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Topic:  Part 3 Draining the Swamp  

  Presented by Rich Medina  

Date:   January 13, 2015 

Time:  11:30—1:30pm 

Location: The Chattanoogan Hotel & Conference Center 

  1201 South Broad Street, Chattanooga, TN  

Topic:  Information Governance: A new way of doing business 
or a whole lot of hype?  

Date:   February 10, 2015 

Time:  11:30 – 1:00pm 

Location: The Chattanoogan Hotel & Conference Center 

  1201 South Broad Street, Chattanooga, TN  
Debit/Credit, cash or checks are accepted and payable at the door.  Make check paya-

ble to:  ARMA-Greater Chattanooga Area Chapter or for your convenience use the 

PayPal button on the website.  

Don’t have time to leave work but still want to attend the meetings? 

Sign up for our Webinar! 

http://chattanooga-arma.org/
http://chattanooga-arma.org/


 

 

COMMITTEE CHAIRPERSONS 

 

Chapter Foundation Champion – 

Susan Whitmire, CRM, FAI 

Communications – Rhonda Hazlett 

Education – Mary Haider, CRM 

Hospitality – Rhonda Hazlett 

ICRM Liaison – Mary Haider, CRM 

Newsletter – Kela Wright 

Publicity – Scottie Swafford 

Webmaster – Victoria Marshall 

Yearbook/Historian – TBD 

 

The Greater Chattanooga Chapter 
promotes and recognizes the im-

portance of participation by award-
ing points to those who support 

ARMA activities at both the local and 
the international level.  Points are 

earned by attending meetings, bring-
ing guests, and by serving the Chap-
ter as an officer or committee mem-

ber.  At the June meeting accumulat-
ed points are rewarded.  The more 

you participate, the more points you 

can earn! 

 

Support the Chapter Points 

Attend Workshops 100    

Attend Luncheon Meetings 200 

Attend Dinner Meeting 300 

Bring a Guest 100 

Attend Regional Conf.  400 

Perfect Attendance (Sept-May) 500 

Support ARMA International 

Attend Annual Conference 200 

Get Creative 

Submit article for newsletter 200 

(excludes routine notices, etc.) 

Teach a pre-meeting Education Ses-
sion 200 

Get Involved Locally 

Be a Committee Chair  150 

Be a Committee Member 100 

Attend a Board Meeting 100 
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As work winds down for the holidays I want to thank everyone in the chapter who 

has helped get this year off to a really great start. Our attendance is up, we have 

great plans for the rest of the year, and I’m looking forward to being in contention to 

win that unbelievable 10th consecutive Chapter Of the Year award next fall. (I’m seri-

ously going to find us a bunch of rings to wear at International in 2015!) I especially 

appreciate all the offers of assistance that have come from everyone on the board. 

When I was asked to volunteer as Chapter president this year I did it with reluctance. 

I’ve been considering leaving the profession in favor of starting my own business and 

knew that this year was going to be extremely busy at TVA as we try to bring this 

huge records and content management project to a close. So I was concerned that I 

would not have the time or the moral to devote the effort needed to lead this chapter. 

But those of you on the board always stepping up and taking ownership of all the 

minutiae of task that it takes to keep this chapter moving have really lifted my sprits 

considerably. And we really appreciate the response of those of you not on the board 

in terms of participating and validating our work at chapter meetings. I hope we can 

get some more online participants in our programs this winter and spring because I 

really believe that has great value to the chapter and assist those without chapters to 

get quality educational opportunities. 

 

Now, if only we can find someone to lug around that projector screen next year. 

 

Happy Holidays.  

Gregg M Long, JD CRM 

 

  

 

NEWSLETTER ADVERTISING RATES 

  

Business Card Size 
    $5.00 

Quarter Page 
 $10.00 

Half Page  
 $20.00 

Full Page  
 $40.00 

Choo Choo Chatter is the official publi-
cation of the Greater Chattanooga 
Chapter of ARMA International and is 
published monthly in Chattanooga, TN, 
for its members and other Records and 
Information Professionals. 

Kela Wright, Editor 

kwright@olin.com 

The Information contained in this news-
letter does not necessarily reflect the 
views of the editor, the Chapter mem-
bership or ARMA and is offered solely 
as a source of information.   

Please direct any inquiries or comments 
to: 

 Newsletter Editor 

ARMA Greater Chattanooga Area 
Chapter 

PO Box 341 

Chattanooga, TN  37401-0341 

Contributions or gifts to the Greater 
Chattanooga Area Chapter are NOT 
deductible contributions for U.S. Feder-
al tax purposes.  Membership dues and 
other payments may be deductible as 
ordinary business expenses. 

 Contributions or gifts to ARMA are 
NOT tax deductible as charitable contri-
butions for U.S. Federal Income Tax 
purposes. 

  

MEETING & LUNCHEON RATES 

  

Luncheon (members)   $18.00 

Luncheon (guest)   $20.00 

Webinar (members)   $9.00 

Webinar (guest)   $10.00 



 

 

 

Rhonda Hazlett works for the 
Olin Corporation as the Records 
Administrator for the Environ-
mental Remediation Group and 
Corporate Services. She joined 
Olin in 2006 and is responsible 
for maintaining the Olin Corpo-
rate Information Database, and 
assists the law department in 
collecting information as needed 
for search requests.  Rhonda 
joined ARMA in 2011 and has 
participated on the Board of 
Directors as Treasurer and Hos-
pitality Chairperson. She attend-
ed the ARMA International 
Convention in Washington, D.C. 
in 2011 and Las Vegas in 2013. 

As a member of the Greater 
Chattanooga Area Chapter, she 
has earned the Chapter Leader 
Award for 2013 and the Chapter 
Member for 2014.  

A variety of employment oppor-
tunities with Associates in 
Math/Science and Medical Tech-
nician and has allowed her quite 
a diverse range of professions. 
One of her favorite positions 
was that of Assistant Librarian in 
an elementary school assisting 
young readers in selecting books 
and reading wonderful stories to 
them. Rhonda has always been 
an advocate for the underdog 
and therefore volunteers with 
several charities throughout the 
year. 

Rhonda is married and is the 
proud mother of a son and a 
daughter, and an even prouder 
grandmother of a little grand-
daughter. 

 

 

 

 

 

 

Foundations of Information Management Certificate 

If you’re an entry-level information management professional, the ARMA International Foundations of Information Man-
agement Certificate is your opportunity to acquire a broad base of fundamental skills and knowledge.  

The certificate program consists of a face-to-face, one-and-a-half-day seminar that focuses on the best practices in to-
day’s most important functional areas in RIM, such as managing electronic records, performing legally defensible e-
discovery, developing a business continuity plan, reducing threats to privacy, and much more, as well as 
a comprehensive computer-based exam you can take on your own after completion of the course. In this classroom 

setting, you can ask the facilitator questions, learn from real-world exercises, and network with other professionals.  

Learning Objectives: 
Upon completion of this certificate program, you will be able to: 

1. List the primary responsibilities of information management (IM) 

2. Define an electronic record and a vital record 

3. Describe why managing electronically stored information (ESI) is perhaps IM’s greatest chal-

lenge today 

4. Define retention and disposition 

5. Describe how a legal hold can affect disposition 

6. Define e-discovery 

7. Define a data breach 

8. List the common measures an organization can take to secure its data  

9. List five components of risk management 

10. List the five common risk management strategies 

11. Define a business continuity plan 

12. List the five steps to disaster recovery 

  

Facilitator Biography: 

Helen Streck is the president and CEO of Kaizen InfoSource LLC a RIM and IT consulting firm located in 
northern California. She has more than 28 years of experience in the field of records and information management 
(RIM). She has developed litigation hold protocol and served on discovery response teams, as well as designed all aspects 
of RIM programs for national and international companies. Before joining the firm, Streck was a consultant with the firm 
of Shook, Hardy & Bacon LLP. 

Atlanta, GA  March 3-4 
8:00 a.m.-5 p.m. 
Lunch provided on day 1 
8:00 a.m. - Noon  Price $399(PRO)/$449* 

 

 

 

 

http://www.arma.org/docs/education-handouts/foundationsofinformationmanagementcertificate_faqs_2013-11-20.pdf


 

 

 

 

 

 

NOVEMBER:  CHANGE/TRANSITION MANAGEMENT FOR RECORDS MANAGERS 

A key function/role for Records and Information Managers is that of a Change Agent.  To implement and 

expand a RIM program requires a change in processes and behaviors of all employees at all levels so the 

RIM managers must understand and organize the change process. 

Change Management is the external activity of planning and implementing the pieces of a new system, 
process, skill or behavior.  The Change Management plan may include: 

informational or promotional publications to all employees 

training materials to explain the what, why, when, where and how for the change 
posters to maintain awareness 
consultants to guide the change effort 

a timeline of each step required to implement the change 
 
Designing and monitoring this external change process is critical but statistics tell us that 85% of Change 

Management efforts fail (CCL) – whether large or small, positive/negative, or external/internal; unless they 
used an effective change management program (Proscil).  An effective change management program 
includes a focus on transition management.   

 

Teresa Pappas describes the Three Guarantees of Change: 

Change will NOT be trouble-free 

Change will only go FASTER  

We are EACH responsible for managing change 

(Webinar Managing Change on 10-22-2014, LFGSM Faculty Member and Principal at Pappas consulting Associates, 

LLC) 

She further explains “Why organizations change”:  to survive (extreme changes required); to react to mar-

ket/customer demands; to innovate (be the first to market).  The ‘change’ is focused on an event; is rela-

tively quick; and is focused on a specific outcome.  

However, the missing link is often Transition Management.  Organizations change; people transition.  An 

organizational change will only be successful if there is a focus on Transition Management which supports 

the human changes that are required for the organizational change.   

The Change and Transition Model (from www.wmbridges.com) follows a three-zone process:  Ending, 
Neutral and New Beginning.  This is a fluid, dynamic model because observation of the process shows 

that some people may move quickly from one zone to another but then regress to the original zone before 
truly moving forward.  This is to be expected. 
 

   
 
 

   Ending Zone:  shock, denial, anger 
   Neutral Zone:  recognition 
   New Beginning Zone:  Commitment, Acceptance 

 

Change does not end with a “go live” date.  The process may have changed but the individuals may still 

be working through their own change.  Continue to support the process until all have embraced the 

change.  No one recognizes the moment when they have worked through this change – it’s not magic – 

but it is when you recognize that you can be successful with the change.  This New Beginning starts with 

the commitment of one person at a time.  Transition Management is not a timeline but more like white-

water rafting – it is not just one wave but several!  Each employee transitions at a different rate for differ-

ent reasons.  Remember the three C’s:  clarity, capability, commitment.  And provide support and inspira-

tion for all employees. 

 

Join us February 5, 2015 
in New York, NY 

for, “Information Govern-
ance Today, Tomorrow 

and Beyond,” ARMA Inter-
national’s education track 
at LegalTech New York, 

sponsored by Nuix. 

ARMA International mem-
bers may register to at-
tend this special track of 

three sessions, the Legal-
Tech general sessions, 

plus the expo and events 
for the day at NO 

CHARGE! 

Session Details: 

Follow the link for com-
plete track information. 

http://www.arma.org/r1/
conferences/legaltech/

sessions 

Your free registration for 
February 5, 2015 includes 

the ARMA International 
education, plus: 

Admission to the day three 
Keynote address 

Exhibit Hall activities  

 If you'd like to attend, 
register onsite at the Hil-
ton New York. Make sure 
to say you're an ARMA 
International member to 

receive the complimentary 
ARMA track on Feb. 5, 

2015 

When and where: 

LegalTech New York 2014 
February 5, 2015  
Hilton New York 

1335 Avenue of the Amer-
icas  

New York, NY 10019 



 

 

 

 

 

DECEMBER - LEGACY RECORDS MANAGEMENT  

At the December meeting we talked about Legacy Records.  We identified a broad range of categories that included 

paper records, email, financial records and Board Meeting Minutes.  But more than anything, we categorized Legacy 

Records as ‘old’ records.  And that is probably correct because the dictionary definitions include: “‘legacy’ as a gift or a 

bequest that is handed down, endowed or conveyed from one person to another” (meridianlifedesign.com).  And Diction-

ary.com defines ‘legacy’ as “anything handed down from the past”.  Most of what we call ‘legacy records’ is stuff handed 

down or left behind by someone who is usually anonymous.  Records and Information Managers then assume the task of 

deciding what to do with this stuff.   

So why do we hear so much discussion about the problems of ‘legacy records’?  Being old isn’t the problem; being paper 

isn’t the problem; being an email message isn’t the problem.  So what is the problem?   

Based on our discussion at the December meeting we identified two broad problem areas with ‘legacy (old) records’:  

preservation and organization.   

Preservation:  If you have a group of records that are clearly defined (i.e. Board Meeting Minutes) and your Records 

Retention Schedule has established a retention time that is over 10 years then your problem is to determine 

the best option for preserving those records to meet the required retention requirement. Your preservation 

choices will vary depending on many factors including the current storage media/format, the length of time 

required for retention and the ability to migrate or convert to a different media/format.  Charles Dollar and Lori 

Ashley have done a lot of work with long-term digital preservation and have created a ‘Capability Maturity 

Model’ (www.savingthedigitalworld.com).  Also, Robert Smallwood included a lengthy chapter on Long-term 

Digital Preservation in his textbook “Information Governance” by Wiley.   

The solution to this problem is to select the best preservation method, media and format and maintain it for 

the required retention time.  Maintenance Procedures should be in writing so that your successors know how 

to continue and manage the maintenance phase.  

 

Organization:  These are the records and information that have been accumulated and stored without applying any 

organization or metadata to identify the contents for future use.  Essentially these records are useless to the 

organization – if you don’t know what they are, they are not an asset but rather a liability.  The business di-

lemma is to decide whether to just keep them in case you are required to search them; delete them all and 

hope you don’t need them; or, start a review process to identify the records and information to determine what 

they are and how long they must be retained.  If you decide to review the records here are a few possible 

approaches: 

Review each storage container; identify the contents; identify/categorize the appropriate records series; 

store or dispose as required by the Records Retention Schedule 

Review storage containers on a random selection basis – sampling – following the steps above.  

Review storage inventory reports; identify storage containers that have enough detail to categorize 

without a physical review; and complete the disposition process in compliance with the Records 

Retention Schedule. 

Exception-based review (only look for records that you are required to retain; when these are all identi-

fied -  destroy the rest) 

Your selected strategy will depend on your organization’s current circumstances: 

Current legal holds; litigation environment; risk tolerance 

Comprehensive and current Records Retention Schedule 

Inventory information; data currently available on legacy records 

 

Before you start spending time trying to solve the problems of your current ‘Legacy Records’, make sure you have 

issued the approved policy and procedures and have started to enforce those procedures to avoid any new accu-

mulations of unorganized ‘Legacy Records’ piles.  Then begin your Records Analysis by systematically reviewing 

these old records with unknown content and retain or dispose of them in compliance with your Records Retention 

Schedule.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Mark your  

calendars now!  

Shred day will be 
April 22, 2015. The 
chapter is working 
out the details of 
this years shred 
day! Set this day 

aside, get involved 
and earn your 

chapter points! 

 

http://www.savingthedigitalworld.com


 

 

 

 

The Chattanooga ARMA Chapter met at the Chattanoogan Hotel & Conference Cen-

ter in November . Earl Johnson was the presenter. He shared his story. Earl led the 

charge of the Email Management Program (EMP) Team at Colonial Pipeline Compa-

ny in developing a Managed Folders (i.e. "big buckets") approach of handling 

email.  After a robust, 3-month marketing, education, and training campaign and 

with full support from the Leadership Team (executive management), within the 

first month of roll-out, the EMP is credited for reducing the Company's email stores 

by approximately 65%.  In December Mary Haider presented on legacy records and 

we held our charity drive with the Candle Lighters. 

We look forward to having you join us for our upcoming meetings in person or on 

the webinar! 

 

 

 

 

 

 

 

 

 

 

Greater  

Chattanooga  

Area Chapter 
ARMA Board 

of Directors 

 

Previous and  

Upcoming Board 

Meetings 

January 20th, 2015 

February 17th, 2015 

 

 

 

Did you miss the last 

meeting and want 

to be up to date on 

the education pro-

vided for the Chat-

tanooga Chapter? 

 

Check out the re-

cording of our webi-

nar from the previ-

ous meeting!  

 


