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I was born in Germany and
ended up in Kentucky be-
cause my father retired from
the Army and wanted to
settle near Fort Knox.

I went to the University of
Kentucky and majored in
Political Science. After com-
pleting my undergraduate
degree, I attended the Uni-
versity of Western Ontario
in London Canada and re-
ceived a Master of Arts in
History and a Masters of
Library and Information
Science.

As with many in our profes-
sion with degrees in library
science and history, I moved
into the archival and records
management fields and be-
gan my career with the Ken-

Margaret Merrick, Chair

tucky Department for Li-
braries and Archives on the
Kentucky Guide Project.
The project, funded by the
NHPRC was an initiative to
survey archives and archival
collections throughout Ken-
tucky. After this project, 1
became a Regional Adminis-
trator for KDLA’s Local
Records Program for several
years. My next position was
with the University of Lou-
isville and for fourteen years,
I served as Associate Archi-
vist and Records Manager
for the university. My pre-
sent position since 2001 is
with the Presbyterian
Church (U.S.A.). Tam on
the staff of the Presbyterian
Historical Society in Phila-

delphia but I am based in
the Center located in Louis-
ville.

My husband Robbie is retir-
ing from the school system
in September. We live in
Louisville on a street called
“Possum Path” with four
cats. One activity we really
enjoy is traveling and a fa-
vorite destination is the
Smokey Mountains to enjoy
the elk in Cataloochie Val-
ley.
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In this section, we
thought we’d introduce
the rest of your steering
committee. Member
Matthew Eidson was
introduced in volume 1,
issue 2 (Spring 2007)

Ed Galvin, Past Chair and Webmaster

Edward L. Galvin serves as

listserv manager and webmaster
for the SAA Records Management
Roundtable. Ed has been with the
group since its founding at SAA in
San Diego in August 1996. He
served as the first chair of the
Roundtable from 1996 to 1998,
but has stayed on as an ex-officio
member because of his work on
the listserv and web site.

Ed has been Director of Archives
and Records Management at
Syracuse University for the past
twelve years. He is responsible
for Records Management includ-
ing the survey and scheduling of
records and operation of the uni-
versity’s inactive records storage
facility. Ed is responsible for the
University Archives which holds
nearly 17,000 cubic feet of histori-
cal records.

Prior to joining SU he spent seven
years as Records and Information
Manager for The Aerospace Cor-

poration in California, and before

that was Chief of the Local
Government Records Bureau
at the New York State Ar-
chives and Records Admini-
stration in Albany, NY where
he directed a program to pro-
vide records management
and archival advice to over
4,000 units of local govern-
ment across the state. Before
moving to New York he held
the position of Corporate Ar-
chivist for the MITRE Corpo-
ration, a nonprofit systems
engineering firm in Bedford,
Mass., and was the first Town
Archivist for his home town
of Winchester, Massachu-
setts.

Ed holds both undergraduate
and graduate degrees from
Northeastern University. He
is a member of the Academy
of Certified Archivists, and
has been active in archival
and records management
associations during his 32

years in the profession. He
is currently treasurer and
webmaster of the Central NY
ARMA Chapter and has been
twice named Chapter Mem-
ber of the Year. Heis also a
member of Steering Com-
mittee of MARAC, the Mid-
Atlantic Regional Archives
Conference; and a board
member of NYAC, the New
York Archives Conference.
He just completed service as
a SAA Key Contact represen-
tative for New York State,
but still manages the KEY-
CONTACT listserv.

Ed resides in Fayetteville,
NY with his wife, three chil-
dren and basset hound
named Sallie, and is devoted
to his off-time avocation of
family history.
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Bradley J. Wiles

Bradley J. Wiles holds a
B.A. in History and Po-
litical Science and a
M.A. in Modern Euro-
pean History from West-
ern Illinois University in
Macomb, Illinois.

He is currently complet-
ing a M.A. in Library
and Information Studies
at the University of Wis-
consin in Madison, Wis-
consin, with a focus in
Archives and Records
Management.

Mr. Wiles recently
chaired a panel at the
annual meeting of the
Society for the History of
Authorship, Reading,
and Publishing (SHARP)
in Minneapolis, MN, and
is one of the founding
members and coordina-
tors of the Wisconsin
Print Culture Society.

In his leisure time Mr.
Wiles likes to read,
write, play golf, and
spend time with family.

Brad is the newest mem-
ber of our steering com-
mittee, creating a tradi-
tion by being the second
student member of the
steering committee.

Russell D. James

Russell is a native of Colo-
rado, transplanted in the
American South. He holds a
bachelor of arts degree in
political science from Colo-
rado State University, a
master of arts degree in his-
tory from the University of
West Florida, and a master
of library and information
science from Louisiana State

University.

Russell is the vice-chair of
the roundtable and recently
completed a stint as the
founding president of the
SAA student chapter at
Louisiana State University,
where he led the effort to
become the first student
chapter to co-host an SAA

continuing education work-
shop.

Since he is a recent MLIS
graduate, he is still exploring
the concept of free time.

Are you interested in presenting a session at SAA
2008 in San Francisco on a records management
topic? If so, please email Russell James at
riames8@lsu.edu to discuss the SAA Records Man-
agement Roundtable submitting your program to the
program committee.
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WHAT IS HAPPENING WITH OUR MEMBERS?

Texas A & M Records Center Moves

The University Records Center at
Texas A&M University — College
Station campus recently moved from
the Sterling C. Evans Library Annex
on campus to a renovated space in
the Purchasing and Stores Building
north of campus. The library facility
was approximately 9,000 sq ft, while
the new space is about 14,000 sq ft.
The move took place over the course
of the last two weeks of May.

We initially moved 711 boxes of
archival material that had been
stored in the Records Center to a new
space set up for University Archives
in the library.

The next step involved moving the
main body of University records —
about 7000 boxes — and the shelving.
Since we were not getting any new
shelving, we palletized each section of
boxes, dismantled the shelving,
placed it on top of the boxes, and
then labeled and shrink-wrapped
each pallet. That translates into ap-
proximately 185 pallets that were
then transported to the new facility.
Shelves were re-assembled and the
boxes were re-shelved as they ar-
rived.

The last sections to be moved con-
tained the papers of former Senator
Phil Gramm (about 850 boxes) and

Meg Carpenter, CRM

former Texas governor William P.
Clements (1,150 boxes). These were
also palletized and shrink-wrapped,
but the re-shelving was complicated
by the fact that we had to take five
rows of fourteen sections of shelving
and turn them into four rows with
seventeen sections. That meant that
these collections had to be re-
aligned to the new configuration.

We were never totally shut down
during the two weeks that it took to
move. Some requests for pickups
were postponed until June, but any
requests for delivery of materials in
storage were completed.

What Brings Visitors to RM Facilities?

Ice cream or cookies! That was the

big question for this year’s Records

and Information Management
Week. I am the records manager
and archivist for the National

Wildlife Research Center (NWRC),

a wildlife research facility for the
USDA. For the past six years, the

records management/archives staff

has held a Records and Informa-
tion Management Week and dealt
with the weighty question of what
type of food to provide for the

event.

I am extremely committed to out-
reach activities here at NWRC, so
we also declare an October Ar-
chives Week, as well. Since we are
mainly an internal archives, all
outreach activities are for staff
only. Itis so important to let fel-
low employees know what the ar-
chives and records management
functions are at NWRC. Often the

by-product of our outreach efforts

is not only increased awareness, but
also education and changes in behav-
ior. For instance, after Records and
Information Management Week, I've
had employees come up and ask for
help or inquire about what to do with
certain records. The week serves as a
perfect opportunity to assist employ-
ees and educate them about basic re-
cords management and electronic re-
cords management. Outreach activi-
ties should be non-threatening, fun
ways to interest and enlighten people.

Records and Information Manage-
ment Week activities have been var-
ied, but always involve food. Let’s
face it, everything goes better with
food. For the past five years, we’ve
had an ice cream social in our lunch-
room. In addition to ice cream, we
provided handouts and games or puz-
zles that were records related. This
year several of us set up small tables
at various building entrances for two
hours in the morning to greet employ-

By Nancy Freeman and Barbara Messineo

ees. We offered cookies and, again,
provided the ubiquitous informa-
tional handouts. Money for all our
outreach activities comes from our
“coffee fund,” a totally employee-
generated fund that is managed by a
committee and used for activities

that benefit all NWRC employees.

I firmly believe the archives and re-
cords program here has more visibil-
ity because of our outreach efforts.
While the two weeks per year can be
labor intensive, we’ve become ac-
complished at minimizing work,
while yielding great benefits. We
often re-use handouts and puzzles,
though we do make sure to update
and keep activities fresh.

Next year for Records and Informa-
tion Management Week, who knows
if we’ll do cookies or ice cream.
Whichever it is, I’'m confident we’ll
have an entertaining and educational
outreach activity!
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DOCUMENTING PRACTICE DOWN UNDER

Faced with a decision as to
where | wanted to do my practi-
cum for my Masters in Library and
Information Science, | chose to
move outside my local box (way
outside!) and visit the State Re-
cords Office of Western Australia.

My visit to Perth came about
through ARMA International and
its LINC (Linking International
Communities) program. This inter-
nafional exchange program is
designed to facilitate global out-
reach to RIM professionals outside
of North America. In 2005, when |
was President of the Mile High
Denver chapter of ARMA Interna-
tional, the chapter agreed to
sponsor an international member
—one Tony Caravella, CEO of the
State Records Office of Western
Australia.

The idea of doing my practicum
internationally came together
after several months of email cor-
respondence with Tony. Having
discovered that | was working on
my MLIS at the University of Den-
ver, with a concentration in
Knowledge Management, he
asked if | would consider a practi-
cum placement in his office.
Later, | met up with Tony when he
presented at the ARMA confer-
ence in San Anfonio last October.
His presentation, The State Re-
cords Act of Western Australia
(2000), was my first introduction to
an entirely different recordkeep-
ing regime than what | was used
to. My experience in Records
and Information Management
(RIM) has been in manufacturing
and financial services, the latter in
my current role as a Senior Com-
pliance Analyst — Records for an

investment company. So, the
chance to observe the work within
another jurisdiction, and within an
entirely different administrative con-
text, seemed the perfect learning
opportunity.

While in Perth | had the great good
fortune to meet with RIM colleagues
from state, local and common-
wealth government; academia; and
private enterprise. | sat in on a Basic
Recordkeeping course at Curtin Uni-
versity and checked out a graduate
-level online unit at Edith Cowan Uni-
versity. It was also my privilege fo
speak to a joint meeting of the
RMAA (Records Management Asso-
ciation of Australasia) and the ASA
(Australian Society of Archivists) with
a presentation titled, RIM Issues and
Challenges in the U.S.

Some things remain the same the
world over — America, in all sectors,
has compliance issues very similar to
Australia. However, most action in
the U.S. is driven not by legislation
but litigation. In our highly litigious
society, the risk assessment quite of-
ten revolves around what we have
to do to keep ourselves out of court.
This is not to say we don’'t employ
best practices for good governance
sake; we do. Ourrecordkeeping
practices have simply evolved in a
different way. Ours has grown at the
grassroots level, out of private enter-
prise and court decisions, and not so
much from the fop-down approach
of legislation. Usually, business works
out what works, others take note
and use it, and things roll from there.

As in the case of the Sedona Princi-
ples, a guiding framework for elec-
fronic document production was
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By Stephanie McCutcheon, CRM

developed this way. A group of
attorneys, jurists, consultants and
others experienced in electronic
discovery matters assembled of
their own accord a few years ago
to develop this core set of princi-
ples for addressing electronic
data and document production.
It was from these principles that
the Honorable Shira A. Sheindlin
borrowed heavily to craft the
highly regarded Zubulake check-
list. This checklist involves the duty
to preserve and produce evi-
dence in court and stems from
the case of Zubulake v. UBS War-
burg (2005) — a landmark RIM
case. In addition to this, the re-
vised Federal Rules of Civil Proce-
dure, which went into effect De-
cember 1, 2006, place a very
early focus on existing retention
practices, and the preservation
and discovery of information.
These two forces have combined
to drive current RIM practice in
America.

This focus on early retention and
preservation of information are
the hallmarks of the Australian
continuum model. Until very re-
cenftly, this model was foreign to
us. We typically haven't thought
through the capture of records
from creation, thus we've often
had issues frying to classify, organ-
ize and retrieve them later. Yes,
RIM in the U.S. has its records life
cycle, but no one worries foo
much about how or what to ar-
chive until we get to the end!
Records managers and archivists
are truly on the opposite ends of
the spectrum in America and
don't often work together. In this,
we have a lot to learn from Aus-
tfralia where there seems to be a
continuum between the two pro-
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DOCUMENTING PRACTICE DOWN UNDER (continued)

fessions of recordkeeping which
is both productive and profes-
sionally rewarding.

Many RIM practitioners in the U.S.
see Australia as the land of best
practice. With its long-standing
series registration system, forward
-thinking legislation (State and
National Records Acts) and ex-
cellent standards development
(from which the international
community borrows heavily), we
often look fo the land down un-
der for guidance and frame-
work. During my practicum, |
discovered Western Australia’s
comprehensive recordkeeping
plans which are sturdy founda-
fions on which government de-
partments can build their records
programs. | was fortunate to be
at the State Records Office of
WA the week that marked the

completion of all the recordkeep-
ing plans, as well as the first round
of retention and disposal sched-
ules for all state and local govern-
ments. It was an extraordinary
achievement and one | hope that
we in America will hear more
about. Particularly well built, in my
view, was the City of Perth Record-
keeping Plan. (Many thanks to Mr.
Kye O'Donnell for taking the time
to show me.)

The benefits of international ex-
changes such as I've been privi-
leged to have are enormous on
both sides. The sharing and trans-
fer of knowledge is what knowl-
edge management is all about. It
is heartening to find that folks half-
way (literally!) around the world
face some of the same challenges
as l. Itis also enlightening to see
the differences and offer fresh ap-

proaches to problems. There is
nothing like travel to broaden
perspectives!

This trip has increased the
breadth and depth of my RIM
career. | will be forever grateful
for having had this opportunity.
My appreciation extends to all of
the RIM professionals who gener-
ously gave of their time, whether
in government, the private sector
or in education. My greatest
thanks go to Tony Caravella and
his excellent, professional staff at
the State Records Office of West-
ern Australia, who took me under
their wing and gave me the
benefit of their very considerable
knowledge and experience. It is
my desire to encourage global
outreach such as this whenever
and wherever possible.

REFLECTIONS FROM THE CHAIR

I work as Records Manager for the
Presbyterian Church (U.S.A.). Ire-
port to the Presbyterian Historical
Society, the Archives for the denomi-
nation, located in Philadelphia, but 1
am based in the Presbyterian Center
in Louisville, Kentucky. Before com-
ing to the PC (USA) six years ago, 1
was Records Manager and Associate
Archivist for the University of Louis-
ville and prior to that, I worked for
the Kentucky Department for Li-
braries and Archives Local Records
Project. All of these positions have
provided me a great deal of personal
satisfaction as well as opportunities
to grow professionally. And through-

out my career, I have enjoyed attend-

ing SAA meetings for the professional
development it provides, as well as
the chance to connect with other re-
cords managers who work closely

with archives.

The 2007 SAA meeting marks my
last time as Chair of the Records
Management Roundtable. I know
that I will miss participation in
the Steering Committee but wel-
come Russell James as the new
Chair. We also have two new
members of the Steering Commit-
tee: Matthew Eidson from NARA
and Bradley Wiles, an MLS stu-
dent from the University of Wis-
consin. Russell has arranged for
this year’s program, Jackie
Esposito from Penn State and I do
hope that Roundtable members
will attend the meeting on Weds.
August 29t from 6:00-8:00. I have
also appreciated Ed Galvin’s ser-
vice as the SAARMRT listserv

coordinator and Webmaster. This

by Margaret Merrick

is a great way to connect with other
records managers and I urge you to
sign on and post questions and

comments.

I have mentioned it many times
before that serving on a steering
committee is an excellent way to
become more involved in SAA. The
contacts and the professional
growth will hold you in good stead
as you continue in the profession.
Please consider service with the
Records Management Roundtable.
It has been a lot of fun working
with the RMRT from my first year
as Chair during the Boston meeting
in 2004 to my last at the upcoming
meeting in Chicago and I look for-
ward to enjoying the meetings in
the coming years in the audience!
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E-DISCOVERY CONFERENC

I went to this conference not
knowing what to expect. Was it
just going to be more rehashing
of already known facts or was it
new and completely different in-
formation. It was new and not
quite completely different.

Both days were full of informa-
tion. Each session covered spe-
cific areas of the new Federal
Rules of Procedures (FPRC) and
also some information on how to
follow the new rules. Some of the
topics discussed included:

e Communication Strategies for
Better Collaboration RIM, Legal,
and IT

e Impact on the New Federal
Rules of Civil Procedure:

e E-Discovery Management

e Top Ten Tips for Electronic
Discovery

e |T RIM & Legal — A collabora-
tive approach to IM

E-DISCOVERY CONF

One of the impacts of the new FRCP is that the whole
timetable for the litigation has been sped up. You
need to have quicker turn around on meeting with the
plaintiff and discovery aspects of the case. Some of
lessons learned that were shared are:

e Know your stuff;

e Know your infrastructure (leverage the sox proc-

esses);
e Be prepared,;

e Have a good legal hold process.

The recent decision on Cache La Poudre Feeds, LLC
v. Land O' Lakes, Inc., 2007 WL 684001 (D. Colo. Mar.

2, 2007) highlighted everything that

O’Lakes records management except for one thing.

The gap identified that Land O’Lake

E NOTES

e Actively managing your ESI:
ECM as the cornerstone

e Architecting a secure compli-
ant infrastructure

Linking E-Discovery & Enterprise
Security Programs

There were several good points
made over the course of the con-
ference. Communication be-
tween the litigating parties was
stressed, as well as communicat-
ing with your legal and IT depart-
ment. During the top ten tips of
electronic discovery it was
stressed to communicate with the
judge and to keep the lines of
communication open. Also al-
ways keep in mind that someone
will forget a PDA or an important
file.

Whether you when or loose the
case can be dependant on your
records management program.
How you train your employees,
how you make them aware of the

ERENCE (part 1)
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program, how you implement it and
audit is very important in a case.
One speaker said that if you don’t
audit your program, all the rest is
meaningless. Most judges are
looking for reasonableness in your
program and in your implementa-
tion.

We also came away with a new
acronym. “ESI” which stands for
electronically stored information.
This acronym comes from the new
FRCP. The session on ESI spoke
about production of documents.
The speaker said to keep your op-
tions open so that you can produce
in native format if needed or as a
PDF file if not needed. It was said
that not every case needs the
metadata that is associated with
electronic documents. The meet
and confer process of litigation
should cover what is needed for
production. If it doesn’t, the new
FRCP, has a default list of produc-
tion requirements.

by Meg Duncan, CRM

manage departing employee records was fined
for this oversight.

The E-Discovery management session was very
informative. The session talked about making
sure your RM policy can be implemented. Your

RM program should be about identifying how
long you must keep your records not about find-

ing out what you can'’t get rid of [thru litigation].

This session also mentioned WIKI’s as a possible
source of records that may be outside the re-
cords management program. A fact mentioned in
this session was that in 1990 electronic docu-

was right in Land

s did not properly

ments accounted for 10% of all documents, in
2000 electronic documents accounted for 93% of
all documents. ESI is critical to most cases today
and it was recommended to read the Sedona
conference committee notes.
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E-CONFERENCE (part 2)

When you can’t produce docu-
ments because of “undue cost
or burden” you must provide
specifics as to why. You will
need the IT person that can ex-
plain it in layman terms why
something is inaccessible. Also
prove the cost of producing the
object. Its not just a matter of
pulling the tapes, but loading
the tapes, possibly building the
server, time spent on this pro-
ject as opposed to regular work
which is stopped. All these

RFID Brings Records Under Control

Combining records management
best practices with radio frequency
identification (RFID) technology of-
fers a powerful methodology for
bringing records under control. A
case in point involves a global law
firm that, over 40 years, created a
morass of files and folders, many of
which were often misplaced.

The Challenge

The firm’s expenses were skyrocket-
ing; the loss in profitability could be
traced directly to an ineffective re-
cords management program. Dozens
of files were misplaced daily, costing
thousands of dollars in lost productiv-
ity. This situation led to a number of
problems. The firm was often forced
to request court filing extensions,
while the files were located. Adminis-
trative costs ballooned because of
the number of hours staff spent re-
peatedly searching for files.

Additionally, client relationships were
in jeopardy due to the delays and the
partners were becoming embar-
rassed. Because signing out files
was a manual process, compliance
with the procedure was low — leading
to numerous instances of misplaced
and outdated sign-out cards remain-
ing on the shelves. The firm was not

have costs associated with them
and if you can put it on paper, then
you might have the chance that
judge will say ok you don’t have to
produce it. Itis by no means a
magic bullet, the judge might say
produce it anyway.

My take away from this is that most
judges are looking for reasonable-
ness in your records program, how
you implement it and how you audit
it. Also they are looking for the de-
fendant to know what information

The Records Manager

they have, where they have infor-
mation and how to access it. An-
other take away is to build a team
that can communicate before,
during and after litigation. Build a
plan to tackle litigation before it
comes in the door and test the
plan as you would your disaster
recovery plan.

They are planning to have it
again next year. | encourage you
to go to it, if you can. | thoroughly
enjoyed the conference even
though it was short.

conducting file audits because it
took too much staff time. Audits
are essential for verifying file loca-
tions — without them, the records
management process was not go-
ing to improve.

The Solution

Our project team combined tech-
nology with best-practice proce-
dures to improve the firm’s records
management program. After as-
sessing the records program, the
team determined that the firm re-
quired a system that would be
easy to use, with a simple check-
in/out process. It was also critical
to implement a simple no-line-of-
sight process for conducting file
audits.

The best solution was an RFID
system with simultaneous reading
functions. An RFID desktop reader
was installed in the file room, auto-
mating check-in/out. Simply waving
a user ID card with the file over the
reader eliminated the manual proc-
ess. The file is linked with the attor-
ney creating an audit. The team
also deployed a portable RFID
reader for simultaneous reading of
multiple files when searching or
auditing records. A weekly proce-

Ken Neal, Oce Business Services

dure was implemented to track file lo-
cations, and Crystal Ball® reports were
implemented for management. These
reports outlined audit trails, and record
retention and destruction schedules.

The Results

The RFID records management sys-
tem met the firm’s needs while improv-
ing ease of use and convenience.
RFID technology increased efficiency,
enabling one person to complete the
file inventory process in just three to
four hours instead of days. Record-
keeping process improvements re-
sulted in the following benefits:

* A 90% reduction in lost files
* Less than 4 hrs to conduct file audits
* Fewer court date extensions

 Easy walk by check-in/out with audit
trail

« Better staff compliance with the re-
cords management policy

All businesses look to succeed, to
grow, and to effectively serve their cus-
tomers. Implementing superior records
management practices combined with
RFID technology helped the law firm
go a long way toward meeting these
goals.



