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    exchange 

About exchange 
 

exchange is a publication of the ARMA Metropolitan New York City 

Chapter, Inc. (ARMA Metro NYC), 132 East 43rd Street #740, New 

York, New York 10017. The publication provides a wide range of 

content. An annual digital subscription to exchange is included as a 

benefit of membership.  
 

Opinions and suggestions of the authors do not necessarily reflect 

the opinion or policy of ARMA Metro NYC or ARMA International.  

Additionally, acceptance of advertising does not constitute official  

endorsement of the product or service.  
 

For more information about exchange, please contact Editor-in-Chief 

Jennifer A. Best at NewsletterVP@armanyc.org 

About the ARMA Metro NYC Chapter 
 
 

ARMA Metro NYC is a local Chapter of ARMA International, a  

not-for-profit Professional association and the authority on managing  

records and information. The Chapter supports its members through 

educational seminars, events, an annual educational conference, 

and its publication exchange. Its members are RIM Professionals, 

as well as individuals who work in related fields, such as technology 

and law.  

Volume 48, Issue #2 



3 

ARMA Metro NYC Chapter  

Board Members 

Cindy Shea-Zuvich, CRM, CIP, ECMP, VP, Sponsorship 

(Unigrated Global) | John Hidalgo, VP, Treasurer (Macquarie    

Infrastructure and Real Assets) | Anna Lebedeva, VP,            

Webmaster (People’s United Bank)| Melissa Dederer, VP,      

Secretary | David Smythe, VP, Professional Development (JP 

Morgan Chase) | Frank LaSorsa, VP, Special Events (Kellye 

Drye LLC) | Glenn Fischer, VP, Membership (Kirkland and Ellis 

LLP) | Jennifer A. Best, VP, Newsletter (New York Life), Bryn 

Bowen, Immediate Past President (Schulte, Roth & Zabel LLP) 

President Mary  

Sherwin, CRM,  

CIPP, IGP 

Executive VP Gene  

Stakhov, CRM, 

CDIA+ 



4 

In This Issue 

Editor’s Note               page 5 
 

By: Editor-in-Chief Jennifer Best 
 

In my opinion, they are four key components 
to professional development: practical         
experience, education, mentorship and      
networking . . . 

A Message from the President      page 6 
 

By: Chapter President Mary Sherwin 
 

Early Bird Registration is now open for our 
Tuesday, March 7, 2017 – All Day Spring 
Conference, "RIM & IG for Today and  
Tomorrow” . . . 

IG In Action               page 16 
 

In this issue, Lauren Barnes, CRM talks about the  
planning process for the Information Governance 
Program at her Company. 

How to Develop a Records Management 
Steering Committee                page 10 
 

By: Earl Johnson, Jr., CRM  
 

To be successful, a Records Management (RM) 
program requires commitment and support from 
all levels of the organization . . . 



5 

 

 
 

Dear Readers:  
 

As this issue goes digital, we will be on the cusp of a new year. It’s 
during this time that many people are thoughtful about their profes-
sional (and personal) development. In my opinion, there are four key 
components to professional development: practical experience, edu-
cation, mentorship and networking.  

 

With this in mind, I recommend that you take advantage of three key 
opportunities that are on the horizon for 2017: attending the Chapter’s 
networking event on January 19th, participating in ARMA Interna-
tional’s Mentorship Program (see page 15 for details) and attending 
the Chapter’s Annual Spring Conference on March 7th. The conference 
covers a broad range of topics and features notable speakers, such as 
Bill Saffady.  
 

Before highlighting the content in this issue, I would like to take a mo-
ment to welcome new members to the Chapter:  Jeannette Castro, 
FileBank Inc.; Rovindra Budhu, Baker & McKenzie; Jennie Catherine 
Dubin-Rhodin; Steven Aellis, NYSE; and Sean Fredricks, LegalShred.  
 

As you may know, the issues for this Chapter year will feature IG 
Practitioner Lauren Barnes speaking about standing up an IG Pro-
gram at her Company. In this issue, she addresses the planning pro-
cess touching upon funding, the use of consultants, business area 
compliance and sustainability. She also talks about laying the proper 
foundation for an IG program, which includes fortifying the records 
management function. One way is to establish a governing body, such 
as a Records Management Steering Committee, which can play a 
strategic role and plant the seed for looking at the management of in-
formation more broadly. Author Earl Johnson, Jr. CRM, provides valu-
able insight in standing up such a Committee in this issue.  
 

In closing, I want to congratulate Team bike kARMA, comprised of 
Chapter members and friends, who rode 30 miles around NYC on 
Sunday, October 23rd and raised a total of $7,824 to help stamp out 
Multiple Sclerosis. Congrats to Gene Stakhov and his team of 13.  
 

Jen Best 
Editor-In-Chief, exchange (NewsletterVP @armanyc.org) 

mailto:NewsletterVp@armanyc.org
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Greetings ARMA Metro NYC Chapter Members and Friends, 
 

Happy Holidays from your ARMA Metropolitan New York City 
Board of Directors!  We wish you festive holidays and Peace and 
Joy in the New Year! It is hard to believe that the holidays and the New 
Year 2017 are right around the corner!   
 

The ARMA NYC Board is celebrating the wonderful educational events 
we had in November: 
 

 Wednesday, November 16   – Evening Chapter Meeting – “Stepping 
Stones to Managing Your Career – Executive Coaching", presented 
by Mary Anne Walsh, graciously sponsored by Vision Search Part-
ners.   

 

 Tuesday, November 29   – ARMA @ NOON – “NextGen Info Pro - 
Don't Get Left Behind!” Presented by Gary Sands, Senior Advisor, 
Iron Mountain Professional Services, generously sponsored by Iron 
Mountain.  

 

At that meeting we also honored our Alan Andolsen CRM Scholar-
ship award recipients who achieved their CRM within the past 2 
years:  Susan Gleason, CRM; Donna Severino, CRM; Mary      
Sherwin, CRM; Elizabeth Steinberg, CRM; Louis Tirado, CRM; and     
Larissa Woo, CRM.  Please take a moment to congratulate them.  

 

A word about the Alan Andolsen Award: The chapter continues to hon-
or the memory of our dear friend, colleague, and mentor Alan  An-
dolsen, by offering a scholarship to ARMA Metro NYC Chapter mem-
bers who have completed the CRM exam (parts 1-6).  Alan was a for-
mer president of the ICRM, and championed the importance of attain-
ing the CRM designation. In honor of his efforts, we encourage our 
chapter members to take the CRM exams. Upon success-
ful completion of all six parts of the exam and verification from the 
ICRM, scholarship  
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nominees receive a cash award. 

Coming in January 2017: 

 Register Now for the January Meet “N” Greet Networking Event – 
Thursday, January 19

 
at 6 pm – Cocktails, Great Food, Open Bowling 

and Great Company at FRAMES in Times Square Come Celebrate. Join 
your ARMA Friends and Peers for a fun night of knocking down pins, 
open bar and hors d'oeuvres at FRAMES.  This event is generously 
sponsored by Redwallet.  Register Here.  

 

 Save the Date: ARMA @ Noon – Monday, January 30 at 12 noon – 
Kelley, Drye and Warren, 101 Park Avenue – Roundtable Discussion and 
Professional Headshots!  A roundtable of our peers – Lauren Barnes 
(S&P Global), David Smythe (JPMorgan Chase) and Glenn Fischer 
(Kirkland & Ellis) will be leading a discussion with attendees on 
“Standing Up an Information Governance Program, Data Classification 
and Cyber Security”. Plus a very special offer to our attendees – each of 
us can get a professional headshot during the meeting – a great addition 
to a polished LinkedIn profile!  

 

 Early Bird Registration is now open for our Tuesday, March 7, 2017 – 
All Day Spring Conference, "RIM & IG for Today and Tomorrow” – 
once again at the Executive Conference Center in the heart of Times 
Square.  Check our Spring Conference Web Site here for more infor-
mation and to register.  Don’t forget!  You can get the $125 early bird rate 
through January 31

st
!   

 

 The ARMANYC.ORG website has an abundance of information, includ-
ing information on chapter membership 

 

 Visit our Facebook Page for Chapter Photo Albums of our Recent 
Events: https://www.facebook.com/ARMAMetroNYC/  

 

 Volunteer!  We have many opportunities for members who would love to 
participate in the life of this dynamic chapter.  If you would like to volun-
teer, please send a note to Gene Stakhov, Executive VP at:                 
executivevicepresident@armanyc.org.  

 

We will see you next month at our January Meet “N” Greet and at our 
ARMA @ Noon Roundtable and Professional Headshots meeting!  
Please feel free to provide your feedback anytime to  
president@armanyc.org! 
 

Best Regards, 
 

Mary Sherwin 
President, ARMA Metro NYC  

http://armanyc.org/meetinginfo.php?id=48&ts=1481048942
http://armanyc.org/content.php?page=Member_Information___FAQ
https://www.facebook.com/ARMAMetroNYC/
mailto:executivevicepresident@armanyc.org
mailto:president@armanyc.org
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ARMA METRO NYC 
 

EVENTS AT A GLANCE 

Date 
 

Topic Speaker Venue 

Thurs., Jan 
19th 

Networking Event N/A 

Frames Bowling 
NYC, 550 9th  
Avenue at 40th 
Street, NYC 

Mon, Jan 
30th 

Professional 
Benchmarking, 
Photos and Lunch! 

David 
Smythe,  
Lauren 
Barnes, 
Glenn  
Fischer 

Kelley, Drye and 
Warren, 101 
Park Avenue 

Wed, Feb, 
15th  

Transforming How 
You Manage and 
Secure Information 

TBD TBD 

Tues, Mar 
7th  

Annual Spring  
Conference 
RIM and IG for  
Today and  
Tomorrow 

Speakers  
Include Bill 
Saffady, Ron 
Hedges and 
Sofia Empel   

NY Executive 
Conference  
Center, 1601 
Broadway at 
West 48th 
Street, NYC 
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To be successful, a Records Man-
agement (RM) program requires 
commitment and support from all 
levels of the organization, especially 
executive management. A good way 
to get that commitment/support is by 
establishing a Records Manage-
ment Steering Committee 
(Committee) that will direct the rec-
ords management program, set pri-
orities, and be empowered to make 
decisions. This article will describe 
the key components for developing 
a Committee.  
 

Committee Charter 
 

There are several components that 
can make up a Committee, and 
each must be developed fully in or-
der to have a successful team.   
Developing a formal charter for 
the Committee is right at the top 
of list of these components.  The 
charter illustrates the focus and  
 

direction of the Committee, which 
reduces confusion about the group’s 
objectives. 
 

The charter should include: 
 

 A mission statement written to 
define the committee’s purpose 

 The authority of the Committee 
 List of members and their respec-

tive departments (i.e., legal, com-
pliance) 

 Overall and specific responsibili-
ties of its members 

 How,  when, and where meetings 
will be held 

 The agenda’s format and who is 
responsible for publishing it 
(including pre-reads  

 How minutes will be written and 
approved 

 

Roles and Responsibilities of 
Members 
Defining the appropriate roles and 
responsibilities of members is an 

By: Earl Johnson, Jr., CRM  

How to Develop a Records Management Steering Committee 
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other key for governing the Com-
mittee.  Overall, the Committee will 
direct the records management 
program, set priorities, and be 
empowered to make decisions. 
Other Committee roles and respon-
sibilities may include: 
 

 Champion or sponsor - As-
sumes ultimate responsibility for 
the Committee.  The champion 
or sponsor should be an influen-
tial, interested, passionate and 
well respected individual who 
knows how to lead and empower 
others. This is typically a person 
in senior management (i.e., C-
level suite). 

 

 Chair – The Chair should be the 
records manager who leads and 
officiates team meetings, drafts 
agendas, prepares pre-reads, 
maintains adherence to the 
meeting agendas and reviews/
approves meeting minutes 

 

 Scribe – Takes meeting 
minutes/notes and  develops 
and maintains parking lot and 
action item lists 

 

 Members – Expected to attend 
meetings regularly, participate 
and get involved!  Members 
should ask questions, share 
opinions/ideas/viewpoints and 
make recommendations in addi-
tion to being proactive and em-
powered!  

 

All members should be able to  
recognize records management-
related problems and issues, 
and be charged to resolve them. 

Typically, a Committee has 
members from key departments, 
such as legal, compliance, infor-
mation technology and business 
operations. Additionally, mem-
bers are comprised of execu-
tives. 

 

Developing a Cohesive Team 
Another key for success is to de-
velop a cohesive team. The Five 
Behaviors of a Cohesive 
Team™ is the result of the part-
nership between Wiley Work-
place Learning Solutions and 
best-selling author Patrick Len-
cioni, which addresses this cru-
cial point.  
 

Imagine a pyramid shape where 
TRUST serves as the founda-
tional behavior, requiring team 
members to be vulnerable to 
each other.   
 

Next level up is engaging in 
healthy CONFLICT, designed 
to find the best solution in the 
shortest period of time.   
 

The middle layer of the pyramid 
is COMMITMENT, which brings 
clarity around decisions and gets 
complete buy-in from every team 
member – including those who 
may initially disagree.   
 

ACCOUNTABILITY calls out 
peers on performance or behav-
iors that might hurt the team. By 
entering the fray with one anoth-
er, team members feel trusted, 
respected, and responsible for  
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getting things done right. Finally, 
at the very top of the behavior 
pyramid is one of the greatest 
challenges to team success… 
the inattention to RESULTS. 
Great teams ensure all mem-
bers, regardless of their individu-
al responsibilities and areas of 
expertise, are doing their best to 
help accomplish team goals. 
 

In summary, the key components 
for a successful Committee are 
creating a charter, delineating 
the roles and responsibilities and 
developing a cohesive team 
where trust, commitment, ac-
countability and healthy conflict 
are valued.    
 
 

 
 

 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Developing a Records Management Steering Committee 

“IMHO, it’s critical to have people who can 
make decisions that stick… otherwise we are 
a group with great ideas and no way to imple-
ment them.  The key in selling it to upper lev-
el managers is that these meetings will be fo-
cused and involve a small number of people 
who are empowered to make decisions.” 
 
- Document Control Manager, CO Transportation 
District 
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At the recent ARMA conference in San 

Antonio, records managers participated 

in a survey about their experience with 

records management Committees. The 

results illustrate how Committees are 

structured in their organizations, as well 

successes and continuing challenges. 

Committee Members 

 83% have at least a Director or 
above  

 61% have between 6-10 members 

Successes 

 Putting money and resources behind 
the Program 

 Approval of a records management 
policy 

 Funding for an Information Govern-
ance initiative 

 Senior management support, includ-
ing the communication of RIM initia-
tives 

Continuing Challenges 

 Senior management does not under-
stand and support RIM and IG 

 Lack of funding 

 Lack of employee buy-in; non-
compliance with the retention sched-
ule 
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ARMA International Mentorship Program Quick Facts 
 

Landing Page: http://discoverarma.org/mentorship  
Email Contact: Mentorship@armaintl.org 

 

Synopsis: Members who wish to participate will complete a matching sur-
vey. We will always be accepting applications, but will send out pairs once a 
month. (See the schedule available on the landing page.) Matched pairs will par-
ticipate for 6 months in a guided mentorship program, meaning they receive 
monthly emails from us with suggested topics. After the term has completed, we 
encourage them to keep their relationship going, but without our involvement. Or, 
they can sign up again, and be matched with someone new. 
 
Qualifications: All participants must be members. This will be verified be-
fore matches go out. Mentors have been in the industry for 3+ years. Mentees 
have been in the industry for less than 5. There is also a code of conduct partici-
pants must adhere to. This limits participants from seeking personal gain, giving 
legal/financial/medical advice and non-professional conduct. 
 
Matching Criteria: In the matching survey, participants are asked for indus-
try, years in information managements and to describe either what are they are 
an expert in (mentors) or what area they would like to grow in (mentees). We al-
so ask time zone. While we intend this to be a virtual mentorship program, it is 
easier for people in the same time zone (or close) to find a time to talk. 
 

FAQS 
 How much interaction will participants have? 

○ The minimum is monthly conversations, but we encourage more. 
 

 How does this work with the conference mentorship program? 
○ Terms that include conference will include the question if they plan to a 

tend so hopefully those that do can be matched together. Separate of that, 
we will determine the impact on conference mentorship when we know 
more of the scale of this program. 

 

 What happens if a mentorship pair isn’t going well? 
○ We believe that there is something to be learned from everyone, but if a 

mentorship truly isn’t working out, we will work through solutions on a case 
by case basis. Emailing mentorship@arma.org is the first step to that solu-
tion. 

 

 What about Region and Chapter mentorship programs? 
○ We absolutely support and encourage them. This program is to fill that gap 

when local resources aren’t able to. We are currently working on collecting 
a list of these local programs so that we can post them on the landing 
page. 

http://discoverarma.org/mentorship
Mentorship@armaintl.org
mentorship@arma.org


Information Governance In Action: A Case Study  
 

Lauren Barnes, CRM 
 
 
 

This is the second video in a five part series that follows an IG  
Practitioner, Lauren Barnes, as she stands up an Information  
Governance Program at her company.  
 
 

In the first video, Lauren addressed the questions of, “Why have an 
Information Governance Program?” and “What was the genesis for 
starting one at your company?”. 
 

 

In this issue, Lauren speaks about the planning process touching 
upon funding, the use of consultants, business area compliance and 
sustainability.  

 Video 



Happy New Year from the Board of  

Directors! We hope to see you at an 

upcoming event! 
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mailto:earljohnsonjr@outlook.com

