
  

  

T he March 12th, 2008 chapter meeting of NNJ 
ARMA took place at a different location, thanks 

to Ilana Lutman, our chapter secretary. Arrangements 
were provided  to accommodate both the Northern 
New Jersey chapter and the Central NJ chapter at the 
luxurious Robert Wood Johnson Foundation in 
Princeton. 

Donald Swanson, Director of Disaster Recovery 
Planning and Corporate Records Manager of Munich 
ReAmerica presented to both chapters how email 
management is administered in his company. Munich 
ReAmerica,  is one of the leading reinsurers in the 
U.S., offering products and expert services focused 
on their clients. They are the preeminent brand in 
worldwide reinsurance. Being as such, insurance li-
ability is such an important issue. Donald explained 
how his company controls where an email is stored 
and for how long.  
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M any probably don't give much thought to how 
long their corporate email is kept in the “sent” 

folder, and don't ever consider deleting received 
emails from the past year. Most of us may shrug our 
shoulders and assume that old email it is taken care 
of. But Donald demonstrated how his company keeps 
close track of where an email goes. His email clients 
have no choice– they have to designate a folder and 
general subject matter before even composing their 
email! A dialogue box pops up and will not let clients 
compose an email until certain criteria are defined by 
the sender. Not only that…all received email is auto-
matically deleted after 30 days, unless they are saved 
to a separate folder, where there are limits on storage, 
from 30, 60 and 90 days. After that, they are either 
automatically deleted or stored on a secure server 
where only upper management may have access. 

You have to admit, these are strict conditions to work 
under and, admittedly, would add more stress to 
one’s work day. But these are the conditions required 
in the insurance industry. Email correspondence is 
often required in legal holds and must be obtained at 

Above: Donald Swanson of Munich ReAmerica presents to 
members of Northern NJ and Central NJ ARMA on email 
management. 
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 By Nancy Ur 

 

Did you make it to the March 12th meeting?  If you did, I thank you for taking the trip out to the Robert Wood 
Johnson Foundation on Rt. 1.  What a beautiful place to work!  We have to thank Ilana Lutman and her man-
agement for the fantastic accommodations and terrific food.  We partnered with the Central Chapter and had a 
great turnout.  Everyone agreed we have to have at least one joint meeting a term with the Central Chapter. It’s 
a great way to network and meet new people in this field.  We even had a special guest – the ARMA Int’l Re-
gional Manager – Steve Lastres.  Steve is not only an RIM, but an attorney at a large New York law firm.  He 
oversees the ARMA chapters that comprise the Eastern Region and he reports in to ARMA International in 
Kansas. 

 

For those of you who couldn’t make it to the last meeting, you really missed a great presentation by Don 
Swanson from Munich ReAmerica  on electronic record/email systems.  He was really excellent.  It’s always 
interesting to hear how other companies address email issues – you can always learn something.  He had so 
much information, he spoke until 8:00 p.m. and could have stayed for at least another hour.  Don really im-
pressed me with the system he has in place at Munich ReAmerica.  I just referred someone to him for advice 
on their electronic records storage project (if anyone reading this uses or is familiar with Open Text, please let 
me know!). 

 

Our next meeting is on Tuesday, April 22 and the presentation will be on HIPAA laws and compliance.  Do 
YOU know what the law is concerning employee privacy at work (or your own personal information and pri-
vacy)?  We found a wonderful presenter (he’s also a lawyer) who will not only review the current HIPAA laws 
with you, but he’ll answer your questions about what employee information can and can’t be shared and with 
whom.  As a records/information manager, you may be asked to produce an archived personnel file or to allow 
a manager to see a file of an employee who doesn’t work for the requestor – what are you allowed to produce 
and what is a breach of confidentiality?  You don’t really know, do you?  So – REGISTER for the April 22 
meeting NOW!  Just go to our website (www.armannj.org) and use PayPal to sign up. You shouldn’t miss this 
important meeting! 

 

Okay. Have you noticed?  We are just getting better and better! 

 

Do something for your career and get involved!  A few hours once a month to mingle with the best RIM folks 
around and learn from our carefully selected presenters – you can do that, right?  Don’t know anyone?  Just 
look for me when you get there and I’ll introduce you around.  You’ll have a great time, you really will! 

 

See you on April 22 at the Woodbridge Hilton… 

atÇvç  
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short notice. Donald also mentioned Munich Re Amer-
ica’s restrictions are also strict in monitoring of saving 
emails locally, or to one’s hard-drive. They have soft-
ware called Archive-Vault by Symantec that monitors 
when a client saves an email to their computer.  

An alert goes out to Donald’s department and they 
must notify the email client of this violation. This is to 
maintain the viability of the original correspondence in 
original form. If there are two copies of an email, Don-
ald explains, this may cause unnecessary delay in liti-
gation. He did mention, however, that copying and 
pasting in a word processing format is allowable. 

S o, in today’s corporate world it is advisable to cre-
ate a retention and disposal process for email. Like 

junk mail, it accumulates and takes up space on your 
company’s server, slowing down email performance. 
Donald recommends separating administration emails 
from project emails. Having a time allocation for stor-
age seems like a good idea, especially with an ever 
overflowing “Inbox” Some of us admittedly don’t  
delete anything from their inbox because it may be 
needed at a later date. However, the ever-expanding 
realm of email and electronic retention and storage is 
cautiously approached at each company’s discretion. 

To close his presentation, Donald gave a list of items 
to follow when creating an email retention process: 

• Enable staff to manage their email in compliance 
with Records Retention Policy 

• Establish email Filing Plans for each division 

• System must be user-friendly 

• Minimal Disruption to staff’s workload during 
implementation 

• Automate the retention /disposal process 

• Enable a central “Record Hold” ability 

• Establish a training program, mandatory for “ALL 
STAFF” 

 

 

 

 

- Continued from page 1- 
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Central NJ chapter ARMA president Laura Thomforde intro-
duces Donald Swanson at the March 12th joint chapter meeting 
at Robert Wood Johnson Foundation. 

Laura Thomforde, Central NJ chapter ARMA  
president, stands with Central NJ chapter 
member Dan Gregory of  PMI Technologies. 

Central and Northern NJ chapters of ARMA listen to Donald  
Swanson’s email presentation at Robert Wood Johnson Founda-
tion. 

-Continued on page 9--  
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 Northern New Jersey ARMA 

Note: All Meetings Held at the Woodbridge Hilton Unless Otherwise Specified 
 

Next Meetings: 
 

Save the Dates!  Register Early! 
 

 

• April 22, 2008/Tuesday                “How HIPAA Laws Impact Records Management” 

 Guest speaker:  James Burgess, Jr., JD, MPH 

 

• May 14, 2008/Wednesday            ALL DAY SEMINAR - Business Continuity and Disaster Planning                         

 Linda Maxson and Team, Sunguard Disaster Recovery  

• June 18, 2008/Wednesday            Member Service Anniversary Dinner/ Year in Review 

 

Cost of Meals: 

Pre-Paid-$30.00,   Pre-Registered at the door-$35.00,   Walk-Ins & Non-members-$40.00 
We gladly accept cash or checks in advance or at the door. 

WE NOW ACCEPT CREDIT CARD AND CHECK PAYMENT THROUGH PAYPAL WHEN USING 
OUR WEBSITE REGISTRATION PAGE. 

 
 
 
 
 
 

Please visit us on our website http://www.armannj.org/ 

Registration Options 

Contact: Thomas Grech 

Web site:http://www.armannj.org/DatesRegistration.html 

Telephone:  917-865-2699 

Email:          tgrech@virtudocs.com 
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April 22, 2008 Speaker Biography 
 
 

James O. Burgess, Jr., JD, MPH 
 
 
 

 

M r. Burgess is a veteran Compliance Officer with several years of Project Management experi-
ence both evaluating and implementing programs which identify deficiencies, waste, and inte-

grate efficiencies within departmental operations.  Presently, he manages a boutique regulatory com-
pliance firm.  He has led a variety of integration and business process re-engineering projects for both 
governmental (State and Federal), as well as corporate (Not-For-Profit and For Profit) entities.  
 
He has extensive experience working with federally-funded agencies, including the District of Colum-
bia Department of Human Services, Department of Health, Department of Medicaid Assistance, Public 
Schools, Department of Child and Family Services, DC WIC, CHIP programs, Commonwealth of Vir-
ginia Department of Health, New York State Department of Insurance, Department of Medicaid Ser-
vices, New York State Department of Health, District of Columbia Department of Medicaid Services, 
TANF, HIV Cares, CHIP programs, City of Richmond Public Schools, and the Department of Defense 
civilian health programs.   
 
Additionally, Mr. Burgess serves as the primary HIPAA Privacy and Security Subject Matter Expert 
for URAC, a not for profit managed care accreditation organization.  In this role Mr. Burgess regularly 
audits, evaluates, and offers remedial services to a multitude of national and international health ser-
vice organizations seeking URAC’s HIPAA Privacy and Security Accreditation 
 
He is well-versed in HIPAA Privacy and Security.  He is knowledgeable in the provisions of Sarbanes-
Oxley, the Privacy Act, FOIA, GLB, Patriot Act, EMTALA, FERPA, and the False Claims Act as they 
apply to the delivery of health and/or human services program delivery.  In addition, Mr. Burgess is 
also abreast of information systems regulatory guidelines such as those developed by NIST and 
NASCO.    
 
Mr. Burgess holds a B. S. in Business Management (Finance), a MPH, and a JD, from Virginia Com-
monwealth University, Columbia University, and the University of Illinois College of Law respect-
fully.   
 
He can be reached at 804-400-6157 or joburgess@msn.com. 
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What’s at Stake 
Professional records managers know what their senior 
leaders often don’t: How challenging—and essen-
tial—it is to develop and maintain a comprehensive 
records management program in step with today’s 
ever-evolving legal and regulatory environment. First 
priority is the obvious need to be able to access and 
use business-critical information on demand—even 
when that information grows exponentially and re-
sides in numerous locations in both paper and digital 
form. Second is the need to mitigate litigation risk due 
to increasingly strict document discovery (particularly 
e-discovery) rules governing how, when and what 
types of information must be produced during the 
course of litigation.   

 
How Deloitte Can Help 
Deloitte’s* Records and Information Management 
group understands these challenges. We offer a range 
of services to help companies manage the factors that 
can be instrumental to the success of a records man-
agement program, including: 

• Senior leadership buy-in, support and advo-

cacy 

• Effective program policies, procedures, and 

schedules 

• An IT infrastructure that supports manage-

ment, storage, and retrieval of needed records 

• Focused training and effective communica-

tion 

• Regular, consistent and documented program 

reviews 
In addition to our extensive experience in establishing 
enterprise-wide records management programs, our 
Records and Information Management group has vast 
experience in electronic data and information man-
agement systems, legal holds, discovery management 
processes and legacy data analysis. Our background, 
as well as our familiarity with ISO 15489, IRS, SEC 
and other requirements, delivers a powerful blend of 
skills.  
 
Additionally, our team of consultants consists of pro-
fessionals with extensive practical and consultative 
experience in the field of records management. Some 
of our professionals are Certified Records Managers 
(CRMs) and are prominent national speakers on the 
topic of records management and records retention. 
Their specialized records management knowledge can 
be augmented by specific industry or functional 
knowledge from professionals throughout the global 
network of Deloitte Touche Tohmatsu’s member 
firms. 
 
Realize Benefits, Mitigate Risks 
By making information more accessible, a complete 
and effective records management initiative has the 
potential to help the entire organization operate more 
effectively and efficiently. Advantages include 
stronger information integrity, access and protection; 
reduced operating and storage costs; and compliance 
with legal and regulatory requirements as well as re-
duced fiscal, legal and reputational risks. For more 
information on how Deloitte can help you increase the 
effectiveness of your records management program, 
please contact:  

Tony Reid 
Principal, Forensic & Dispute Services 
Deloitte Financial Advisory Services LLP 
+1 904 665 1405 
tonyreid@delotte.com 

The Case for a Compliant and Defensible 
Records Management Program 
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Vendor Spotlight: 

*As used in this document, “Deloitte” means Deloitte Financial Advisory Services LLP, a subsidi-
ary of Deloitte LLP. Please see www.deloitte.com/us/about for a detailed description of the legal 
structure of Deloitte LLP and its subsidiaries. 
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  Rates:   Whole Page (8” x 10”)  $1,000 

     Half Page (5” x 8” or 4” x 10”) $500 

     Quarter Page (5” x 4” or 2.5” x 8”) $300 

     Eighth Page (Business Card)  $150 

     Web Presence    $100 

Newsletter advertisement includes your ad in nine (9) issues of the newsletter and a presence on 
the ARMA Northern New Jersey Website for one year. 

(Note: Eighth Page ads do not include Web presence) 

     Meeting Sponsorship   $250 

     Vendor “Spotlight”   $150 

Meeting sponsorship includes a 5-10 minute overview of your company prior to the main speaker 
and a table where you can display your products and/or services. You will also receive publicity in 
the newsletter and on the website. 

The Vendor “Spotlight” is an article that is written by the vendor and usually features a product, 
service, or case study. 

Interested advertisers should submit their layout via electronic copy to: 

Barbara Klak 

Johnson & Johnson Health Care Systems 

425 Hoes Lane, 2321A 

Piscataway,  NJ  08855 

732-562-3637 

bklak@hcsus.jnj.com 

ADVERTISING RATES 

ARMAzing News 

Northern New Jersey Chapter 



  

9 

 

 

 

 

 

By Scott Bowker, CRM 

 

S adly, no one has made use of the Chapter Library since July of last year. This is a great FREE resource, do 
don’t forget to take advantage of this benefit that comes from being a part of the ARMA NNJ Chapter.  

From what I understand, we have one of the larger Library collections within ARMA. 

 

My thanks to Angel Ramos, a Chapter member who is also a colleague at sanofi-aventis, who forwarded a link 
to an interesting document. The European Commission has been working for some time on the “Model Require-
ments for The Management of Electronic Records”. A 2008 update has been published on the web. I have 
downloaded the pdf and printed out a hard copy for our Library. If you want either version, please use the Re-
quest Form on the Library page of our Chapter website to make a request. 

People can use the Library Request Form on the website to request books, but need to search the listings first and 
then place the book number in the form, which is automatically routed to my work email. “Hope to hear from 
some of you soon!!”   - Scott                http://www.armannj.org/Library.html 

 - Continued from page 4 - Clockwise: Dinner served 
buffet style before presenter; 
Steve Lastres, Northeast 
ARMA Region Coordinator 
spoke at the chapter business 
meeting before dinner; A full 
plate for everyone; Andy 
Koval, Archive Systems. 
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Laptop with info on heart 
patients stolen from federal 
researcher 
NIH unit's head says risk of identity theft is low, but she 

promises increased security measures 

March 24, 2008 (Computerworld) Unencrypted medical 
information of about 2,500 participants in a cardiac study 
conducted by the National Heart, Lung and Blood Institute 
(NHLBI) may have been compromised by the theft of a 
laptop PC last month. 

The potentially compromised information includes the 
names, birth dates and hospital medical record numbers of 
the study participants, as well as data from reports about 
cardiac MRI procedures performed on them, the NHLBI 
said in a statement issued today. The MRI reports contain 
information such as heart measurements and diagnoses, 
according to the statement, which was attributed to NHLBI 
Director Elizabeth Nabel. 

However, Nabel added that no Social Security numbers, 
addresses, phone numbers or financial data were stored on 
the laptop. In addition, the system was password-protected. 
As a result, the theft of the laptop poses a "low likelihood" 
of identify theft or misuse of financial data, she said. 

Nonetheless, Nabel apologized for the failure to encrypt the 
data on the stolen laptop. And she said that the NHLBI, 
which is part of the National Institutes of Health (NIH), is 
working to ensure that all of its researchers have encryption 
software on their laptops and that they use the technology. 

"Although the laptop was turned off and password-
protected, so that retrieving the confidential information 
would require considerable computer sophistication, the 
NHLBI recognizes that such information should not have 
been stored in an unencrypted form on a laptop computer," 
Nabel said as part of the statement. 

The Bethesda, Md.-based NHLBI does research on the 
causes, prevention and treatment of heart, blood and lung 
diseases. The study in question involved the collection of 
data from cardiac MRI procedures done from 2001 to last 
year at NIH facilities and at Bethesda-based Suburban Hos-
pital. 

According to a story published by The Washington Post on 
Monday, the laptop was stolen on Feb. 23 from the locked 

trunk of a car belonging to the laboratory manager who 
oversees the NHLBI's cardiac MRI research program. 

Nabel's statement didn't mention the date of the theft, but it 
noted that an internal review board at the NHLBI decided 
March 4 that the participants in the study should be notified 
of the incident. A notification letter was approved last 
Thursday and then sent via overnight delivery to each of 
the affected individuals for whom the institute had a current 
address. 

The statement issued today didn't explain why the NHLBI 
took more than two weeks to issue the notices after the 
review board made the decision that they should be sent 
out. Officials at the institute didn't immediately return calls 
seeking comment on the matter. 

As part of its efforts to boost security following the theft, 
the NHLBI has also "emphasized" to staffers that storing 
patient names and identifiable medical information on lap-
tops is prohibited, Nabel said. In addition, she said that the 
organization will continue to "strongly" enforce a require-
ment that all workers take regular computer security train-
ing courses. 

The snafu at the NHLBI is just the latest in a long and con-
tinually growing list of data compromises resulting from 
lost or stolen laptops and desktop PCs. The Privacy Rights 
Clearinghouse, a privacy advocacy group that maintains a 
chronological list of data breaches, currently counts more 
than 70 incidents overall since the start of this year. More 
than one-fourth of them resulted from the loss of computers 
or storage devices, with about 14 incidents stemming spe-
cifically from laptop thefts. 

 

 

The Following article is provided courtesy of computerworld.com 
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Seeks Position in Records Management 

 
An ambitious, enthusiastic quick learner and an Information Professional with over 12 years of 
experience managing people and processes is seeking opportunities in the field of  Records Man-
agement.  

Currently working in the Pharmaceutical Industry in the field of Document Retrieval from Pub-
lished Literature, Scanning and Delivery to end-users. 

A person with excellent people skills and a track record of successful implementation of projects 
working with cross-functional teams. 

Please email: OpportunitiesRM@gmail.com 

 

Records Manager Seeking Part-Time Work 

 

Records information specialist seeking part-time evenings or weekend work. Cur-
rently I am working in the Pharmaceutical industry as a full-time Information Special-
ist archiving, tracking and retrieving research and development documents in a GLP 
environment. I assign laboratory notebooks to a global staff and am responsible for 
archiving these when completed. I have over five year's pharmaceutical experience 
and am extremely proficient with MS Access, Excel, Word, Publisher and Power-
Point. I am also a member of Northern  NJ chapter of ARMA. 

Please contact me for resume and phone number: Pruit33@yahoo.com 
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It’s Your NNJ ARMA Anniversary! 

 

And NNJ ARMA wants to help you 
celebrate!  In June we will be having a 
Membership Celebration dinner that 
will highlight those members who have 
been with the NNJ ARMA Chapter for 
over five years. 

 

Each eligible member will be given an 
NNJ ARMA Anniversary Pin and 
framed certificate to earmark their five, 
ten, fifteen or (gasp) twenty years with 
NNJ ARMA. 

 

Program details are still being devel-
oped, so stay tuned for more informa-
tion! 

 

If you’d like to work on the Anniversary 
Committee, just let us know at  

NNJARMAprograms@aol.com . 

Introducing… 
Paul Silva from GRM Information Services in 
Jersey City. He was a member of the New York 
chapter of ARMA for many years until he joined 
the Northern NJ chapter of ARMA recently. His 
company, GRM Information Services provides 
records information management, document 
storage and shredding. Paul has been working 
for GRM Information Services since March, 
2007. 

Please join us in welcoming Paul to NNJ chapter 
of ARMA. Feel free to drop him an email at: 
psilva@grmims.com 
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Offsite Data Protection- more than 6 million data tapes pro-
tected and managed 

Customer Base of more than 2,000 companies, large and 
small. 

Daily service to all or parts of New Jersey, New York, Penn-
sylvania, Connecticut & Delaware 

Secure underground facilities located in New Jersey 

Full operational staffing at all times- 24 x 7 x 365 

All vehicles tracked by a satellite-based GPS at all times. 

On-line inventory tracking systems. 

“Signature excellence in offsite data protection” 

 

VITAL RECORDS, INC. 

908-369-6900   

http://www.vitalrecords.com  

www.allstate-im.com
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