Habit 5 of a

Highly Successful Program:
Communicate & Train

ARMA Dallas
Dave Foley
January 2020



Habit 5 of a Highly Successful Program

Communicate & Train

Thento Be

R\ Understood

PUBLIC
VICTORY

Think
Win-Win

Put First

Things First
: PRIVATE 2
Be VICTORY Begin with
Proactive the End in Mind

DEPENDENCE

Who We Are

Take the paradigm plunge

Program Maturity

Communicate / Information
& Train oo overnance

/Engagement

Accountability
Framework

Program Establishment

Record
Retention
Schedule

RIM Policy Strategy

Program Foundation

What We Do



Habit 5 of a Highly Successful Program

Communicate & Train

ONEOK - a midstream natural gas company;
not a RIM or |G company

42,000 pipeline miles; gathering,
processing, storage and
transportation of

natural gas and

natural gas liquids

for producers,
processors and
distribution / utility
companies.
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Polici uidelines Contact Us Resources

Latest from the RIM Blog!

Importance of Safeguarding ONEQK's Physical Information

f- Records and Information Management shares how you may prevent a major records fail.

RIM Awareness for Personal Records and Information

It's not only those with top security clearance who need to stay vigilant when protecting per...

And the Winners are ...

Recerds and Information Management announces its three winners for its meme contest!

Looking for Operations Records?
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Habit 5 of a Highly Successful Program
Begin with You

Having a great vision and a worthy cause is not enough to have people follow
you. You need people to buy into you; it is the price to pay if you want your
vision to have a chance of becoming reality. John C. Maxwell

Define

ALIGN GOALS
around a and
B N Monv:ru;l;lnl:fd m\nslcm STRATEGIES
—— customer expectations afoasﬁci:i?: e

.....
==y

T e

\ e ’ Have the Create the best
' : RIGHT PLAYERS WORK ENVIRONMENT
Who We Are in the so everyone thrives;

RIGHT ROLES CELEBRATE SUCCESS!

MEASURE SUCCESS with the RIGHT MEASURES
and focus on CONTINUOUS IMPROVEMENT

What We Do
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Begin with You

Having a great vision and a worthy cause is not enough to have people follow
you. You need people to buy into you; it is the price to pay if you want your
vision to have a chance of becoming reality. John C. Maxwell
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Habit 5 of a Highly Successful Program

What's Your Purpose?

“Continue to evolve our records
and information management
program by implementing
standardized tools and processes
with a focus on employee
awareness and education”

(company strategic plan key goal, rev. 2016)




Strategy drives goals

Habit 5 of a Highly Successful Program  Goals drive action
Strategy Drives Goals Actions deliver results

Reach new levels; Measure program
effectiveness, use, and compliance; implement
improvements

Drogram Maturity

\( _Communicate / Information
& Train /NS G overnance

/4
V- Engagement

Instill teamwork; Integrate processes for
effectiveness; automate for efficiencies

_ Accountability
Take the paradigm plunge; Train everyone;

keep the RIM message simple and easy

Create mutually beneficial solutions; Create
company-wide accountability

Visualize desired results; One company-wide
records retention schedule; includes common
records schedule

Retention
Schedule

Fundamental /g
Components/g

P/Compliance &
y Strategy

See the potential; Define compliance; establish
the strategy

RIM Policy

Take and give responsibility; One, company- | Program Foundation
wide policy as the foundation
11
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Communicate & Train

Communicate and train with e

asy to understand messages

RIM 100
RIM 200
RIM 300
RIM ...

published resources

Training
Plan / Curriculum

Communication
Plan

blog
newsletter
and more

Marketing

lunch and learn
promotional items
events
posters

12



Strategy drives goals

Habit 5 of a Highly Successful Program — ¢, drive action
Goals Drive Action Actions deliver results

Sample communication plan

Strategy & Audience Purpose Intended Result RIM Communications Role Frequency
E-mail
Information bulleting / Initial Inform, engage Employees understand our | Consult, develop, educate As needed /
Training purpose, progress, and Quarterly
«  VP/ Director / Manager / what their role i

Records Coordinator
Communications

*  Other departmental
information (fraining
updates, efc)

Meetings
Publish Al Story in GNEGK | Publish M Story in DNEDK Coffee wath VP/ Directors/ Inform, clarify, exchange Interact with employees in | Plan, Contact Attendees Annual
Comm (e el uarterly Bi annualy- BI-TEAR Managers RIM Introduction a casual seffing (Spring)
] T | T z
with themes and story tracker | with themes and story tracker [ withthemes and storyufl | Brown Bag lunches- infroduction, | Inform, educate, clanfy, Interact with employees in | Plan, Contact Attendees Varies/ As
2 events! year
riate A AT o it [Enianes A FIF Mot [Enhance aprimiman| | 12171103, update sessions, exchange a structured setting Applicable

wnenc.e| | speakers

multiple blogs and poster | with blogs, posters, theme, | blogz. pe:

campaign of FiM lfecycle |event and promational [ 2nd promotionalitems
iocns items (Specified business unit)
Fublish monthly FIM Publish monthly FIM Fublish monthly FIM Fablish monthly AIM
Storieatblogs on ONEDK rieaiblags on ONEOK storieatblogs on ONEDK. ricaiblogs on ONEO!
Gnline Online with theme, irfa Orline with theme, infe Online with theme, irfo
graphics and other vizual araphics and ather visusl graphics and other vizu
Market and promote Market and promote. Warket and pramete Create program marke i
RIM Eranditagline. RIM Brandttagline, v, Promational i . -
Promational items Promationalitems items ;"“’: B ine B Manager/Director/VP Meetings Inform, educate, clanfy, guidance | Interact with management | Plan, Contact Attendees, Take | 2x year
itams notes (initial meeting /
Lotnch AIM Dutwardfacing | Update FIM Ot 2rd Pefurbish FIM Outward | Relaunch FIM Outward | Update PIM Outuar progresg)
SP Sitefor training and facing SPSie fortraining |Facing SP Site Bi annually | facing SP Site for training | facing SP Site for .
- communications and communications and and communisation "
Training E a0 Zoe 201 2ot RC Meetings Inform, educate, clarify Allow RC'’s fo discuss Plan, Contact Attendees, Take | Qu:
T current RIM goals and notes
Leverage weboastand  |Leveiage weboastand  |Leveragewebsastand | Leverage weboast and
other training mediums for | ather training mediums for | ather training mediums far | other training mediums for progress

high demand modules high demand modules high demand modu: high demand modules

Begin FIMG00 Series | FIM 500 Series review, | B00Setesevien. | AIM 600 Series review .
rallout refrazh, rallou refrech, rollaw refrash, rallovr F!E!ml!l,u TEEIR, (OTE
.

Beain RIM 400 Series RIM 400 Series review RIM 400 Series revisw, RIM 00 Series review.. RIM 400 Series review, RIMA00 Series review, . .
rollowt refresh, rollaur refresh, rollout refresh, rollowur refresh, rollour refresh, rallour
Begin RIM 300 Series RIM 300 Series review, RIM 300 Series review, Al 300 Series review. RIM 300 Series review, RIM300 Series review,
rollout refresh, rollowut refresh, rollout refresh, rollowut refresh, rollout refiesh, rollout
Begin RIM 100 Series RIM100 Series review, RIM 100 Series review . RIM 00 Series review, RIM 100 Series review, RIM 00 Series review, RIM100 Series review,
Rollout refresh, rollout refresh, rollowut refiesh, rollout refresh, rollowt refresh, rollout refiesh, rollout

. .

Mandatory FIM Awareness | Mandatory FIM Awareness | Improve rollout and Mardatory FIM Awareness | Mandatory FIM A sreness | Mandatory FIM Aw areness | Mandatory FIM Aw areness

CET pushedto emplopees | BT pushed to employees | medium cheices for CET pushed to emplayees | CBT pushed to employees | CBT pushed to employees | BT pushed to employees O r e ral I I I I I al I
mandatory FIM A areness

CEBT pushed ta emplowy,

Training portfolic 'RIM | Trainingparticlio (AIM | Training pertfalia{FAM|Improve Training partfelia ! [Improve and grow tiaining | Training portfalic IFIM | Training particlio {AIM | Training portfalio/ FIM
COmpanent course component course Companent course Rl component course | partfaliod FIM companent | component course component course Companent course - -
Gurriculum curioulum ourrioulum curioulum basedupan  |course ourrioulum Gurriculum currioulum ourriculum
need, sccess,
Hectivensss for
20 o o 7 o Lok Lo e

13



Habit 5 of a Highly Successful Program

Communication Plan

Strategy & Audience

Purpose

Intended Ré™

E-mail

Information bulletins / Initial
Training

VP! Director
Records Col
Communicat
Other depar
information |
updates, efc)”

email

Meetings

Coffee with VP/ Directors/
Managers RIM Introduction

Inform, engage

Employees under:

purpose, progres
what their role is

ncy

N

benior
adership

Brown Bag lunches- infroduction,
training, update sessions,
speakers

(Specified business unit)

Interact with employees in ‘ Plan, Contact Attendees

|Annua|

‘ Speaker

S

current RIM goals and
progress

notes

Intel
a sh |
Inform, educate, clarify, guidance | Interact Eén management lan, bonan ftendees, |age | Zx year
ecord Geordinator Netwerk
N progress)
!hfc-rm, educate, clarify Allow RC's to discuss Plan, Contact Attendees, Take | Quarterly

14



Strategy drives goals

Actions Deliver Results Actions deliver results

Actions take many forms to

focus on employee
awareness and education”

15



Strategy drives goals

Habit 5 of a Highly Successful Program  coals drive action
Actions Deliver Results Actions deliver results

Actions take many forms to

Create awareness & understanding

Build or acquire training material

Deliver training in various formats
Leverage synergies

Assign accountability and achieve support
Measure use and effectiveness

Make it fun

LG SR | S S | B

16
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Habit 5 of a Highly Successful Program

Training Material and Formats

RIM

Accountability

Record Leader
The Record Leader (RL) s responsiie for

ONEOK RIM Accohtability Team

ROLES

& Responsibilities

Record Owner
The RO s fesponsible for conlent knowlecge

tadity Fran

area. The RL {RO)

RU. They
accountatie for decsions made concerming e
records tei

and Record Coordnators (RC) o help employees
successiuly manage company normaten dung

»»aunmbyu-m. typically ientifed as a

= Submt apphcabie ONEOK Records Ratenton
Scheduo (RRS) uprdates sndior changes to

he record Hecyce 0K, MINIGRT O SUPEVEr
» Assign and assis! the RC with content
-lmﬂymnlmﬂmmulw
Kay stakahoiders; actvoly championing RIM . protect, ransler and manage vital records
rzmkmuuuucwawwmno > Authority o direct stall managing reconds.
W the usness ares > Drive RIM compliance iroughout business area
. B Supporied by the Accountabilty Toam » Respond 1o legal hold nolices, audits and RIM
assessments.
,'Igeca{ds » Notly RIM department of Accountabilty Team
| oun changes
R Coordinator » Periom the RC duties I one s not named
The RC assists the RO by coordinating RIM
reiated actvines, Gelvoing RIM raning, actvely
O oot el ) Employee/Contractor
Eviryons accessing ONEOK systems has.a
» Appoiniad by and reports 1o the RO msponsiity 10 carefully and routnely manage al
» Serves a3 o lason b e pany npkance with the AIM polcy.
» Supported by e RC network
» Contact for RiM govermance within the RU P Compiete annual RIM Awareness

B Adbets 10 e RIM Poicy and Legal Hod Polcy
¥ Utkzn the RRS for proper coniars Wocyce

> Leads compliant ecords management

R when busess ot roqiakony changes oo managementof al company reconds

& Forlar wit and ¥ Understand te e y the RU
Polcy, Lagal Hold Polioy RRS b Cassily records RRS and

> omply
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Contact us. We're here to help.
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aspects of your ocords management afrts.
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rwmmncwmmm
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ook

ONEOK

April is Records and Information Management
(RIM) Month, and ONEOK's RIM department
is excited to celebrate by introducing its new
brand: ONEOK Records Count.

Retain

Records
Count

Every ONEOK record is important fo the
business and must be managed throughout
its lifecycle. RIM invites you to learn more

about the record lifecycle, shown above, by
visiting the RIM blog on ONEOK Online, or
by contacting RIM@oneck.com.

ONEOK

Dispose

Did You Know?

There is a new ONEOK RRS

You can find the new RRS by visting ONECH, Online > Our Company >
Corporale Depariments > Records and Information Management > Records

Retenbon Schedule.

Records Retention
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new RRS and the Record Senes.
you utdize.
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pr routine retention
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Habit 5 of a Highly Successful Program

Leverage Synergies

Environmental

Information Security

Internal Audit

Plant and Pipeline Operations
Gov't Relations / PAC

(many, many more)

20



Program Maturity

l [Communic:

& Train

Information
Governance

Business

v Engaaement

oN

~

Habit 5 of a Highly Successful Program ="~

55
o5 O

Program Establishment

Assign Accountability and Achieve Support

Soueydwo) PUe

‘Sseuan

Schedule

L Fundamental N
Components, Define

DiNA Datimus r Compliance & Set
Human Resources RIM Accountability Framework 4 EDIT LINKS

| Search this site > 5

RECORD UNlTEMPLOYEE RELAT'ONS November 2019 through January 2020 Activities:

1. Review your RIM Improvement Plan!

2. Review Your File Plan and Retention Codes Spreadsheet.

Record Leader (RL) - Responsible for communicating and . . £

implementing the RIM Accountability Framework within their 3. Watch Video Set #1 (three videos) on the RCN Training Page

business area. The RL relies on the Record Owners (RO) and

Record Coordinators (RC) to help employees successfully 4. Keep an eye out for a January RCN Lunch and Learn over ONEOK Content
manage company information during the record lifecycle. Repositories!

5. Contact RIM@oneok.com with any questions!

: e
— Group Record Owner (GRO)- Assists the RL and Fooking foree L Tmebaez Cick aere
RO by communicating the purpose of the RIM

Accountability Framework with their business area.

Assists with content knowledge of records in RU when

needed. Documents

§
! (® new document or drag files here

o 0 Name
Record Owner (RO)- Responsible for content .

knowledge of the records in their RU. They also are held % 2019.2020 RIM Improvement Plan
accountable for decisions made concerning the records Overview_2019.11.20

their business unit oversees.

2019.2020_RIM Improvement
Plan_Employee Relations

1=
gL
(K

(

d-; EmployeeRelations_FilePlan_RetentionCodes

g Information Gathering Exercise_Responses
Assists the RO by coordinating
RIM related aclwmes delivering RIM training, actively managing
records and helping the RO remain RIM comphant

21



Habit 5 of a Highly Successful Program
Assign Accountability and Achieve Support

ONEOK | Records Records and Information Management RIM Blog RIM Accountability Framework Community ~ Operations Records Search this site v

“" " RIM Accountability Framework

%

Forum here!

Administrative Services

= Corporate Services
= Human Resources

=
D
£

Some key RIM Accountability Framework documents to aguantate yourself with:

RIM Accountability Framework - Strategy Document RIM Accountability Framework (Handout) RIM Accountability Framework - Roles 8 Responsibilities

£= ONEOK

{# OnBOx

Recards and Information
Management Accountability

Framework
Roles & Responsibililies

RIM Accountability
Framework

ACCOUNTABILITY
FRAMEWORK

22



Habit 5 of a Highly Successful Program
Assign Accountability and Achieve Support

ONEOK | Records Records and Information Management RIM Blog RIM Accountability Framework Community Operations Records Search this site v QO

“™ RCN Training

Record Coordinator Network (RCN) Video Set 1:

To play any of the following videos, simply click on the title or video screenshot. The video will open in another browser window. Simply click on the video to start it. Double click on the video to make it larger.

Questions or issues with the videos? Simply email RIM@oneok.com for assistance!

INFORMATION CAPTURE INFORMATION CLASSIFICATION AND MANAGEMENT MANAGING ELECTRONIC INFORMATION AND RECORDS

In-Person Training Decks:

Below are PDFs of the in-person training sessions.

23



Habit 5 of a Highly Successful Program
Assign Accountability and Achieve Support

SharePoint Newsfeed OneDrive Sites Foley, Dave A.» X

BROWSE PAGE ) SHARE ¢y FOLLOW ' EDIT

el

!&A

51
I

In-Person Training Decks:

Below are PDFs of the in-person training sessions.

Introduction to RIM Accountability Framework RIM Fundamentals/RIM 101

“WE DON'T HAVE ANY RECORDS...” Records and Information

P
=_!,,l

.
rennzshatie) |
() o l
Es A REn —= i s
W] I == &} [ =k -
L ONEDK Online -
Mews Article
o

The RIM Accountability Framework...

24



Program Maturity

CUmmumcar Information
& Train Governance
Business

Engagement

Habit 5 of a Highly Successful Program &~

Program Establishment
]
Records
Retention
Schedule
Fundamental

Components, Define

Compliance & Set
RIM Strategy

S program Foundation

RIM Maturity Model

Archie’s Gang
January 2020

Level 4: Proactive (76 - 100 points)

+ Information re-use and value growth practices in place

+ Master metadata conntects and unifies content from diverse sources for
new value

Level 3: Essential (51 - 75 points)
+ Content managed across informaticn lifecycle
+ Controls are being implemented so that all company information (physical
and electronic) is classified as per the Records Retention Schedule.

ONEOK Compliant

Company Standard

Level 2: In Development (26 - 50 points)
+ Small body of proven informaticn practice and processes
+ Understanding of basic RIM principles and importance

Level 1: Non-Adherance (0 - 25 points)

+ Chaotic information stores

+ No uniformity in standards or coordination of informaticn and records
within unit

Improvement Needed

25



Habit 5 of a Highly Successful Program
Make It Fun

RIM Superstar Award ©
= ONEOK

ll”“"lh

Welcome to the ONEOK Quitfitter

FREE SHIPPING ON EMBROIDERED APPAREL & CAP ORDERS OVER $100.
NEW STYLES FROM NIKE, 0GIO, FOOTJOY & CALLAWAY GOLF FOR SPRING ‘19.

| et
|
\
NEW BALL CAPS, COMPUTER TOTES & POLOS. g ?l
PLEASE ALLOW 12-15 WORKING DAYS FOR DELIVERY. \ 1 t °__, k
i - : o B

Select 1 item from ONEOK Outfitters for up to $100!
Email RIM with your choice ©

'I‘“\I'l'm

RRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRR
TTTTT
55555

555555
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Habit 5 of a Highly Successful
Make It Fun

Cohesive design and “tagline” as building
blocks ’O

Search

'.7"’ i Information

. etam ’\ .
Included in all corresporL ence: emall Disposs. Lifecycle
signature, posters, marketing and NEOK | Recoy e

o . A Cou
orif i Recg,
rds oy
t ral n I n g I I I ate r I a.l R Mo g T Manag
5 exctag 1 oo O VEOK'S Rl g By g
b Celobraty byi rimeng 0K re,
and: O A n ducing s busj




Habit 5 of a Highly Successful Program
Make It Fun

ONEoye [ Ree,
/ o) OL”%" ds
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Habit 5 of a Highly Successful Program
Make It Fun

Are you telling me
you put all your
project information
on a flash drive ??

s e~
Q) Uiy 8
At i
| I-"'i

I must now transport you to Biﬁqj_gaining!! 1>

along the way.

CINE Ok r" HECO
/ Coury tf’ds




Habit 5 of a Highly Successful Program
Make It Fun

RECORDS ORGANIZED|2 COMBIINIR AND THAT IS HOW RECORDS

MANAGEMENT WORKS...

e ' ' = IT’S THE CONTENT
“RIM-IS HEHE TOHELPYOU THAT MATTERS!!!




Strategy drives goals

Habit 5 of a Highly Successful Program — coais drive action
Lessons Learned Actions deliver results

 Know your culture, audience, and barriers
People need to buy into you & your passion
Communicate to inspire
Connect where it matters
o |eadership
* peers & peer organizations
o staff
e Internal customers
Influence beyond the immediate
* enable new opportunities
o take advantage of grassroot initiatives
and home-grown efforts; find that element
of passion for addressing individual and
business needs 31




Habit 5 of a Highly Successful Program

“The greatest challenge for most of
us is not that our aim is too high and
we miss it; but that our aim is too
low and we reach it”

Michelangelo

= ONEOK

.nl”"lh.

Dave Foley

Director

Records and Information Management
918-595-1564

dave.foley@oneok.com
at ONEOK, Records Count

32
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