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T he April 15th ARMA NNJ meeting was held at 
the Woodbridge Hilton and attended by a combi-

nation of new and familiar faces. The networking and 
cocktail hour led to dinner which as always provided 
a great opportunity to hear what other members are 
working on, share ideas and resources, and in general, 
have a good time. Following the dinner, Chapter 
President, Kathleen Timothy opened the meeting by 
welcoming everyone and introduced the evening’s 
guest presenter. Allan Schweighardt.  

Allan is a Senior Technology Specialist with the Mi-
crosoft Corporation, having over twenty years of ex-
perience working in the tech industry. His presenta-
tion titled, “What Can SharePoint Share With You 
About Managing Your Organization’s Information 
Assets?” focused on the product’s features and capa-
bilities that benefit records management programs. He 
started the presentation by providing a broad over-
view of what SharePoint is and how it works. Real 
world examples of the system’s features were illus-
trated by using a sample intranet portal for a fictitious 
company, Litware Inc. He covered SharePoint’s fea-

tures using the intranet page as a model demonstration 
which made it easy to understand what it does and 
how SharePoint can be used.  

Allan went over the tools and the resources Share-
Point offers organizations with focused attention on 
the benefits it provides records management profes-
sionals. Some of the features included “Enterprise 
Document Repository” which allows users easily to 
file information into predefined folders, classify re-
cords and include metadata to make them more acces-
sible and easy to share. “Information management 
policy settings,”  another feature that allows users to 
set retention and expirations based on creation, use 
and activity levels, was also demonstrated.. 

These features allow organizations to improve their 
control and management of electronic records and 
meet regulatory and legal requirements.  SharePoint is 
designed to improve accessibility, ensure and protect 
the integrity of the content, register changes and au-
thorization and ensure saved information is accessible 
only to authorized personnel. Most importantly Share-
Point ensures that information cannot be altered or 
deleted and is kept according to retention require-
ments. It is possible to limit access at any point and 
provide settings that retain info for a defined time pe-
riod.  

Similar benefits using Microsoft Exchange Server 
2007 were also briefly covered. It can be applied to 
control an organization’s email, phone and instant 
messages, providing better control, compliance and 
efficiency for an organization. Allan fielded a number 
of chapter member questions and gave out some gifts 
before wrapping up the presentation. The evening 
concluded with a raffle for a copy of Microsoft 2007 
software suite was won by ARMA NNJ Vice Presi-
dent of Membership,  Lori Green. 

We hope you can join us for the next meeting on May 
20’th! 

 

Above: Allan Schweighardt of Microsoft Corp. presents “What 
Can SharePoint Share With You About Managing Your 
Organization’s Information Assets?” 

-see “SharePoint”on page 3 - 
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“SharePoint” continued 

Above: Alan hands out materials for the presentation. 

Above: ARMA NNJ President Kathleen Timothy introduces Allan 
Schweighardt of Microsoft Corporation (below) to the ARMA 
NNJ chapter. 
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Above: ARMA NNJ guest, left, President Kathleen Timothy 
(standing) and chapter Secretary/Archivist Anthony Abbate 
(right) share a laugh during the networking hour.. 

Above: Members of ARMA NNJ listen to introductions at the 
April 15th chapter meeting. 

Above: ARMA NNJ Vice President of Membership, Lori Green 
offers the ticket jar to Webmaster Murez Sandy after the presen-
tation. 

Above: Manning the ARMA NNJ Chapter meeting registration 
desk are left to right: ARMA NNJ Secretary/Archivist Tony 
Abbate, ARMA NNJ Membership Director Lori Green and chap-
ter member Larry Osusky. 
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Book Review  
by Seth Beim 

Director III ARMA NNJ Chapter 

 

“Information and Records Manage-
ment: Document-Based Information 
System” by Mary F Robek, David O 
Stephens, Gerald F Brown (4th Edition) 

 

W hen asked by the board to write a summary 
on a book from the chapter library one 

quickly came to mind, Information and Records 
Management. It is regarded as the standard refer-
ence book in the field but unfortunately it is out of 
print and not very easy to find copies. I consider 
this book my top choice because I find it to be 
great general resource covering many different Re-
cords Management subjects. It is perfect if you 
need to quickly look something up at work or want 
to get a better understanding of specific areas of 
RIM. I keep a copy in my office and it comes in 
handy when I need to reference anything from mi-
crofilm to retention sources. New records manage-
ment professionals will also find this to be a great 
source to gain an overall understanding of the field. 
It covers the very basic principles as well as very 
specific areas.  

This book is an excellent selection for those study-
ing for the CRM. I found it to be one of the single 
most helpful books I used when studying for re-
cords topics on the first section of the CRM test. 
Out of the 15+ books I borrowed from the chap-
ter library, this one probably spent the most time 
on my dining room table as I studied. It has infor-
mation needed for several CRM test sections and 
offers a broad overview of all the basic principles 
of RIM. I noticed many of the sample test ques-
tions for section one could be answered by topics 
this book covers. The history of records manage-
ment, principles, forms, mail management and 
more specific chapters on record surveys and mi-
crographics are covered in greater detail in differ-
ent chapters. The questions for discussion and case 
problems at the end of each chapter are an excel-
lent way to practice for the written portion on sec-

tion 6 of the test. 

The only downside of this book is the fact that this 
is a pretty outdated when it comes to electronic 
records and technology. Some of the, “new” tech-
nology and some facts and figures referenced are 
outdated and obsolete. Despite this, the records 
management principles are still widely used and 
current. I don’t think there are many other records 
management books available that offer as much 
info as this one. Overall, this would be my top rec-
ommended choice as a general reference and as a 
study guide. I encourage people to take a look at 
this next time they borrow some books from the 
chapter library 

 

 

 

 

 

 

LIBRARY NOTES 
By Scott Bowker, CRM 

ARMA NNJ Chapter Librarian 

 

I f you haven’t ready checked out the new Library 
page on the chapter website, please do so. The 

Library page is located under the Resources button 
on the left side of the main page: 

www.armannj.org/resources/chapterlibrary.html 

You will find a wealth of information on the page, 
including: 

 Instructions on how to request and return ma-
terials. 

 A complete listing of what is in our Library col-
lection, including an indication of which books are 
currently borrowed by other chapter members. 

Continued on next page 
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 An updated request form. 

Recommended books from our collection: 

One chapter member has already used the on-line 
request form. The form initially goes to librar-
ian@armannj.org, but I then have it immediately 
forwarded to my work email and a personal email. 
This request came in at 6:50 P.M. on a Monday 
evening and by Tuesday afternoon, the requestor 
had the publication. 

 

The chapter has generously allocated the funds to 
purchase six additional publications. Four are al-
ready available for your use since we have pur-
chased them in PDF format. This allows for 
quicker delivery to you. In addition, I have printed 
out a copy to maintain in the collection. Be sure to 
check out these new publications: 

 

 Controlled Language in Records and Informa-
tion Management 

 Guideline for Evaluating Offsite Records Stor-
age Facilities – this also includes some templates in 
Word that can be revised for individual company 
needs 

 Guideline for Outsourcing Electronic Records 
Storage and Disposition 

Job Descriptions for Records and Information 
Management – I have already made use of this 
since I am in the process of revising all the job de-
scriptions for my department. This manual pro-
vides great benchmarks and also includes custom-
izable Word templates. 

 

In addition to these four publications, two hard 
copy books were ordered. By the time you read 
this, they should have arrived and been placed in 
the collection. 

 

 Managing Records and Information Programs 

Records Management: Making the Transition from Paper 
to Electronic 

This year, chapter members have been taking ad-
vantage of this free resource. 20 publications have 
been borrowed in the first four months of 2009 
versus just one if all of 2008. Take advantage of 
this - whether you are studying for your CRM 
exam, working as a consultant, or need some refer-
ence material for a work project – our Chapter Li-
brary will have relevant material. 

 

 

 

 

ARMA NNJ Bylaws  

 

T he New ARMA NNJ Bylaws are ready for review 
and ratification at the next ARMA NNJ Board 

Meeting scheduled for May 20, 2009. 

These new Bylaws will replace all previous unapproved 
versions. Working drafts of the past versions of the By-
laws from 1990, 1994 and even the one dated June 2002 
are considered unapproved and have not governed us. 
These Bylaws reflect the input of the Board, ARMA 
International and our Chapter’s Membership. I trust we 
have developed a consensus document that will guide 
us in support of our goals and objectives. From 
“lessons learned”, we must keep this Chapter’s Bylaws 
current and approved going forward. 

I want to thank all who provided input, comment and 
guidance in the development of these new Bylaws: you 
made it happen! 

 

- Tony Abbate 

Secretary / Historian ARMA NNJ 

  

“Library Notes” continued 
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RIM Month Activities 

ARMA NNJ Elevator Speech Contest 

 

 

 

 

 

T his past April, ARMA NNJ sponsored a contest in 
recognition of RIM Month. Here was the scenario: 

A RIM Professional is on the way to a departmental 
meeting. RIM Professional enters the lobby to catch an 
elevator. As the door begins to close, a company execu-
tive enters the elevator. Salutations are exchanged. The 
executive asks a question of the RIM Professional, 
“What do you do?” How does the RIM Professional 
answer? 

Contestants had until, April 30th to submit their answer 
in less than 120 words, judged by the ARMA NNJ Ex-
ecutive Board. 

The Grand Prize, which was an ARMA NNJ Dinner 
Meeting for One(1) went to Becki Douglas, an Informa-
tion Specialist with the Doris Duke Charitable Fund. 
Congratulations, Becki!! Below is her winning entry: 

 

“I help the organization manage its information 

usage and record keeping practices. Primarily, that 

means educating staff about what you keep, where 

to keep it, for how long and what to do when it’s no 

longer required for our business. I also work with 

Legal to make sure we’re incompliance with re-

cordkeeping laws and regulations that apply to us. 

And, last but not least, I collaborate with our Ar-

chives to systematically capture and preserve the 

organization’s history, because that’s important, 

too.” 

Becki will be awarded at the ARMA NNJ Chapter 
Meeting Presentation and Dinner on June 17, 2009 at 
The Woodbridge Hilton, Iselin, NJ. 

 

ARMA  NNJ Chapter Scholarship 

We have a winner! - Charlene Peacock. Official rec-
ognition to follow in the June, 2009 issue of ARMAz-
ing News. 

 

At our next ARMA NNJ 
Chapter meeting: 

"Effectively Implementing and Managing 
Data Disposal and Destruction" 

 

T his months meeting will be held on May 20th at 
the Woodbridge Hilton at 4:45 P.M.. New mem-

bers and guests are always welcome to join us. Its a 
great opportunity to meet and chat with other records 
professionals during a networking cocktail hour and 
dinner as well as learn during informative presentations. 

Guest presenter, Daniel Bayha from Back Thru the Fu-
ture (BTTF) will be giving a presentation titled, 
"Effectively Implementing and Managing Data Disposal 
and Destruction". Please visit the chapter website to 
register and get more details: 

http://www.armannj.org/home.html  

Presentation Overview:  

Failure to identify and control data destruction events 
can be disastrous to records management efforts. The 
amended Federal Rules of Civil Procedure are clear that 
ad hoc data destruction events will be severely penalized 
whether the destruction occurred during or prior to 
litigation. This session outlines clear policies and proce-
dures for tracking and disposing of all types of elec-
tronically stored information (ESI) and maintaining au-
ditable records, which is an essential component for all 
records management systems.  

See you there! 
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