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information management
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informative and affordable
meetings and seminars
that are designed to enhance the skills and capabilities of the
members.
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GAME BASED RIM TRAINING

The Mid-Michigan ARMA Chapter meets on a monthly basis
during the 3rd week of the month. Typically our events are from
4 pm - 5 pm and cost $5. Lunch meetings are usually from
12 pm - 1 pm. For these meetings, lunch is provided and the cost
is $15. Dates, costs and venues may vary from month-to-month.
Check out our current schedule below or visit our Facebook
page. If you have any questions about the program, please
contact our VP of Programs, Sarah Sherwood. Sarah can be
reached at sarah.sherwood@wacker.com.

Upcoming Events
See How DIA Creates & Manages Their
Extraordinary Exhibits

How much does your organization value Records
Management training? Do you already have a successful
program in place or do obstacles exist in getting valuable
information to the right people?
Join Mid-Michigan ARMA this fall to learn about ways to
improve RIM training. Members of Mid-Michigan ARMA will
encourage attendees to collaborate with each other, especially
focusing on hands-on exercises, interactive games, polling
technology, and the importance of live webinars, online courses,
and virtual meetings. After the discussion, RIM BINGO will be
played and door prizes will be given away as a thank you for
being such great Mid-Michigan ARMA members and colleagues!
So bring your best Trebek impression and empty tummies to
Applied Imaging on Aurelius Rd. in Lansing on Thursday, October
16.
When:

Tuesday, October 16,

Where:

Applied Imaging, 5858 S. Aurelius Rd., Lansing MI

4:00 pm - 5:00 pm

Cost:

$5 (free parking)

How:

RSVP by Friday, Oct 12 to Sarah Sherwood

Recent Events
Come join Mid-Michigan ARMA for a behind-the-scenes look
at creating exhibits and managing the material and information
associated with them. As a bonus you can peruse the latest
exhibit: the Star Wars Universe. Sign up soon. The tour is limited
to 30 people. Click on the link below to purchase tickets for a
4:00-4:30 exhibit showing:
https://buyamecticketing.com/events/313/list
When:

Friday, September 28,

Where:

Detroit Institute of Arts, 5200 Woodward Avenue,
Detroit, MI 48202

Cost:

Tour is free (parking not included)
Attending the Star Wars exhibit directly after
the tour is optional. Non-member ticket price is
$27.50 and needs to be purchased in advance!

How:
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Spring Seminar: The Principles ®

3:00 pm - 4:00 pm

RSVP by Tuesday, Sept. 25 to Sarah Sherwood

Mid-Michigan ARMA presented an interactive seminar with a
deep dive into the eight principles of records management and
discussed the application of a maturity model. This was followed
by a group workshop and an end-of-day panel discussion. The
speaker was Douglas P. Allen, CRM, CDIA+, past president of
ARMA International.
Back to Table of Contents
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IDEAS TO CONSIDER
Will You Take the Garbage Out? Comparing
Unmanaged Shared Locations to an
Unmanaged Frat House Refrigerator
By: Vicki Pratt, CRM
This article is reprinted with permission from the Summer 2017
issue of the ICRM's ProfessioNotes newsletter. The electronic
versions (Microsoft Word) of each newsletter article or column are
usually available from the editor.
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your new food items, and you’re not even sure you want to put it
on the same shelf with that black fuzzy orange. It’s definitely time
to clean that frig out.
Now, let’s talk about your shared folders on company servers.
You share those folders with your coworkers. Some people you
know well, others you know by name, while others you’ve never
even met. All of your stuff and their stuff, however, is being stored
in the same folders.

Do you remember the children’s story called, Sarah Cynthia
Sylvia Stout by Joel Silverstein? Sarah could just not be bothered
by cleaning up the garbage around her house. By the time she
decided to clean up, it was too late. Can you relate?

You see all sorts of items in the folders. Work related items,
common files, and even some personal ones like those vacation
photos. You even may see some music files; do people really still
listen to disco? Some of the files may even belong to someone
who left the company years before. It’s not YOUR job to clean up
your coworkers’ files, right?

Let’s say you are living with several other roommates in a
large Frat house off-campus. You all get along just fine, but you
don’t really hang out together. Some of you are on different
shifts, so you may go a week or two before seeing some of your
roommates. When you first move into the

But it is getting bad. There is literally no room left on the
company servers for new files to be stored. There are home
videos, .jpegs of the company party from 10 years ago, and chain
letters; it’s turned into a reeking, bloated explosion of bits and
bytes, and hardly any of it is relevant.

Frat house, everything is new and wonderful. Then you start
noticing a lot of leftover items in the frig that seem to have been
there for a while. Sure, you see food staples – ketchup, mustard,
salad dressings, pickles, but you also see other items as well:
someone’s steak, a leftover casserole, and even an anti-itch
cream that has to be refrigerated. It’s all okay, really, even though
the steak seems to have turned from red to dark brown (and has
a slight odor), and the prescription expired two years ago. It’s not
your mess, right?

WE, as a company, MUST clean up our shared files. We are
the custodians and the stewards of company assets. We MUST
take care of our assets. To ignore the problem will not make the
problem go away. We will end up spending tons of money on new
storage and resources just because we don’t think about taking
care of items for which we are responsible.

One day, while holding your nose and attempting to find
room for your newly purchased produce, you pick up an old
head of lettuce and it’s literally disintegrating into a big pile of
mushy black goo right before your eyes. Green mold and fuzz is
everywhere. You can’t move stuff around, you can’t find room for
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Let’s be good stewards of the information assets we are using.
Here are some simple steps that we can all take to help alleviate
the overabundance of non-essential garbage (ROT, or redundant,
obsolete and trivial) you may currently have in your shared
locations:
1. To find out who owns the files, you can look in the
metadata for that file. To do so, go to your shared files, and in
the title bar for every folder, right click to select authors.

Back to Table of Contents
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2. Review to see if any of these files are yours, or someone
you know. If you know of them, please contact them or their
former supervisor if they are gone.
3. Personal files should NOT be stored in company
hardware. Check to see if the information is a record. If it is, it
needs to be moved to a protected area. At your company, that
may be a Records Management Application.
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In short, we all must do our part to clean up our technical
environment and encourage others to, as well. Nobody wants a
stinky refrigerator. Keep your servers clean of ROT so that you
can find and use the assets for years to come. Sarah Cynthia
Silvia Stout would not take the garbage out.
Will you?

The problem with keeping an official record in a shared file
folder is that it is not protected. ANYONE can go in and modify, or
even delete the record. Your responsibility is to maintain/protect
the record until it’s time to disposition per the Records Retention
Schedule.
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MEMBER SPOTLIGHT
Mari Martin
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RMU Fall 2018 Classes

MARI MARTIN, CDIA, is Senior Document Management
Specialist for Applied Imaging, where she has been an active part
of the ECM industry for the past 20 years. Having received her
Certified Document Imaging Architect designation (CDIA) in 2001,
she specializes in business process analysis and partnering with
organizations to custom design document management solutions
to best fit their needs.
It's Back to School Time
She has served on the ARMA Mid-Michigan Board for the
past 20 years and is currently serving as Past-President having
completed 3 terms as President. Mari is also a graduate of
Western Michigan University.

Learn more about records managment from
Records Management University (RMU) at Feith. RMU is
a series of free online courses dedicated to serving Records
Management professionals soon to enter its eighth semester.
Class attendance will count for ICRM credit.
RMU Dean of Records Management, Mitch Farbstein, will lead
you through this educational, informational, and fun webinar
course. They will spotlight the latest news, innovations, theories
and concepts, critical industry issues, best practices, tips and
tricks, how-to’s, and new advances in technology in Records
Management. This is for everyone, experts and novices alike.
Each of the 5 classes will focus on a different critical topic and
last an hour.
Class meets every other Tuesday from September 25 through
Tuesday December 4 at 2 PM EST. Register for the FAll 2018
semester by clicking on the following link:
Enroll for RMU Fall Classes
Select this link for a detailed Class Schedule & Syllabus

EDUCATION CORNER
ARMA’s Professional Development
ARMA International offers online education training opportunities
that are flexible to fit your schedule. Learn more about information
managment from the links below.
ARMA Newsletters
Certificate Programs
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Begin to assess the environment in which we must implement the
perfect solution.
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Standards & Best Practices
ARMA International Live Events
Certificate Programs
Core Competencies
Events

Effects Shangri-La on the Horizon October 9, 2018
Focus on processing and labeling the captured content within
governing rules.
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Stairway to Heaven October 30, 2018
Take the appropriate steps to realize the greatest value of the
assets that are being managed.

4

Reaching the Promised Land November 13, 2018
Look at these additional areas: physical records, social media,
declassification, FOIA, Privacy Act.

The Principles®
Online Learning

Paradise Lost (and Found) September 25, 2018
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Legal Utopia Realized December 4, 2018
We must now consider shedding the assets that have limited
potential organizational cost and risk exposure.

Additional RMU Links
http://community.feith.com/login

Book, Publications and Job Aids

5

Back to Table of Contents

MID-MICHIGAN ARMA CHAPTER

|

Great Lakes Region

MEMBERSHIP
Benefits
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Expertise in Records Managment
Ideas and Solutions
• Industry specific groups that focus on your industry's issues.
• The Information Management Journal: In-depth articles by
leading RIM and Knowledge Management experts.

Professional Development — At Every
Stage of Your Career
•
•
•
•

ICRM Study Groups and Exam Preparation Resources
Online courses and Web seminars
Career search and resume posting services
Leadership opportunities through service on ARMA

www.arma.org
ARMA International is a not-for-profit association serving
more than 10,000 information management professionals
and 150 chapters in the United States, Canada, and over
30 nations worldwide. ARMA International members include
records and information managers, MIS and ADP professionals,
imaging specialists, archivists, hospital administrators, legal
administrators, librarians, and educators. ARMA, its chapters,
and its members are dedicated to helping individuals,
organizations, and government agencies successfully meet the
challenges of the increasingly complex records and information
management field.

Sign up now or contact us for
assistance!

Access to a Global Network
Electronic access to members and information through the
ARMA Member Resources area. Local chapters to connect you
to professionals in your geographic area.
These links provide information for all the Chapters in ARMA,
divided by the Regions. Mid-Michigan ARMA is part of the Great
Lakes Region. Michigan Chapters - here are the other ARMA
chapters in Michigan.
• Western Michigan ARMA Chapter
• Detroit ARMA Chapter
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