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Learning Objectives

Upon completion of this session, participants will 
be able to:
• Understand the impact of an organization’s culture on a 

RIM Program’s design
• Develop a list of partnerships needed for including  RIM 

messages in their business
• Develop a list of communication techniques to be us ed 
• Answer the question “What is in it for me?”



Session Agenda

� Understanding an organization’s culture

� Building a program, not a project

� Integrating program elements into business work 
streams

� Developing partnerships for integration

� Communicating and the messages



Organization’s Culture

Before designing any RIM Program elements gain an u nderstanding 
of the drivers for RIM:

� Organization mission, vision and values

� Interview a cross-level of staff: what do they want  and know 
about RIM (Perception is reality)

� Research the governance style

� Obtain legal or regulatory requirements     unique to your 
industry

Do your homework!



Fitting the Program into the Culture

Mission

Values Vision

RIM 
Program

•The RIM Program 
mission and vision must 
compliment and support 
the organization’s 
mission and values.

•You must be able to tell 
staff at every level what 
RIM is, what you do, and 
why it is of value to the 
organization.



Other Information To Collect

� Organization’s vision and mission

� Office locations and governance style

� Languages spoken

� Has a RIM Program been started before and what 
happened affects perception

� What is the driving need for RIM today

� What does success look like to the interviewee



Building A Program

Take all that information and begin finding 
wins while developing a long term strategy.



RIM Must Be A Program

1. Supplied with Leadership

2. Supported by staff and 

3. Guided by rules and processes

4. Created  tools for staff to succeed

5. Applied on a regular basis

6. Monitored and audited



Never ever give the impression that the work 
the staff is doing, is only going to occur 
once.

That’s a project, RIM is a Program!



A RIM Program Must Have:

• A vision - supports the organization’s mission and i s 
understandable by all staff – paints a picture, keep s you 
focused

• A policy – a rule set that tells staff why we must d o this

• A charter or mission – what will the Program be doin g

• Executive awareness and sponsorship

• Key messages – more than one, that answer the “what is in it 
for me?” or “Why now?”

• Set of activities or elements that it will do and t ie back to 
vision

• Education



Building the Components of the Long 
Term Strategy

What are the elements 
of the Program?

How will you get there –
the steps or phases?

What does RIM look like
for your company?

How will you tell staff
what they need to do?

What tools will you give
staff to succeed?

Vision

Enabled
Program

Procedures & 
Controls

Timeline & 
Activities

Rules & 
Processes



Notes: A Word of Caution

� Realize you will consume the elephant one bite at a  
time. Don’t try to build it all at once.

� Success is not when you have completed the build 
out because you will never finish building but rath er 
when the staff want you at the table to design.

� Layer in elements that can be           integrated as they 
are developed

STOP



Integrating



Integrating A Program vs. 
Layering It On

� Work with IT to enhance their processes to apply 
retention requirements

� Don’t require both paper and electronic if processe s 
are sufficient – Look for improved controls

� Look for ways to enhance existing policies, project s 
procedures – not just create more

Most people have plenty of work to do so you 
must look for ways to integrate the Program’s 

processes into existing work processes.



Integrating Into Current Practices

Process where RIM can be included:

� New hire orientation materials

� Filing teams or department processes

� IT backups and archiving processes

� Hold Orders and E-discovery

� Establishing Program support network

� Terminated Staff - Process



Partnerships



Partnerships You Need

Human Resources

Law Department

IT – Tool people

Training Groups

Communication 



Program Warriors

� You will need people to do the work and 
communicate the message:

– Department Coordinators
– Department Liaisons

Ownership & 
Responsibility

Represent 
the 

Business



Role of a Program Liaison

Roles and Responsibilities for department support
1. Coordinate and Champion Program activities for th eir 

department

2. Communicate activities and initiatives to their m anagement

3. Provide feedback to RIM Team and participate in r eview and 
design of Program elements or tools

4. Maintain a level of RIM understanding by attendin g 
educational sessions

5. Engaged in the integration of RIM Program element s into their 
business operations



Communication



Each Method Can Only Communicate One 
Idea At A Time

What - topic

When

Where

Why  

Action Follow-up

Build out 4-6 messages that you can 
use with your program elements



Content

� Communicating – decide up front what you want 
your audience to know
– Requirements
– Need for action
– Activity
– Program Value

� Delivery
– Audience
– Timing
– Method of Delivery

Put your “ask”
right up front, so 

it won’t be 
missed or 

overlooked .



Communication

� Delivery Options – there is no one size fits all
– Internal articles for weekly organization newslette rs
– On Line pop-ups
– Posters
– Calendar proposals with “Save The Date”
– Brochures & Flyers
– Face-to-face Meetings
– E-learning courses
– Stuffers
– Aprons, mugs, badge clips
– E-mails
– Memos
– Laminated Cards

What About:

Voicemail broadcasts

IM pop ups



Bottom Line in Communication

Staff must know what is in it for them 
and what steps they need to do to 

show success.  



Conclusion

� Understand your organization and what it’s need for  
RIM is

� Build Program elements, but rollout over time

� Integrate these Program elements into existing work  
streams

� Build and support relationships that the RIM Progra m 
can help and that help RIM

� Find any possible means of communicating    the 
Program messages


