
RecoRds and InfoRmatIon management

7 tips for convincing 
decision makers to 
invest in records and 
information managEment



1. focUs on WHat matteRs

Information management is important 

and it covers a great deal of ground.  

If what really matters to your business is 

a programme of scanning and digitising, 

that specific business need should  

guide your presentation. If you think 

off-site records management with an 

emphasis on retention and costs savings 

is at the top of your wish list, then be 

crystal clear about why it’s so important.

Make your arguments relevant 

and specific. Don’t be tempted to 

overstate, but don’t downplay the 

importance of your project.

ExaMplE: You’re pushing for digitisation 

of your customer records. Giving your 

board or senior managers a diagram 

demonstrating how you’re managing 

paper records in your workflow will help 

them see inefficiencies for themselves. 

a second diagram of a digitised process 

will leave them in no doubt as to the 

advantages you’re proposing. Include 

time and wage costs to give your senior 

leaders the clarity they’re looking for. 

Good visuals and a clear presentation  

will give your ideas more impact.

2. maKe stRategIc 
aRgUments

Your goal is to help make records 

and information management a 

holistic concern. Explain how records 

management solves a larger business 

problem. For instance, if you want funding 

and support for a digitisation programme, 

illustrate how your proposal fits into 

plans for improving customer service or 

describe how it supports other growth 

initiatives. Make it clear that information 

management is the foundation to the 

organisation’s wider objectives.

ExaMplE: Create an information 

management steering committee 

comprised of senior managers from  

IT, compliance, finance, tax, legal and 

other key parts of your organisation.  

The committee will be able to 

address changes in your business 

and in the regulatory environment. 

Their insight will help you work 

proactively to meet business needs.

information is insigHt
You know records and information management is important to  
every part of your business. It can improve customer service and  
help teams in different departments or locations work together.  
It can lower costs and improve business process efficiency.  
Used well, it can even free you from the burden and risks associated 
with paper. Whether you need to revitalise an existing records 
management programme, find a new supplier or start a new project, 
anticipating the mind-set of senior decision makers can be the 
difference between success and failure. The challenge many records  
and information professionals face is ensuring your arguments are 
heard, understood and valued by business leaders. When funding is 
tight and schedules are packed, your business case for information 
management needs to be clear and compelling. These seven tips will 
help you make information management a priority for your organisation.



3. BUILd aLLIances

Don’t assume that other parts of 

your organisation aren’t interested 

in your goals. Have a look at your 

wider business structure to target 

managers and experts who share 

your interests and challenges.  

For example, HR managers oversee 

a range of files for prospective, 

current and past employees as well 

as contractors. Colleagues in the 

HR department can also help you 

deliver training and awareness to 

ensure your information initiatives 

are successful with different teams. 

When you work in partnership, 

your records management 

initiative may gain momentum 

and the support it needs.

ExaMplE: Records can be a source  

of risk and cost. You could propose 

an annual review of company-wide 

onsite records. Such a review would 

determine which records are no 

longer active. Inactive records can  

be sent to offsite storage and 

records that have reached their 

retention deadline can be securely 

destroyed. If you’ve already involved 

other departments in your plans,  

the board or your leadership will 

see that offsite records storage has 

wider business and cost benefits.

4. PRodUce a cost 
BenefIt anaLYsIs

Nothing says this is important 

more clearly than sound financial 

reasoning. Do your research carefully 

to calculate what information  

and records management can  

do for your business’ bottom line.  

a programme of intelligent 

digitisation, for example, can 

speed up customer service and 

help your business retain more 

customers. The more detail you can 

provide the better. If your focus is 

records reduction, a close look at 

how your industry and geography 

manage audits and fines could 

help sway senior stakeholders

ExaMplE: If you are promoting 

efficiency to justify a capital outlay, 

calculate the reduction in wages 

alongside the improvements in 

customer service that your proposal 

will deliver. Explain the risks of 

paper and how easily it can be lost 

or removed and the cost to your 

business of an information breach. 

If you can demonstrate a profile of 

how information is managed now 

and demonstrate the ease, security 

and efficiency of change, the 

financial arguments will be clear.

“ THE boaRD CaN’T 
aFFoRD To IGNoRE 
a RISk THaT CoUlD 
SIGNIFICaNTlY DaMaGE 
bRaND REpUTaTIoN, 
CUSToMER TRUST, 
lEGal CoMplIaNCE 
aND CoMpETITIvE 
aDvaNTaGE. EvERYoNE 
SHoUlD CaRRY  
SoME RESpoNSIbIlITY 
FoR INFoRMaTIoN.“

BeYond good IntentIons,  
2014. a Pwc RePoRt 
In conJUnctIon WItH 
IRon moUntaIn



5. PLaY a Long game

Records and information management 

has a future as well as a past. Make sure 

you address your organisation’s future 

by aligning your efforts to long-term 

goals. If there’s a climate of mergers 

and acquisitions in your industry, you’ll 

want to talk about preparing for change. 

If there’s talk of expansion and growth, 

make sure your plans are fit for purpose.

ExaMplE: Your senior leaders will 

want to see the proposed performance 

measures for your plans. Demonstrating 

your projected year-on-year process 

improvements and cost savings will  

help them understand the wider  

benefits of information 

management. Don’t be afraid 

to work with cost estimates to 

demonstrate your arguments.

6. Use BUsIness teRms, 
not tecHnIcaL LangUage

Your senior leaders don’t necessarily 

have the same grasp of information 

terminology as you do. They may not 

think in the language of terabytes 

and tapes; scanning and document 

retrieval. but they will understand 

a business threat. Make sure your 

arguments are posed in facts and costs. 

Use simple charts to encapsulate a 

current problem and a proposed goal.

ExaMplE: You want to reduce your 

records and prepare for an audit.  

If you know the history of audits in 

different departments and in your 

industry and geography, you’ll be  

able to give your organisation’s exposure 

to risk more definition. Your board or 

senior leadership will want to understand 

what’s really at stake in straightforward 

terms. Giving them too much detail about 

preparing for an audit or the types of 

documents involved may not help.

7. oVeRcome cHange 
fRom tHe BegInnIng

Whether you’re planning a programme 

of digitisation, focusing on retention 

or investing in offsite document 

management, consider the role that 

people play in making change happen. 

If you have a team of end users, consult 

them as part of the development of 

your records management programme. 

at the same time, budget both time 

and resources for regular training 

and programme monitoring.

ExaMplE: To a board or senior managers, 

the term communication may appear 

vague. Give them a very clear idea of 

what communicating with people about 

information management should look 

like. Create a template for emails asking 

people to read and acknowledge  

the information management policy.  

You might even show them a script  

for some online training so they can  

begin to appreciate the tools you plan  

to use to change the way people in  

your organisation see information. 
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