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Last December we printed listings, sorted in various useful ways, of the en-
tire holdings of OCARMA’s Library. Since this is a valuable resource for our
members, we have decided to make the list an annual offering.

As new books are added, announcements are made in the monthly newslet-
ter, then annually, those additions will be incorporated into a new full list-
ing. In addition, the library page of the OCARMA website will have an always
up-to-date list of all books in our library. The website, however, will not list
the articles in the Proceeding Papers.

The Board is happy to accept donations to the library, however, such dona-
tions are not tax deductible. We also welcome suggestions and reviews of
books you have found useful, which the Board will consider for purchase for
the library.

The library is available to OCARMA members only. To check out a book, con-
tact the Director of Education and, if not already out, it will be brought to
the next chapter meeting. If the book is needed sooner, special arrange-
ments can be made for delivery or pickup. Books may be kept 30 days. If a
book is not returned or lost, the member will be charged to replace it.

If you have any further questions, comments or suggestions, contact the Di-
rector of Education, Patricia Hart, at (949) 831-4997 or Hart4997@aol.com.
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1998 Salary Survey
ARMA Internationa

Pages 1998

Therole of the records and information management professional, regardless of sector or in-
dustry, isincreasingly important to organizational goals. Y et there has been alack of compre-
hensive information on the compensation levels, educational background and experience levels
or RIM professionals. The Survey was conducted to close this knowledge gap, providing im-
portant bench-marking information on the RIM profession in the United States and Canada.

Copyright

Alphabetic Filing Rules
ARMA International
Pages 38 1995

The basic premise of this guidebook isthat filing is done for ease of retrieval. For thisto hap-
pen, it is absolutely necessary that filing rules be standardized and documented for use of all
personnel who file or retrieve documents. Thisis not a textbook, but aworking tool.

Copyright

Code of Federal Regulations 28 CFR Part 36
US GPO
Pages 176 1994

Nondiscrimination on the Basis of Disability by Public Accommodations and in Commercial
Facilities - The purpose of this part isto implement title 11 of the Americans with Disabilities
Act of 1990 (42 U.S.C. 12181), which prohibits discrimination on the basis of disability by
public accommodations and requires places of public accommodation and commercial facilities
to be designed, constructed, and altered in compliance with the accessibility standards estab-
lished by this part. (7-1-94 Edition is current as of Jan 2000)

Copyright

CRM Workshop Handbook

Orange County ARMA
1 Pages Copyright 2002
Notes  Thisloose leaf binder provides an overview of what an exam taker must know for

the CRM Test. The sections are: Test Taking Techniques. Parts 1-5, Part 6; CRM Exam Part
1; CRM Exam Part 2; CRM Exam Part 3; CRM Part 4, CRM Exam Part 5; Glossary of Re-
cords Management Terms;, Bibliography of Resources for CRM Candidates; Examination Out-
line (from ICRM Handbook)

(Continued on page 3)
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Dealing with Difficult Behavior - Audiocassette/Wor kbook Program
American Management Association
Pages 150 1986

Learn how to: Apply six surefire methods of responding to conflict; Creste a positive environ-
ment and reinforce productive performance; Motivate your employees by emphasizing expecta-
tions, goals, and results; Give constructive feedback based on performance, not personality;
and Deal with disruptive behavior and conflict in group situations with speed and sensitivity.
Topics covered: Identifying and managing difficult behavior; Understanding the stress of diffi-
cult situations; Managing conflict; Making effective decisions; Communicating Effectively
with difficult individuals; Developing the difficult employee; Dealing with difficult behavior in
groups. (1 set of cassettes/ 2 workbooks)

Copyright

Demo Disk - LaserFiche
LaserFiche
1999

Pages Copyright

Demonstration disk of the LaserFiche document imaging system

Demo Disk - OnBase
Hyland Software Inc
1999

Demonstration disk for the OnBase integrated document imaging, workflow, COLD, EDM and
Web management system.

Pages Copyright

Demo Disk - The Paperless Office

Computhink

1998
Demonstration disk for the Paperless Office document/image management system.

Pages Copyright

(Continued on page 4)
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Demo Disk - Retention for Windows
Zazio Enterprises

Pages Copyright 1998
Demo Disk - Xtender Solutions
OTG Software

Pages Copyright

Demonstration disk for the various Xtender solutions for automated data storage and document
management

Effective Executive, The
Harper & Row
1 Pages 178 1966

Drucker identifies five practices essential to business effectiveness that can, and must, be
learned: management of time; choosing what to contribute to the particular organization;
knowing where and how to mobilize strength for best effect; setting up the right priorities; and
knitting al of them together with effective decision making. Indexed.

Copyright

Emer gency Preparedness for People with Disabilities
City of Los Angeles Depart on Disability

Pages 32 2001

In the event of a serious disaster, everyone should be salf-sufficient within their home for pe-
riod of seven days without help of emergency services. Streets may be closed and stores or
other services may not be open. In addition, there may be no electricity, gas, water or telephone
service. Theinformation in this booklet will help you prepare to survive the difficult days fol-
lowing amajor disaster. Dealing with a disaster can be especialy difficult for people of all
ages who have a disability. Information has been included that will be of special interest to
those with visual and mobility disabilities, owners of service animals and pets, persons who are
deaf or hard-of-hearing, and those with special medical needs.

Copyright

(Continued on page 5)
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Gl Sfor Everyone
ESRI Press
1 Pages 156

You'l learn how digital maps are "smarter” than paper maps and just how much they can tell
you about the physical environment, man-made infrastructure, demographics, and political
makeup of the world around you. Y ou'll load geographic data from the companion CD and di-
rectly off the internet and in no time you'll create visually appealing, technically accurate maps
that you can include in other documents, print, e-mail, or publish on the Web.

1999

Copyright

How to Set Up and Implement A Records Management System
American Management Association
Pages 303 1995

Records Management is a powerful, yet underused tool for making an organization leaner and
more competitive. Now you can learn how to create a highly effective, cost-efficient records
management system by following the practical guidelines outlined in this book. Designed espe-
cially for the novice, this groundbreaking guide is the first to describe every step of the proc-
ess, including how to: Conduct a records management evaluation; Analyze the data and pre-
pare recommendations; Inventory records and handle disposal; Set up a records center off-site;
Prepare a companywide filing system; Evaluate carious image reduction options. Indexed.

Copyright

Indexing And Filing Rules
Kardex Systems, Inc

Pages 21 Copyright

Certain fundamentals of correct indexing and filing must be recognized for all systems. The
general rules compiled and illustrated herein cover these fundamentals. These rules may be
amplified according to individual conditions. Examples following each rule show the correct
form of indexing and filing titles but do not necessarily indicate the correct form of writing
such titles.

(Continued on page 6)
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Information Management Resour ce Directory 2000-2001
PRISM International
Pages 106 2000

The members of PRISM International are pleased to provide you with the most comprehensive
directory of commercial information resource providers available anywhere in the world. This
directory represents all aspects of the industry, from hard copy storage to media vaulting to im-
aging services to industry suppliers and more.

Copyright

Legal Works - 3rd Annual Technology Answer Show
Daily Journal / Glasser Legal Works

Pages Copyright 1999

Proceedings of 1999 Los Angeles conference

Legal Works - 4th Annual Technology Answer Show
Daily Journal / Glasser LegalWorks

Pages 556 2000

Copyright
Proceedings of the 2000 L os Angeles conference

Management: A Global Perspective (Textbook)
McGraw-Hill, Inc
10 Pages 744 1993

This book prepares men and women for the exciting, challenging, and rewarding career of
managing in an international environment as we move toward the 21st century. All person who
work in organizations will benefit from learning about managing. They include studentsin col-
leges and universities, aspiring managers, those who aready have manageria skills and want
to become more effective, and other professionals who want to improve their understanding of
the organization in which they work. This book is for peoplein al kinds of organizations, not
just business firms; it is relevant to non-business organizations as well, such as government,
health care, educational institutions, and other not-for-profit enterprises.

Copyright

(Continued on page 7)
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Nimble Documentation
ASQ Quality Press
1 Pages 247

A practical guide for streamlining, producing and managing documentation. Includes |SO
9001-compliant procedures.

1998

Copyright

Numeric Filing
ARMA International
Pages 12 1989

A guideto the selection and design of numeric filing systems. Detailed filing procedures not
addressed.

Copyright

Proceedings of the 39th Annual ARMA International Conference
ARMA International
1 Pages 894 1994
Toronto Conference; Managing Information: Meeting the Challenge of Change

Copyright

Proceedings of the 40th Annual ARMA International Conference
ARMA International

1 Pages 567 1995
Nashville Conference; Your Highway to Information Management

Copyright

Proceedings of the 41t Annual ARMA International Conference
ARMA International

1 Pages 704
Denver Conference; Exploring the RIM Frontier

Copyright 1996

(Continued on page 8)
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Proceedings of the 43rd Annual ARMA International Conference
ARMA International

Pages 472 1998
Houston Conference; Exploring the Information Universe (2 copies)

Copyright

Proceedings of the 45th Annual ARMA International Conference
ARMA International
Pages

Copyright 2000

Las Vegas Conference - Our Future Is Now

Proceedings of the 46th Annual ARMA International Conference
ARMA International
Pages 2001

Montreal Conference: An Information Odyssey; includes book of all program handouts.

Copyright

Progressive Indexing and Filing
Management Controls Div, Remington Rand
5 Pages 304 1950

A text arranged for courses of various lengths covering the fundamental s of Indexing and Filing,
with detailed instruction for classroom practice work. (NOTE copyright year!)

Copyright

(Continued on page 9)
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Recor ds Management Integrated Information Systems
John Wiley & Sons, Inc
2 Pages 500 Copyright 1987

Thistextbook isintended to give the reader an understanding of the scope and problems of the
administrative management of records. It focuses on a systems approach to managing informa-
tion in any form. Paper, image, and digital records are emphasi zed throughout the text. Practical
guidelines are presented -- from establishing a records management systems to handling paper
and electronic media-- and issues relevant to records management are developed. Emphasisis
placed on managing and controlling documents from the time of their creation until their disposi-
tion. The book discusses the conceptsin alogical, step-by-step manner, progressing from funda-
mental ideas to more complex concepts.

Subject Filing
ARMA Internationa
Pages a7 Copyright 1988

A guideto the selection and design of a subject filing system. Thisis not atextbook and detailed
filing procedures are not included.
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Publisher Name

Certified Records Managers
CRM Workshop Handbook, October 18-19, 2002

Contingency Planning
Emergency Preparedness for People with Disabilities

Electronic Records/Document Management
Demo Disk - LaserFiche

Demo Disk - OnBase
Demo Disk - The Paperless Office
Demo Disk - Xtender Solutions

Legal
Code of Federal Regulations 28 CFR Part 36 US Dept of Justice

Management/Personal Development

1998 Sdlary Survey

Dealing with Difficult Behavior - Audiocassette/Workbook Program  Jeanie Marshall

Effective Executive, The Drucker, Peter F.

Management: A Global Perspective (Textbook) Heinz Weihrich & Harold Koontz

Proceedings
Legal Works - 3rd Annua Technology Answer Show

Legal Works - 4th Annual Technology Answer Show
Proceedings of the 39th Annual ARMA International Conference

Proceedings of the 40th Annual ARMA International Conference
Proceedings of the 41st Annual ARMA International Conference
Proceedings of the 43rd Annual ARMA International Conference
Proceedings of the 45th Annual ARMA International Conference
Proceedings of the 46th Annual ARMA International Conference

Resources
Information Management Resource Directory 2000-2001

OCARMA

City of LA

LaserFiche

Hyland Software Inc
Computhink

OTG Software

US GPO

ARMA Internationa
American Mgmt Assoc

Harper & Row
McGraw-Hill, Inc

Daily Journal / Glasser
Daily Journal / Glasser
ARMA International

ARMA International
ARMA International
ARMA International
ARMA International
ARMA International

PRISM International

(Continued on page 11)
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Publisher Name

Retention
Demo Disk—Retention for Windows

RIM Basics
Alphabetic Filing Rules
How to Set Up and Implement A Records Management System
Indexing And Filing Rules
Nimble Documentation
Numeric Filing
Progressive Indexing and Filing

Subject Filing

RIM Intermediate/Advanced
Records Management Integrated Information Systems Retention

Technology
GISfor Everyone

GloriaGold

Escoe, Adrienne

Wallace, Shubert, Lee

Davis, David E.

Index of ARMA Conference Proceeding Papers

Administrative Management
Article Name

A Graded Approach to SO 9000 I mplementation for Records
Managers

Author
Catherine E. Pasterczyk, CRM

A Strategic Approach to Records Automation: Benefits, Alternatives ~ George C. Cunningham

and Costs

Zazio Enterprises

ARMA International
American Mgmt Assoc
Kardex Systems, Inc
ASQ Quality Press
ARMA International

Mgmt Controls Div,
Remington Rand

ARMA Internationa

John Wiley & Sons, Inc

ESRI Press

Year
1994

1996

(Continued on page 12)
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Administrative Management

Article Name Author Year
Alternative Staffing: When, Why, How, Who Gail E. Mason 1995
Basics of Developing a Records Retention Schedule Sara Mitchell, CRM & Kay Steed, CRM 1996
Charting aCoursein RM for Total Quality and Continuous Beverly A. Monteiro 1994
Process Improvement
Coping with Job Stressors of the 90's JoAnn M. Congtantini, CRM 1996
Cost Benefit Analysis April L. Dmytrenko, FAI 1994
Cost Benefit Analysis April L. Dmytrenko, FAI 1995
Effectively Employing Information Resources to Enable Business Edward G. Lewis 1996
Process Reengineering
Electronic Forms Strategies Helen Flores, CRM 1995
Electronic Written Communication Skills Pam A. Weigand, Ph.D. 1996
How to Hire a Records Management Consultant Peter J. Oliva, CSP 1994
How to Prepare a Convincing Business Case Patricia B. Daum, CRM 1996
If the Future Reads "Outsource"” Tom Clingenpeel & Marti Fischer, CRM 1994
Imaging Case Study in Contract Management Monique L. Attinger 1994
Increased Productivity Through Forms Management Hal B. Lowenstein & Hugh Maksylewich, CFC 1994
Information Management: TQM and Beyond Raymond R. McBeth, Ph.D. 1994
Internal Audit and Records Management - A Dynamic Duo Tony F. Wilson 1996
International Records Retention Thomas Wilds, CRM 1996
Introduction to Budgeting April L. Dmytrenko, FAI 1996
1SO 9000 - Maintaining Y our Registration Eugenia K. Brumm, Ph.D., CRM; Nicholas Maniaci; & 1995
Gifford R. Salisbury, CRM
1SO 9000 and Records Management EugeniaK. Brumm, Ph.D. 1994
1SO 9001 - Lessons Learned Janet L. Nelson 1996
Managing Information Environments: A New Perspective For A Raymond R. McBeth, Ph.D. 1995
New Age
Moving a Corporate Records Center Maureen L. Molde, CRM 1994

(Continued on page 13)
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Article Name Author Year
Moving Y our Records: Using the Move Process to Improve Kathleen G. Glasgow, CRM & Cindra Morgan, CRM 1996
Operation

Outsourcing Patrick J. Cunningham, CRM 1994
Performance-Based Training and Evaluation Mary W. Haider & James T. Haider 1996
Process |mprovement Patrick A. Queen, CRM 1995
Process Improvement Patrick A. Queen, CRM 1996
Productivity Improvement for Tough Times LindaA. Farrell, CRM 1996
Quality Management . . . (or How to be a Boll Weevil Rather Than Kathleen G. Glasgow, CRM 1994
aBulldozer)

Records Managers and | SO 9000 Eugenia K. Brumm, Ph.D., CRM 1995
Records/Forms Management: A Powerful Partnership Sue E. Heironimus, CRM 1995
Re-Engineering Lynn C. Kubeck 1994
Retooling Workflow - Key Process Flow-Charting and the MediaMix PatriciaD. Jensen & Richard E. Smith, CRM 1996
Retooling Workflow - Value Of A Master Plan PatriciaD. Jensen & Richard E. Smith, CRM 1995
RFP (Request For Proposal) . . . It All Starts Here! Peter J. Oliva, CSP 1995
Risk Management Jean-Pierre Carriere, CRM & Denis Deslongchamps, CRM 1994
Strategic Planning Nancy M. Kunde, CRM & DennisL. Larsen, CRM 1995
Successfully Negotiating A Win-Win Project Donald B. Schewe, CRM; Jane C. Frankel; & 1995

Douglas M. Haire

Surviving the Adventure of a Software Upgrade or Conversion Mary Anne C. Fry 1996
Tabletop Exercise: A Tool for Improving a Vital Records Program Molly J. Davis, CRM, CMC & Suzanne C. Edminster, CRM 1994
The Nitty-Gritty Nuts-and-Bolts of Strategic Planning Sarah E. Swindall, CRM 1994
Updating The Records Manual Richard E. Smith, CRM 1995
Work Simplification David M. Rintoul, CRM 1994

Career Advancement
Article Name Author Year
Business Planning/Budgeting Methods April L. Dmytrenko, FAIl, CRM 1998

(Continued on page 14)
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Article Name
Business Politics for RIM Success

Crossing Borders - Discover the Path for Developing Cross-
Cultural Skills

Cultivating Leadership Skills: The Key to Executive Management

Developing Your Line of Sight: Formulating Mission, Goals, and
Plans that Work for You

Don’'t Be Just aManager - Be a L eader!

Dynamic Office Politics Powering-Up for Program Success
E-Learning: What It Isand What IsIn It For You?
Electronic Written Communication Skills

Embracing Diversity in the Workplace

Essence of Mediator Skills

Ethical and Legal Issuesin the Design, Construction and Use of
the World Wide Web

Flourishing in the Future: The Information Professional in the
21st Century

Interest Based Negotiation: Can We Both Get What We Need?
Interest-based Negotiation: Can We Both Get What We Want?
JAD: The Key to Successful Problem Solving

Knowledge Management: Opportunities for Records Management
Making the Perfect Project: Lessons Learned

Making Y our Presentation Fun: Creative Presentation Techniques
Motivating People Toward Productivity and Excellence

Nega-Trends: Pointless Predictions that Distract Us from Essential
Information Management Truth

Off-site Storage Contracts: Negotiating Key Terms
Partnering with Y our Attorney on an Information Odyssey
Preparing for the CRM Exam Workshop - Parts |-V

Preparing for the CRM Examination - Part 6

Author
Susan Goodman, CRM and Fred Diers, CRM, FAI

Steve Gray

Eugenia Brumm, PhD, CRM
AnnaW. Nusbaum, CRM

Marcel Robles, Ph D.

H. Larry Eiring, CRM

Joseph S. Barone

Pam A. Weigand, Ed.D., CRM
Steve Gray

Shirley A. Cochran, J.D.
Tomas Lipinski, PhD, LLM

Christine Ardern, CRM, and Jean Dryden, CRM

Shirley Cochran, JD

Shirley A. Cochran, J.D.

Adam Jansen, CRM

J. Michael Pemberton, Ph.D., CRM
Julie M. Luckevich

Martha Keenen, RHIA

Mark Langemo, Ph.D., CRM, FAI
Barbara Nye, CRM

Cristine Martins, ESQ

Susan K Goodman, CRM and James Mittenthal, JD

Donad B. Schewe, Ph.D., CRM
Arlene Motz, Ph.D., CRM

For The Record

Year
2001
1998

2001
1998

2000
1998
2001
1998
2000
2000
2001

2000

2001
2000
2001
1998
2000
2000
2000
2001

2001
2001
1998

2000

(Continued on page 15)
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Article Name Author Year
Preparing for the CRM Examination, Part 6 Gail Ann McCreary, CRM and Steven Whitaker, CRM 2001
Preparing for the CRM Examination, Parts 1-5 Donald B. Schewe, PhD, CRM, FAI 2001
Preparing for the CRM Examination-Parts 1-5 Donald Schewe, Ph.D., CRM, FAI 2000
Quantifiable Results: What Senior Management is Really Brad Jordan 1998
Looking For

Sharing Y our Passion for Information Management Richard Weinholdt 1998
Strategic Planning and Information Management - A Winning Harold D. Coltharp, CPM 2000
Partnership

Successful Training- Not Just an Afterthought Joseph S. Barone 2000
The Art of Leadership Jan S. Jones, DBA 2000
Time Management: One Key to Increased Productivity for CharlesE. Nolan, CA, CRM, FAI 1998
Records Managers

Using Copyright to Manage Information Wanda Noel 1998

We Had a Great Plan — What Happened? Rick Weinhol dt 2000

Write Strategically! Adrienne S. Escoe, Ph.D. 1998

Horizon Session
Article Name Author Year
Strategic Information Management: Making the Leap Eugenia Brumm, PhD, CRM 2001
Industry Specific

Article Name Author Year

A Case Study of the Survival of a Records Manager Who WasSued  Rose Marie Sharp, CRM 1994
by an Elected Official

Automating Historical Archives Karen A. Shaw; Richard R. Gorell, Ph.D.; Robert L. Wright 1994
Before and After Conversion in Manufacturing Donald J. Prososki 1994
Critical Configurations: Managing Knowledge in the Business Transs  Thomas R. Hubbard 1998
formation of Electric Utilities Facing Deregulation

Developing and Implementing Procedures Manuals Ann O. Winstead 1994

(Continued on page 16)
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Industry Specific

Article Name Author Year
Developmentsin Archival Systems Sharon A. MacDonald & Sherry E. Schembri 1995
Document Imaging in the Legal Market . . . The Good, the Bad James M. King 1996
and the Ugly!

Dust to Digits - Bringing Seismic to the Desktop Terry Sinton 2000
Effects of Interstate Banking on Retention Scheduling Jane M. Connerton, CRM 1995
Electronic Document Management Meets Environmental Stacie Burnham 1995
Regulations Requirements

Establishing Archival Requirements for Indiana University’s Philip C. Bantin 1996
Electronic Records: A Progress Report

Gaining Support for Records Management: Successful Strategies Marva Bradford 1995
Get Beyond Whining and Get Going Jerry Wong 1994
Got A Record? Get A File! Pitfalls of Implementing an Imaging Sandra E. Broady-Dietz 1996
System: Case Study - Wisconsin Dept of Corrections

Guaranteed, the Best Image Ever Jim Craig, MIT, LIT 1998
How to Prepare a Retention Schedule for aLocal Government LindaW. Clark 1995
Implementing The Clean Air Act and Its Impact on the Peter J. Oliva, CSP 1995
Transportation Industry

In Search of Excellence: Choosing a Quality Commercial Cyndie Cutler & Micki Dudley 1996
Records Center

Indexing Geological and Geophysical Records: The State of the Art Susan L. Cisco, Ph.D., CRM 1996
Insurance Records and Information Management Susan B. Whitmire; Cynthia M. Sheward; Roderick C. 1994

Wallace

Is Knowledge Management the Future for Government? Robert Bailey, CRM, MIT 2000
1SO 9000:2000 Document/ Records Management - The City of Joy R. Thomas 2001
Fredericton Experience

Law Firm Records Retention and Destruction: Policy Beth E. Chiaisese, CRM, and Lee R. Nemchek, CRM 2000
Creation and Implementation

Mergers & Acquisitions: Here Today, Gone Tomorrow Crigtine S. Martins, ESQ and Elizabeth Castro, CRM, CDIA 2001
Merrill Lynch Recordsnet (SM) Digital Data Storage Michael McCabe 2000
Personnel Records: What Y ou Don't Know Can Hurt You Teri J. Mark, CRM 2001

(Continued on page 17)
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Industry Specific

Article Name Author Year
Petroleum Company Users Talk About Their Imaging Systems Susan L. Cisco, Ph.D., CRM; Denise R. Hampton; 1994
Doris Hughes; Judith Nixon

Project Planning Helen M. Streck 1996

Records Management in a Deregulated Utility Industry: Culture, George C. Cunningham 2001
Management and Technology

Records Management in Health Care - Challenges, Innovation Brady M. Banta & Randy Jones 1996
and Opportunities

Records Management in the New Age of Globally Competitive Iris M. Fisher 1994
Corporétions: A Step Change

Records Retention - What's the Right Answer? Larry R. Bates 1996

Retention Scheduling For Law Firms Jean G. Barr, CRM 1995

Savings and Loan Crisis, The: A Recordkeeping Challenge Edward F. Barrese & David S. Wendell 1994

Selection and Implementation of an EDM System Pat Dixon, CRM 2000

Starting Over: The Law Firm of the 1990's Nancy A. Williams & Elizabeth J. Rosen 1994

Strengthening the Program for the Next Two Hundred Y ears Jean L. Matson 1995

Successful Records Program: The People Dimension Daniel J. Ogden & Daniel L. Plung, Ph.D. 1995

Ten Steps to Becoming a Successful RIM Consultant John T. Phillips 2000

Using a Request for Proposal to Hire a Records Management DennisL. Larsen, CRM 1994
Consultant

Where's Y our Health Information in Today's Virtual World? Carol J. Bickford 1998

Y our Organization's Intranet or Portal: Dynamic Information for Laurie L. Gingrich, CRM and Jean Barr, CRM 2001
for Records, Conflicts and Calendars/Dockets

A Mode for Life Cycle Records Management Angela Crod Tayfun, CRM & Sherrill Gibson 1996

A Records Management Compliance Audit - Are Y ou Winning the Karen B. Biskup 1996
Battle or the War?

Information Administration

Article Name Author Year
A Records Management Compliance Audit: Are Y ou Winning the Debra K. Gearhart, CRM, FAI & Karen B. Schukofski 1994
Battle or the War?

(Continued on page 18)
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Information Administration

Article Name Author Year

A Records Manger's Guide to Forms Management and Electronic Sue E. Heironimus-Shager, CRM, CM 1998
Forms

Addressing the Legal Issues Associated with the Management of Robert F. Williams 1996
Electronic Records

Admissibility in Court of Imaged Documents John C. Montafia, JD 1996

Advanced Document Conversion for Records Management CharlesR. Adams 1996
Administrators

Back to the Future - Records Management Basics and Electronic Sandra E. Broady-Dietz & Helen Flores, CRM 1994
Records

Bottling a Hurricane: Identifying an Organization's Information Patrick J. Cunningham, CRM 1998
Assetsin Cyberspace

Canadian Retention - Practical Realities Fern Phillips, CRM 1994
Comparing Applesto Oranges. Methods for Evaluating and Teri J. Mark, CRM & Jane M. Rhodes 1994
Selecting RM Software

Core Business and Information Management: Mergers, Acquisitions  Susan B. Whitmire, CRM 1998
and Divestitures

Designing and Maintaining a Legally Sufficient Records Retention Richard F. Browne 1994
Program

Develop Your Own Automated RIM System. Yes, You Can Robert J. Guz 1995
Developing a Successful Records Management Program Joseph A. Steffen 1994
Developing An Electronic Data Management and Retention John H. Jessen 1995
Program

Developing Retention Schedules for Electronic Records Laurie A. Fischer 1998
Developing State-of-the-Art Filing Systems for Paper and Other Mark Langemo, Ed.D., CRM, FAI 1998
Records

Developing State-of-the-Art Filing Systems for Paper Records Mark Langemo, CRM, FAI 1994
Developing State-of-the-Art Filing Systems For Paper Records Mark Langemo, Ph.D., CRM, FAI 1995
Developing State-of-the-Art Filing Systems for Paper Records Mark Langemo, Ph.D., CRM, FAI 1996
Digital Records Management At The Coca-Cola Company Thomas A. Johnson & Anne M. Mancini 1995
Disaster Plan Barbara A. Rike, CRM 1995
Disaster Recovery - Facing the Inevitable L. David McDanid 1996

(Continued on page 19)
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Information Administration

Article Name Author Year

Effect of Your Imaging System on Y our Records Management Nicole Martin 1996
Program

Electronic Records and Risk Control - 3 Essential Perspectives Joan E. Feldman; PaulaR. Harris; & Michad J. Patrick 1995

E-mail Policy Considerations Rae N. Cogar, JD 1998

E-mail Policy Implementation: Challenges and Strategies for Barbara Benson & PaulaHarris 1996
Success

Expanding the Records Management Program - Corporate-Wide: Patricia D. Jensen & Richard E. Smith, CRM 1996
A Case Study

Expanding the Role of Records Management in Ensuring Pat Moore 1998
Organi zation-Wide Business and Service Continuity

Exploring the RIM Frontier with Y our Attorney Susan K. Goodman, CRM & Suzanne C. Schuelke, JD, CRM 1996

Indexing and Class Techniques to Integrate Paper and Electronics James G. Coulson, CRM, FAI 1995

Indexing Schemes: How to Get From the "Wish List" to aFunctiona  Cindra Morgan, CRM 1994
System

Knowledge Management: The Changing Role of the Information J. Michael Pemberton, Ph.D.; Christine Ardern, CRM; 1998
Management Professional & Elizabeth A. Castle

Lega Requirements for Records Management Programs: Advanced  Donald S. Skupsky, JD, CRM 1994
Issues

Legal Requirements for Records Management Programs: Advanced Donald S. Skupsky, JD, CRM 1995
Issues

Lega Requirements for Records Management Programs: Advanced  Donald S. Skupsky, JD, CRM 1996
Issues

Lega Requirements for Records Management Programs: Advanced  Donald S. Skupsky, JD, CRM, FAI 1998
Issues

Lessons from Lega Case Law: IsYour Records Management Robert F. Williams 1998
Strategy Enough to Keep Y ou Out of Court?

Linking the Past to the Present: Document Conversion Strategies Paula Lederman 1994

Managing Electronic Records John T. Phillips, Jr., CRM 1994

Managing Electronic Records Albert J. Cyr 1996

Mining the Gold on the World Wide Web and Other Electronic Mary Ann Lea, CRM 1998
Resources

Moving From Traditional RIM To Electronic Platforms JoAnn M. Constantini, CRM 1995

(Continued on page 20)
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Information Administration

Article Name Author Year
Multimedia Database Management Systems Lesiie Banach 1996
Preservation and Storage of Paper Documents, The Jerry Shiner, CDRP 1994
Preserving the "Old Stuff" - The Challenge of Creating a Company AnnaM. Clegg, CRM & Nancy Kunde, CA, CRM 1994
Archives

Records Disasters Can and Will Happen to Y OU! Barbara A. Rike, CRM 1994
Records Management in the Modern Office Environment John F. McDonald 1998
Records Management Rolein Litigation and Risk Reduction Daryll R. Prescott 1998
Records Management Software Preston W. Shimer 1994
Records Retention Schedules - Power Tools for the Office Rainer Naus, CRM 1996
Records Storage In-House vs. Outsource: Design, Construction and Martin Richelsoph, CRM 1994
Operation of an Internal Records Center

Retention Schedule - Developing, Updating, Implementing, Using Patricia D. Jensen, CRM & Richard E. Smith, CRM 1998
and Maintaining the Schedule for Department-Level Compliance

RIM Priorities for the Frontier of a New Century James C. Bennett, Ph.D., CRM, FAI 1996
Role of Vital Recordsin a Disaster Preparedness Program Susan L. King 1996
So, You Think It Can't Happen To You? Think Again. A Disaster Tad C. Howington, CRM & Susan A. Hubbard, CRM 1994
Recovery Workshop

Subpoenal Discovery! Now What Do | Do? Janet L. Nelson, CRM 1998
Successful Strategies for Establishing and Implementing a Records Mark Langemo, Ph.D., CRM, FAI 1995
Management Program

The Court Cases Affecting a Records and Information John C. Montafia, JD & Donald S. Skupsky, JD, 1995
Management Program CRM

The Legal/Ethical Nexus for Web Policies: A Checklist to Avoid Fred Stidow, Ph.D. 1998
the Stake

The New Records Manager: Preparing for the 21st Century DebraK. Gearhart, CRM, FAI 1998

The Saga Continues: Coloring "Outside the Lines" in Order to Wendy Shade 1998
Meet Customer Service Goals!

The Six Components for a Solid Records Management Program Rhonda W. Kimbrough 1998

Tools for Scheduling Electronic Records Michael L. Miller & Sandy Y ork, CRM 1996

Traveling The Retention Highway With Y our Attorney Susan K. Goodman, CRM & Suzanne C. Schuelke, JD 1995

(Continued on page 21)
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Information Management

Article Name Author Year

Value Added Records Management JoAnn M. Constantini, CRM 1996

Vital Records - A Link Between RM and Contingency Planning Eleonore M. Myler 1995

What to Put in the Archives - and When Donald B. Schewe, Ph.D., CRM 1996

Why Information Security and Contingency Plans as Needed Barbara A. Rike, CRM 1994

A Records Management Compliance Audit: Are Y ou Winning the Karen B. Biskup, CRM 2001
Battle or the War?

A Vision for a Pro-active Future for Records and Information Dr. Mark Langemo, CRM, FAI 2000
Management

After the Records Inventories and Retention Schedules - Edith Allen, CRM 2001
Implementation Issues in Electronic Records Management

An Enterprise Model for Integrated Information Management Karen V. Strong 2000

Applying Records Retention Scheduling in an Information Bruce Evans, CRM, NS 2001
Management Environment

Approaching Records and Information Management Through Rachel Van Wingen, Peter Collins and Brand Hoff 2001
Cultural Perspectives

Building a Reliable Structure: Digital Records Management Alan Andolsen, CMC, CRM 2001
Business Systems Analysis and Design for RIM Practitioners Victoria Lemieux 2001
Buy It, Build It, Stedl It - But Y our Organization Needsa Taxonomy  Christopher J. Olsen, CRM 2001
for Its Information Survival

Creative Problem Solving and Analysis Techniques for RIM Michael Morris, P.E. and Stephanie Riches 2001
Developing a Realistic Document Retention Schedule for the Fred V. Diers, CRM, FAI 2000
21t Century

Disaster Preparedness Planning Rosdlie C. Stremple 2000
Electronic Forms As Part of a Forms Management Program Stephanie Riches and Kara Rubinson, CRM 2001
Electronic Records Management, the Next Five Y ears Karen A. Shaw, CRM 2001
Electronic Risk Management - Reducing Exposurein Litigation Deborah Juhnke 2001
E-Sign & UTEA: How Will They Change the Way Y ou Handle Rae Cogar, JD 2001
Electronic Records?

Filing Systems - Refinement, Development and Management Mark Langemo, PhD, CRM, FAI 2001
How to Become an Instant Knowledge Manager Rainer Naus, CRM 2000

(Continued on page 22)
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Information Management

Article Name Author Year
Information Management — One Person Operation Survival Tools Richard W. Arndt 2000
Information Preservation: It's a Records Manager's Concern Too! Charles Arp and Joseph C Dickman, Jr. 2001
Internet-based Information Processing: A Model for Success Susan L. Cisco, Ph.D., CRM 2000
ISand RIM Partnership, The Ed Churchill and Cheri Adams 2001
Issues Inherent With Implementing Multiple Technologies—from Thomas Smith, CRM, CCP 2001
a Records Manager's Perspective
Issues Inherent with Implementing Multiple Technol ogies—from Thomas E. Smith, CRM, CCP 2000
a Records Manager’ s Perspective
Legal Requirements for Records Management Programs: Advanced Donald Skupsky, JD, CRM, FAI, MIT 2000
Issues (Text of UETA 1999)
Managing Electronic Records - A Practica Approach Laurie Fischer 2001
Managing Electronic Records: A Practical Approach Laurie Fischer 2000
Managing E-mail Records: The State of the Art Susan Cisco, PhD, CRM, FAI and PatriciaK 2001
Galloway, PhD, CDP
Managing the Life-Cycle of Electronic Documents: Electronic Stephen C. Maynor and Steven D. Whitaker, CRM 2000
Document Management at Duke Energy
Marketing Y our Records Management Program Heather Richmond, CRM and Sheila Taylor, CRM 2001
Moving Forward with Traditional RIM Practicesin an Electronic Debra Gearhart, CRM FAI 2001
World
Planning for Disaster Sandra Birkholz 2001
Recordkeeping and the Web: Challenges for Records Managers Johanne M. Pelletier 2000
and Archivists - Part |
Recordkeeping and the Web: Challenges for Records Managers Garron Wells, CRM 2000
and Archivists - Part 11
Records Appraisal Sharon Alexander-Gooding and Barbara Craig, PhD 2001
Records Retention for Electronic Records Donald Skupsky, JD, CRM, FAI, MIT 2000
RIM Software: Know What Y ou Need to Get What Y ou Want A. Jnise Smith, CRM and Barbara Cross, CRM 2001
Web Technologies for Information Management John P. Frost, CRM 2001

(Continued on page 23)
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Managing Beyond
Article Name
A Systems and Procedures Center of Excellence: Success Story

Self-Managed Teams. People Power In A Downsizing Environment

Professional Development
Article Name
"Ye Untold Latencies": Planning Empowerment Strategies
A Public Relations Plan for Y oursel f
Beyond Tota Quality Management
Changing Horses In Mid-Stream on the Information Highway
Communicating Effectively in the Workplace
CRM Exam Review Workshop - Part VI
CRM Exam Review Workshop - Part VI
CRM Exam Review Workshop - Parts | - V
CRM Exam Review Workshop - Parts I-V
CRM Review Workshop - Part VI
CRM Review Workshop - Parts |-V
Diversity - The Impact of Perceptions
Diversity - The Impact of Perceptions
Enhance Professional Presence and Improve Y our Credibility

Going International: Lessons from One Records Manager’'s
Experience

Humor in the Workplace
Improving Team Communication
Improving Y our Meeting Productivity

Innovative and Creative Ways of Coping

Making Records Management a Priority in Y our Organization

Author
Adrienne S. Escoe, Ph.D.

Adrienne S. Escoe, Ph.D.

Author
John Paul Deley

Juanita M. Skillman, CRM, FAI

Raymond R. McBeth, Ph.D.

JoAnn M. Constantini, CRM & Joyce W. Ellis
Judi Morin, ISP

DebraK. Gearhart, CRM, FAI

Arlene Motz, Ph.D., CRM

Anne A. Gearhart, CRM & Ann Balough, CRM
Anne A. Gearhart, CRM & Richard Billings, CRM
Debra K. Gearhart, CRM

Anne A. Gearhart, CRM & Ann Balough, CRM
Claude H. Hurst, Jr.

Claude H. Hurgt, Jr.

Barbara J. Winger

Victoria Lemieux

Mickey Mehal, Ed.D.
Patricia Wagner
Pam A. Weigand, Ed.D., CRM

Grace Sardo, CRM; Dally P. Castillo, CRM; & Fern
Phillips, CRM

Mary Ann Lea, CRM
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1996

1994
1996
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1994
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Professional Development

Article Name Author Year
Managing a Culturally Diverse Workforce PatriciaE. Wallace, Ed.D., CRM 1996
Managing Change asaTool for Marketing Y our Records Tad C. Howington, CRM 1994
Management Program Within Y our Organization
Managing Difficult or Conflicted Peoplein a Constrained JoAnn M. Constantini, CRM 1994
Environment
Managing Information Environments: A New Perspective for Raymond R. McBeth, Ph.D. 1994
aNew Age
Marketing Y our Records Management Program Stuart Dunkel & Brian A. Moriki 1996
Motivating People Toward Productivity and Excellence Mark Langemo, Ph.D., CRM, FAI 1996
Motivation for Records Managers David M. Rintoul, CRM 1996
No One Has the Right to be Boring: Effective Presentation Skills Karen Susman 1996
Opportunities Out of Chaos Raymond R. McBeth, Ph.D. & J. Michael Pemberton, PhD 1996
Overview of the Ingtitute of Certified Records Managers: An Jenny N. Barker, CRM & Blaine Hardesty, CRM 1994
Introduction to the CRM Examination
Portfolio Process, The: Life Long Career Development Patricia Wagner 1996
Presentations to Senior Management: The Critical Difference J. Michael Pemberton, Ph.D. 1994
Project Management - A Critical Skill for Managers Mary Ann Lea, CRM 1995
Project Management - A Critical Skill for Managers Mary Ann Lea, CRM 1994
Re-Tooling Y our Records Management Organization Will D. Minter & Larry J. Norals 1994
Risk Taking Diane K. Carlise, CRM & Jane M. Rhodes 1994
Shifting Into Gear On the Road Called Change Terrence J. Coan & LindalL. Masquefa 1995
Stress Management for Public and Private Professionals Lynn M. Bush 1994
Stress of the 90's Beverly A. Roberts 1995
Sustaining Excellencein Times of Change Kay Schotzinger & Polly Moss 1994
Taking Control of Change Anneliese Arenburg, CRM, CSP 1994
Taking Control of Your Career H. Larry Eiring, CRM 1994
Taking Control of Your Career H. Larry Eiring, CRM & Tad C. Howington, CRM 1995
Team Building - The Record Manager's Key To Success Gail B. Pennix, CRM 1995

(Continued on page 25)
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Special Interest

Article Name Author Year

Bridging the Gap Between RIM Education and Business Pam A. Weigand, Ed.D., CRM 1994

Communicating Records Management in the Work Environment John C. Montafia, JD & Ellie Myler, CRM, CDRP 1998

Contingency Planning - Overviews and Oversights L. David McDaniel 1998

Corporate "Hot Button" .. Is Y our Information Protected? Moving Karen B. Biskup, CRM 1998
Records Management to Information Asset Management

Devel oping a Machine Readable Records Policy in a Government Martin Richelsoph, CRM 1996
Environment

Developing Records Management Training Programs for Patricia D. Jensen, CRM & Richard E. Smith, CRM 1998
Department Level Use

Does It Take A Magician to Manage Y our Records? Barbara A. Rike, CRM 1998

Electroni ¢/Machine Readable Records: Archives and Records Martin Richelsoph, CRM 1996
Management Concerns

Entrepreneurial Venture Beverly A. Roberts 1994

Establishing a Records Centre Abroad: Challenges and Opportunities  Giorgio Spadoni 1998

Evolution of Electronic Document Processing and Management Hidehiko Kobayashi 1995
Systems

International Records Retention for Multi-National Corporations David O. Stephens, CRM, CMC, FAI 1996

Life Cycle of R & D Records: The Researchers' Perspective Mary W. Haider 1995

Managing a Mixed Media Advertising Archive - With a Records Susan Mary Garland 1994
Management Program Attached

Operation Teapot - Vita Records Then and Now Alan A. Andolsen, CMC, CRM 1998

Paving the Way for the "Ugly American" - On the Road to Vicki L. Betton, CRM 1995
International Success

Protecting Y our Organizations Greatest Asset - Confidential Jack R. Ingle 1994
Information

Protection Process William H. Haywood 1998

Realization of Strategic Electronic RIM Systemsin Japan Hidehiko K obayashi 1998

Records Management and the Environment David M. Rintoul, CRM 1995

Records Management Day - A Catalyst to Promote Our Records Patricia D. Jensen & Richard E. Smith, CRM 1996
Management Program: A Case Study

Records Management in Australia Laurie Setten, CA, CRM 1998

(Continued on page 26)
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Special Interest

Article Name

Records Management in Maaysia and Its Impact on Education
and Training

Records Management Software

Records Management Program in Transition

So, You Want to be a Conference Speaker

Traveling the Information Highway to the Millennium
Use of Electronic Datain Litigation

Working in the World - Beyond Y our Own Backyard

Workplace 2000

World Bank: International Records Management in Action

Writing Procedures So Anyone Can Use Them

Technologies
Article Name

A New Approach to Records Management (Automating with
Artificia Intelligence)

An Overview of GIS: Answersto the Questions Everyone Asks
Applying Barcode Technology to Records Applications

Automatic Categorization: How Does It Work, Related | ssues
and Impacts on Records

Avoiding the Perils of Imaging System Implementations
Backup Against The Wall

Barcoding 101Y2 and Then Some

Barcoding for Data Input: Save Money and Reduce Errors

Bringing the Business Case for Document Management
Technology to Management

Can OCR Eliminate Manual Indexing of Recordsin an Imaging
System?

Author
Raja Abdullah Yaacob, Ph.D. & Laili Hashim

Frank McKenna

Kathleen G. Glasgow, CRM & Sherrie L. Arnold
JoAnn M. Constantini, CRM & Joyce W. Ellis
Patricia E. Wallace, Ed.D., CRM

John H. Jessen

Ronald A. Elliott, Ph.D., Sharon L. Smith; & Vicki
Betton, CRM

PatriciaE. Wallace, Ph.D., CRM
Joseph S. Barone & Susan P. Dubas

CindraMorgan, CRM

Author
Tim Shinkle

Loy Wiley, AICP
LindaJ. Mercer

R. Kirk Lubbes

Michael S. Adler, CDIA, MIT, PE
Richard E. Zimmerman, CRM
Darlene F. Scott

William H. Hall

Addie Mattox

Susan L. Cisco, Ph.D., CRM

(Continued on page 27)
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Technologies

Article Name Author Year
Competing for the Corporate Dollar or How to Get What Y ou Kenneth L. Hopkins and Deborah R. Pringle 2000
Want By Giving Them What They Want

Compliance with IRS Guidelines on Magnetic and Electronic George C. Cunningham 1994
Electronic Media

Data Mining: A Search into the Unknown for Gold Kuriakose Athappilly, Ed.D 2001
Defining a Permanent Transformat Records Management System, Stephen J. Gilheany, CRM, CDIA 2000
aHierarchy of Records Management Formats, Five PDF Formats,

and Document Copying/Migration

Designing and Marketing Y our Site to Enhance Use and Presence Randy Jones 2001
Develop Your Own Automated RIM Systems, Yes Y ou Can! Robert J. Guz 1996
Digital Records Management Alan A. Andolsen, CMC, CRM 1995
Digital Records Management Alan A. Andolsen, CMC, CRM 1996
Digital Records Management - A Structured Approach Alan A. Andolsen, CMC 1994
Document |mage Management in a Macintosh Environment Keith Ellis 1994
Document Imaging: New Realities for Records Managers Julie Gable 1994
Document Strategies for the 90's Robert P. Morin, CRM 1994
EDI, E-mail, Internet Messages - Records Management Issues Ronald A. Elliott, Ph.D. 1996
EDI: Document Management in the Post-Document Era Michael ladarola 1995
Electronic Document Management Technology: A Project David Rintoul 2000
Methodology that Works

Electronic Recordkeeping Systems: The Five-Step Program to Bruce Miller 2000
Success

Electronic Records Scheduling and Implementation James G. Coulson, CRM, FAI 1996
Emerging Technologies - Managing Digital Information Alan A. Andolsen, CMC, CRM 2000
Emerging Technologies: Storage Area Networks Adam Jansen 2000
Encryption and Decryption for the Records Manager Brett J. Balon, CRM, Ph.D. 1995
Encryption: What Is 1t? How Does It Work? Its James B. Thorstad 1998
Impact on Records Management

Evaluating Hybrid Systems Douglas P. Allen, CRM 1998

(Continued on page 28)
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Technologies

Article Name Author Year
Evaluating Multi-Media Solutions Kenneth L. Hopkins 1994
Forms Automation and Electronic Document Jeff Allen 1995
Management

Fundamentals of Managing On-line and Networked Ronald A. Elliott, Ph.D. 1994
Records

Hybrid Imaging Systems: The Reincarnation of Daniel W. Kehoe 1995
Microfilm

Imaging Systems and the Integration of Barcoding Harvey Spencer 1994
Technologies

Imaging Systems: Document Analysis and Susan Hall 1994
Conversion

Implementing and Enterprise-Wide Document Patrick A. Queen, CRM 1998
Management System

Integrated Hybrid Imaging Sub-Systems: Microfilms Carl Disparti 1996
You Never Imagined It

Integrated Information Management: A Real World Monique L. Attinger 1994
Theory

Integrating Microfilm with Optical Disk Systems David S. Gorney 1994
Intelligent Agents - The Future of Digital Records Alan A. Andolsen, CMC, CRM 1998
Management?

Introduction to Micrographics Sharon E. Robertson 1994
Knowledge Management: From Theory to Practice Kuriakose Athappilly, Ed.D 2001
Law of Electronic Signatures, The Benjamin Wright, JD 1996
Legal Issuesin Electronic Authentication: An Emily Frye 2001
International Records Issue

Legal Issues: E-mail, EDI and Other Technologies John C. Montafia, JD 1998
Legal Research on the Web Konnie G. Kustron, JD 1998
Legality of Optical Storage Robert F. Williams 1994
Lessons Learned in Procuring a Laser Optical Disk System Vicki L. Berndt 1994
love@first.byte?: RIM Opportunities and Challengesin Cyberspace  Joanna Blackburn 1996
Management of Hypertext/Hypermedia Records Patrick Cunningham, CRM 1996

(Continued on page 29)
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Technologies

Article Name Author Year
Managing AEC Electronic Records John T Phillips, CRM 2001
Managing Data Objectsin the PC Environment Jeanne B. Caldwell, CRM 1994
Managing Electronic Records: The Perspective of the International Susan K. Goodman, CRM & John F. McDonad 1998
Council on Archives
Managing Multi-Media Records Karen A. Shaw & Gene J. Hickok 1998
Managing Web Sites and Intranets as Part of a Comprehensive John P. Frost, CRM 1998
RIM Program
Massive Record Redaction and Delivery: A Case Study Robert Boiko 1998
Metadata for Information Management - The CORC Project Brad Eden, Ph.D. 2000
Microfilm and the Electronic Office Paul O'Flaherty 1994
Micrographic Quality Control Workshop Gregory F. Pdlican 1996
Micrographics and Electronic Imaging: How to Get the Best of Joan Mariani Andrew 1994
Both Worlds
Micrographics Systems: Selecting the Best Format Claire Cardina, CRM, CA 1996
Navigating the Internet Konnie G. Kustron 1995
New Technologies for Database Management John T. Phillips, Jr., CRM 1998
Optical Imaging - Selecting A System Is Just The Beginning Tony F. Wilson 1995
Paper to CD-ROM Conversion of Corporate Knowledge Chris Bednar 1996
Project Management Administration for Records Managers Bruce L. White, CRM 2001
Record isin My Hand, The - Now What? Ron Elliott, PhD 2001
Records Management Update: Electronic Document Privacy Joseph Rohinson 2000
Records/Document/El ectronic Document Software, What to Choose?  Vaughn Warrington 1996
Role of Records Management in Electronic Document Management  Julie Gable 1996
Role of Records Manager in the Electronic Office James G. Coulsen, CRM, FAI; Gail Pennix, CRM; & 1994
Susan Chapdelaine
Solving Quality Control Problems Associated with YOUR Bill Thomas 1996
Source Doc
TPraki ng Imagesto Court: How to Set Up an Image Management Ray Grenkie 1994
ogram

(Continued on page 30)
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Technologies
Article Name Author Year
Taming Digital Records: The Role of Artificial Intelligence Alan Andolsen, CMC, CRM 2001
Technologies and Project Decisions for RM Automation John T. Phillips, Jr., CRM 1995
The Changing Role of the Records Manager in the Millennium Kurt Thies 2000
The Role of Records Management in the Application Service Julie Gable, CDIA 2000
Provider Model
The Vaue Added Info Chain: From Records Management to Susan L. Cisco, Ph.D., CRM & Karen V. Strong 1998
Knowledge Management
Understanding Communication Technology for Document Imaging Howard Feingold 1996
Understanding I ntranets and Extranets and Their Record Keeping Patrick Cunningham, CRM 1998
Implications
Update on the Law of Electronic Commerce John C. Montafia, J.D. 2000
Using Technology to Manage Information for | SO 9000 and Other EugeniaK. Brumm, Ph.D., CRM 1996
International Standards
What Should | Know About the Open Document Management API Michael J.D. Sutton, Adm.A., CMC, ISP 1996
(ODMA) and the Document Management Alliance (DMA)
Why Imaging Systems Fail and How to Prevent it from Happening John J. Colosimo, CRM 2000
toYou
Working Successfully With Y our Computer Department Michael S. Adler, CDIA, MIT, PE & Sharon Hyder, 1998
CMC, CRM
www.el ectronic.records.on.the.web - Achieving Accountability Bruce Miller 2001
Among the Chaos
XML: The Web-based L anguage of the Information Revolution Robin E. Gibson 2000
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Internet Opportunities

Article Name Author Year
10 Waysto Create a Really Crappy Law Firm Website Kevin Lee Thomason 1999
Brainstorming Y our Way to a Winning Strategy Greg Krehel 1999
Chronology Best Practices Greg Krehel 1999
Client Extranet Sites (Powerpoint Slide Show) Ozelin 1999
Cyberdleuthing in the Internet: Discovering the Gayle M. O'Connor 1999
Digital Smoking Gun
Digging Up Dirt Online Keven Lee Thomason 1999
Internet Applications of the Inevitable Disclosure Doctrine lan C. Ballon 1999
Internet Use and E-Mail Policies. Learn How to Manage Y our lan C. Ballon 1999
Internet Risks
Researching Experts on the Internet David V. Dilenschneider 1999
Spoilation of E-Mail Evidence: Proposed Intranet Policies and a lan C. Ballon 1999
Framework for Analysis
Targeted Internet Marketing (Powerpoint Slide Show) Weiss 1999
To Pay or Not to Pay: How to Organize Your Internet Research Time  Stacey Stern 1999

Internet & Knowledge Management

Article Name Author Year
Law, Government and Other Resources On The Internet James Evans 2000
Online Recruiting: Finding Employees on a Shoestring Kevin Lee Thomason 2000
Researching Experts on the Internet David V Dilenschneider 2000
The Internet for People Who Can't Set the Clock on Their VCR Craig D. Ball 2000

Practical Technologies

Article Name Author Year
Building the Smart Law Firm: Guidelines for the Effective Jeffrey S. Rovner 1999
Management of Legal Knowledge
Coding with Mark Sense Recognition (Powerpoint Slide Show) Juhnke 1999
Handheld Devices (Powerpoint Slide Show) Socha 1999
How to Recycle Those Old Computers Joseph L. Kashi 1999
Palmed and Dangerous: A Day on the Life of a PAmLawyer Joseph Kornowski 1999
PalmLaw Reading: The Future of Handheld Computing for Lawyers  Joseph Kornowski 1999
PalmLawyers Briefcase Joseph Kornowski 1999
Strategically Planning and Managing Lega Automation Upgrades Joseph L. Kashi 1999
Technology: Prediscovery to Trial Aimee Bolton 1999

(Continued on page 32)
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Practical Technologies

Article Name Author Year
Upgrading Y our Hardware: What's New, Needed, Joseph L. Kashi 1999
Smart and Cost-Effective
Practical Technology Strategies

Article Name Author Year
An E-Commerce Sampler: Hot Hits and Golden Oldies Michael L. Taviss 2000
Application Service Provider: Making the Virtual Law Firm Real Joseph L Kashi 2000
Berry Connected submitted by Daryl Teshima 2000
Cyberspace Lawyer, March 1999 2000

Gadgets Going Wireless submitted by Daryl Teshima 2000
Legal Works, Word 2000 and WordPerfect 2000 Features and Deborah Holt and Laura Townsend 2000
Tips Demonstration

Online Auction Sites; An Outline of Key Issues Michael Overly 2000
Online Tools for Lawyers Continue to Improve and Multiply Daryl Teshima 2000
Practicing Law Online: The Keysto Developing A Successful Peter Krakaur 2000
Technology Policy

Supplement A: California Anti-Spam Statutes Michadl L. Taviss 2000
Supplement B: Metatags Cases Michadl L. Taviss 2000

Litigation

Article Name Author Year
Electronic Filing of Court Documents:. Cites and Sites James Keane 1999
Essentials of Computer Discovery Joan E. Feldman and Roger |. Kohn 1999
Hypertext Briefing Mark Schuman 1999
Recent Decisions Regarding Electronic Media Discovery Joan E. Feldman 1999
Requests for Production and Inspection Joan E. Feldman 1999
Resources and Further Reading (including WWW hyperlinks) Joan E. Feldman 1999
Sample Interrogatories Joan E. Feldman 1999
Sample Language for 30(b)6 Deposition of Custodial Electronic Joan E. Feldman 1999
Records

Sample Language for Preservation of Electronic Evidence Joan E. Feldman 1999

(Continued on page 33)
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Litigation
Article Name
Why Bother (Using Spreadsheets)?
Wired Chambers and the Impact on Lawyers

Litigation Technology
Article Name
Discovery of Electronic Data
Employing Computer Automation in Managing Litigation

Evidence, Preparing for Trial, and Electronic Trial Presentation

Hypertext Briefing

New Conferencing & Court Reporting Technologies
Some Basics of Interactive Realtime Software
Synopsis of Hypertext Briefing

Workshops

Article Name

Additional PowerPoint Pointers

Brainstorming Y our Way to a Winning Case Strategy
CaseMap 3 Overview

Chronology Best Practices

Creating a Great Cast of Characters

Dispute Analysis: The First Step in Early Dispute Resolution
Getting Case Anaysis Off to aFast Start

Powerful New Software Makes Trial Preparation Better, Faster

and Easier

The Best Way to a Winning Case Strategy
Using Powerpoint, Access & Excel
Why Bother?

Author
John Tredennick
Barry K. Lander

Author
George J. Socha, Jr.
Timothy A. Pignelli

Mark Schurman
George J. Socha, Jr.
Jon Sigerman

Janet Olson

Author

George J. Socha, Jr.
Greg Krehel

submitted by Bob Wiss
submitted by Bob Wiss
Greg Krehel

Greg Krehel

Greg Krehel

Mike Tonsing

submitted by Bob Wiss
George J. Socha, Jr.
John C. Tredennick, Jr.
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Contributions to the Association of Records
Managers and Administrators, Inc. are not
deductible as charitable contributions for
federal and state income tax purposes.
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Imasquefa@aol.com

Vice President

Penny Kyle

Orange County Sanitation District
10844 Ellis

PO Box 8127

Fountain Valley, CA 92728-8127
(714) 593-7130

pkyle@ocsd.com

Treasurer/Immediate Past President
Cheryl Young, CDIA+

Document Control Solutions

616 S. State College Blvd

Fullerton, CA 92831

(714) 738-6131 x300
cyoung@docsolutions.com

Board Secretary
Jacque Challman

Express Records Storage
190 W. Crowther, #E
Placentia, CA 92870

(714) 577-5999 x104
challmanj@exp-storage.com

Membership
(Vacant)

Job Placement

Lori Irving

Balboa Life and Casualty

3349 Michelson Drive, Suite 200
Irvine, CA 92612-8893

(949) 222-8541
Lori_lrving@balboainsurance.com

Marketing

Gerald (Jerry) Mayer

4439 Chase Dr

Huntington Beach, CA 92649-2297
(714) 840-2647
jerry_c_mayer@msn.com

U.S. Government Relations
Gary Pierson

Document Control Solutions
616 S. State College Blvd
Fullerton, CA 92831

(714) 738-6131
gpierson@docsolutions.com

Education

Patricia Hart

26016 Red Corral
Laguna Hills, CA 92653
(949) 831-4997
Hart4997@aol.com

Historian

Juanita Skillman, CRM, FAI
Orange County Sanitation District
10844 Ellis

PO Box 8127

Fountain Valley, CA 92728-8127
(714) 593-7129
jskillman@ocsd.com

Newsletter Editor/Webmaster
Nolene Sherman

C.J. Segerstrom & Sons

3315 Fairview Road

Costa Mesa, CA 92626

(714) 546-0110
shermann@southcoastplaza.com
nsherman@myrealbox.com

CRM Liaison

Cathy Westfeldt

NARA

27881 La Paz, Suite G #322
Laguna Niguel, CA 92677
(949) 360-2642
cathy.westfeldt@nara.gov

ISG Liaison

Linda Cernak

Allergan

2525 Dupont Dr TL-2M
Irvine, CA 92623-9534
(714) 246-6474
cernak_linda@allergan.com



