing Records &
Information, ARMA International 52" Annual Conference & Expo, Baltimore
Convention Center, Baltimore, MD

October 11, 2007: Evolution of Forms, BEMA Madison 30™ Anniversary
Celebration, Inn-on-the-Park and Great Dane Pub, 12-7, chenry@amfam.com or call
(608) 242-4100, ext. 31532.

October 16, 2007: Cybersleuthing: A Guide to the Essentials of Electronic
Discovery, Doug Elrick, ARMA Madison Chapter, American Family Insurance, late
p.m.

October 24, 2007: Giving Depositions, Jonathon Cooper. ARMA Milwaukee
Chapter, www.armamilwaukee.org

November 13, 2007: Tour of the Wisconsin Department of Revenue, ARMA
Madison Chapter, late p.m.

December 11, 2007: Financial and Consumer Fraud Protection-Protect Yourself,
Jeanne Benink, ARMA Madison/BFMA, Inn-on-the-Park, 7:30 a.m.

May 4-8, 2008: BFMA 2008 Symposium, Las Vegas, NV

October2007 Page 3




ARMAdIison

IT"SNOT TOO EARLY!!

December 11, 2007, is the joint meeting of the Madison Chapter of ARMA and
BFMA. This is always a charity event with a raffle sale of donated items with
proceeds going to preselected local organizations. Start preserving that produce from
your garden by making jams, jellies, salsas, sauces, and anything else that appeals to
the senses. Get out the hammer and glue gun! Click those knitting needles/crochet
hooks! All donations to the raffle are welcome.

Hope your projects are in high gear. Let’s make this the best year ever!

PRESIDENT

Ana Aquino-Pérez

WisDOT Records Officer

4802 Sheboygan Ave Rm. 104
PO Box 7915

Madison, WI 53707-7915
608-266-5290
ana.aquino-perez(@dot.state.wi.us

ARMA MADISON BOARD OF DIRECTORS

VICE PRESIDENT- VICE PRESIDENT-
PROGRAMS MEMBERSHIP

Tim Hughes, CRM Priscilla Jarona

Madison Gas & Electric PJ Consulting Services LLC
P.O. Box 1231 Columbus, WI

Madison, WI 53701-1231 (920)623-2744

(608) 252-4799 pjconsultsves@sbeglobal.net

thughes@mge.com

VICE PRESIDENT-SEMINAR
Lori Ashley, Senior Consultant
Cohasset Associates, Inc.

S47 W37962 Cedar Circle
Dousman, WI 53118-9592
(262)-965-4995
loriashley@wi.rr.com

PAST PRESIDENT
Priscilla Jarona

PJ Consulting Services LLC
Columbus, WI
(920)623-2744
pjconsultsves@sbcglobal.net
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SECRETARY TREASURER

Jodie Armstrong Diane Vultaggio

WI Alumni Research WI Employee Trust Funds
Foundation 801 W. Badger Rd.

PO Box 7365 Madison, WI 53713

Madison, WI 53707-7365 diane.vultaggio@etf.state.wi.us
(608)263-6050

jarmstrong@warf.org

CHAPTER ARCHIVIST

Pam Duane, CRM

Madison Gas & Electric Co.
P.O. Box 1231

Madison, WI 53701-1231
(608)252-7192

duane@mge.com
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HIGHLIGHTS FROM ARMA INTERNATIONAL
Technical Report on Managing Electronic Messages Released

Procedures and Issues for Managing Electronic Messages as Records — This
ANSI/ARMA Technical Report, which is the implementation guideline for the
ANSI/ARMA Standard, Requirements for Managing Electronic Messages as
Records, addresses concerns typically confronted during the implementation and
management of any text-based electronic messaging system or communication, such
as e-mail or instant messaging.

The new technical report is now available as a PDF download in the ARMA
bookstore. The print version will be available in mid-October 2007.

2007 Electronic Records Management Survey Results Now Available

Results from the Cohasset/ ARMA/AIIM Electronic Records Management Survey,
conducted earlier this spring, are now available. An executive summary is available
free to ARMA International members at
www.arma.org/pdf/news/2007erecordssurvey.pdf. Complete results are available in
the white paper Electronic Records Management Survey: A Call for Collaboration,
prepared by Cohasset Associates.

From this summary, you will see that although progress has been made in some
areas, there is still a need for action to better manage electronic records. For
example, 40% of the organizations represented still don’t include electronic records
in their retention schedules. Even more disconcerting, almost 40% do not have a
formal records hold order system in place, and 44% don’t include electronic records
in their records holds. The report contains valuable information you will want to
share with your associates and management.

ARMA International is pleased to have once again co-sponsored the survey and
trusts you will find the survey report useful.

Again, the complete report is available for download free of charge from Cohasset’s
MERTresource.com portal at www.MERresource.com/whitepapers/survey.htm.

GREAT QUOTES

Unless you walk out into the unknown, the odds of making a profound difference in
your life are pretty low.

Tom Peters
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your data + our keep = DATAKEEP

H

®

‘The safest, most secure place for your records’

paper documents | media rotation | web-based access
all day - all night - all year

§

Datakeep, Inc. = 2538 Daniels Street = P.O. Box 148 = Madison, WI 53701-0148 = 608.221.3212
www.datakeepinc.com

Kaxd

Milwaukee
o, Mowlisan

f}.\.\"- ;
ﬁé cvélling &

Shredding

AAA NAID Certified
Document Shredding & Grinding
HIPAA & FACTA COMPLIANT

Celebrating our 32th year!

Sample of shredding services...

ALL PAPER DOCUMENTS

CD'S. FLOPPIES. VHS

SECURITY CONTAINERS SUPPLIED
DESTRUCTION CERTIFICATES

| Two locations to serve you! I

3000 8 163" St 710 Watson Ave
New Berlin, WI 53151 Madison WI 53713
(262) 786-7307 (608) 274-KARD <5273>

Toll free (800) 786-8585 I
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ASSESSING YOUR CURRENT BCP STATUS
By Rosemary Stark

Is your business prepared for a disaster? If you have a business continuity plan
(BCP) in place, will it work? Paul Bergee, CBCP, Bergee Business Continuity
Planning LLC, gave attendees of the September 11, 2007, meeting of the Madison
Chapter of ARMA some things to think about as he gave a presentation on disaster
planning. He provides business continuity consulting to health care organizations,
manufacturing, financial institutions, and nonprofit organizations. He previously
was the Director of Business Continuity Planning for CUNA Mutual Group in
Madison. Besides the position with CUNA, Paul also served on the Disaster
Recovery Institute International Certification Board, was founder and past president
of the Business Disaster Recovery Planners Association of Wisconsin, and helped
coordinate business and municipal testing for United States and international cities.

Organizations of 1,000+ have a fair to good continuity plan, small organizations had
poor to very poor plans, and the status of government agencies is unknown. When
Paul asked the attendees if their business had a BCP, about one-fourth of the group
raised their hands.

Paul presented four assumptions a
business should make: (1) assume you
will be on your own in a disaster; (2)
assume that insurance is only part of
the solution; (3) assume that your BCP
response needs to start within minutes
of the disaster; and (4) assume that a
disaster or business interruption can
occur at any time.

There are a number of ways to
measure the organization’s BCP. An
organization can ask for an audit, get a
checklist, buy a software package, hire
a consultant, conduct a live test, go to
a conference, and last, become
paranoid.

Paul Bergee, CBCP, Bergee Business
Continuity Planning LLC talked about tasks
that should be implemented in a BCP.

(Cont. on page 8)
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Assessing Your Current BCP Status
(Cont. from page 7)

Paul provides checkpoints, audit, and preparation items organizations should address
in their business interruption planning program. Points are scored for response
details, Command Center details, predisaster details, and additional details. Some of
these checkpoints include your response activation procedures, Command Center
location, media management, employee management, Command Center and
building security, training response teams, and testing of the BCP.

Each item receives one point to be scored for a maximum of 52 points. If your score
is 52, you have a good chance of surviving a disaster. If your score is less than 52....

Although Paul’s checklist is geared to businesses, many of the items on his checklist
could be applied to our families. We may know where our important papers are kept,
but do others in our family have a clue. Have we prepared a contact plan if a
tornado, flood, or fire occurs? How long before the family is “back in business?”
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Discover How To Benefit From Imaging

. . Timet
How to Benefit from Imaging: October 111, 2007
Emerging Technologies in Scanning, Registrafion: 11-1130 am
Data C and Content Manageme Seminar & Lunch: 1130 am - 2pm

Location

You are invited fo have lunch with us at Microsoft’s Microsalft Seminar Facility
fﬂci[iiy in Waukesha, Oct. 11th. Join pﬂnet members EJ];\??;IZSS Hx
Mike York of Assertive Systems, Scoft lewis of Waukesha, W1 53188

h: 262.446-5200
Computhink and Mary WagnerWebb of AnyDoc P

Software for an educational lunch-and-leam seminar. Register “"_
www.computhink.com

Sponsors: Computhint AnyDoc @ FUifTSU
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