
Chapter of the Year Award (Application)

Chapter Name: Northern Virginia Chapter

Executive Summary:
The Northern Virginia Chapter of ARMA International (ARMA/NOVA) had another successful year which
began with two planning meetings where the Board of Directors reviewed the strategic plan for any changes,
reviewed the records management market drivers for guidance and direction and then selected its 2012-2013
theme. Our theme became “The State of Art in Records Management”. Market drivers included: eDiscovery,
Redefinition of a Record to include everything, audit readiness, Presidential Mandate to Move from Paper to
Digital, Do more with less and Big Bucket Retention Schedules. We held 10 cutting edge monthly programs,
four workshops, our annual seminar, and a summer social event.

ARMA/NOVA is a large chapter with 100 members and is very proud of having received Honorable
Mention for its 2008 submittal in this category. We operate in a unique environment as we are
geographically close to the Federal Government and are located in Fairfax County where technology is a
driving force behind its economic expansion. Our membership consists primarily of federal contractors,
vendors, and some government employees. The reason for so few government, members is that the
government is not reimbursing their employees for their participation in association membership
professional development activities. Because our environment includes various industry organizations and
two other ARMA chapters, ARMA/NOVA teams with the other chapters and organizations to hold
programs of mutual interest to reduce competition for attendance and for speakers..

Annual Seminar and Workshops
NOVA’s objective is to provide its membership with opportunities for
continuing education. As a result, one of our strategies was to conduct
a Seminar that addressed our theme. Our joint seminar with NCC-
AIIM, “Attorney’s and Algorithms: the Case for Technology Assisted
Review and Categorization” offered six pre-approved ICRM credits and
one CLE credit. We had 72 attendees.

We also participated in four jointly sponsored workshops. They
included: an event with Digital Government Institute entitled “E-
Discovery, Records and Information Management.” A second event
was a “Workshop on the Presidential Memo on Records Management’

held with the Potomac Forum. Additionally, we worked with the Greater Washington DC and Metro
Maryland Chapters to hold two CRM exam preparation workshops which were both well attended with a total
of 76 attendees. ARMA/NOVA provides its membership with an opportunity to participate in the monthly
online Sessions of the Month from MER Conference as a way of extending educational opportunities beyond
chapter activities.

We again selected Training Futures, a Northern Virginia Family Service organization, for our charitable
donation project. Training Futures assists under-employed individuals with training and coaching for office-
level jobs and provides the interns and entry-level employees who have been taught RIM skills. We made
Training Futures the focus of our December Holiday chapter meeting and raised $1,375 for them. Our second
project was holding a community shred day in April as a promotion for RIM week.

ARMA/NOVA has a strong infrastructure based on the strengths of its leadership and members. Together we
are able to provide the continuing education for industry participants and to have the opportunity to give back
through our contributions to Training Futures.
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Chapter Characteristics
Membership as of July 1, 2012 100 members

Board Format
Number of board members for the fiscal year: 12

□ Number of returning members to the board for the fiscal year 12. (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?  No

ARMA/NOVA operates in a unique environment as we are in close geographic proximity to the Nation’s
Capital. In some cases, government offices are moving west into the Northern Virginia area. Our chapter is
located in Fairfax County where technology is a driving force behind its economic expansion. The County
diversified from its traditional government focus to include information technology, network communications,
and internet services. Our membership is primarily composed of federal contractors, vendors, and some
government employees; although the government does not reimburse memberships in professional
organizations.

ARMA/NOVA is one of three ARMA chapters in the Washington, DC metropolitan area. To avoid direct
competition the National Capital Chapter of AIIM and other professional industry associations for speakers
and programs, we join forces and work together for seminars, workshops, and chapter meetings.

Section 1: Educational/Professional Development (Total Points Possible 75)

Meeting Format
□ Mont h ly  □  
X  Mont h ly  □  
Quar t er l y □  
Ot he r

Meeting Month Meeting Topic Member Non-
Member

Promotion Used (Ex: website, e-
mail blast, cross promotion with
another association, etc.)

September

“Using Generally
Accepted Recordkeeping Principles
to assess an organization’s
Information Governance.”

16 0 Newsletter, Airset, e-mails, records
management listserv.

October
“Presidential Memo on Managing
Gov. Records Issued in 11/2011l”

26 2 Newsletter, Airset, e-mails, records
management listserv.

November
“The Role of Records Coordinators “ 30 3 Newsletter, Airset, e-mails, records

management listserv.

December
Holiday Charity Fundraising Project
for Training Futures

15 2 Newsletter, Airset, e-mails, records
management listserv.

January
“Massive ROI: A Case Study in
Retention Disposition”

20 2 Newsletter, Airset, e-mails, records
management listserv.

February
“Best Practices & Standards for
Managing Social Media Records”

24 1 Newsletter, Airset, e-mails, records
management listserv.

March
“Big Data, Big Records in the Cloud” 22 1 Newsletter, Airset, e-mails, records

management listserv.

April
“Microsoft 365 Email &
Collaboration Services in the Cloud”

15 1 Newsletter, Airset, e-mails, records
management listserv.



May “SharePoint Governance” 18 0 Newsletter, Airset, e-mails, records
management listserv.June

Average

19
18.916666
6%

0
1%



The ARMA/NOVA chapter’s mission statement is to provide continuing education n for its
Northern Virginia Chapter members that increases awareness of emerging technologies and
concepts and maintains and enhances their competitive position within the marketplace.

Chapter/Regional Seminars or Conferences
ARMA/NOVA works toward offering consistently timely, cutting edge programs and
seminars, including joint programs with NCC-AIIM and Digital Government Institute. The
following paragraph addresses our educational programs in addition to the 10 monthly
programs listed previously.
1. Continuing education provided by the chapter on a regular basis:
ARMA/NOVA participates in the monthly Online Sessions of the Month from the MER 2012
Conference.
2. Annual Seminar:
2/27/13: Joint ARMA/NOVA and NCC-AIIM Seminar “Attorney’s and Algorithms: The Case
for Technology Assisted Review and Categorization.” ICRM pre-approved the seminar for 6
CRM credits. Also the seminar was approved to grant Continuing Legal Education credits for
attorneys. Also the seminar was approved to grant 1 Continuing Legal Education credit for
attorneys. We had 72 attendees.

3. Workshops:
To reduce the competition and to mitigate the effects on attendance at events, ARMA/NOVA
joins forces with the other two ARMA chapters (Greater Washington and Metropolitan
Maryland) and AIIM and other industry organizations in presenting joint meetings.

4/4/13: ARMA/NOVA and Digital Government Institute held “E-Discovery, Records and
Information Management”
5/15/13: ARMA/NOVA sponsored the Potomac Forum Workshop
Subject: Managing Government Records Directive from OMB and NARA Workshop
(Presidential Memo on Records Management). Mark Mandel, CRM, a past present of
ARMA/NOVA was the Moderator and a speaker.

4. CRM Study Groups/Workshops:
ARMA/NOVA is very supportive of all activities connected with the ICRM program as
evidenced by having 19 members with the CRM credentials. We are worked with both the
Greater Washington DC and Metro Maryland Chapters to hold two CRM Preparation Seminars
held October 4, 2012 where we had 46 attendees and on June 11, 2013 we had 30 in
attendance. Members of our chapter served as instructors and administrators at both sessions.
Also several CRM members routinely volunteer with ICRM as graders or re-graders for Part 6
of the CRM examination.



ARMA/NOVA sponsored two projects during the 2012-2013:

12 /19/12: For our holiday meeting, we again selected Training Futures, a nationally recognized, workforce
development solution that provides a critical pathway to living wage jobs for high-potential, underemployed
individuals. The non-profit organization prepares individuals for more stable, professional office careers,
including jobs in the records and management field. Since 1996, they trained over 1,500 people with diverse
backgrounds and experience. Over 89% of graduates secure full time employment in an office environment.
The organization is run in partnership with Northern Virginia Family Services (a grantee of The Community
Foundation for the National Capital Region), and the Northern Virginia Community College system. Training
Futures has an innovative six month curriculum in a simulated office environment.

We continue to select Training Futures because they provide the RIM industry with a diverse pipeline of
employees who have a proven ability to adapt to new environments, learn technical skills and to achieve
professional excellence. Over the years, ARMA/NOVA has made financial and business clothing
contributions, member companies contemplate intern assignments, and attend their graduation ceremonies.
For this year, we held a fund raiser where the chapter matched the membership donations, including
contributions from members who could not attend for a total of $1375. The speaker for the evening was Ms.
Marla Burton, Training Coordinator.

Our second project was the McLean Shred Day held April 6, 2013 from 9:00 am to 1:00pm. The Northern
Virginia Chapter of ARMA International (ARMA NOVA) conducted a “Shred Day” as a community service
in conjunction with the Old Firehouse Teen Center in McLean VA. The Shred Day was held on the same day
as the Spring Community Garage Sale sponsored by the McLean Community Center, with an AmVet pick up
at the shred location after the Garage Sale closed. In addition, a local company, provided at the same
location, recycling of electronic equipment, including computers, monitors, printers, and televisions.

The mobile shredding truck shredded 5,025 pounds of paper and the electronic recycling accepted 4,000
pounds of electronic equipment. The Teen Center will recognize ARMA NOVA as a sponsor for the Center
for 2013-2014 and include the ARMA NOVA name and logo in promotional materials. Both the Teen Center
and NOVA ARMA promoted the event in local newspapers. The Teen Center has offered to collaborate with
ARMA NOVA in 2014 for another shred event.

The chapter selected this project to support the RIM month and to encourage everyone to rid themselves of
their old sensitive papers, to reduce possible identity theft, and to give everyone an opportunity to destroy old
tax files.
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Section 2: Projects (Total Points Possible 60)



Our goal is to provide information to our members and industry about Chapter programs, education and
professionalism to industry and government groups. To accomplish this goal we use our newsletter,
website, AirSet, and E-mail to promote our activities.

Chapter Newsletter
Our 8-page Chapter newsletter, ARMA InNOVAtions is published monthly from September to June, and
serves as a major communication vehicle for the chapter. Each issue contains the President’s message,
meeting and speaker announcement, the Board minutes, Meet A Member, Chapter calendar, meeting
logistics and ARMA links. For the convenience of our reader, the Adobe PDF copy is available on our
ARMA/NOVA website. http://www.arma-nova.org/main.htm/newsletter.htm. .

Chapter Website (www.arma-nova.org/main.htm)
We use our website to communicate chapter information, contacts, lectures, seminars and sponsorships to
the members. Over the past year, we developed a newer, more modern chapter website. Although our
webmaster, Elisabeth Butler, had limited experience with creating or managing websites, she nevertheless
volunteered and took the initiative of learning about web design and programming. Ms. Butler purchased
a website builder/publisher, Microsoft’s Expression Web4, in order to both update the current site and to
design the new one. She also transitioned the current chapter website from one web host and transferred
the protocol to another since ARMA Mid-Atlantic Region, which controls our web server space, changed
its web host. The new chapter website will feature more images, a Javascript rotating announcement
banner, update coding, and eventually a RSS feed. The new website’s release is planned for the start of
the 2013-2014 chapter year.

AirSet and E-mail
To supplement our newsletter and website, we use AirSet (www.AirSet.com) , a free web-based Cloud
collaboration service, to communicate with our members. AirSet enables us to send meeting
announcements to all or just a portion of our members, such as the Board of Directors. AirSet also
provides a group calendar of events with automatic reminders emailed on a scheduled basis. It also
provides us Cloud storage for files, like minutes, photos, and announcements that can be browsed or
downloaded by members. We are able to create and update task lists for chapter and project management.
It also has a polling feature, a blog feature, and members are able to create their own free account. The
chapter has used AirSet for several years and found it very useful.

Presentations to Organizations The ARMA/NOVA membership is very active in outside activities. Out
of an estimated 15 presentations given, the following represents a selected list of members making
presentations on records management subjects:

Name Topic Organization/Date
Katherine Goodwin “Words of Wisdom”

Series
Society of American Archivists, Univ. of
Michigan, School of Information 1/23/13

John Krysa Luncheon Speaker
Closing Keynote speaker
RIM Week Speaker

ARMA, Charlotte, NC 11/15/12
VAGARA, Roanoke, VA 1/18/13
MER, Chicago, Ill 5/1/13

Tina Ayiotis “Ethical Obligations and
the Starbucks Hack”

Georgetown Cybersecurity Law Inst. 2013

Section 3: Public Relations (Total Points Possible 30)
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Section 4: Chapter Maintenance (Total Points Possible 20)

ARMA/NOVA’s core group includes the Board of Directors and Committee Chairpersons who
provide the infrastructure and maintenance for the Chapter. We have 100 members of which 12
hold a leadership role. Although our leadership remains relatively constant, we do have three
new members who will join the Board for the 2013-2014 year. Our operational guidelines are:
(1) recognizing that our members make us who we are. (2) We provide affordable, professional
and personal development services, programs and opportunities for Chapter members. (3) We
work as a team to promote the discipline of Records and Information Management. (4) We
foster an open forum for ideas.

Secretary and Records Management
At each Board meeting, our Secretary takes minutes, distributes them for comment,
and when approved, sends them to our newsletter editor who posts them in the
monthly newsletter.

Chapter Retention Schedule
Our Secretary posts a second copy of the 2012-2013 minutes is added to AirSet for archiving.
Previous minutes are available on our website. By using AirSet, the chapter is able to have a
complete history of the chapter business. For scrapbooks and other paper history, our Historian
volunteered space for the chapter’s archives in an in-house company records center. The
Historian reviews the materials and based on the retention schedule, destroys appropriate items.
The Chapter follows the retention schedule as provided in ARMA International Association
Governance Policy and Procedures “Records Retention and Disposition Schedule”.

Acknowledging/Awarding Participation
Our Chapter designates our June meeting as our Member Appreciation Night. Traditionally, the
outgoing President presents Board members with a thank you memento of the past Chapter year
in recognition of their service and participation. The Board also recognizes the President with a
small token of appreciation. Additionally, the chapter awards a member with a free registration
for ARMA’s annual seminar. Each member’s name is put into a bowl, once for EACH meeting
they attended, and a winner and runner up’s name is drawn.

When we distribute our election ballot, there is an opportunity to provide write-in votes for Board
Member of the Year and Chapter Leader of the Year. The winners are announced at our June
meeting

Chapter Bylaws Revision/Review
The Vice President is responsible for an annual review of the chapter bylaws. Any proposed
amendments to the bylaws must be approved by 2/3 of the chapter board, after which they are
reviewed by ARMA International’s Director of Member Services and the Region Manager prior
to notice being sent to the members to ensure that the proposed amendment does not conflict with
ARMA International Policy.

ARMA NOVA Board
Meeting minutes 05152013.pdf



The ARMA/NOVA Chapter members participate in local, regional and ARMA International events. Many
members also support local charitable and community groups with their time and expertise. Our strong
association with the local AIIM National Capitol Chapter is evident by 15 of our members belonging to AIIM as
well. The ICRM is another organization where our members devote their time and energy. We have 19
members who hold the CRM credentials and two of the group volunteer to grade part 6 of the examination. A
list of selected activities follows with the name, date, Topic/Description and organization listed.
Speaking, Teaching, or Publishing Activities

Name Date Topic/Description Organization
Rebecca Conner 10/4/2012

6/11/2013
CRM Workshop Parts 3 &5 ICRM

Carolyn Offutt 5/22/2013 Advanced CIP Training Presented
Section on Collaborate/Deliver

AIIM International

Mark Mandel 5/22/2013 Advanced CIP Training Presented
section on Capture/Manage

AIIM
International

John Krysa 6/11/2013 CRM Workshop Parts 5 and 6 ICRM
Katherine
Goodwin

4/2013 “Words of Wisdom”, Society of
American Archivists

University of
Michigan

Elizabeth Adkins 1/9/2013 RIM Compliance Framework for
Electronic Records

ARMA’s Metropolitan
Maryland Chapter

Participation in Other RIM Activities
Name Date Topic/Description
Carolyn Offutt 4/6/2013 Shred Day
Crystel Kurtzberg April 2013 DOD Agency presentations and discussions on Information

Management issues

Participation in Regional ARMA International Conference Activities, Task Forces
Name Date Event Organization
Carolyn Offutt,
Elizabeth Adkins,
George Darnell,
John Krysa,
Suzanne Swenson

June 5-7, 2013 Mid-Atlantic Region Leadership
Conference, North Myrtle Beach,
SC

ARMA Mid-Atlantic
Region

Rebecca Conner,
Suzanne Swenson

October 2012 Annual Conference
Chicago, Ill.

ARMA International

Elizabeth Adkins 2012-2013 2013 Conference Content Task
Force

ARMA International

Board of Charitable, Community, or related Professional Group
Name Date Description Organization
Jack Frost
Mark Mandel
David Noack

7/1/2012 –
6/30/2013

Member AIIM National Capitol
Chapter Board

Suzanne Swenson 2/1/2012-
6/30/2012

Board of Deacons Little Falls Presbyterian
Church

Carolyn Offutt 7/1/2012 –
6/30/2013

Board of Directors
Chair, Administration Ministry

AIIM
Trinity Presbyterian

Section 5: Outside Activities/Chapter Member (Total Points Possible 10)



Summary (Total Points Possible 5)

The Northern Virginia Chapter of ARMA International deserves to be selected as Chapter
of the Year within the large chapter category for the following reasons:

1. We began the chapter year by holding two planning meetings where the Board
methodically selected the theme for the year, selected programs that were not only of
interest to our members but were based on the Federal Government’s directives, and set
as a goal to gather the data to support our application for Chapter of the Year
consideration.

2. We maintained a 20% attendance at chapter meetings and an estimated 30%
attendance at our seminars and workshops despite the sequester and government funding
issues.

3. The chapter is beginning to attract new members to our chapter leadership,
including outgoing Board member Katherine Goodwin, current board member Rebecca
Conner, and incoming Board member Steve Debilius with the addition of two incoming
board members (Rebecca Conner and Steve Debilius).

4. Thanks to the efforts of our president, Carolyn Offutt; the chapter began an annual
tradition of hosting a Shred Day project and becoming a sponsor for the Old Firehouse
Teen Center in McLean VA. .

5. We continue to support our other project, Training Futures, as they work with
individuals who are looking for training and jobs in the office environment.

6. Communications is very important to the chapter and we are on the brink of
publishing a new and significantly improved website, in the interest of better serving our
members and potential new members.

7. We held ten cutting edge monthly programs, four workshops, our annual seminar,
and a summer social event.

8. We co-sponsored two CRM workshops with a total of 76 attendees.

9. Our members are active in the local and national RIM community and are leaders
and speakers in the greater community in which they live and work.

10. We continue to encourage a networking relationship with our members by
providing an opportunity at each meeting by asking if there are job opportunities or if
anyone is looking for a job.

Submitted by: Suzanne Swenson _________________________________________________________

Chapter Position: Chairman of Chapter of the Year Taskforce 2012-2013; Hospitality Chairman 2012-2013,
and Past President

Date: June 25, 2013 ___________________________________________________________________



HQ ONLY:

Chapter Category:

Date Received:_____________________________________________________________

By: ______________________________________________________________________
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