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ARCHIVES AND RECORDS CENTER MANAGEMENT
Generally, 6:18

ARTIFICIAL INTELLIGENCE
Computer files, electronic records, 8:21

ATTORNEYS
Records managers, program development and implementation,14:9, 15:1, 16:7, 16:8

AUDITS OF RECORDS
Alternative survey questions to be asked, 9:26
Audit hints and tips, 9:22
Business issues, general, 9:2
Compliance auditing, ultimate challenges of, 9:10
Contracts, 9:35
Conveying need for records audit, 9:3
Corporate public statements, 9:39
Correspondence, 9:38
Disclosure checklist for employer disclosure of violations, 9:30
Document review, 9:34
Documents, other, 9:40
Employer disclosure of violations, 9:29 et seq.
Final report stage of audit report, 9:18
Findings stage of audit report, 9:18
Forms and exhibits audit questions, samples, 28:6
Ignorance, 9:20
Improvement implementation stage of audit report, 9:18
Information and records to audit, types of, 9:21
Information, weighing, 9:19
Initial audit completeness, 9:8
Initial audit purpose, 9:6
Initial audit scope, 9:7
Initial audit structure, 9:5
Internal reports and evaluations, 9:37
Interview checklist, 9:27
Knowledge quality criteria, 9:19
Model or ideal audit characteristics, 9:17
Periodic audits, 9:31 et seq.
Periodic audits purpose, 9:32
Periodic audits scope, 9:33
Persons to be questioned during audit including corporate officers, managers and

employees, 9:24
Physical examination of records during, 9:11
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AUDITS OF RECORDS—Cont’d
Post-audit report and review, 9:28
Potential vulnerability, prioritized audits according to, 9:16
Pre-audit procedures, 9:4
Quality information and knowledge, lack of, 9:20
Questions auditors should consider asking, 9:9
Questions one should address, 9:1
Questions to be asked, 9:25
Questions to be asked, alternatives, 9:26
Random audits, utility, 9:15
Self-audits, utility, 9:13
Stages of audit report, 9:18
Subject auditors should consider dealing with, 9:9
Substance of information recorded, auditing, 9:23
Supervisor audits, utility, 9:14
Survey questions to be asked, 9:25
Utility, 9:13 et seq.
Verifying completeness of records, 9:12
Written policies, 9:36

AUTOMATION
Computer files, electronic records, 8:20

AWARENESS
See Education, Awareness raising

BALANCING LOOPS
Systems thinking, 19:4

CENTRAL MANAGEMENT OF COLLECTION
Program development and implementation, 14:11

CERTIFICATE OF UNDERSTANDING
Generally, 7:14

CERTIFICATION
Federal records management, 4:14

CHIEF KNOWLEDGE OFFICER
Value and productivity, 11:5

CLOUD COMPUTING
Computer files, electronic records, 8:18

CODE OF CONDUCT
Education, awareness raising, 7:3
Example, 28:4

COMPETITORS RECORDS
Differentiation of own from competitors’ records, development and implementation of

program, 16:5

COMPLIANCE
Auditing, ultimate challenges of, 9:10

RECORDS RETENTION COMPLIANCE
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COMPLIANCE—Cont’d
Certificate of understanding, 7:14
Compliance manual development, 7:13
Content-based records schedules, timetables for, 6:24
Conveying need for program, 4:23
Intent to comply, 7:14
Marketing and selling program, 4:24
Records retention compliance manual components, recommendations, 28:5
Specific practices for particular compliance areas, 5:9

COMPUTER FILES, ELECTRONIC RECORDS
Generally, 8:1
Altering or destroying, cyber security threat, 8:18
Artificial intelligence, 8:21
Automation, 8:20
Cloud computing, security threats, 8:18
Cyber security threat, 8:18
Data management and storage, 8:16
Data warehouse, 8:17
Destruction of computer filed records, 8:9
E-mail and Internet use privacy, 8:6
Efficiency and effectiveness, 8:8
Electronic commerce, 8:12
Electronic data exchange, 8:10
Electronic Data Interchange (EDI), 8:11
Electronic mail, 8:3
Electronic or digital signatures, 8:14
Extranets, 8:13
Federally-mandated electronic records, 8:15
Flooding attacks, 8:18
Fraudulent resource consumption, 8:18
Hybrid records storage philosophy, 8:7
Interfering, cyber security threat, 8:18
Isolation, 8:18
Principles, 8:2
Proving electronic records that do not exist, 8:5
Questions and answers, 8:1
Resource accounting, 8:18
Safe thread termination, 8:18
Security, 8:18
Snooping, cyber security threats, 8:18
Social media, to promote corporate success, 8:19
Spoofing, cyber security threats, 8:18
Storage of e-mail and other electronic records, 8:4
Technology and automation, 8:20

CONSULTANTS
Program development and implementation, 14:8
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CONSUMER PROTECTION
Legal issues, 18:10

CONTRACTS
Audits of records, 9:35
Government contracting, 5:17

CONTRIBUTIONS BY RECORD MANAGERS
Generally,27:1-27:25
Generally,23:1-23:15
Generally, 2:9
Able to love and care for oneself and others, 27:24
Abundance, 27:23
Accountability, assuming, 25:5
Accurately predicting, 26:18
Amnesia of corporation, 23:5
Anticipating and preventing crises, 26:9
Being fulfilled, 27:8
Being resilient, 27:14
Best corporate practices, 27:25
Best practices, 25:1
Building a conducive work environment, 23:10
Building a leading and learning organization, 19:1
Business success, value, 26:17
Capturing attention, 23:12
Communications, effective, 25:2
Communities of practice, 26:12
Continuous improvement, learning as key, 24:2
Corporate amnesia, 23:5
Corporate fundamentals,17:1, 23:2

Use most effective records management practices, 17:2
Corporate governance, achieving effective, 26:16
Creativity, criteria for, 26:10
Crises, anticipating and preventing, 26:9
Culture of organization, 23:4
Customers, being passionate about, 25:3
Dealing with people

generally, 23:7 to 23:9
differences in individuals, 23:8
motivating corporate personnel, 23:9

Decision-making, 23:11
Effective communications, 26:12
Employing best practices, 25:1
Entrepreneurialship, 23:13
Excellence as the personal and company standard, 25:4
Excellence instead of perfection, 25:7
Execution, succession planning,26:19, 26:20
Externalities that impact business, 23:15
Externalities, impact on business, 23:14
Freedom of choice, 27:22

RECORDS RETENTION COMPLIANCE
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CONTRIBUTIONS BY RECORD MANAGERS—Cont’d
Globalization, 23:14
Grateful for all of ones blessings, 27:17
Grateful for what you have, 27:19
Have vision and knowing ones direction, 27:5
Having a purpose, 27:2
Ignorance, value of, 23:6
Implications, learning and doing, 24:3
Importance of communities of practice, 26:12
Inaccuracies, value of, 23:6
Innovative organization paradox, 26:10
Leading a learning organization, 19:2
Learning ability of organizations, 24:1
Living a meaningful life, 27:7
Living well and having a good life, 27:13
Living with paradox, 26:10
Managing risk, 26:13
Mastery, achieving, 25:6
Memory of organizational, 23:3
Mindfulness of managers, 23:12
Motivating corporate personnel, 23:9
Operating with confidence, 27:3
Optimism, 27:12
Organizational culture, 23:4
Organizational memory, 23:3
Passion and purpose, being grateful, 27:20
Performing with humility, 27:4
Positive attitude, 27:16
Psychological flexibility, 26:10
Putting people first in one’s company,26:19, 26:20
Reedom to pursue ones fortune

being grateful, 27:21
Responsibilities, assuming, 25:5
Risk management, 26:13
Social learning systems, 26:12
Stories, communications, 27:15
Strategy, developing and executing, 26:14
Succession planning,26:19, 26:20
Thankful and thrilled to be alive, 27:18
Transparently, operating, 26:15
Understanding and improving oneself, 27:1
Using best practices, 25:1
Value of being wrong and being ignorant, 23:6
Vision and knowing ones direction, have

Being a visionary for ones business, 27:6
Willingness to change, 24:4
Wisdom and knowledge, 23:7
Wisdom of crowds, 26:11
Work, being passionate about, 25:3
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COPIES
Reproduction management, 6:16

CORPORATE KNOWLEDGE, MANAGING
Generally, 10:1 et seq.
Acquisition of knowledge, 12:10
Aligning corporate values with personal goals and objectives, 11:8
Barriers to achieving effective corporate knowledge management, 11:6
Business critical information, 11:2
Chief Knowledge Officer, value and productivity, 11:5
Competencies, knowledge, 12:6
Culture, building corporate knowledge culture,11:2, 11:3
Differences and critical importance of, 10:2
Diffusion and dissemination, 13:4
Disclosure to outside of company, 12:1
Effective implementation of information and knowledge, 11:7
Excellence in departmental record management, 12:3
Explicit knowledge, 11:1
Identification, knowledge, 12:7
Implementing information and knowledge effectively, 11:7
Information and knowledge, distinguished, 10:3
Innovation, 13:2
Issues to be addressed, 9:1
Leadership knowledge, 12:9
Management, 10:4
Management strategies, 13:1
Perishability of knowledge, 12:8
Personal goals and objectives in alignment with corporate values, 11:8
Practical management, 11:4
Production and use, 13:3
Reflecting about knowledge, 12:4
Tacit knowledge, 11:1
Unconscious knowledge, 12:5
Value to corporation, adding, 12:2

CORPORATE RECORDS MANAGEMENT
Generally,1:1-1:8, 2:1
Corporate information, knowledge and records, 1:3
Corporate policies, 2:11
Corporate practices, 2:10
Corporate principles, 2:12
Corporate transparency, 5:25
Corporation members responsibility, 2:6
Definitions, 2:2
Exceptional practices, 17:1

Use most effective records management practices, 17:2
First things first, 1:8
Form, importance of, 2:3
Initial questions and answers, 2:1
Introduction, 1:1

RECORDS RETENTION COMPLIANCE

Index-6



CORPORATE RECORDS MANAGEMENT—Cont’d
Manager, ideal, 2:9
Quality of information, 2:8
Questions and answers, 2:1
Record it, 1:7
Retention time, 2:4
Special note to attorneys and professional record managers, 1:5
Ultimate responsibility, 2:7
Valuation assessment, 2:5
What employees should know about managing their records, 1:4
What this publication covers, 1:6
Why do business records matter?, 1:2

CORPORATE TRANSPARENCY
Corporate records management, 5:25
Legal issues, 5:25

CORRESPONDENCE
Audits of records, 9:38
Management, 6:14

CREATIVITY AND INNOVATION
Improvements by record managers, 20:2
Program development and implementation,14:6, 16:3

CRISIS PREVENTION
Contributions by record managers, 26:9

CYBER SECURITY THREATS
Computer files, electronic records, 8:18

DATA MANAGEMENT AND STORAGE
Computer files, electronic records, 8:16

DATA WAREHOUSE RECORDS RETENTION
Generally, 8:17

DESTRUCTION
Computer filed records, 8:9
Destroying corporate records safely, 6:20

DISASTER MITIGATION AND RECOVERY MANAGEMENT
Generally, 6:19

DISCLOSURE
Checklist for employer disclosure of violations, 9:30
Corporate knowledge, disclosing outside of company, 12:1
Disclosure required of records, 5:27
Employer disclosure of violations, audits of records, 9:29 et seq.

DOCUMENTS
Audit review of, 9:34
Correspondence management, 6:14
Mail and correspondence management, 6:14
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DOCUMENTS—Cont’d
Other, audit review of, 9:40
Reports management, 6:13

EDUCATION, AWARENESS RAISING
Generally, 7:1
Certificate of understanding, 7:14
Code of conduct, 7:3
Communications channels with employees, 7:9
Compliance manual development, 7:13
Elements of, 7:2
Employees, communications channels with, 7:9
Hotline, 7:11
Intent to comply, 7:14
Meetings, 7:5
Motivating corporate personnel

effective corporate recordkeeping, 4:9
Newsletters, 7:6
Ombudsman, 7:10
Questions and answers, 7:1
Seminars, 7:5
Suggestion / question box, 7:12
Training agendas, 7:4
Videos, 7:7
Written materials, 7:8

ELECTRONIC COMMERCE RECORDS RETENTION
Generally, 8:12
Federally-mandated electronic records, 8:15

ELECTRONIC DATA EXCHANGE RECORDS RETENTION
Generally, 8:10

ELECTRONIC DATA INTERCHANGE (EDI)
Generally, 8:11

ELECTRONIC MAIL
Generally, 8:3
E-mail and Internet use privacy, 8:6
Mail and correspondence management, 6:14
Storage of e-mail and other electronic records, 8:4

ELECTRONIC RECORDS
See Computer Files, Electronic Records

EMOTIONAL INTELLIGENCE
Improvements by record managers, 19:5
Program establishment, maintenance, 18:28

EMPLOYEES
Audits of records, 9:24
Education and training communications channels with, 7:9
Equal employment opportunity, 5:13

RECORDS RETENTION COMPLIANCE
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EMPLOYEES—Cont’d
Legal issues, fair hiring and termination, 5:14
Program development and implementation, employees as records managers,2:9, 14:8

ENFORCEMENT
Generally, 5:30 et seq.
Federal, 5:31
Industry, 5:33
Industry self-regulation, 5:8
Private, 5:34
State enforcement, 5:32

EQUAL EMPLOYMENT OPPORTUNITY
Legal issues, 5:13

EXHIBITS
See Forms and Exhibits

EXPORT MANAGER
Legal issues, 18:11

EXTRANETS RECORDS RETENTION
Generally, 8:13

FEDERAL STATUTE
Federal records management certification, 4:14
Federally-mandated electronic records, 8:15
Government investigations, handling, 6:27
Legal issues, 5:5
Occupational Safety and Health Act (OSHA), 5:10

FINANCIAL SERVICES RECORD RETENTION
Securities, legal issues, 5:15

FORMS AND EXHIBITS
Applicable retention periods, summary, 28:3
Audit questions, samples, 28:6
Code of conduct, sample, 28:4
Corporate records retention policy, sample, 28:2
Imaging system selection, 28:7
ISO 15489 records management standard, 28:8
Management generally, 6:15
Records retention compliance manual components, recommendations, 28:5
Records retention policy guidelines statement, sample, 28:1

FUNDAMENTALS OF RECORDS MANAGEMENT
Generally,3:1-3:14
As contribution to corporate values, 3:8 et seq
Corporate management contribution, 3:12
Corporate strategy, records that contribute, 3:10
Customer service function, 3:9
Effectiveness, fundamentals, 3:2
Fundamental questions and answers, 3:1
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FUNDAMENTALS OF RECORDS MANAGEMENT—Cont’d
As integral part of company business practices, 3:14
As integral part of corporate objectives, 3:7
Motivation and inspiration of individuals responsible for records, 3:13
Objectives of program, 3:6
Perspective, 3:3
Primary purpose of program, 3:5
Protection functions of records, 3:11
Questions and answers, 3:1
Records life cycle concept, 3:4
Records lifecycle concept, 2:4

FUTURE
Improvements by record managers, 16:8

GLOBAL ECONOMY
Program development and implementation, major management issues, 16:6

GLOBALIZATION
Contributions by record managers, 23:13

GOALS
Corporate knowledge, managing, 11:8
Legal issues, 5:2

GOVERNMENT INVESTIGATIONS, HANDLING
Generally, 6:27

HOTLINES
Education, awareness raising, 7:11

IMPLEMENTATION
Generally,4:6, 14:1 et seq.
Records retention schedule development, new organization, 6:23
See also Program Establishment, Maintenance

IMPROVEMENTS BY RECORD MANAGERS
Generally,26:1-26:20
Achieve and sustain corporate success, 21:3
Achieve effective results

Always trying to achieve progress, 20:5
Always trying to achieve progress, 20:5
Anticipating the future, 22:4
Authenticity, 27:9
Completeness of work, 26:2
Contributing to a learning organization, 19:3
Corporate governance,16:6, 22:1
Corporate success, 16:5
Corporate values, 26:7
Creativity, value of, 20:2
Culture building, 16:2
Dealing with uncertainty, 20:4
Emotional intelligence, 19:5

RECORDS RETENTION COMPLIANCE

Index-10



IMPROVEMENTS BY RECORD MANAGERS—Cont’d
Federal economic policy, 22:3
Future, anticipation of, 16:8
Happiness, 26:4
Individual success, 21:1
Initiative taking, 26:6
Innovation, value of, 20:2
Job satisfaction, 26:4
Judgment, 26:3
Learning organizations,19:2, 19:3
Meaning, 27:11
Peak performance, 20:1
People, importance of, 21:2
Positivity

Culture building, 26:8
Importance of positive thinking,22:2, 26:8

Principles and values, 26:7
Problem solving, 20:3
Systems thinking, 19:4
Thinking with one’s mind, acting with heart, 27:10
Values and principles, 26:7
What matters includes politics, 26:5

INITIAL AUDITS
Completeness, 9:8
Purpose, 9:6
Scope, 9:7
Structure, 9:5

INNOVATION
Creativity and Innovation, this index

INTELLECTUAL PROPERTY
Legal issues,5:18, 5:19

INTERNET
E-mail and Internet use privacy, 8:6

ISO 15489
Records management standard, 28:8

ISO 9000
Quality standards, related record keeping, 5:26

ISSUES INVOLVING RECORDS
Generally, 6:1
Archives and records center management, 6:18
Compliance timetables for content-based records schedules, 6:24
Content-based records schedules, compliance timetables for, 6:24
Corporate information management policy, 6:9
Corporate records management reporting, 6:7
Correspondence management, 6:14

INDEX
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ISSUES INVOLVING RECORDS—Cont’d
Departmental policy and procedures manuals, 6:11
Destroying corporate records safely, 6:20
Directives management, 6:10
Disaster mitigation and recovery management, 6:19
Form versus substance, 6:3
Forms management, 6:15
Generating records, 6:2
Government investigations, handling, 6:27
Historical and continuing programs coordination, 6:30
Indexing materials that are stored, 6:22
Legal issues, 5:1 et seq.
Mail and correspondence management, 6:14
Managing particular types of corporate records, 6:12
Mergers and acquisitions, special records needs in, 6:28
Parent-subsidiary implications, 6:29
Parties, relationships and networks with inside and outside, 6:26
Policy statement management, 6:10
Program development and implementation,14:1, 14:10
Protecting corporation against nonrecord materials, 6:4
Protecting records, 6:2
Questions and answers, 6:1
Records center management, 6:18
Records of records, dealing with, 6:6
Records retention schedule development, new organization, 6:23
Records-management and information management integration, 6:8
Reports management, 6:13
Reproduction management, 6:16
Special media management, 6:17
Storage issues, 6:21
Tickler systems, 6:25
Vital records management, 6:19
Vital records, identifying and preserving, 6:5

KNOWLEDGE
Corporate knowledge, managing, 10:1 et seq.
Explicit knowledge and tacit knowledge, 11:1

LABOR LAW
Legal issues, 18:8

LAWYERS
Program development and implementation, attorney as record manager,14:9, 15:1,

16:7, 16:8

LEADERSHIP AND MANAGEMENT STYLES
Being the program champion, 18:33
Program establishment, maintenance, generally, 18:1 to 18:33
Taking action and getting things done, 18:32

RECORDS RETENTION COMPLIANCE
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LEARNING
Ability of organizations, 24:1
Improvements by record managers,19:2, 19:3
Program establishment, maintenance, 18:24

LEGAL ISSUES
Generally, 5:1
Applicable laws, furtherance of goals, 5:2
Applicable laws, questions to be asked, 5:1
Architectural information, knowledge, and records, 5:20
Consumer protection, 18:10
Corporate transparency, 5:25
Disclosure required of records, 5:27
Distribution, 5:21
Employees, fair hiring and termination, 5:14
Enforcement generally, 5:30 et seq.
Environmental issues, 5:12
Equal employment opportunity, 5:13
Export manager, 18:11
Fair hiring and termination, 5:14
Federal enforcement, 5:31
Federal law, 5:5
Federal sentencing guidelines, avoidance of punitive aspects, 5:3
Government contracting, 5:17
Industry enforcement, 5:33
Industry self-regulation, 5:8
ISO 9000 quality standards, related record keeping, 5:26
Labor law, 18:9
Laws directly applicable, 5:4 et seq.
Liability, 5:29
Occupational Safety and Health Act (OSHA), 5:10
Other substantive areas requirements, 5:16
Patents, 5:18
Private enforcement, 5:34
Products liability, 5:11
Regulations, 5:7
Securities, 5:15
Specific practices for particular compliance areas, 5:9
State enforcement, 5:32
State law, 5:6
Termination from workplace, 5:14
Trade secrets, 5:19
Transportation, 5:21
Violations of special concerns to corporations, 5:28

LIABILITY
Legal issues, 5:29
Products liability, 5:11
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LOYALTY
Program development and implementation, 16:1

MEETINGS
Education, awareness raising, 7:5

MENTAL MODELS
Systems thinking, 19:4

MERGERS AND ACQUISITIONS
Special records needs, 6:28

METHODS AND PRACTICES FOR EXCELLENT RECORDS MANAGER
See contributions by record managers

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
Records management, regulations on, 28:9

NETWORKING
Program development and implementation, 16:2

NEWSLETTERS
Education, awareness raising, 7:6

OCCUPATIONAL SAFETY AND HEALTH ACT (OSHA)
Generally, 5:10

OMBUDSMAN
Education, awareness raising, 7:10

PARENT-SUBSIDIARY
Generally, 6:29

PATENTS
Generally, 5:18

PERIODIC AUDITS
Generally, 9:31
Purpose, 9:32
Scope, 9:33

PERSONAL GOALS AND OBJECTIVES
Corporate values, alignment with, 11:8

POLICIES
Corporate information management policy, 6:9
Corporate records retention policy, sample, 28:2
Departmental policy and procedures manuals, 6:11
Policy statement management, 6:10
Records retention policy guidelines statement, sample, 28:1
Written policies, audit review of, 9:36

PORTABILITY
Record management skills, 4:27

PREVENTION OF CRISIS
Contributions by record managers, 26:9

RECORDS RETENTION COMPLIANCE
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PROBLEM SOLVING
Improvements by record managers, 20:3

PRODUCTS LIABILITY
Legal issues, 5:11

PROFESSIONAL RECORDS MANAGERS
Generally, 14:5 et seq.
Attitude, 14:7
People skills, 14:7
Program development and implementation,2:9, 14:5-14:8
Should a corporate records manager try to employ

Innovative policies, processes, and practices
and if so, how?, 14:6

PROGRAM DEVELOPMENT AND IMPLEMENTATION
Generally, 14:1 et seq.
Attitude and people skills of professional records manager, 14:7
Attorney as record manager,14:9, 15:1, 16:7, 16:8
Bias of buyer, effect, 15:5
Central management of entire records collection, 14:11
Corporate lawyers as records managers,14:9, 15:1
Creativity in strategy development, 16:3
Customer

loyalty, 16:1
managing customers of management organization, 15:2

Differentiation of own from competitors’ records, 16:5
Effectiveness of records management, necessary information, 14:3
Employees as professional records managers,2:9, 14:8
Execution of management strategy, 16:4
Furtherance of corporate purpose by management, 14:4
Global economy, major management issues, 16:6
Influence or persuasion, use before sale of practice, 15:3
Innovation by professional records manager, 14:6
Issues to address,14:1, 14:10
Knowledge of effective management by those who create and receive records, 14:3
Law practice to manage records,15:1, 16:7, 16:8
Love, role in managing corporate records, 16:7
Loyalty of customer, 16:1
Networking to promote records management, 16:2
New corporate clients, 16:8
Outside consultants as professional records managers,2:9, 14:8
Professional records managers,2:9, 14:5-14:8
Records management company to manage records,15:1, 16:7, 16:8
Responsibility for designating and maintaining records, 14:2
Selling management practice

bias of buyer, effect, 15:5
corporate client as buyer, 15:4
influence or persuasion methods, 15:3

Strategy for management, execution, 16:4
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PROGRAM DEVELOPMENT AND IMPLEMENTATION—Cont’d
Trust, role in development and implementation, 14:12

PROGRAM ESTABLISHMENT, MAINTENANCE
Generally, 4:1
Becoming management champion, 4:21
Career orientation for corporate records managers, 4:12 et seq.
Challenging record departmental personnel, 4:22
Committee or team establishment, 4:25
Communication with management, 4:19
Company information, competing, 4:28
Competition and growth, leadership and management styles, 18:30
Conveying need for, 4:23
Decisions, leadership and management styles, 18:31
Effective records management, principles, 4:2
Efficient records management, principles, 4:2
Emotional intelligence, 18:28
Expertise, company, competing, 4:28
Federal records management certification, 4:14
Implementation, 4:6
Importance of records, changing corporate perspective, 4:20
Information handling responsibilities, 4:16
Information needs, 4:16
Internal departments involved, 4:10
Knowledge, company, competing, 4:28
Leadership and management styles, 18:3

generally, 18:1 to 18:27
activist leaders, 18:7
ambitious leaders, 18:5
attributes, 18:14
authenticity, 18:25
caring, 18:23
centered leadership, 18:2
character, 18:10
competencies of leadership, 18:6
competition and growth, 18:30
decisions, 18:31
emotional intelligence, 18:28
Essential leadership qualities, passion

integrity, trustworthiness, and character, 18:15
give and take, 18:21
improvement of, 18:11
infusing leadership throughout a company, 18:20
inspiring, 18:17
integrity, 18:25
leadership, 18:3
learning and improving, 18:24
participatory leadership, 18:12
performance, 18:16

RECORDS RETENTION COMPLIANCE
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PROGRAM ESTABLISHMENT, MAINTENANCE—Cont’d
Leadership and management styles, 18:3—Cont’d

professionals, leading and managing, 18:4
responsibility, 18:22
results,18:14, 18:18
servant leadership, 18:26
service, 18:19
situational leadership, 18:27
storytelling, 18:2
strategies, 18:8
taking action, getting things done, 18:32
tribal leadership approach, 18:13

Management in brand new organization, 4:7
Management resources, 18:29
Management styles. Leadership and management styles, above
Managers of corporate records, 4:11
Marketing and selling, 4:24
Motivating corporate personnel, 4:9
New records administrator, first 90 days as, 4:13
Overcoming roadblocks, 4:4
Planning program, 4:5
Portability of record management skills, 4:27
Principles, 4:2
Productivity, increasing, 4:18
Questions and answers, 4:1
Records control schedule development, 4:8
Records management responsibilities, 4:16
Starting small program, 4:3
Storytelling, 18:2
Styles of leadership and management. Leadership and managment styles, above
Success measurement, 4:17
Succession planning, 4:15
Taking action, leadership and management styles, 18:32
Team-based environment building, 4:26
Time management, 18:9

RECORDS LIFECYCLE CONCEPT
Generally, 2:4

RECORDS MANAGEMENT COMPANY
Program development and implementation,15:1, 16:7, 16:8

REINFORCING LOOPS
Systems thinking, 19:4

REPRODUCTION MANAGEMENT
Generally, 6:16

SECURITIES
Legal issues, 5:15

INDEX
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SECURITY
Computer files, electronic records, 8:18

SELLING MANAGEMENT PRACTICE
Program development and implementation,15:3-15:5

SEMINARS
Education, awareness raising, 7:5

SERVANT LEADERSHIP
Program establishment, maintenance, 18:26

SIGNATURES
Electronic or digital signatures, 8:14

SITUATIONAL LEADERSHIP
Program establishment, maintenance, 18:27

SOCIAL MEDIA
Computer files, electronic records

to promote corporate success, 8:19

SPECIAL MEDIA MANAGEMENT
Generally, 6:17
Videos, 7:7

STATE RECORDKEEPING MATERIALS
Survey, 28:10

STATE STATUES
Enforcement, 5:32
Legal issues, 5:6

STORAGE
E-mail and other electronic records, 8:4
Hybrid records storage philosophy, 8:7
Indexing materials that are stored, 6:22
Issues generally, 6:21

STRATEGY
Contributions by record managers, 26:14
Program development and implementation,16:3, 16:4

SUGGESTION / QUESTION BOX
Education, awareness raising, 7:12

SYSTEMS THINKING
Balancing loops, 19:4
Improvements by record managers, 19:4
Reinforcing loops, 19:4

THIRD PARTY
Parties, relationships and networks with inside and outside, 6:26

TICKLER SYSTEMS
Generally, 6:25

RECORDS RETENTION COMPLIANCE
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TRADE SECRETS
Legal issues, 5:19

TRAINING
Agendas, 7:4
See also Education, Awareness raising

TRUST
Program development and implementation, 14:12

VALUE
Corporate knowledge, disclosing outside of company, 12:2

VALUES OF CORPORATION
Alignment with personal goals and objectives, 11:8

VIDEOS
Education, awareness raising, 7:7

VIOLATIONS
Special concerns to corporations, 5:28

VITAL RECORDS
Identifying and preserving, 6:5
Management issues, 6:19

WRITTEN MATERIALS
Education, awareness raising, 7:8
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