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Organizations tend to keep re-
cords for two major purposes: for 
accountability and to use in con-
ducting business. In the U.S, ac-
countability plays a heavy role so 
the organization can avoid the 
risks of failing to capture and re-
tain records whether the dangers 
arise from lawsuits or disasters. 
But just as important is how the 
use of business documents im-
proves decision making when 
information is readily available. 

Management recognizes the 
need for both compliance and 
risk management, and good in-
formation management. Federal 
and state regulations must be 
met on how long legal docu-
ments must be stored. The finan-
cial and contractual records of 
the company must be protected. 
The business records must be 
protected from inappropriate and 
unauthorized access. In case of 
disaster, continuity is maintained 
if the business files are stored 
offsite. Office space is freed up 
by moving inactive business re-
cords to a secure storage facility. 
Companies cannot afford to be 
faced with fines and lawsuits be-
cause of poor record keeping. 

But just as important is the quick 
retrieval of business documents 

and files that are needed for de-
cision making. Knowing the loca-
tion of vital information that is 
easily accessible facilitates ef-
fective performance for business 
processes. Sophisticated soft-
ware tracks the barcodes of all 
containers and files so the loca-
tion of any item is always veri-
fied. Electronic reporting allows 
the client to know exactly what 
they have stored offsite. Daily 
delivery service ensures that all 
requests are met on a prompt 
basis. Records Management de-
livers services in a consistent 
and efficient manner that sup-
ports the organizational manage-
ment of its clients. 

When it comes to protecting the 
integrity of its clients valued busi-
ness documents and ensuring 
that information is readily acces-
sible, Records Management 
takes it role very seriously.  Of-
fering cost -effective solutions to 
your company in view of the eco-
nomic times that face upper 
management would be most 
welcomed.  As Records Profes-
sionals in ARMA, let us network 
in the coming months to find out 
what each others’ practices 
might be for cutting costs in our 
workplaces. 
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  ���������	�� � � ���������
��	���� � � � ���������
�� ����
�� �
� December 17         Wannamaker Park        Records Preservation 
 January 21, 2009         Wannamaker Park        Dangers of Email Archiving 
 February  TBA        TBA (watch newsletter)                Seminar with all Chapters 
 March 18          Wannamaker Park        Bosses Day 
 April 15         TBA (watch newsletter)       RIM– Shredding/Community Service 
 May 20         TBA (watch newsletter)       Site Tour  
 June 17         Cypress Gardens        Awards Banquet 
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Oh, the places we’ll go! 
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Sherry Villeponteaux 
Berkeley County Government 
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“We Turn Filing Space Into Office Space” 

 
Kardex Filing and Storage 

Kodak/Minolta Micrographics 
Smead Filing Supplies 

Library Bureau Shelving  
SMI Systems Furniture 

Dahle Shredders 
Smeadlink Electronic Document Manage-

ment Software 
 

 

Our On-Staff Factory 
Trained Technicians will 

install and service systems 
for the Life of the Product 

Free Consultation  And 
Space Planning 

Serving the Lowcountry 
since 1930 
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This month our member spotlight features Michelle Van Allen .    
Michelle has been employed with Santee Cooper for  5 1/2 
years in the capacity of Records Management Supervisor.  Her 
responsibilities include managing corporate records, program-
ming, retention schedules and consulting with various depart-
ments.  She is also the Program Manager for content manage-
ment and its implementation as well as supervisor of the scan-
ning department.  Michelle has been active in ARMA since join-

ing in 1997 and has served as President, Treasurer and on the 
Board of Directors for many years.  She is also the region coordi-

nator for Mid -Atlantic Region of ARMA International.  She and her husband, Gary, 
have 3 children.   Michelle’s hobbies include deer hunting and playing with their 
grandchild.  She is a native of Johns Island. 
 
Our chapter is grateful to Michelle for her dedication to our local ARMA Chapter and to 
ARMA International. 
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DRIVING DIRECTIONS TO  Wannamaker Park, Cypress Hall in North Charleston, SC�
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To RSVP, complete the attached form below and email or fax it to Jennifer Redmond at Santee Cooper : jred-
mond@santeecooper.com fax number 843.761.4138�

Charleston Chapter Association of Records Managers & Administrators  
Lunch ‘n Learn 

�
4
�� : _____________________________________________ &
��=�&� ������67��899: �
���%
�
 : __________________________________________ ���� : 68=99��
%�����)
���
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��
�
���  
#�����B� ____________________________________________ #
����4�������
���������,���  
$�
��=� _____________________________________________  
                     MEMBERS $10   
             NON-MEMBERS $12 
          STUDENTS $8 
              
           �
# Chapter members  _____� �������������  Non-Members ���������                         # Students ��������
�
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