Chapter of the Year Award (Application)
Chapter Name:

ARMA Houston

Executive Summary:
Please provide a brief summary of the chapter’s activities throughout the current fiscal year. (Maximum of
750 words)
Chapter Leadership
The Houston Chapter has twelve board members for the fiscal year -- nine returning and three new to the BOD. We
have an excellent mentoring program to serve the 417 current members of the chapter. In 2011-2012 thirty-seven
(37) very active volunteers assumed committee manager positions, and a host of others served as committee
members to assist them. Working under the theme: The Future is NOW for Governance, Information Management,
and Change Management, our Chapter had a successful year financially while providing outstanding service to our
members and the community.

Local Environment
Houston is the largest city in Texas and the 4th largest city in our nation. The greater Houston metropolitan area has
a population of over five million. According to economic indicators, Houston and Washington, D.C. remain the only
major metropolitan areas to have recovered jobs lost during the recession.
In the Houston area, we are a professionally diverse community. The industries that accounted for over half the
wages paid and total jobs were trade; transportation and utilities; professional and business services; and education
and health services. The three fastest growing sectors since April 2011 were mining and logging, including oil
exploration; employment services; and ambulatory health care.

Our Membership
The ARMA Houston Chapter membership reflects the broad diversity of its community. We gear our programs to
reflect the needs of our members. The top industries represented in the Chapter, by members who have indicated
an affiliation, are Energy/Utilities, Government, Manufacturing, Banking/Financial, Services, and Legal environment.
We have industry specific groups in the chapter representing Legal Services, Energy, and Local Government that
met at various times during the year to network and discuss items of mutual interest.
Since our membership territory covers 8,778 square miles, an area slightly larger than the State of New Jersey,
getting to a monthly meeting can be a challenge for some of our members, requiring innovation on the part of our
program planners. This year we met the challenge by providing members-only website resources from Chapter
meetings, publicizing the ARMA International Session-of-the-Month webcasts, and by scheduling a North Houston
education and networking session.
Competing directly with ARMA Houston for members are the following organizations: Southwest Chapter of AIIM,
Archivists of the Houston Area, and the Houston Area Health Information Management Association so we must
remain constantly visible and outstanding in our educational offerings. The size of our Chapter offers unequalled
networking opportunities for those in the field and we provide speakers and other resources to other associations
and Chapters. We offer monthly programs throughout the year compared to quarterly programs offered by some of
the other associations.

Educational Offerings
Monthly meetings included 11 chapter meetings with educational content, a holiday social, and 10 FREE monthly
workshops. Programs and workshops for monthly meetings are planned and scheduled January through December
to allow time from the June installation of officers January for the incoming Vice President and managers to
acclimate to the job, plan topics, and acquire speakers.
Our amazing two-day four track Spring Conference featured RIM Principals, Tools and Technologies, Professional
Development, and Vendor Spotlight tracks. The exhibit area featured 41 booths and 30 vendors. Attendance total
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was 231 including
members,
prospective
students
and speakers.
Other offerings included co-sponsoring a vendor hosted seminar, CRM examination preparation activities; industry/
location specific group meetings, and access to web based learning.

Chapter Characteristics
396 (2011) 417 (201)
Membership as of July 1 ___________

Board Format
12
□ Number of board members for the fiscal year ______________.
9
□ Number of returning members to the board for the fiscal year ______________.
(Including
those in the middle of their term or having switched positions on the board in consecutive
years)
3
□ Number of new members to the board for the fiscal year ______________.
□ Does your chapter have a mentoring program: YES
NO

Section 1: Educational/Professional Development (Total Points Possible 75)
Meeting Format
□ Monthly
□ Bi Monthly
□ Quarterly
□ Other _____________________
Meeting Month

July
August
September
October
November
December
January
February
March
April
May
June
Average

2

Promotion Used (Ex: website,
e-mail blast, cross promotion
with another association, etc.)
46
5
Our Website, email blasts, press releases
Change Management
64 to RIM 8in a Digital WorldOur Website, email blasts, press releases
Making a Successful Transition
52
7
Our Website, email blasts, press releases
Hot Topics in Patient Privacy
63 of Content
12 and Records Our
Website, email
blasts, press releases
Maximizing SharePoint as part
Management
Solutions
12
Our Website, email blasts, press releases
Records Management 2.0 41
35
Our Website, email blasts, press releases
10
Holiday Social
70
7
Our Website, email blasts, press releases
Motivation...You must be present
to Win
48
11
Our Website, email blasts, press releases
Getting Real About GARP Accountability
78
11
Our Website, email blasts, press releases
GARP Principle of Transparency
Website,
email blasts,
press releases
67 Conference)Our
157 Houston
(In conjunction wit Annual ARMA
Role
of the Records
Manager
in Implementating
0
96
Our Website, email blasts, press releases
GARP Principle of Protection
Our Website, email blasts, press releases
2
47
GARP and the Cloud
66.4166666712.66666667
Meeting Topic

Member

Non-Member
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Provide a description of the educational/professional development activities of the chapter during the
fiscal year in addition to the above information. (Maximum of 750 words) See Chapter of the Year award
description for examples of what to include.
The Houston Chapter of ARMA International is dedicated to excellence in professional development and takes pride
in the quantity and quality of the educational offerings it provides. Several committees coordinate to bring quality
education and professional growth opportunities to the Houston RIM community. Collaboration with members gives
direction to the Chapter Meetings, Professional Development, and Conference committees. This approach enables
us to serve the very diverse needs of our membership and provide timely information regarding best practices and
latest technologies.
Workshops and Chapter Meeting Programs
The Workshop and Program Managers under the Vice President of Chapter Meetings schedule luncheon speakers
each month. There were eleven chapter meetings this year including one held in conjunction with the annual Spring
Conference that was open to all Conference attendees. The twelfth Chapter meeting was a Holiday Social. Free
workshops are routinely held in conjunction with monthly luncheon meetings, increasing the value of monthly
meeting attendance and making quality education available to those with limited budgets. To expand and enhance
educational opportunities, meeting handouts are provided and PowerPoint slides are posted on the Chapter website
– www.armahouston.org – allowing members to view presentations they missed or review a presentation they
attended.
The May Chapter meeting, which features our annual meeting and awards presentation in addition to an educational
speaker, was free to all members. Ninety six were in attendance.

Spring Conference
Each year ARMA Houston, under the direction of the Conference Vice President, works diligently to host an
outstanding two-day Spring Conference. By presenting this Conference we have an opportunity to build on the
educational offerings of ARMA International’s Annual Conference held in the fall. Our 2012 Annual Conference and
Exposition celebrated ARMA Houston’s theme for the year: "The Future is NOW for Governance, Information
Management, and Change Management." A Keynote address on Information Governance presented by the
President of ARMA International opened the Conference.
Educational Sessions and Vendor Exhibits highlighted new technologies, emerging and established best practices
and professional service providers. Speakers and exhibitors provided critical insights, techniques and solutions for
the RIM industry. In addition to tracks on RIM Principals, Tools and Technologies, Professional Development, there
was also a Vendor Spotlight track. Two overview sessions featured the new ICRM examination preparation
product. A panel discussion on Change Management allowed attendees from all tracts to come together at the end
of the Conference. The Institute of Certified Records Managers (ICRM) approved 10 CRM certification maintenance
credits for conference attendees.
The exhibit area featured 41 booths and 30 vendors. Organization booths included Alice L. Haltom Education Fund,
AIIM, ARMA Houston Membership Committee, ARMA Houston Golf Committee, and ARMA Conference 2013.
Attendance total was 231 including members, prospective members, students and speakers.

Additional Professional Development
The Professional Development Vice President plans and coordinates educational events outside of the scope of
Chapter meetings or Spring Conference. Those educational offerings have included CRM examination preparation
workshops and study groups, using the new ICRM examination preparation product, and certification maintenance
opportunities. Industry and location specific groups meetings were held, addressing specific interests including
Energy, Legal and Local Government. A separate north Houston meeting was conducted to benefit members
whose jobsite is over an hour away from the regular meeting location. ARMA Houston has also provided a link to
the ARMA International Session-of-the-Month webinars in each weekly blast. In addition, a seminar titled
"Governance and e-Discovery" was co-sponsored with a vendor.
The mission statement of the ARMA Houston Chapter advocates the advancement of professionalism in the field of
Records and Information Management. Through active support of the ICRM, ARMA Houston honors its
commitment ARMA
to professionalism
and
encourages
the pursuit
and maintenance
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Liaison Committee provides information about certification, opportunities for those studying for CRM exams and
support for CRMs with membership in ARMA Houston.
ARMA Houston also supports the Alice L. Haltom Educational Fund’s educational mission through monetary
donations and conference sponsorships, by promoting ALHEF’s scholarship programs and by participating in

Section 2: Projects (Total Points Possible 60)
Provide a description of the projects of the chapter during the fiscal year in addition to the above
information. (Maximum of 750 words) See Chapter of the Year award description for examples of what to
include.
ARMA Houston actively demonstrates it commitment to the field of records and information management by
dedicating resources to projects that serve the local community and advance the profession.
RIM-Related Projects:
Harris County Archives Historical Records Preservation
The Harris County Archives is charged with preserving and making accessible the historical records of the Harris
County Government. It operates with very limited resource allocation. Volunteer work performed by skilled records
professionals is welcomed, allowing completion of projects that would otherwise languish and remain undone. As
part of its Strategic Plan, ARMA Houston has made an ongoing commitment to assist the Archives in a variety of
ways.
Case Files
Chapter members volunteered to work with Justice of the Peace case file (ca1890- ca1920), removing them from
non-archival envelopes, extracting fasteners, indexing and placing the records in archival folders and containers.
Approximately 124 cubic feet of files were processed. Fourteen (14) ARMA Houston members participated in the
completion of this project, reflecting approximately 250 man hours. All work was completed during Saturday work
sessions.
Archival Supplies Donation
ARMA Houston committed $4000 for the purchase of much need archival supplies for the Harris County Archives.
Chapter member Tad Howington, CRM, CA, FAI worked closely with County Archivist Sarah Jackson, CA to identify
and prioritize items and supplies for the Archives. Archival folders and containers, mending tape, acid free paper
and assorted other supplies were purchased. In addition, a device to convert analog video to digital files was
purchased along with a 1TB external hard drive for storage.

Alice L Haltom Educational Fund (ALHEF)
ALHEF is a 501 c (3) educational fund providing scholarships in the field of records and information management.
Most recently, ALHEF awarded $33,000 in scholarships.
ARMA Houston supports the work of ALHEF in many ways:
• ARMA Houston donated $16,000 to the ALHEF scholarship fund;
• Allows ALHEF silent and live auctions of donated items at most Chapter functions. Thirty four (34) ARMA Houston
members donated items for the auctions. These auctions raised approximately $8000 during the year. ALL funds go
for scholarships.
• Eight ARMA Houston members serve on the ALHEF Board of Trustees, including two (2) ARMA Houston Board
members.
• In conjunction with ALHEF, ARMA Houston provided two full sponsorships to attend the Annual ARMA Houston
Conference.

Community Service Projects:
Highlighting Literacy for Kids (Lulu Stevens Elementary School)
ARMA Houston has a long history of supporting literacy in underperforming schools. This year, ARMA Houston
adopted Lulu Stevens Elementary School and provided cash donations to purchase books, reading software and
other much needed items to support the reading curriculum.
Each month, little boxes were placed on each table during the Chapter’s monthly luncheon meetings. Attendees
were asked to donate any loose change they might have for the Highlighting Literacy for Kids campaign. $416.49
was raised
members.
In Year
addition:
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• The ARMA Houston Board voted to made a cash donation of $2080.18;
• An individual member donated $1000.00 on behalf of her company.

Lunches of Love

Section 3: Public Relations (Total Points Possible 30)
Provide a description of the public relations activities of the chapter during the fiscal year in addition to the
above information. (Maximum of 750 words) See Chapter of the Year award description for examples of
what to include.

This year ARMA Houston continued to seek innovative and effective ways to promote the Chapter and the
profession of records and information management to our members and to the community at large. As in past years,
we continued to promote meetings, events and functions through our web site, coordinated weekly e-mail blasts,
press releases, the ARMAdilla newsletter, and various social networking sites such as Facebook and LinkedIn.

ARMA Houston Website Redesign
The ARMA Houston Board decided to closely study and evaluate the effectiveness of the Chapter website. Surveys
were conducted with our members to see what they wanted in a website while other websites were reviewed and
evaluated. A committee led by the Vice President-Communications was charged with making recommendations to
the Board. After long discussions and review, the decision was made to totally redesign the website, change
vendors for support and roll out a new, more interactive site for our members. The new site was rolled out in the
spring of 2012 and included more functionality while allowing members to more easily change their personal
information, register and pay for monthly meetings or other events, access general information about the chapter,
view recent presentation slide decks and communicate with fellow members. The new website also has the ability to
offer Wiki pages for group collaboration, generate mass communications and allow members to use online chats,
create their own blogs, upload photos to their profiles and create their own library of information. While general
information regarding meetings and events, chapter history, the chapter leadership, etc. is open to the general
public, many areas are for “members-only” and is viewed as an added benefit of ARMA Houston membership.

Publicity/Public Relations
Weekly or periodic special e-mail messages were sent to members, recent guests and others on our massive e-mail
list to keep them advised of Chapter activities throughout the year. Press releases were sent to the Houston
Chronicle and the Houston Business Journal announcing monthly Chapter meetings and the Annual Conference.
Notices were placed in the Weekly Calendar of Events published in the Business Section of these publications.
This year a calendar with all the year’s scheduled events was printed and mailed out to all Chapter members so that
it would be a ready reference guide of upcoming events. The response from members was very positive.
A special group was created on the social networking site Facebook called “ARMA Friends” which provided an
additional avenue for keeping members up to date on Chapter activities. In addition, we continue to use LinkedIn to
promote Chapter activities and to provide a forum for members to post discussions and share information. Chapter
meetings and the Annual Conference were promoted through postings on the Records Management ListServ.
The ARMAdilla, ARMA Houston’s newsletter was published twice and posted on the Chapter website with members
being notified by e-mail when a new issue was available. The newsletters averaged 25 pages and consisted of
regular columns including a President’s message, Member Spotlight, Calendar of Events, Ask the CRM, and original
feature articles on general records and information-related topics.
The ARMA Houston Conference was promoted on the Southwest Region website and on the ARMA International
website.
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Section 4: Chapter Maintenance (Total Points Possible 20)
Provide a description of the chapter maintenance activities of the chapter during the fiscal year in addition
to the above information. (Maximum of 750 words) See Chapter of the Year award description for
examples of what to include.
ARMA Houston is a dynamic, active chapter with a strong, core group of leaders. We actively seek and mentor
potential leaders from the membership. Committees and Board Members work together to ensure the efficient
operation of the chapter following established procedures and in alignment with the Strategic Plan.
Administration
The Chapter Board of Directors meets monthly, and on an ad hoc basis as necessary. Promptly after each meeting,
the Secretary sends a draft of the meeting minutes to board members for review. At least one week prior to each
regularly scheduled meeting, Directors prepare and submit officer and committee reports for which they are
responsible, ensuring everyone has adequate time to review meeting documentation, improving the accuracy of
minutes and reports and maximizing the board approval process. In addition, each year the Board of Directors
adopts a detailed, line item budget which is monitored by the Treasurer and audited at the each of each fiscal year.
Committee Operation
Each committee reports to a specific officer on the Board of Directors. Officers try to reach a balance between
experienced managers and novices. A transition meeting is held early each year to allow exiting committee
managers to share knowledge with those who are coming into the positions. Managers introduce new ideas and
add their own vision within the framework of the official procedures to ensure stability while adding innovation.
Committee managers communicate with officers at least monthly to share activities for inclusion in Board reports.

Acknowledging and Awarding Participation
ARMA Houston acknowledges and rewards Chapter participation throughout the year in a variety of formal and
informal ways: kudos, a ‘Dilla Dollar auction, and the Annual Awards event.
Kudos
Board members give kudos each month as part of board reports to recognize individual contributions above and
beyond routine responsibilities.
‘Dilla Dollar Auction
Participation is recognized in a fun way with the annual ‘Dilla Dollars event. Members document their participation.
Points are assigned then converted to ‘Dilla Dollars for use in bidding on donated items in a lively auction at the
June meeting.
Annual Year End Awards
It takes many dedicated people to provide a vibrant environment for chapter success when membership numbers
consistently exceed 400. Each year, the ARMA Houston Chapter Awards Committee takes on the important task of
identifying individuals deserving of recognition for their contributions to the association and profession. A defined
process agreed to by all committee members provides the framework within which this effort conducted.
This process worked effectively to identify the following special recognition award recipients:
Chapter Member of the Year – D’Anderia Dunham
Chapter Leader of the Year – Teresa Matlock
Ambassador Award – Jim Dixon
Distinguished Service Award – Michelean Love
Award of Achievement – Pamela Sankey
Appreciation for Outstanding Service – Patricia Allen, Laurie Harris
Award of Excellence – Skai Shadow
Frances Chartier Mentor Award – Gayle Page
Spirit of Education Award – Sandy Miller
In addition to these special awards, all twelve Board of Director members were recognized at the June meeting.
Committee Managers and Members were recognized and received appreciation gifts at the April meeting in
conjunction
with the Spring
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Bylaws Revision
The Bylaws Committee undertook a major review and revision of the Bylaws this year. This was done to incorporate
wording from a now obsolete constitution and eliminate its use and to ensure clarity.

Section 5: Outside Activities/Chapter Member (Total Points Possible 10)
Provide a description of the outside activities of chapter members during the fiscal year in addition to the
above information. (Maximum of 750 words) See Chapter of the Year award description for examples of
what to include.
Participation in professional and community organizations outside of ARMA Houston creates an opportunity to
promote and advance records and information management to a wider audience. Our very diverse membership
participated in numerous activities throughout the year.
Alice L. Haltom Educational Fund (ALHEF)
To honor Chapter founding member Alice L. Haltom, ARMA Houston created ALHEF in 1985 to provide scholarships
for individuals pursuing education in records-related fields of study. This independent 501 c(3) organization is
governed by a Board of Trustees. The ARMA Houston Board nominates Chapter members to serve as Trustees for
the upcoming fiscal year. The 2011-20122 ALHEF Board of Trustees include:
President: Gaye Page
Executive Vice President: Allan Heath, CRM
Treasurer: Janice Taylor
Secretary: Julie Prochnow
Executive Director: Teresa Matlock (also serves as ARMA Houston VP-Conference)
Trustees: Tad Howington, CRM, FAI (also serves as ARMA Houston Executive VP)
Debra Mestemaker Buzby, CRM
Jim Dixon
Honorary Trustee: Guy Thomas

Speaking Engagements and Publications
ARMA Houston members representing the Chapter by authoring or delivering records and information managementrelated presentations to other associations and professional organizations are:
Judy Sitton, CRM
Beverly McMahan, CRM
Sandy Miller, CRM
Tad Howington, CRM, FAI
Doug Allen, CRM, CDIA+
Glendora Armstrong
Ronald Hedges, JD
ARMA Regional and International
ARMA Houston members support ARMA International’s initiatives at the International and Regional levels by
participating in various projects, Boards and Committees.
Everis Mollon – Southwest Region Coordinator
Pat Vice, CRM, FAI–Honorary Member of ARMA International Educational Foundation
Institute of Certified Records Managers (ICRM)
ARMA Houston also has significant representation in the ICRM:
Howard Loos, CRM - Mentor Coordinator
Doug Allen, CRM, CDIA+ - Member, Examination Development Committee

Other Professional or Community Organizations
ARMA Houston is fortunate to have a very active and diverse membership base involved in many different
associations, organizations and volunteer events. This participation creates opportunities for networking, increases
awareness of records and information and provides ARMA Houston with new contacts and information resources.
Some of our members
serve in leadership
in other groups
as well:
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Awards roles
& Recognition
Program
| Chapter of the Year (Application) 7
Julie Prochnow – Secretary, Southwest AIIM Chapter
Tad Howington, CRM, FAI – Director, Financial Development, Stage Door, Inc.
Beverly McMahan – Member, Board of Perkins Lay School of Theology
Judy Sitton, CRM – Vice-President, Texas Tech Parents

Summary (Total Points Possible 5)
Explain why you feel your chapter is deserving of Chapter of the Year. (Maximum of 500 words)

ARMA Houston is an exemplary organization dedicated to advancing the profession of records and information
management. We consistently deliver value to our membership, to our sister Chapters and to ARMA International while
actively supporting and enriching our local community. We believe ARMA Houston is deserving of Chapter of the Year
because we continuously seek to provide leadership and substantive value to those we serve and represent. Our theme for
the year “The Future is NOW for Governance, Information Management and Change Management” reflects the Chapter’s
dedication to be innovative, current and relevant in a rapidly changing and uncertain world.
ARMA Houston provides significant and cutting edge educational opportunities to its membership. Where possible, these
opportunities are provided at a reduced cost or free. In order to provide the most diverse and relevant educational
opportunities to its members, ARMA Houston delivers its educational content in numerous ways: workshops, seminars,
conference, social networking sites, videos, one-on-one interactions and the newly launched redesigned website.
Education is also supported through the Alice L Haltom Educational Fund providing scholarships and sponsorships for those
wishing to pursue various RIM-related studies.
Over the course of its fifty year history ARMA Houston has consistently reached out to the community to provide support
while advancing the records and information management profession. This year the Chapter focused on the Harris County
Archives, delivering much needed assistance to a worthy, yet underfunded facility. Our members also overwhelmingly
responded to our community outreach to assist an underperforming school advance its reading curriculum and to an
organization providing nutritious lunches to those children most in need and at risk of going hungry. ARMA Houston has a
big heart and has worked to be a good professional and caring community citizen. We not only provide financial assistance
but also have “skin in the game” with many volunteer hours expended.
ARMA Houston takes very seriously its mission We strive continually to build on our fifty year history as an organization to
provide a progressive and innovation resource to our members. Never complacent, ARMA Houston realizes our future is
now and endeavors to keep our members knowledgeable and successful.

Submitted by:

Tad Howington, CRM, FAI

Chapter Position:

Executive Vice President

Date: 06/29/2012

HQ ONLY:
Chapter Category:
Date Received:
By:
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