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Records Management

Information at your-fingertips

Managing Efficiently and Effectively

Armedia offers expertise and experience in Records Management to help you efficiently manage
information in one centralized location. As a partner to leading ECM companies, Armedia provides
objective consulting services to ensure that you meet your goals and comply with all regulations.
Our Center of Innovation will assist you in choosing tools that are forward-looking as well as cost-
effective.

Compliance
Armedia offers experts capable of supporting critical activities (i.e., records audit,
| I analysis, file plan development, digital conversion) and guiding you through the newest

NARA regulations, easing compliance.

Increase Productivity
With your information easily accessible in one place, the productivity of your team will
increase by at least 33.5%. When systems are in place, teams flourish.

Centralize Systems for Records Management

] Armedia is experienced in using a variety of tools that meet your business needs. Your
business is unique. We work with you to ensure that both current a new systems are
e ) integrated seamlessly to provide an efficient and effective centralized system.

Easy Management Oversight
A/f With out-of-the-box and customized reporting and analytics, you can track your team's
real-time progress on every record request response easily and efficiently.
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1 https://info.aiim.org/viking-in-vinland/how-to-improve-digital-productivity
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Armedia provided records management support to the following public sector and commercial agencies: the Federal
Bureau of Investigations (FBI), Delta Air Lines, the National Science Foundation (NSF), NASA's Jet Propulsion Lab
(JPL), the Washington Headquarters Services (WHS) the U.S. Dept. of Housing and Urban Development (HUD) and

Records Management Project

Overview: The Joint Chiefs of Staff (JSAP) needed a
robust records management solution to store, manage and
access the organization's federal records. The solution
needed to satisfy the strict security requirements as well as
the retention and disposition requirements defined in the
Chairman of the Joint Chiefs of Staff manual. It also
needed to be used in two different security classification
domains separated by a Guard system. JSAP needed
technical resources and skills necessary to implement a
complex technical solutions.

Services:
« Documentum Architecture
« Documentum Development
» Application Architecture
» Training
« Migration Services
* Reports Creation
e Search

Key Tasks: Armedia's experts provided key architectural
and development talent to support implementation
timelines and architectural objectives.

Many different technologies were being used for the
solution which created significant control and management
issues. Working with key stakeholders, Armedia was able
to simplify and streamline the records management
process using Documentum Content Server, Documentum
Records Manager and Metastorm Business Process Suite.

Due to the complexity of the project, including working
between two different security domains, there were
significant data migration challenges which the team
worked to overcome. In the end, our team was responsible
for migrating over 1 million records from the Top Secret
domain to the Secret domain.

the U.S. Department of Agriculture.
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Records Transformation Project

Overview: Armedia was tasked with meeting the OMB M-
12-19 Goal of managing permanent records in electronic
format by establishing test environments to mimic the
operational environment of each of the nine server
environments that will house Documentum DOCBASES
with the Records Manager Administration client.

Services:

« Records File Planning

« Indexing

» Records Retrieval

« Records Lifecycle Planning

* Records Control

« Content Dispositioning

« Audit and Life Cycle Reporting of Records Status

Key Tasks: One of Armedia's key tasks included the
development of a training program to train IRS system
administrators and key records management staff in the
configuration, use, and operation of Documentum Records
Manager Administration to govern electronic record
keeping operations for all information media formats. This
includes the electronic management of both permanent
and temporary records in social media, e-mail, and
application file formats.

Armedia is also providing program advisory services by
supplementing the records management requirements and
operational knowledge of their requirements analysis team.
Armedia developed informal guidance to ensure
programmatic, administrative, essential and vital records
are captured and controlled through the lifecycle via
Documentum role based access control. This allows the
IRS to implement an electronic record keeping system in
compliance with NARA's federal records management
policies that govern all media format including social
media, e-mail, and web applications.
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Office Locations

Washington DC Metro
8221 Old Courthouse Rd
Suite 300

Vienna, VA 22182

Atlanta Metro

Suite 775
Atlanta, GA 30328

2000 Riveredge Parkway

Records Management Project

Overview: The National Science Foundation (NSF) identified
a need to implement a Documentum-based Records
Management System (RMS) to improve records
management and to facilitate the eventual adoption of
electronic content to National Archives Records
Management (NARA). Armedia provided an advanced record
retirement system encompassing a number of key
characteristics that represent records management best
practices when replacing a legacy system.

Services:
o Documentum Architecture
« Documentum Development
o Application Architecture
e Training
« Migration Services
* Reports Creation
e Search

Key Tasks: The Armedia team provided a robust RMS
which serves as the heart of an end-to-end grant
management solution providing a single-source repository to
manage records through the entire records lifecycle -
creation through electronic transfer to NARA.

The Records Management System utilizes Documentum
Records Manager leveraging the functionality of the platform
for records retrieval and retirement as well as grants
management.

It allows the Division of Administrative Services to maintain
familiar processes which experiencing improvements in
process management, communication and collaboration.

Armedia was able to automate processes to support efficient
records management cycles and flows and reduce record
redundancy enabling collaboration and records reuse policy.

Armedia Contracting Information

Europe

Vasil Gjorgov 20A
1000 Skopje
Macedonia

TIN: 30-0067329

DUNS: 133097183

CAGE Code: 3HAW7

GSA IT70: GS35F0891P
GSA IT36: 47QSMA18D08PU

NAICS Codes:

» 518210, 519120, 519190
541430, 541511, 541512 (CTA)
541513, 541519, 541611
541618, 541990, 561110
561621, 561990

Contracting Vehicles:
e CIO-SP3 (Unrestricted/Restricted)

SeaPort NextGen

NASPO

US Army ITES-3S (sub-contract)
GSA Schedule 70 & 36
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