Chapter of the Year Award (Application)
Chapter Name:

Houston

Executive Summary:
Please provide a brief summary of the chapter’s activities throughout the current fiscal year. (Maximum of
750 words)

Chapter Year Summary
In celebration of its 50th anniversary, the Houston Chapter of ARMA International, originally the Records
Management Association (RMA), focused its activities on acknowledging the founding members and leaders whose
contributions make ARMA Houston what it is today. In recognition of this significant milestone, a theme of “ARMA
GOLD”, representing Growth, Opportunity, Leadership and Dedication, was selected. ARMA Houston provides
educational opportunities for the professional growth of its members through seminars, conferences, workshops and
meetings and for personal growth through service on committees and the chapter board. The dedication of
individuals who recognized the value of records management founded our chapter and today’s leaders continue to
make significant contributions to the association, community and profession of Records and Information
Management. Highlights for this chapter year are:
•Hosting the Annual Houston Spring Conference with keynote speaker, luncheon speaker, 28 educational sessions
including a first ever Legal Track with CLE Credits, 12 Vendor Poster Sessions, and 39 Exhibitors
• Conducting regular Chapter meetings with an average attendance of 113 members and guests
•Presenting nine Educational Workshops in conjunction with Chapter meetings at no cost to attendees
•Holding periodic Industry Specific Group (ISG) meetings supporting records professionals in the Health Care, Legal,
and Oil and Gas Industries
•Sponsoring a two-day Shred Days event for the community
•Raising RIM awareness by obtaining proclamations from five government entities
•Participating in the Southwest Region Leadership and Training Conference, August 6-9, 2009 in Grapevine, Texas
by sending 12 delegates
•Updating the Chapter Website to enhance access to information by members and the general public
•Recruiting and mentoring new members
•Coordinating Community Assistance Drives benefiting 5 charities
•Supporting our Sister Chapters in Trinidad / Tobago and Calgary
•Conducting large records projects for a local government entity and non-profit organizations
•Sponsoring NARA’s two-day Electronic Records Management Course
•Maintaining membership of over 400 chapter members
•Honoring Past Presidents at the Spring Conference
•Recognizing the outstanding contributions of members at an Annual Awards Ceremony, Spring Conference
Luncheon, ‘Dilla Dollar Auction, and Vendor Appreciation Luncheon
•Donating $13,000 to ARMA Houston’s Alice L. Haltom Educational Fund for RIM Scholarships
•Donating $6,439.06 to the RL Stevenson Elementary School in support of the “Highlighting for Literacy” project
•Updating the Chapter Strategic Plan
•Making a commitment for ongoing support to Harris County Archives
By focusing its resources on Growth, Opportunity, Leadership and Dedication, ARMA Houston celebrated its
GOLDen anniversary by providing outstanding educational opportunities, delivering important information to its
members, actively supporting the larger community and by hosting events and activities to advance the profession of
Records and Information Management.
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Chapter Characteristics
2010
Membership as of July 1 ___________

Board Format
□ Number of board members for the fiscal year 12
______________.
□ Number of returning members to the board for the fiscal year 10
______________. (Including
those in the middle of their term or having switched positions on the board in consecutive
years)
□ Number of new members to the board for the fiscal year 2
______________.
□ 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.)
13
Our website, email blasts, press releases, the ARMAd
“Managing Legacy Data” 85
Our website, email blasts, press releases, the ARMAd
16
“Building Enterprise Content89Taxonomies”
80
14
Our website, email blasts, press releases, the ARMAd
“Enterprise Information Mapping”
77
12
Our website, email blasts, press releases, the ARMAd
“Forms Management”
22
Our website, email blasts, press releases, the ARMAd
109
Vendor Recognition
41
Our website, email blasts, press releases, the ARMAd
14
Holiday Social
108
19
Our website, email blasts, press releases, the ARMAd
“Beating Negativity”
13 Clouds”
Our website, email blasts, press releases, the ARMAd
“Records Management 2.0:90
A Walk in the
81
15
Our website, email blasts, press releases, the ARMAd
“Introduction to Project Management”
“Overcoming Your Ultimate172
Obstacles55
to Leadership” Our website, email blasts, press releases, the ARMAd
17
91
Our website, email blasts, press releases, the ARMAd
“GARP: The Future Has Arrived”
Our website, email blasts, press releases, the ARMAd
8
Installation/ ARMA Update 65
90.6666666718.16666667
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. Collaboration
with members gives direction to the program, meeting and conference committees. This approach enables us to
serve the very diverse needs of our membership and provide timely information regarding best practices and new
technologies.
Several committees coordinate to bring quality education and professional growth opportunities to the Houston RIM
community. Workshops are routinely held in conjunction with monthly luncheon meetings at no cost to participants,
increasing the value of monthly meeting attendance. The April monthly meeting was held at the Chapter’s Annual
Spring Conference and the December meeting was a holiday social event.
A wide variety of workshops, meetings, seminars and conference sessions were made available to members during
the chapter year. These opportunities included:
1. Ten Chapter Meetings
2. Nine Educational Workshops
3. Regional Leadership Training
4. Annual Spring Conference and Vendor Exposition
5. ICRM (Institute of Certified Records Managers) examination preparation activities and certification maintenance
opportunities
6. ISG (Industry Specific Group) meetings in specific business areas
7. Electronic Records Management (ERM) Seminar - “The Electronic Records Management Journey”, an Overview
of eRecords
8. NARA two-day Electronic Records Management Course
To expand and enhance educational opportunities for our members, meeting handouts are provided and Chapter
meetings and seminars are frequently video-taped. The handouts and videos are made available to members on
the ARMA Houston webpage – www.armahouston.org. These materials are for members only and allow members
to view presentations they missed or review a presentation they attended. Videos are currently available on the
following topics: “Harris County, Texas – an Archives Case Study”, “Managing Legacy Data” and “Building
Enterprise Taxonomies”. Other videos will be added as editing is complete. The videos are also available on the
ARMA International website.
Each year ARMA Houston works diligently to host an outstanding 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 2010 Annual Conference and Exposition celebrated ARMA Houston’s 50 Years of
Excellence and recognized its Past Presidents at a Conference Lunch. 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 Basic Records Management, Advanced Records Management and Case Studies, we had a Legal track
that carried CLE credits and Ethics Certification for corporate counsel. The Institute of Certified Records Managers
(ICRM) approved 10 CRM certification maintenance credits for conference attendees.
ARMA Houston offered two separate seminars to respond to our members’ request for education in managing
Electronic Records. We began with an overview session, “The Electronic Records Management Journey” in
December 2009. This one-day workshop provided attendees with key concepts for addressing ERM questions. In
June 2010, partnering with the National Archives and Records Administration, we sponsored the two-day NARA
Electronic Records Management Course. This course is designed to provide the skill and knowledge needed to
manage electronic records throughout their lifecycle and teach the steps required to transition from a paper-based
to electronic records environment. Although designed for those in the local, state, and national government sector,
this course benefits anyone with basic records management experience seeking to expand their understanding of
electronic recordkeeping. There were 24 attendees.
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 to professionalism and encourages the pursuit and maintenance of the CRM designation. The ICRM
Liaison Committee
information
about
certification,Program
opportunities
for those
studying
for CRM exams and
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support for CRMs with membership in ARMA Houston. The ARMAdilla, ARMA Houston’s bi-monthly newsletter,
contains a special column entitled “Ask the CRM” written by Allan Heath, CRM, a member of the ARMA Houston
Chapter for over 30 years. In addition to Allan’s expertise, other CRMs from Houston give their time to counsel and
mentor CRM candidates.

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 demonstrates its commitment to the profession of records and information management by
committing resources to projects that serve the local community and advance the field of records management.
Seven projects were supported during the association year; several represent long-term initiatives and ongoing
commitments.
RIM-Related Projects
Open Door Mission: Library Upgrade
Hours: 60
Materials Impacted: 2000 volumes
Open Door Mission (ODM) is a non-profit, faith-based recovery and rehabilitation shelter for the addicted, destitute,
homeless and disabled. The ODM library was in desperate need of a complete overhaul. Library materials are
used to provide educational instruction to residents pursuing a GED and for leisure reading. A team of five ARMA
Houston members reviewed approximately two thousand books, encyclopedia volumes and other media then
purged the collection based on age, content, obsolescence, or condition. The volunteers developed a GED
Resource Guide and solicited publications from the ARMA Houston members to bring the library current. They also
tested and recommended collection management software and trained staff on its use and the use of online book
classification tools. Also donated were a typewriter and custom book stamps imprinted with ODM’s logo.
Harris County Archives: Historical Records Preservation
Hours: 1,956
Records Impacted: 18,000 case files; 632 microfilm tax reels
Harris County Archives is charged with preserving the history of county government but operates under a severely
limited budget. Volunteer work performed by skilled records professionals is welcomed, allowing completion of
projects that would otherwise remain undone and making previously unavailable collections accessible to
researchers and the public. After completing several projects with the Archives last year ARMA Houston made an
ongoing commitment to the Archives as part of its Strategic Plan.
Case Files
Chapter members worked with Justice of the Peace case files (circa 1892 – 1920) removing them from non-archival
envelopes, extracting fasteners and placing the records in suitable archival containers. Approximately 18,000 case
files were processed. Twenty-two ARMA Houston members participated over the duration of the project including
nine Chapter officers who volunteered for a Saturday workday.
Tax Rolls
One member, working pro-bono through a member company, reviewed 632 reels of Tax Rolls microfilm for the
years 1858 - 1968. Project involved validating against a database and viewing images to verify the contents. After
review, the microfilm was stored in new acid-free boxes and appropriately relabeled.
Houston Symphony: Records Recovery
Hours: 2,200
Records Impacted: 16,513 scanned images
Twenty-two boxes of historic documents damaged in a flood were digitized in order to salvage their content. The
project, started last year, took over 2200 hours of time donated by member company DocuData. The Symphony
expressed its sincere appreciation stating the value of this work was incalculable.
Community Service Projects
Stevenson Elementary: Highlighting for Literacy
Hours: 10
Members
4 Involved:
ChapterEntire
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Ongoing support of Highlighting for Literacy is part of ARMA Houston’s Strategic Plan. Stevenson Elementary
School is a 100% Title I school where eighty percent of students qualify for free/reduced cost meals and fifty-one per
cent are deemed at risk.

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 we promoted the Chapter and its functions with minimal expenditure. All advertising was done either on a
voluntary basis or through donations. As in past years, we continued to promote meetings, events, and functions
through our website, email blasts, press releases, the ARMAdilla, and by networking with other Chapters. This year,
marketing through Linked-In and an ARMA Houston business card were also introduced.
The ARMA Houston Board elected to promote ARMA through the Linked-In social networking website starting with
our Spring Conference in April. Our publicity manager generated excitement about the event by posting information
about the Conference, and by spotlighting session speakers. The postings summarized scheduled sessions and
included a brief biography of the speaker presenting each session. Approximately halfway through the campaign,
we received requests from other Linked-In groups asking us to share the “Speaker Spotlight” postings on their
Linked-In group sites. We believe the innovative Linked-In “Speaker Spotlight” campaign was successful in
promoting our annual Spring Conference and in networking with other Linked-In groups. We plan to continue the
use of Linked-In to promote our activities and to provide a forum for members to post discussions and share
information. The Spring Conference was also promoted through postings on the Records Management ListServ.
In the past, Chapter members representing ARMA Houston by delivering presentations, participating in activities or
otherwise networking on behalf of ARMA had no easy way to provide basic association information. The ARMA
Houston business card was developed this year to provide a simple and effective way to introduce people to ARMA
Houston and raise awareness of its mission and vision. Our new business card displays the ARMA Houston logo
and includes basic information about the Chapter such as its website and monthly meeting schedule and location. It
also promotes ARMA Houston as a place to connect with others who have similar professional challenges and a
resource for RIM best practices. The card itself has a matte finish so members can easily add their name, contact
information and any other pertinent data.
The ARMAdilla, ARMA Houston’s Chapter newsletter, published bi-monthly, was posted on the Chapter website and
Chapter members were notified by e-mail when a new issue was available. Newsletters averaged twenty-six pages
and consisted of regular columns including the Calendar of Events, President’s Message, Member Spotlight, Ask the
CRM and Chapter Meeting Highlights along with feature articles about Records and Information Management.
Weekly and periodic special e-mail messages were sent to members throughout the year to keep them advised of
Chapter activities. Press Releases were sent to the Houston Chronicle and Houston Business Journal announcing
monthly Chapter meetings. Notices of our meetings appeared in the Weekly Calendar of Events published in the
Business Section of these publications. In early December, eighteen ARMA members participated in the Channel 8
PBS Telethon by answering telephones. It was a great opportunity to publicize and promote ARMA Houston while
helping the community.
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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. Prior to each regularly scheduled
meeting, Directors prepare and submit reports for which they are responsible, ensuring everyone has adequate time
to review meeting documentation improving the accuracy of minutes and reports and speeding up the approval
process at Board meetings. Board of Directors meeting minutes for June 2010, the Treasurer Report, sample
newsletter and the Annual report are attachments within this application.
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.
Chapter Records Retention
The Archives committee reviewed boxes in storage. Twenty-five boxes containing records past retention were
approved for destruction by the Board and disposed of following established procedures.
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, a Vendor Appreciation luncheon, 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.
Vendor Appreciation
The chapter formally invites vendors who contribute to the Chapter’s success to attend a Vendor Appreciation
Luncheon offering a meal, a space to display literature, and an opportunity to briefly share the company’s attributes.
Nineteen vendors, deemed substantial Chapter contributors, participated in this year’s event.
Annual Awards Event
It takes the dedicated participation of individuals to create a vibrant environment for chapter success in an
organization where membership consistently exceeds 400. Each year, the Awards Committee assumes the
important task of identifying individuals deserving of recognition following a defined process then presents the
awards at the annual awards event. The following individuals were identified to receive awards:
• Award of Achievement – Mica Hanchey and Robin Thompson
• Award of Appreciation For Outstanding Service – Michele Lopez
• Award6for Distinguished
Service
Debra Mestemaker-Buzby,
CRM, Brenda
Clements,
TeresaProgram
Matlock, and
Chapter of the
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• Award of Excellence – Rhonda Boehm and Kathleen Fabra
• Chapter Member of the Year – Gayle Page
• Frances Chartier Mentor Award – Denise Robertson, CRM
• Most Active New Member Award – Skai Shaddow

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
advance Records and Information Management (RIM) to a wider audience. Our members participated in the
following ways.
Alice L. Haltom Educational Fund (ALHEF)
To honor Chapter founding member Alice L. Haltom, ARMA Houston founded ALHEF in 1985 to provide
scholarships for individuals pursuing education in RIM-related fields. ARMA Houston’s Board of Directors nominates
Chapter members to serve as Trustees of the Alice L. Haltom Educational Fund. ARMA Houston members serving
on the 2009-2010 ALHEF Board of Directors are:
President Gayle Page
Executive VP Allan Heath, CRM
Treasurer Janice Taylor
Secretary Patti Manning, CRM
Executive Director Teresa Matlock
Trustees Nancy Ramirez, CRM
Jim Dixon
Debra Mestemaker-Buzby, CRM
Honorary Members Mavis Eppes, FAI
Guy Thomas
ARMA Regional and International
ARMA Houston members support ARMA’s initiatives at the International and Regional levels by participating in
projects and on Boards and Committees:
• Doug Allen, CRM, CDIA+ - President, ARMA International Board of Directors
• Jesse Wilkins, CRM, CDIA+ - ARMA International Board of Directors
• Pat Vice, CRM, FAI – Honorary Member and Trustee, ARMA International Educational Foundation (AIEF)
• Everis Mollon – Southwest Region Coordinator
Speaking Engagements and Publications
ARMA Houston members representing the Chapter by authoring articles and delivering RIM presentations to other
associations and professional organizations are:
Doug Allen, CRM, CDIA+
Gloria Rooney
Tad Howington, FAI, CRM
Ronald Hedges
Jesse Wilkins, CRM, CDIA+, ERMM, ECMM
Judy Sitton, CRM
Beverly McMahan, CRM
Other Professional Organizations
Our members are professionals in a broad range of industries and agencies and are active in other professional and
volunteer organizations. This participation creates opportunities for networking, increases awareness of RIM and
provides ARMA Houston with new information resources.
We have significant representation in the Institute of Certified Records Managers (ICRM):
Douglas Allen, CRM, CDIA+
Jayne Bellyk, CRM
Ann Bennick, CRM
Sue Brown, CRM
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Deanna Brouillette, CRM
Louis Buzby, CRM
Adele Carboni, CRM
Judy Carpenter, CRM
Stephen DeClue, CRM
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Summary (Total Points Possible 5)
Explain why you feel your chapter is deserving of Chapter of the Year. (Maximum of 500 words)
The Houston Chapter is an exemplary organization dedicated to advancing the profession of Records and Information
Management. We consistently deliver value to our membership, to our fellow Chapters and to ARMA International while
actively supporting and enriching our local community. We believe ARMA Houston is deserving of Chapter of the Year as
we celebrate our GOLDen anniversary because we continuously seek Growth, provide Opportunity, and demonstrate
Leadership and Dedication.
Growth
Our Chapter provides significant educational opportunities to its membership, often at no cost to attendees. Input is
solicited from our members and guests and is incorporated into our educational offerings. We deliver RIM content in
multiple formats: meetings, workshops, seminars, a multi-track Conference, videos, and through one-to-one interactions.
Education is also supported through the Alice L. Haltom Educational Fund providing scholarships and sponsorships for
education. Funds are made available to ensure each Chapter Board Member can participate in the Regional Leadership
Conference.
Opportunity
ARMA Houston leaders actively seek innovation and improvement. We successfully leveraged the social networking
platform to promote our meetings and Conference giving a new face to the organization. We put ARMA Houston business
cards into the hands of our leaders giving them a tool for professionally representing the association when conducting
Chapter business and introduced a new Continuing Education Credit element to our Spring Conference expanding our
reach to a related profession.
Leadership
Our members continuously strive for excellence within and outside the organization by speaking, teaching, writing articles
and books, developing curriculum, and mentoring those new to the profession. We demonstrate fiscal responsibility by
making sound financial decisions, investing and spending money wisely and by conducting successful fundraising events.
We ensure funds are available to continue chapter business and actively seek out those who need our help. We have
ongoing relationships with an underserved elementary school and an underfunded county archives affording us the
opportunity to lead by example in donating not only money but also our time, truly a valuable resource.
Dedication
Although the formation of ARMA Houston pre-dates our relationship with ARMA we have always shared the mission and
vision of ARMA International and continue to do so today. Our members were, and continue to be, an integral part of ARMA
at all levels. We honor our commitments and respect our history while looking forward. We celebrated 50 years as an
organization and are approaching 50 years as an ARMA Chapter. At the Recognition Luncheon held in their honor at the
Spring Conference, the sense of awe expressed by our Past Presidents at how large and dynamic the Chapter had grown
renewed our dedication to carry their legacy forward.

Judy Vasek Sitton, CRM
Submitted by:

We set very high standards for ourselves and work diligently to exceed them. Our leaders and members enthusiastically
participate in Chapter
events andVice
activities
and in the larger community. We actively seek opportunities to advocate the
Executive
President
Chapter
benefits ofPosition:
Records and Information Management with our employers, other professions and to the general public and are
most deserving
of the Chapter of the Year award for 2009-2010.
Jul 1, 2010

Date:

HQ ONLY:
Chapter Category:
Date Received:
By:
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