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Habit 5 of a
Highly Successful Program: 

Communicate & Train 
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Who We Are What We Do

Take the paradigm plunge

Habit 5 of a Highly Successful Program
Communicate & Train



2

ONEOK – a midstream natural gas company; 
not a RIM or IG company

42,000 pipeline miles; gathering, 
processing, storage and 
transportation of 
natural gas and 
natural gas liquids 
for producers, 
processors and 
distribution / utility 
companies.

Habit 5 of a Highly Successful Program
Communicate & Train
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Habit 5 of a Highly Successful Program
Communicate & Train

Reference 
Material

Project Files

Training

Departmental 
Procedures

Contracts

Reference Material  
ADM-210

Internal Project 
Administration  ADM-150

Workforce Development
HRM-200

Policies and Procedures
COR-300

Contracts & Agreements
LEG-100

record  lifecycle
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Habit 5 of a Highly Successful Program
Communicate & Train
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Habit 5 of a Highly Successful Program
Communicate & Train
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Habit 5 of a Highly Successful Program
Communicate & Train

COMPLIANCE
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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 

Habit 5 of a Highly Successful Program
Begin with You
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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 

Habit 5 of a Highly Successful Program
Begin with You
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“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)

Habit 5 of a Highly Successful Program
What’s Your Purpose?
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Program Establishment

Program Foundation

Communicate 
& Train Business

Engagement

Information
Governance

Accountability
Framework

Records
Retention 
Schedule

Fundamental
Components

RIM Policy
Compliance & 

Strategy

Program Maturity

Habit 5 of a Highly Successful Program
Strategy Drives Goals

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

Instill teamwork; Integrate  processes for 
effectiveness; automate for efficiencies

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 

See the potential; Define compliance;  establish 
the strategy

Take and give responsibility; One, company-
wide policy as the foundation 

Strategy drives goals
Goals drive action

Actions deliver results
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Communicate and train with easy to understand messages

Program Establishment

Program Foundation

Communicate 
& Train

Business
Engagement

Information
Governance

Accountability
Framework

Records
Retention 
Schedule

Fundamental
Components

RIM Policy
Define 

Compliance & Set 
RIM Strategy

Program Maturity

published resources

FAQ

website

Marketing

Communication 
Plan

Training
Plan / Curriculum

blog
newsletter

and more

lunch and learn
promotional items

events 
posters    

RIM 100
RIM 200

RIM 300
RIM …

Habit 5 of a Highly Successful Program
Communicate & Train

1 2

6

7

65

3

4
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Sample communication plan

maturity models set foundation 
for the training and 
communication plans 

Habit 5 of a Highly Successful Program
Goals Drive Action

Strategy drives goals
Goals drive action

Actions deliver results
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Guest
Speakers

Senior
Leadership

Record Coordinator Network

Habit 5 of a Highly Successful Program
Communication Plan
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Habit 5 of a Highly Successful Program
Actions Deliver Results

Strategy drives goals
Goals drive action

Actions deliver results

“Continue to evolve our records and 
information management program by 
implementing standardized tools and 
processes with a focus on employee 
awareness and education”               
(company key goal, rev. 2016)

Actions take many forms to 
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Habit 5 of a Highly Successful Program
Actions Deliver Results

Strategy drives goals
Goals drive action

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
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RIM
101

Habit 5 of a Highly Successful Program
Training Material and Formats
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RIM
101

Habit 5 of a Highly Successful Program
Training Material and Formats
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Habit 5 of a Highly Successful Program
Training Material and Formats
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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) 

Program Establishment

Program Foundation

Communicate 
& Train

Business
Engagement

Information
Governance

Accountability
Framework

Records
Retention 
Schedule

Fundamental
Components

RIM Policy
Define 

Compliance & Set 
RIM Strategy

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

Program Establishment

Program Foundation

Communicate 
& Train

Business
Engagement

Information
Governance

Accountability
Framework

Records
Retention 
Schedule

Fundamental
Components

RIM Policy
Define 

Compliance & Set 
RIM Strategy

Program Maturity
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Habit 5 of a Highly Successful Program 
Assign Accountability and Achieve Support
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Habit 5 of a Highly Successful Program 
Assign Accountability and Achieve Support
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Habit 5 of a Highly Successful Program 
Assign Accountability and Achieve Support
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Archie’s Gang
January 2020

Habit 5 of a Highly Successful Program 
Measure Use and Effectiveness

Program Establishment

Program Foundation

Communicate 
& Train

Business
Engagement

Information
Governance

Accountability
Framework

Records
Retention 
Schedule

Fundamental
Components

RIM Policy
Define 

Compliance & Set 
RIM Strategy

Program Maturity

RIM Maturity Model
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Habit 5 of a Highly Successful Program 
Make It Fun
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Information 
Lifecycle

Cohesive design and “tagline” as building 
blocks

Included in all correspondence: email 
signature, posters,  marketing and 
training material

Habit 5 of a Highly Successful Program 
Make It Fun
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Habit 5 of a Highly Successful Program 
Make It Fun



29

Habit 5 of a Highly Successful Program 
Make It Fun
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Habit 5 of a Highly Successful Program 
Make It Fun
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• Know your culture, audience, and barriers
• People need to buy into you & your passion
• Communicate to inspire
• Connect where it matters

• leadership
• peers & peer organizations
• staff
• internal customers

• Influence beyond the immediate
• enable new opportunities 
• take advantage of grassroot initiatives 

and home-grown efforts; find that element 
of passion for addressing individual and 
business needs

Habit 5 of a Highly Successful Program 
Lessons Learned

Strategy drives goals
Goals drive action

Actions deliver results
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Habit 5 of a Highly Successful Program

Dave Foley
Director 

Records and Information Management
918-595-1564 

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

“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

mailto:dave.foley@oneok.com
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