Headquarters *Fort Knox Reg 25-400-2
US Army Armor Center and Fort Knox

Fort Knox, Kentucky 40121-4215

6 January 2010

Information Management
THE ARMY RECORDS INFORMATION MANAGEMENT SYSTEM (ARIMS)

Summary. This regulation prescribes responsibilities and policies for maintaining files under
the Army Records Information Management System (ARIMS).

Applicability. This regulation applies to all activities in the US Army Armor Center
(USAARMC) and Fort Knox, US Army Garrison (USAG), and organizations under Fort Knox
installation Records Manager (RM) responsibility. This regulation also applies to all Partners in
Excellence who utilize the installation Records Holding Area (RHA).

Suggested Improvements. The proponent of this regulation is the Directorate of Human
Resources (DHR), USAG. Users are invited to send comments and suggested improvements on
DA Form 2028 (Recommended Changes to Publications and Blank Forms) through channels to
DHR (IMSE-KNX-HRS), Fort Knox, KY 40121-4215.

Availability. This regulation 1is available on the Fort Knox Homepage at
http://www.knox.army.mil/garrison/dhr/asd/regs.asp.
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1. Purpose. This regulation directs policy, procedures, and guidance unique to managing and
maintaining records per AR 25-400-2, The Army Records Information Management System
(ARIMS), 2 October 2007, and the web-based ARIMS. The purpose of ARIMS is to provide
enhanced capabilities for authorized users to create, maintain, transfer, locate, and retrieve
official Army records, including tracking documents stored in Army RHAs and the AEA. Fort
Knox will utilize the AEA for transmitting all Transfer (T) and Transfer Permanent (TP) records
but will maintain all Keep (K) files in the current files area (CFA). This web-based function will
ensure long-term and permanent records are kept in compliance with the law and securely stored
and retrievable only by authorized personnel. There are some T and TP records that will not be
transmitted to the AEA; users are required to understand which records require transmission to
the AEA, require transfer to another agency, or maintained in accordance with specific guidance.
The ARIMS is focused on minimizing workloads of users involved in the record keeping
process.

2. References.
a. AR 340-21, The Army Privacy Program, 5 Jul 85.
b. AR 25-55, The Department of the Army Freedom of Information Act Program, 1 Nov 97.
c. AR 25-400-2, The Army Records Information Management System (ARIMS), 2 Oct 07.
d. DA Pam 25-403, Guide to Recordkeeping in the Army, 11 Aug 08.
e. AR 25-1, Army Knowledge Management and Information Technology, 4 Dec 08,

f. Memorandum, HQ USAARMC, IMSE-KNX-HRS, 12 Mar 09, subject: Transfer of Files
to Army Electronic Archives versus Records Holding Area and 2009 Update of Office Records
List.

3-. Explanation of Abbreviations. Abbreviations used in this regulation are listed in

4, Procedures.

a. The ARIMS Registration, Authentication, and Validation of Users. Users enter their
Army Knowledge Online (AKO) user name and password when first registering in ARIMS, and
AKO provides ARIMS with much of the user profile information, including category of the users
and what organization/unit they are officially assigned to. Before proceeding with ARIMS
registration, users must ensure they can log into AKO with their user name and password, verify
their AKO personal profile is correct, and coordinate with their records coordinator (RC) for the
appropriate office symbol. When users are transferred to another organization, they should
maintain records under the gaining organization; DO NOT modify ORLs maintained under the
losing organization for gaining organization use. The ARIMS accounts from losing
organizations do not transfer to a gaining organization; RCs will notify the RM when a user
moves. The RM deactivates users under the losing organization, and users will have an option of
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selecting the appropriate office symbol for the gaining organization. Keep in mind that ARIMS
accounts are managed by unit identification code (UIC) and office symbol. If users require
access to a different UIC and office symbol, they will submit a Unit Access Request for the
appropriate ARIMS account. Steps for submitting a unit access request are at[Appendix J|of this
regulation.

b. Labeling Requirements. Labels may be printed directly from ARIMS, but labels may
require some modification based on training provided. The action officers (AOs) will have to
create folders under the RM-ASSIST option before creating and printing labels (see 5.1.4.1 of
the ARIMS User’s Guide, Version 3.5, and f this regulation for instructions on
creating folders). Even though ARIMS prints labels, AOs ad RCs still need to understand how
ARIMS labels are converted regarding cutoff (COFF) and destruction (DEST) dates.
[A lof this regulation contains samples of disposition code conversions relating to ARIMS,
Effective 2010, all users under installation RM responsibility will either print labels from
ARIMS or create labels utilizing COFF, transfer (Trf), and DEST dates. Keep in mind all labels
must be either created through ARIMS or manually typed. The format for all labels must be
consistent. Basic ARIMS training provided by the installation focuses on printing labels from
ARIMS.

¢. Transmitting documents to AEA. Before documents are transmitted to the AEA, RCs
will have to create electronic folders to place the documents in (see 5.1.4.1 of the ARIMS User’s
Guide, Version 3.5 and [Appendix H|of this regulation for instructions on creating folders). Ifan
AQ is required to upload files to the AEA, RCs under installation RM responsibility must submit
a request for an exception to policy to the installation RM. Under no circumstances will an AO
upload files to the AEA without installation RM approval (USAARMC and USAG organizations
only).

5. Security, Roles, and Responsibilities. The ARIMS provides the security necessary for
official Army records in order to prevent unauthorized access to and retrieval of sensitive
information or information subject to the Privacy Act. All new registrants are initially granted
AO level access, which permits the use of many ARIMS features. If a user’s records
management duties require a different level of access, the user must submit a User Role Change
Request and receive authorization from the installation RM (USAARMC and USAG
organizations only). Instructions for completing a User Role Change Request are at[Appendix I |
of this regulation. Listed below are user roles associated with maintaining files:

a. Records Management Division (RMD), US Army Records Management and
Declassification Agency (RMDA). The RMDA is aligned under the Administrative Assistant to
the Secretary of the Army and is the HQDA staff agency responsible for records management
programs and policy with oversight of the Army Chief Information Officer (CIO)/G-6.

b. Records Administrator (RA). An RA is appointed in writing and serves on the Army
command level with command-wide records management program responsibilities, An RA has
approval authority for AOs and RCs requesting RM or Records Holding Area Manager (RHAM)
privileges. An RA may approve ORLs and serve as the point of contact (POC) for access and
release of stored records for which he/she is responsible.

2



Fort Knox Reg 25-400-2 (6 Jan 10)

¢. Records Manager (RM). An RM is appointed in writing and serves at the subordinate
command level or on the installation garrison staff with command- or garrison-wide records
management responsibilities. All Fort Knox Partners in Excellence should have an assigned RM
within their organization. An RM is responsible for the following:

(1) Approving authority for AOs requesting RC privileges.

(2) Approving submitted ORLs annually, The installation RM will not approve an ORL
unless the organization RC has approved the submission.

(3) Serving as a POC for access and release of stored records for which he/she is
responsible.

(4) Coordinating new office symbols required for ARIMS with the appropriate RA and
adding approved office symbols to the ARIMS database. Only approved office symbols will be
authorized for use in ARIMS. If new office symbols are required for USAARMC or USAG
organizations, a request for a new office symbol must be submitted to the Editor or Chief,
Administrative Services Division (ASD), DHR.

(5) Inspecting units under their responsibility every 3 years.

(6) Tracking RC duty appointments at directorate/brigade, battalion, and higher levels
under his/her responsibility.

(7) Conducting six ARIMS classes annually beginning October of each year (installation
RM). Additional training will be provided four times annually for transmission of T and TP files
to the AEA. The additional training will be required annually for RCs under installation RM
responsibility.

(8) Coordinating new ARIMS accounts directly with the RCs. The AOs will coordinate
establishment of ARIMS accounts with their assigned RC who will, in turn, coordinate with the
installation RM. Beginning January 2010, AOs will coordinate establishment of ARIMS
accounts with their assigned RC (organizations under installation RM responsibility). Partners in
Excellence should have a separate plan on maintaining ARIMS accounts.

d. Installation RHAM.
(1) Managing and directing operations of the RHA.

(2) Destroying USAARMC and USAG documents transmitted to the AEA once records
have reached the full retention period. Once records in the AEA reach the full retention period,
the only individuals authorized to destroy records under installation RM responsibility are the
installation RMs and RHAM, Organization RMs not under installation RM responsibility will be
responsible for destruction of AEA records under their control.
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(3) Accepting organization hard copy records for long-term/Permanent storage in the
RHA if an exception to policy has been granted by the installation RM.

(4) Conducting record searches for all documents transferred to the RHA.

{5) Performing the same duties as an installation RM and having the same access
privileges, if approved.

e. Commander. The commander of a unit or officer in charge of an activity is responsible
for designating personnel to manage the records program within his/her unit or activity. For
units under installation RM responsibility, RCs are designated at brigade, regiment, battalion,
and directorate level to serve as POCs for all files maintenance and disposition matters. Forward
a copy of the appointment memorandum in December of each year or when a change of
personnel has occurred to the Installation RM, DHR (IMSE-KNX-HRS). Appointment of RCs
at all levels indicated above is mandatory. All units/activities will ensure RC appointments are
kept current, inform the installation RM of personnel departing the position, and provide duty
appointments expeditiously.

f. Records Coordinator (RC). The RC serves one or more offices/units and acts as a liaison
between the office/unit and servicing RM and/or RHAM and is responsible for performing the
following duties:

(1) Preparing ORLs and verifying AO ORLs are accurate and up to date before
submitting to the installation RM for approval. Assisting and ensuring each AO creates an initial
ORL, the ORL is submitted through ARIMS for installation RM approval, and ORL is updated
and resubmitted annually (accomplished within 30 days of the start of the fiscal year (FY) or
calendar year (CY), as applicable). If organizations under RC responsibility do not have updated
ORLs during the Records Management inspection, this will be an automatic inspection failure.

(2) Verifying all long-term/Permanent records (T and TP records) are accurate before
transmitting files to the AEA/RHA.

(3) Serving as the POC for access and release of office/unit records under their
responsibility stored in ARIMS. The individual who uploads files to the AEA will be the only
individual, other than RMs, who will have access to the files. If organizations require access to
the files, they must submit a Request for Records within ARIMS, If the RC who uploaded the
files is no longer assigned to the account, the Request for Records will be provided through the
assigned RM.

(4) Serving as the primary POC for all AOs under his/her responsibility.

(5) Coordinating with the installation RM ensuring the appropriate office symbols and
UICs are used by AOs who require access to ARIMS accounts and ensuring each AO under
his/her responsibility is properly registered and selects the correct office symbol in ARIMS
of this regulation).
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{6) Uploading T and TP files to the AEA, requesting exceptions to policy for hard copy
maintenance in the RHA, and monitoring records maintained on share drives of AOs under their
responsibility. 1f AOs have a large amount of records to be transmitted to the AEA, RCs, at their
discretion, may request an exception from the installation RM for a specific AO to transmiit files.

(7) Preparing a memorandum for the commander’s/director’s signature if an exception to
policy for maintaining hard copy files in the RHA is required. Exception to policy will be
forwarded to the Installation RM (IMSE-KNX-HRS), DHR. If documents can be scanned, more
than likely, an exception to policy will not be granted unless there is a specific need for
transferring hard copy records to the RHA. If an exception to policy is approved,
organization/unit RCs may transfer hard copy files for T and TP files to the RHA. All K files
will be maintained in the CFA.

(8) Ensuring records eligible for transfer to the installation RHA are properly labeled,
arranged, and transferred on a timely basis per the disposition schedule. Primary and Alternate
RCs are the only individuals authorized to deliver/pick up hard copy records from the installation
RHA.

(9) Notifying the RM and organizational data manager when personnel who have access
to ARIMS accounts and share drives have departed so users will be deactivated under the
ARIMS account and removed from the access list for the share drive.

(10) Preparing standing operating procedures for continuity purposes and guidance to
AOs.

(11) Conducting ARIMS web-based training within 30 days of appointment and
ensuring all AOs conduct the web-based training. All personnel involved in filing must attend
ARIMS training conducted by ASD, DHR, and all RCs must attend an additional training session
for transmitting files to the AEA, which is conducted by the installation RM. Six classes for all
personnel are conducted from October — March each year, and four classes for RCs are
conducted March - June each year.

(12) Ensuring files and filing equipment are properly labeled and maintained to facilitate
filing, searching, and disposition of records (including share drives) and all appropriate T and TP
files are transmitted to the AEA.

(13) Using the Records Retention Schedule-Army (RRS-A), located at
https://www.arims.army.mil, in conjunction with this regulation, for selecting record numbers
(RNs) and conducting proper filing procedures.

(14) Upon receipt of e-mail from installation RM regarding significant recordkeeping
changes, disseminate information to all AOs within their activity. To ensure units/activities
receive this information, it is imperative that RC appointment orders are kept up to date.
Organizations under installation RM responsibility will submit RC duty appointments annually
no later than Dec or when personnel changes have occurred.
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(15) Coordinating with the organizational data manager for establishment of share drive
folders, if required. He/she will monitor the organizational share drive of all accounts under
his/her responsibility and ensure documents no longer needed/required are removed at the
appropriate time. Beginning January 2010, if files that are not properly labeled or no longer
required according to ARIMS are still on the share drive, this will be a Records Management
inspection failure.

(16) Ensuring share drive folders are labeled in accordance with (IAW) training
provided.

g. Action Officer (AO). The AO is responsible for the following:

(1) Managing records he/she creates and/or receives and using ARIMS to create a draft
or proposed ORL. Effective January 2010, proposed ORLs will not be approved by the
installation RM unless the AO has completed coordination with the organization RC.,

(2) Coordinating with his/her RC for assignment of office symbols within ARIMS.

(3) Directing questions he/she has regarding ARIMS accounts to the servicing RC. Ifan
AO does not know who the RC is, he/she may contact the installation RM to obtain the name and
phone number.

(4) Updating ORLs annually (by fiscal or calendar year) and preparing labels for folders.
Once an ARIMS account has been established under a specific UIC and office symbol, new users
will maintain the account under the same UIC and office symbol. If a user registers in ARIMS
and does not have the same UIC as the account, he/she will register in ARIMS and submit a Unit
Access Request for the appropriate account. Do not create a new ORL from scratch. When
conducting the annual ORL update, do not create ORL from scratch; use the Create by Copy
function within ARIMS. If there are no changes to the ORL, it will automatically go to the
approved status.

h. Multi-hatted Users. Although users may only register under one account in ARIMS,
some users are responsible for other offices/units outside their normal functional organization
chain. All RCs should submit a Unit Access Request for each office symbol they are responsible
for (i.e., battalion RCs will be responsible for all office symbols and records within the battalion
or directorate RCs will be responsible for all office symbols and records within the directorate).
If users do not currently have access to all units needed to perform their RC duties, they will
submit a Unit Access Request, which will be approved by the installation RM. If a justifiable e-
mail is forwarded from the RC to the installation RM, the installation RM will approve the
request. [See Appendix J|of this regulation for instructions on submitting a Unit Access Request.

i, Organizational Data Manager. The organizational data manager is responsible for the
following:

(1) Setting up folders in the organizational share drive, if requested by the RC.
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(2) Assisting the RC in granting permissions for authorized personnel for access to
folders within the share drive.

(3) Monitoring the share drive to ensure the share drive is not overloaded with documents
reaching the full retention period and unauthorized personnel do not have access to the files.

6. Requesting Sponsorship. Users register in ARIMS using their AKO user name and
password. Contractors with valid AKO accounts still require sponsorship; they must enter their
sponsor’s username when they log in to ARIMS for the first time.

a. Submitting a Request for Sponsorship. Registrants who do not have an AKO account or
need to be approved by a sponsor will not gain access immediately. If users require access to
ARIMS, they may be granted access by submitting an AKO user name of a valid ARIMS
sponsor. Sponsors must verify the applicant creates, maintains, uses, and/or manages Army
records. After requesting a sponsor, he/she will receive an e-mail notification when the
sponsorship has been approved and an ARIMS account has been activated. See the ARIMS
User’s Guide, Version 3.5, paragraphs 4.6.1 and 4.6.2, in determining which users require
sponsorship.

b. Requirements for ARIMS Sponsor. An ARIMS sponsor must be registered in AKO
under the same UIC as the applicant and possess a full account in AKO. The sponsor must also

be authorized to grant the applicant privileges to submit, retrieve, and open/read records within
ARIMS,

¢. Listed below are instructions for requesting ARIMS sponsorship.

(1) Go to the ARIMS home page and click “Sign into ARIMS.” Since the user has no
AKO user name and password, a pop-up window will be displayed requesting the user enter a
sponsor’s AKO user name. Do not type the sponsor’s e-mail — type only the user name.

(2) Type the AKO user name of a valid ARIMs sponsor and click “Submit.” An e-mail
requesting sponsorship will be sent to the requested sponsor. When the sponsor returns the e-
mail agreeing to the terms, the user requesting access will receive an e-mail notifying him/her of
account activation.

(3) After activation of a sponsored account, users will select an office symbol for their
user profile during the first login.

d. New Sponsor Request. See ARIMS User’s Guide, Version 3.5, paragraph 4.6.3, for
instructions requesting a new sponsor.

7. Imspections. Organizations that fall under installation RM responsibility will be inspected
every 3 years. Courtesy inspections will be provided upon unit request; if a unit requests a
courtesy inspection after official notification of an inspection, the request will be denied.
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a. In-briefing. The purpose of an in-briefing is to present a clear view of what is expected
during inspection activities and address any last minute questions. The commander/director or
designated representative, supervisor of individual inspected, and individual inspected will attend
the meeting unless otherwise directed.

b. Out-briefing. The purpose of the out-briefing is to present findings, discuss and assign
responsibility for corrective actions, and recognize efforts taken in the Records Management
Program.

c. Inspection Results. Inspection results will be prepared and forwarded to the inspected
unit within 30 days after the inspection.

d. of this regulation contains inspection checklists for the Fort Knox Records
Management Program, which includes ARIMS, Privacy Act, and Freedom of Information Act.
Use these checklists to maintain a proactive Records Management Program and prepare for
installation program inspections.

8. Army Electronic Archives.

a. Beginning 2009, the RCs transfer all T and TP files to the AEA. There are some T and
TP records that will not be transmitted to the AEA; users are required to understand which
records require transmission, require transfer to another agency, or maintained in accordance
with specific guidance. Files may be transmitted to the AEA at any time throughout the year;
Fort Knox installation RM requires all files for the current year be transmitted no later than 31
January the following year. Beginning with 2009 records, if required T and TP files are not
transmitted to the AEA, this is an automatic Records Management inspection failure
(USAARMC and USAG organizations).

b. Records will be transmitted to the AEA utilizing the Records Input Processing Module
(RIPS) or Bulk Archive Tool (BAT) function. The AEA will only accept T and TP files. If
documents are too large for processing through the RIPS, the BAT will be utilized for
transmission to the AEA. Only INACTIVE Time Event (TE) files will be transmitted to the
AEA — DO NOT transmit ACTIVE TE files to the AEA. The RIPS and BAT accepts files in
Portable Document Format (.pdf), Word, Excel, PowerPoint, and PureEdge; the BAT also
accepts e-mail files. Documents transmitted must be an exact replica of the original document
bearing either a digital or handwritten signature to meet legal requirements.

c. If an organization has a large amount of files, the RC may want to consider utilizing the
organization share drive to transmit T and TP files to the AEA. This will allow him/her to have a
central location for AOs to place the files pending transmission. The share drive suggestion is an
organizational preference, but if an organizational share drive is desired, the RC will need to
coordinate with the organizational data manager in establishing a share drive for T and TP files
maintained under their responsibility. The share drives will enable RCs to retrieve files for
transmisston to the AEA and reduce paper copies within the units. Share drive folders must be
labeled IAW training provided. Once documents are transmitted and verified in ARIMS, the
share drive copy may be deleted.
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d. For organizations under the Fort Knox installation RM responsibility, RCs will be the
only ARIMS users authorized to upload T-files in the AEA. If approved by the installation RM,
an AQ may transmit records to the AEA. All other organizations on Fort Knox not under
installation RM responsibility may designate personnel they deem appropriate for the AEA
uploading process.

e. After T and TP files are transmitted and verified in the AEA (i.e., conduct search), RCs
or designated representatives must take the following actions prior to destroying hardcopy
records that have been transmitted.

(1) Permanent Records. The RCs must submit FK Form 5095, Request Destruction of
Permanent Records After Submission to Army Electronic Archives, to Records
Manager/Administrator for approval. The Records Manager/Administrator will, in turn, submit
the form to RMDA for approval. The RCs are required to maintain the request on file under
record number 1g, Office Record Transmittals. Once approval to destroy the records is obtained
from RMDA, the RCs may destroy the original documents that were transmitted and maintain
the RMDA-approved copy of the request under record number 1g until the appropriate
destruction date. This is a requirement stated in AR 25-400-2.

(2) Transfer Records. The RCs must submit FK Form 5095a, Request Destruction of
Transfer Records after Submission to Army Electronic Archives, to their assigned Records
Manager/ Administrator (RM/RA) for approval. The RCs are required to maintain the request on
file under record number 1g, Office Record Transmittals. Once approval to destroy the records
is obtained from the RM/RA, the RCs may destroy the original documents that were transmitted
and maintain the RM/RA-approved copy of the request under record number lg until the
appropriate destruction date. All Garrison and USAARMC organizations must submit FK Form
5095a to their assigned RM for approval. In order to obtain complete quality control prior to
destroying records, it is highly recommended that Partners in Excellence follow the same
procedures.

If desired, organizations may keep T-files on the share drive for the time period they would
normally maintain files until required shipment of records to the RHA (i.e., a T7 file would be
COFF 31 Dec 09, Trfto RHA Jan 12); in this case the records could be maintained on the share
drive until Jan 12.) The RC will be responsible for monitoring the share drive and ensuring files
that have been transmitted to the AEA and reached the transfer date or full retention period are
removed.

f.  The installation RHAM is responsible for destruction of records in the AEA once records
under installation RM responsibility have reached the full retention period. Once records in the
AEA reach their full retention period, the only individuals authorized to destroy records are the
installation RMs and RHAM. The installation RHAM will be responsible for destroying
USAARMC and USAG records under his'her responsibility. The RMs for other organizations
on Fort Knox will be responsible for destruction of their organizational records.

g. If an exception to policy is required to maintain hard copy records in the RHA, the RC
will prepare a memorandum for the commander’s/director’s signature. Forward the Request for

9



Fort Knox Reg 25-400-2 (6 Jan 10)

Exception to Policy to the Installation RM (IMSE-KNX-HRS), DHR. If documents can be
scanned, more than likely, an exception to policy will not be granted unless there is a specific
need for transferring hard copy records to the RHA. 1f an exception to policy is approved,
organizations/units may transmit hard copy T and TP files to the RHA. The RHAM will not
accept hard copy records without installation RM approval. Ensure records eligible for transfer
to the installation RHA are properly labeled, arranged, and transferred on a timely basis per the
disposition schedule. Place extra emphasis on transferring records according to schedule.

h. Policy changes as a result of transmission of T and TP files to the AEA. Beginning with
2006 files, RCs will utilize the schedule below to transmit all T and TP files of 2006 and later to
the AEA. All RCs are required to attend training provided by the installation RM prior to
transmitting files — It is imperative that RCs DO NOT transmit files until training has been
completed. Listed below is the schedule for transmission of files (If desired, units/activities may
transmit earlier than the scheduled date.):

(1) 2006 Files (all T-files with a disposition of 6.25 years or more and all Permanent
files).

- 15 or more boxes: Transmit July 2009 — July 2011.
- 14 or less boxes: Transmit July 2009 — July 2010.

(2) 2007 Files (all T-files with a disposition of 6.25 years or more and all Permanent
files). If desired, units may transmit T-files of T4 to Té6.

- 15 or more boxes: August 2011 — August 2013.
- 14 or less boxes: August 2010 — August 2011.

(3) 2008 Files (all T-files with a disposition of 6.25 years or more and all Permanent
files). If desired, units may transmit T-files of T3 to T6.

- 15 or more boxes: September 2013 — September 2015.
- 14 or less boxes: September 2011 — September 2012.

(4) 2009 and Future Files (all T-files and TP-files). Begin transmitting files after RC
obtains training from the installation RM.

9. Bulk Archive Tool. If documents are too large for processing through the Document
Upload process or users have e-mails that require transmission to the AEA, RCs or designated
representatives can upload through the ARIMS BAT. See[Appendix O [for instructions on
processing through the BAT. If desired, all documents, regardless of size, may be transmitted
through the BAT.

10
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10. Explanation of Appendices.

a. |Appendix A.| Disposition Codes/Conversions contains disposition codes and an
explanation of each.

b. /Appendix B.| Clarifications/Exceptions explains the three types of disposition
instructions and addresses areas of ARIMS that require additional guidance and changes to RNs.
It also provides clarification and further explanation to aid in the maintenance, use, and
disposition of records per ARIMS.

¢. [Appendix C|contains model files plans designed to aid unit personnel. Use these plans
as a guide for establishing files under ARIMS in conjunction with AR 25-400-2 and RRS-A
(https://'www.arims.army.mil/). Units are neither limited to only those RNs shown in the plans,
nor do they have to establish each file if not required to support their mission.

d. | Appendix D| provides samples of file labels for the various disposition codes used in
ARIMS.

e. |Appendix E provides exceptions for file labels in ARIMS.
f. |Appendix F|provides a sample cross reference sheet.

g. | Appendix G|shows samples of Records Coordinator and Freedom of Information
Act/Privacy Act Coordinator duty appointments.

h.| Appendix H [provides instructions for creating folders for transmission of records to the
AEA.

i. |Appendix I provides instructions for submitting a User Role Change Request. A User
Role Change Request will be required by all RCs to ensure they have access to all accounts
under their responsibility.

j. |Appendix J [provides instructions for submiiting a Unit Access Request. A Unit Access

Request is required when a user needs access to other accounts within ARIMS. If a user is
assigned under a specific UIC but requires access to another UIC, he/she will submit a Unit
Access Request.

k. |Appendix K |provides the Records Management inspection checklist utilized by the
installation RM.

1. [Appendix L]explains all abbreviations used in this regulation.
m. (Appendix M |explains how to create folders for printing labels.
n. [Appendix Nlexplains how to create an ORL.

11
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o. [ Appendix Ol provides instructions for transmitting documents through the BAT,

p- provides sample files layouts on a share drive.

FOR THE COMMANDER:

OFFICIAL:

MICHAEL G. CARROLL
Acting Director, Human Resources

DISTRIBUTION:
C
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Disposition Codes/Conversion
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DISPOSITION CODES DISPOSITION INSTRUCTIONS Conversion Examples
SHOWN IN ARIMS SHOWN IN ARIMS
K.08 Keep 1 month, then destroy COFF 31 Jan 09, DEST Mar 09

K.25 Keep 3 months, then destroy COFF 31 Mar 09, DEST Jul 09
K.5 Keep 6 months, then destroy COFF 30 Jun 09, DEST Jan 10
K1 through Ké Example of a K3 file: Example of K3 file conversion:
Keep 3 years, then destroy COFF 31 Dec 09, DEST Jan 13
KN Keep until NLN, NTE 6 years, Keep until NLN, NTE 6 years, then DEST
then destroy
KEN Keep until the event then until NLN for | Keep until NLN after supersession or
, ) , conducting business obsolescence, NTE 6 years, then DEST
KE.25 through KE6 Example of a KE2 file: Example of a KE2 file:
Keep 2 years after the event ACTIVE. PIF after date of reply
INACTIVE. COFF 31 Dec 09, DEST Jan 12
T Transfer file Dispose of according to AR 27-10
T.25 through T6 Example of a T2 file: Example of a T2 file if hard copy is
Transfer and destroy after 2 years maintained in CFA:
COFF 31 Dec 09, DEST Jan 12
T6.25 through T75 Example of a T10 fife: Example of a T10 file if hard copy is
Transfer after 2 years in CFA maintained in RHA:
COFF 31 Dec 09, Trf RHA Jan 12, Ret
WNRC Jan 13, DEST Jan 20
TP Transfer permanent If hard copy is maintained in RHA:
COFF 31 Dec 09, Trf RHA Jan 12, Ret
WNRC Jan 13, PERM
| TE Transfer after the event Forward w/MPRJ IAW AR 600-8-104 when
individual is separated.
TE.25 through TE6 Example of a TES file: Example of a TES file if maintained in CFA:
Transfer after event, destroy after 5 ACTIVE. PIF after final action
years INACTIVE. COFF 31 Dec 09, DEST Jan 15
TE6.25 through TE75 | Example of a TE10 file: Example of a TE10 fife if maintained in RHA:
Transfer after event, destroy after 10 | ACTIVE. PIF after final action
years. INACTIVE. COFF 31 Dec 09, Trf RHA Jan
12, Ret WNRC Jan 13, DEST Jan 20
TEP Transfer after event, permanent ACTIVE. PIF on revision, supersession, or
obsolescence
If hard copy is forwarded to RHA:
INACTIVE. COFF 31 Dec 09, Trf RHA Jan
12, Ret WNRC Jan 13, PERM
U Unscheduled Keep in CFA until disposition instructions are

published.
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Appendix B
Clarifications/Exceptions

B-1. Housekeeping and Mission Files. Housekeeping files are those that each office
accumulates and maintains as a result of the day-to-day administration of an office and its
persormel. They are identified by the number “1” followed by a letter(s) of the alphabet.
Mission files are exactly as the name implies; they relate to the mission or function of the office.
Arrange “housekeeping” files either in a separate drawer or preceding all mission files. Do not
confuse housekeeping files with the mission files under the series 1, Administration.

B-2. Record Numbers (RNs) with Multiple Dispositions. In ARIMS, RNs that have multiple
disposition instructions are now listed as separate RNs (composed of the RN followed by a
number 1, 2, 3, etc.,). For example, RN 1v, Access Controls, has four separate RNs (1vl, 1v2,
1v3, and 1v4) to accommodate the four different dispositions.

B-3. Types of Disposition Instructions. There are three types of disposition instructions in
ARIMS that are based on time, event, and combined time-event.

a. Time. With a time disposition, a record is cutoff at the end of the month for 30-day files,
end of quarter for 3-month files, semiannually for 6-month files, or end of the year for a 1-year
or more disposition, held for the specified period, then destroyed. Disposition codes of K.08
(Keep 1 month), K.25 (Keep 3 months), K.5 (Keep 6 months), K2 (Keep 2 years), T2 (Transfer
2-year file), T7 (Transfer 7-year file), and TP (Transfer Permanent) are all examples of time
disposition. ARIMS labels will show K, T, or TP for these type files.

b. Event. With an event disposition, the records are destroyed upon or immediately after the
specified event occurs. Unlike the time disposition, there is no waiting period. Disposition
codes of KN (i.e., Keep until NLN, NTE 6 years, then destroy) are event dispositions. Also,
KEN files (i.e., Keep until NLN after supersession or obsolescence, NTE 6 years, then destroy)
are an exception to the three types of disposition instructions but are to be considered as event
dispositions. Event dispositions will always remain in the current year block of files.

c. Combined Time-Event. With a combination time-event disposition, a record is disposed
of a certain period of time after an event takes place. For example, destroy 3 years after case is
closed. This disposition requires the establishment of two types of files - ACTIVE (prior to the
event occurring) and INACTIVE (after event occurs). The occurrence of the event triggers the
file to become INACTIVE. Add ACTIVE or INACTIVE, as appropriate, to the record label title
you create in ARIMS. The disposition instructions on the label for both the ACTIVE and
INACTIVE files will read: Destroy in CFA 3 years after case is closed. Once the event occurs
(case is closed), create the INACTIVE file. Cutoff (COFF) the INACTIVE file at the end of the
year and destroy after 3 years. Disposition codes of KE1 (i.e., Keep 1 year after event), KE3
(i.e., Keep 3 years after the event), TE2 (i.e., Transfer and destroy 2 years after the event, TE6
(i.e., Transfer and destroy 6 years after event), and TEP (Le., transfer after the event, permanent})
are all examples of combination time-event dispositions. ARIMS labels will show KE, TE, and
TEP disposition codes for these type files. See Appendices D|jand E ffor appropriate labeling.

B-1
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B-4. “General Correspondence” Files. Each “General Correspondence” RN has two
disposition instructions as explained in the following:

a. The first disposition is for ACTION documents (this means your office originated the
correspondence, prepared a reply, filled out a form, or responded to a tasking via phone call).
Disposition instruction is “Keep until NLN after 2 years old for action documents or when NLN
for nonaction documents, whichever applies, NTE 6 years, then destroy.” Add (ACTION
DOCUMENTS) to these labels. Maintain these files for 2 years, then destroy. A sample file
label is shown in figure B-1 below:

KEN 600 General Personnel Corres Files (09)
(ACTION DOCUMENTS)

PA:NA

Keep until NLN after 2 years old for action documents
or when NLN for nonaction documents; whichever
applies, NTE 6 years, then destroy.

Figure B-1. Sample label “General Correspondence” RN — ACTION DOCUMENTS

b. The second disposition is for NONACTION documents (your office took no action, but
you are retaining for information only). Disposition instructions in ARIMS will read the same as
the dispositions instructions for action documents; however, add NONACTION DOCUMENTS
to the label. These files should be reviewed at least annually and purged of all correspondence
that is obsolete, superseded, or no longer needed. If printing the labels from ARIMS, these files
will have a year of accumulation, and the folders will remain in the current year block of files. If
copying and pasting information off ARIMS labels to Microsoft Word mailing labels, users may
remove the year of accumulation; there is no requirement to prepare this type of label every year
if the year of accumulation is removed. A sample file label is shown in figure B-2 below:

KEN 600 General Personnel Corres Files (09)
(NONACTION DOCUMENTS)

PA:NA

Keep until NLN after 2 years old for action documents
or when NLN for nonaction documents; whichever
applies, NTE 6 years, then destroy.

Figure B-2. Sample label “General Correspondence” RN — NONACTION DOCUMENTS

B-5. Setting up Files for the New Year. Files inspections reveals that many units establish
numerous file folders at the beginning of the year, and many folders remain empty throughout
the year. Do not establish file folders until the need arises; prepare folders only for files the AO
or RC is confident will be used during the year.

B-6. File Label Positions. When using lateral filing equipment, place the label in either the first
or third position, whichever provides the best access to identify the folders. The requirement to
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place file labels on folders in three positions to indicate final disposition of the records is no
longer required.

B-7. “Dummy” Folders. Use a “dummy” folder when two or more folders are required under
one record number. Subsequent folder labels behind the “dummy” are only required to show the
disposition code, RN, title of the contents, and year of accumulation (if required); title of
contents in the folder can read according to what is within the folder. However, labels generated
in ARIMS will also show the Privacy Act System Notice and disposition instructions, which will
be acceptable. File dividers may be used in lieu of taping an empty file folder together as a
“dummy.” Do not use a “dummy” folder or file guide with full label instructions when there is
only one file folder for the year.

B-8. Use of Hanging File Folders. When using hanging file folders, label in the same manner
as manila folders, and tape “dummy” folders shut. When using hanging file folders in place of
file guides, ensure they are taped shut to preclude any filing within. Do not insert file guides and
manila folders within the hanging folder; this is a waste of filing supplies. NOTE: The only
exception to this policy is for those records that require transfer to the installation RHA
and Federal Records Center (FRC). Since records boxes only accommodate manila folders
and standard file guides, the RHA and FRC can only accept records filed with standard
supplies.

B-9. Cross-referencing Files. Maintain files in numerical order (housekeeping followed by
mission) within file cabinets. However, in some instances, the size of the record (e.g., computer
printouts), volume of records, storage medium (e.g., electronic, CD-ROM, optical disk, or
microfilm), or mission may require maintenance of files outside of normal numerical sequence
within a file cabinet. In such cases, establish a folder in the correct numerical position in the
primary files cabinet and insert a DA Form 1613, Records Cross Reference, in the folder to
indicate the exact location of records|(see Appendix F|of this regulation for a sample). The only
exception where a cross-reference is not required is RN 1jj, Reference Publications, which are
normally filed in three-ring binders. Records maintained outside the primary files area must also
be labeled per ARIMS.

B-10. File Folder Capacity. Standard file folders are designed with a maximum capacity of %
inch. If contents of a folder exceed this capacity, prepare additional folders per the “dummy”

folder concept as explained in[paragraph B-7 above.

B-11. Fastening Records. Staple records instead of using paper clips. Paper clips tend to hang
on other documents and are pulled off. For records too bulky for staples, use black metal clips,
clam clips, or two-hole prong fasteners.

B-12. Preparing Papers for File. Remove extraneous materials such as Option Form 41s,
routing slips, “Post-it” notes, cover sheets, etc., which are not a vital part of the record, before
filing. Tabs are not considered extraneous materials.
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B-13. Electronic Records. Maintain and dispose of electronic records using the applicable
ARIMS RN for equivalent information in paper form per Chapter 3, AR 25-400-2 (2 October
2007). Establish routine backup procedures to ensure records integrity and avoid possible loss of
valuable information. Cross reference K, KN, and KEN records maintained solely by electronic
medium to the primary files area (see paragraph 8]of this regulation for filing of “T” and “TP”
electronic records using the ARIMS-BAT feature).

B-14. Labeling Floppy Disks, CD-ROMs, and Computer-generated Records.

a. When floppy disks/CD-ROMs are used to maintain the official record copy, labels should
include the disposition code, record number/titles, begin and end dates, PA number (if
applicable), sofiware used to create the records, and classification, if classified. Do not use
floppy disks to store official records with a retention schedule of more than 2 years.

b. Label binders containing computer-generated reports and information by using the
applicable subjective ARIMS RN,

B-15. Filing Unclassified Publications. When publications are available in electronic format
(e-Pubs), there is no requirement to maintain the publication in paper format. With the 1 July
1999 implementation of HQDA’s “Less Paper Policy” and increasing cost of printing, users
should preferably use the electronic version of publications when available, Most e-Pubs are
available through the APD web site at http://www.apd.army.mil/. For publications that are not
available electronically, or if the user maintains the paper version of publications, the following
applies:

a. Generally, publications are separated and filed by type — all Army regulations together,
all pamphlets together, all field manuals together, and all technical manuals together. File these
publications numerically; when letters are added to publication numbers, file them numerically-
alphabetically.

b. Because of the mission or other requirements in some organizations and offices, it may
be desirable to file publications functionally rather than by type of publication. If so, file all
publications on a given subject together.

c. Most pre-printed DA publications have pre-punched holes for filing in three-ring binders.

d. Label each binder. Examples of binder labels are shown in[ Figure B-3 below.| Show
disposition instructions on the lead binder only (the first binder on the left of a row of binders).

e. Do not use permanent marking materials on the spine or cover of the binder. Such
markings make reuse of the binder difficult if the contents change. As preferred methods, use
metal slip-on binder label holders, if available, or attach labels to the spine of the binder with
transparent tape. Avoid using gummed labels since these are difficult to remove when relabeling
is necessary.
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f.  Even though ARIMS prints labels with the year of accumulation, an exception is granted
to eliminate it on binder labels. Prepare binder labels as shown below:

KEN 1jj KEN 1jj KEN 1jj
Ref Pubs Ref Pubs Ref Pubs
ARs ARs ARs
25-50 600-8 600-38
thru thru thru
340-21 600-37 870-5

Keep until NLN after
supersession or obsolescence,
then destroy.

Book 1 Book2 | ~~~ Book3 J

Figure B-3. Sample Label Entries or Binders

B-16. Filing Classified Publications. Store classified publications in security containers that
meet the requirements of AR 380-5. Place the publications in binders or each in a separate file
folder. If folders are used, label the visible edge of the folder per ARIMS and show the
publication number. If placed in binders, the outside of the binder must carry the publication
number and the highest security marking of the documents contained within. Prepare a DA
Form 1613, Records Cross Reference (see Appendix F) and insert in the proper place in the
unclassified files to show where the publication is located and that it is classified. Do not place
classified information on cross reference forms filed in unclassified files.

B-17. Filing Changes/Supplements. Per DA Pam 25-40, Appendix E, file
changes/supplements to Army regulations in front of the basic regulation to which they pertain
after posting. After new pages of a loose-leaf change are inserted, the change instruction sheet is
filed in front of the updated basic. The latest change or change sheet is always placed on top.

B-18. Filing Documents in Binders. Do not interfile documents within the same binder that
are more appropriately filed under different RNs. File these records under each appropriate
individual RN as part of the office’s official files. This requirement will preclude the
establishment of “subject binders” for Safety, Security, Equal Opportunity, Substance Abuse,
etc., because these subject binders often result in interfiling of records having different RNs.

B-19. Authorized Abbreviations. Use abbreviations located at
https://'www.rmda.army.mil/abbreviation/MainMenu.asp in accordance with AR 25-52, in the
disposition instructions. Any abbreviations that will be understood by the custodian of the file
may be used in the title of the file.
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B-20. Block Files. Files with a specific retention period, such as “Destroy after 2 years” will be
cutoff and blocked at the end of the year in which action on the record has been completed. Files
with a continuing type of disposition such as “Destroy when no longer needed for conducting
business” will be reviewed and individual records removed and destroyed at the appropriate
time. After review, current records are brought forward to the new annual block.

B-21. RN 1g, Office Record Transmittals. This file contains copies of SF 135s (Records
Transmittal and Receipt) for unit/activity records transferred to the installation RHA.
Units/activities should maintain the SF 135s until each record category has reached its
disposition date — if there are any records transferred on an SF 135 that has a “Permanent”
disposition, the unit/activity should also retain the SF 135 permanently or until
deactivation/discontinuance of the unit/activity.

B-22. RN 1v2, Access Control — Key and Lock Control Registers. The label within ARIMS
shows only K disposition; disposition code should be KE, because the disposition is based on an
event (after page is filled). Prepare ACTIVE and INACTIVE labels as shown in [Appendix E bf
this regulation.

B-23. RN 1v3, Access Controls — Forms used to record entry into vaults or containers.
Label has been modified to add (except forms involved in an investigation will be kept until the
investigation is complete). Prepare labels as shown at|Appendix E|of this regulation.

B-24. RN 1x1, Office Civilian Personnel Time and Attendance Files — Time and
attendance source records and input records.

a. Defense Civilian Pay System (DCPS) (does not apply to Garrison organizations).

(1) The G4/G8 Customer Service Representative maintains the original timesheets used
by the office timekeeper to input time into DCPS under RN 1x1, which is a 6-year file. This
includes supporting documentation for court, military, law enforcement, and blood donor leave.

(2) Office timekeepers will maintain time and attendance records per RN 1x3, Civilian
Personnel Time and Attendance Files - OPM 71 or equivalent: If timecard has not been initialed
by employee. However, to alleviate administrative burden on office timekeepers, exception is
granted to maintain copies of the timesheets, SF 71s, and other backup documentation in a single
file for the 3-year period whether initialed by the employee, in lieu of separating per RN 1x2 and
1x3. Change disposition code from KEN to “K3” to accommodate local deviation from ARIMS.

b. Automation Time and Attendance and Production System (ATAAPS) (applies to
Garrison organizations only). If employee inputs time, concurs, and supervisor certifies, no
paper timesheet is maintained. Iftimekeeper inputs time for the employee or if the employee has
not concurred after supervisor’s certification, a paper copy of the timesheet must be retained.

The CSR will maintain|per B-24a(1),| and office timekeeper will maintain/ per B-24a(2)|above.

B-25. RN 1hh, Office Temporary Duty Travel Files. Since implementation of the Defense
Travel System (DTS), any paper records kept must be maintained on a fiscal year basis for the
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full disposition period of 6 years, 3 months. An exception to maintain these files in the CFA for
the full retention period in lieu of transferring to the installation RHA was previously granted.
The exception is no longer valid; this is a “T” file and requires uploading to the AEA. This is a
requirement for all USAARMC and USAG organizations. If a USAARMC or USAG
unit/organization requires an exception to maintain this RN in the CFA, submit a request for
approval to the installation RM in DHR (IMSE-KNX-HRS). Other organization RMs on Fort
Knox may establish a local command policy. Organizations that have no need for an exception
must upload records into the AEA. If any organization desires to transfer hard copy files to the
RHA, an exception to policy must be submitted to the installation RM for approval.

B-26. RN lii, Office Military Personnel Files. The disposition has changed from “Destroy 1
year after transfer or separation of the individual to “KEN. Keep until NLN after transfer or
separation of individual, NTE 6 years, then destroy.” Treat the new disposition as an “event” file
and continue to maintain the INACTIVE records for 1 year after the end of the year the
individual transfers or separates. Prepare labels and guides as shown of this
regulation. INACTIVE files may be maintained in a separate drawer but must be cross-
referenced from the main file drawer.

B-27. RN 1jj, Reference Publications. Due to publications constantly changing throughout a
reference library, prepare binder labels as shown at|Figure B-3 |of this regulation.

B-28. RN 1mm, Reading Files. Do not establish the reading file below brigade, regiment,
command, or directorate level. It tends to become a “catch-all” file at lower echelons and abused
by filing clerks that do not take the time to file subjectively.

B-29. RN 5-10c2, Reduction and Realignment Documentation — Office responsible for
submitting documentation for approval. The Garrison Commander’s office is responsible for
submitting Base Realignment and Closure (BRAC) documentation for approval and maintains
the records for 10 years after completion or cancellation of related reduction or realignment.
Offices responsible for review, comment, or contribution of information to the Garrison
Commander’s input will maintain under RN 5-10c3 as a 5-year file.

B-30. RN 15-6b2, Investigative Case Files — Significant cases (those that result in national
media attention, Congressional investigation, and/or substantive changes in Army policy or
procedures). Due to conflicting information on ARIMS label and disposition instructions,
prepare the label as shown in Appendix E|of this regulation.

B-31. RN 25-30hh, Publications and Form Requisition (DA Form 17), and RN 25-30ii,
Initial Distribution Requisitions (DA Form 12 Series). These RNs are used by the Installation
Forms Stockroom only. Use RN 1pl, Office Service and Supply Files — DA Form 12-series to
maintain the 12-series, and RN 1p2, Office Service and Supply Files — Other information, to
maintain the DA Forms 17 in the units/directorates.

B-32. RN 25-30kk, Internal Distribution Schemes. Use this RN to file Fort Knox Form

5001-E (Internal Distribution Card), which shows the unit’s internal distribution of publications
received through the pinpoint distribution system.

B-7



Fort Knox Reg 25-400-2 (6 Jan 10)

B-33. RN 27-10d2, Special Courts-martial (BCD), and RN 27-10e2, General Courts-
martial. Permission is granted per this regulation for S-1 Legal to use these numbers in
additional to the Staff Judge Advocate level.

B-34. RN 37z, Government Credit Card Certifying/Billing Officer’s Account Files. The
certifying officer for government credit card purchases will use this RN to maintain records in
support of certifications for payment of government credit card transaction, to include supporting
documentation, monthly statements of account, purchase logs, purchase card receipts, and copies
of monthly billing statements. The file must be maintained on a fiscal year basis for the full
disposition of 6 years and 3 months. Exception was previously granted to maintain these files in
the CFA for the full retention period in lieu of transferring to the RHA. Since this record is a
“T” file, the exception is no longer valid; if a unit/organization requires an exception to maintain
this RN in the CFA, submit a request for approval to the installation RM in DHR (IMSE-KNX-
HRS). Organizations that have no need for an exception must upload records into the AEA.
Cardholders will continue to maintain their supporting records under RN 715j1, Small Purchases
and Modifications — Other than environmental issues (see paragraph B-57|of this regulation).

B-35. RN 40-66a, Health Records. Change disposition to “Transfer and dispose of IAW AR
40-66.” Prepare label as shown in Appendix E of this regulation.

B-36. RN 40-66b, Dental Health Records. Change disposition to “Transfer and dispose of
IAW AR 40-66.” Prepare label as shown in |Appendix E |of this regulation.

B-37. RN 58-1b, Equipment Daily Utilization Files. Additional information was added on the
label to provide more clarification on disposition instructions. Prepare label as shown at

[Appendix E lof this regulation.

B-38. RN 71-32b, TDA, CTA, and TAADS Files. Permission is granted to use this RN
although ARIMS does not include maintenance at unit level.

B-39. RN 190-45d2, Loss, Theft, and Recovery of Firearms Files — TOE units and other
offices. Disposition in ARIMS reads: “KEN. Keep in CFA until event occurs (1 year afer
recovery, or after 5 years, whichever is first) and then until no longer needed for conducting
business, but not longer than 6 years after the event, then destroy. To simplify files maintenance

and labeling procedures, establish this file for the longest retention period, 5 years, then destroy.
Change disposition code to K. Prepare label as shown at| Appendix E lof this regulation.

B-40. RN 210-130a, Unit and Organizational Laundry Files. Due to multiple dispositions
within disposition instructions and printing of only one disposition code, prepare labels as shown

in|[Appendix E bf this regulation.

B-41. RN 351a, Individual Academic Records. ARIMS disposition reads, “Keep in CFA
until NLN for conducting business, then retire to RHA/AEA. The RHA/AEA will retire the
record to NPRC (MIL) ...when record is 10 years old. NPRC will destroy the record when 40
years old.” Previous guidance was to ensure preservation of these records, local procedure was
to maintain these records for 2 years in CFA, then transfer to RHA. Through use of the AEA,

B-§
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these records will be transmitted to the AEA when no longer needed for conducting business and
NPRC will destroy when 40 years old. Organizations may keep electronic copies on the
organization share drive or by other electronic means for 2 years.

B-42. RN 380-67a, Security Clearance Information. (Requiring action) Added disposition
code of TE since no code was listed for records requiring action. Disposition for those records
requiring action is “Transfer to gaining governmental agency IAW AR 380-67 upon transfer of
individual.” [See Appendix E lof this regulation for sample labels for ACTION and
NONACTION.

B-43. RN 420-1c2, Energy Conservation Reports — Other offices. RN 420-1c2 is no longer
suitable for records maintained in the units. The Directorate of Public Works is the office of
record for energy reports and is the only office authorized to use RN 420-1¢2, which has an 11-
year retention period. Units will use RN 420, General Facilities Engineering Correspondence
Files, to maintain information pertaining to annual energy consumption, energy reports, etc.

B-44. RN 600, General Personnel Correspondence Files. Use this RN to file “sponsorship”
memorandums originated by your office, Soldier/Noncommissioned Officer of the Quarter/Year,
Drill Sergeant of the Year, and Sergeant Audie Murphy Induction correspondence.

B-45. RN 600-8-3¢, Postal Directories. Due to specific instructions in DOD 4525.6-M, DOD
Postal Manual, 15 August 2002, this file must be maintained alphabetically by last name in one
file, regardless of status. The Directory Card (DA Form 3955) is coded for destruction 1 year
after departure for permanent party personnel (e.g., Soldier departing in October 2009, card is
coded for destruction in November 2010) and 6 months for departure for trainees, students, and
other personnel assigned 6 months or less (e.g., individual departing in September 2009, card is
coded for destruction in April 2010). Because the Directory Cards are maintained in one file, an
INACTIVE file is not established; this file cannot be maintained per the ARIMS disposition
schedule since the file must be screened the first week of each month and all expired cards
removed and destroyed at that time. Prepare labels as shown in[Appendix E |of this regulation.
(Exception to the disposition instructions granted to Fort Knox per memo, USTAPC RMD,
TAPC-PDR, 8 May 1997, subject: Postal Directories, File Number 600-8-3e).

B-46. RN 600-8-22b2 and —-22b3, Military Award Cases. Brigade commanders are the
approving authority for Army Commendation Medals (ARCOMs) and battalion commanders for
Army Achievement Medals (AAMs). The retention period for Military Award Cases at the
approval level is 25 years (use RN 600-8-22b2). Therefore, military award case files for
approval authorities must be transmitted to the AEA no later than 31 December of the year
issued, and maintain hard copies IAW para 8e(1) and (2)| this regulation. Transmit these files to
ARIMS AEA by a retrievable name (i.e., Last Name, First Name, MI, Rank, and Order Number)
on the subject line. If desired, organizations may keep files for 2 years on the share drive or on
individual computers after transmission to the AEA. An example would be a file that is
normally cutoff on 31 December would be held in the CFA for 2 years then transferred to the
RHA. For official recommending the award, but not having approval authority, retain a copy of
the award for 2 years (K2) (use RN 600-8-22b3). Arrange these files alphabetically by last
name.
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B-47. RN 600-8-104a, Informational Personnel Files.

a. Establish this file “by name.” Do not maintain below Personnel Administration Center
level. For supervisors of military personnel, use RN 1ii, Office Military Personnel Files.

b. The disposition has changed to “Keep until NLN after transfer or separation of
individual, NTE 6 years, then destroy.” Treat the new disposition as an “event” file, and
continue to maintain the INACTIVE records for 1 year after the end of the year the individual
transfers or separates. Prepare labels as shown inof this regulation. INACTIVE
files may be maintained in a separate drawer but must be cross-referenced from the primary file
drawer.

B-48. RN 600-8-105¢, Permanent Order Record Sets. This file contains copies of permanent
orders issued. Do not charge out or post these orders (record sets). Transmit these files to
ARIMS AEA by Last Name, First Name, MI, Rank, and Order Number on the subject line. If an
orders log is used, it will also be transmitted to the AEA under this RN. Orders for the current
year must be transmitted to the AEA no later than 31 December. Account for missing, lost, or
erroneously destroyed orders by annotating on a MEMORANDUM FOR RECORD and transmit
to the AEA under this RN. Organizations who transmit RN 600-8-22b2 to the AEA must also
transmit only the award order under this RN.

B-49. RN 600-9a, Weight Controls. Change ARIMS disposition code from KEN to TE.
Prepare label as shown mmf this regulation.

B-50. RN 600-20e, Pregnancy and Family Care Counseling. Change ARIMS disposition
code from KE to TE. Prepare labels as shown in Appendix E bf this regulation for proper

labeling.
B-51. RN 635-200c2, General Counseling Statements —ive transfers. Change
disposition code from KEN to T. Prepare labels as shown in of this regulation.

B-52. RN 635-200c3, General Counseling Statements - For rehabilitative
separation/discharge. Change disposition code from TE2 to TE. Prepare labels as shown in

[Appendix E bf this regulation.

B-53. RN 700-19b, Ammunition Status Reporting Files. Permission is granted to use this
RN although it does not include retention at local level in ARIMS.

B-54. RN 710-2a, Property Book and Supporting Documents (DA 3643 and DA 3644). To
provide more clarification on the disposition instructions, use the disposition code K for DA
3643 (Daily Issues of Petroleum Products) and DA 3644 (Monthly Abstract of Issues of

Petroleum Products). See Appendix E bf this regulation for proper labeling.

B-10
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B-55. RN 710-2g6, Soldier Issue Files — Organizational clothing and individual equipment
(OCIE): Unit, (DA 3645). Since these records are transferred with the Soldier to the issue
point when transferring or separating, the disposition code should be TE. Change disposition
code from KEN to TE. [ See Appendix E| of this regulation for proper labeling.

B-56. RN 710-Zh3, Property Loss, Theft, and Recovery Cases — Weapons reports. ARIMS
code/disposition reads: “KEN. Keep in CFA until event occurs (1 year after recovery of item or
after 5 years, whichever is first) and then until no longer needed for conducting business, but not
longer than 6 years after the event, then destroy.” To simplify files maintenance and labeling
procedures, establish this file for the longest retention period — 5 years, then destroy; change
disposition code to K. |See Appendix E [of this regulation for proper labeling.

B-57. RN 715j1, Small Purchases and Modifications — Other than environmental issues.

a. Maintain records created as a result of use of US Government credit cards under this RN.
The file establishes an audit trail for each transaction made. The cardholder must maintain all
copies of the charge slips and vendor invoice or cash register receipt (or delivery ticket) with
their statement of account. The retention period for this file is 3 years after final payment or 3
years after acceptance of goods or services if notice of payment is not furnished by the servicing
Finance and Accounting Office. When disposition date occurs, destroy by shredding to preclude
fraudulent use of charge card.

b. For records maintained by the certifying officer for government credit cards, use RN 37z
(see paragraph B-34 of this regulation).

B-58. RN 725-50b1, Requisition Suspense and Status Files. This file is for use in unit supply
rooms to file copies of requisitions for supplies and equipment. All other areas use RN 1p2,
Office Service and Supply Files — Other information.

B-59. RN 870-5a, MTOE Organizational History Files. Due to conflict of ARIMS label
printed and disposition instructions, prepare label as shown in[Appendix E jof this regulation.
Garrison directorates will use RN 870-5b, Installation Historical files, which requires
transmission to the AEA.
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B-60. Labeling File Drawers. Figure B-4 below shows proper labeling of file drawers.

KEN 1a (09)
thru
KEN 58-1b

KEN 600-8-104a Informational Personnel
Files

PA Sys A0600-8-104AHRC & A0001bAHRC
DEST when NLN for conducting business after trf
or separation of individual

(09)

Sample label for drawer that contains
two or more record numbers. No

Sample label for drawer containing only one file
number. NOTE: Drawer label is identical to

disposition is shown, because it varies first folder label.
among the several record numbers in
the drawer.

KEN 600-8-104a Informational Personnel (09)

Files (A thru L)

PA Sys A0600-8-104AHRC & A0001bAHRC
DEST when NLN for conducting business after trf
or separation of individual

Files (M thru Z)

Sample label entries for drawers that contain only part of one record number. Note the division
(A thru L and M thru Z) is indicated on each label. Disposition instructions and Privacy Act
system notice number is required only on the lead drawer label.

KEN 1a thru K5 600-8-19b2 (09)
thru
K5 600-8-19b2 (08)

KEN 600-8-104a Informational Personnel (09)

K5 220-15a2 thru K5 600-5-19b2 (08)

K5 220-15a2 thru K5 600-8-19b2 (07)

Sample labels where all files for multiple years are maintained in drawers.

Figure B-4. Labeling of File Drawers
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Appendix C
Model Files Plans

C-1. Tables C1-Cl11 contain model files plans designed for use by units. Use these plans as a
guide for establishing files under ARIMS. Units are neither limited to only those RNs shown,
nor do they have to establish each file if their mission does not require it. “General
Correspondence” RNs are not listed in the plans; however, this does not preclude their use.

C-2. Records which require transmission to the AEA are indicated by a “YES” in the
appropriate column.

C-3. Records subject to the Privacy Act (PA) are indicated by the appropriate PA Systems
Notice Number. These numbers are found in the records detail within the ARIMS RRS-A, when
applicable.

Table C-1. Sample Files Plan for S-1/PAC.

RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA NOTICE NO.
la Office Records List
lb Office General Management
lc Office Inspections and Surveys
1d Duty Reports
le Housekeeping Instructions
1f Office Organization Files
lg Office Record Transmittals
Inl Office Mail Controls - Accountable mail receipts
1n2 Office Mail Controls - Documents other than
accountable mail receipts
lo Office Financial Files
1pl Office Service and Supply Files - DA Form 12-
series |
1p2 Office Service and Supply Files - Other
information
lq Office Property Records
1t Office Space Assignments
vl Access Controls - Appointment documents,
access rosters, and local control procedures
1v2 Access Controls - Key and lock control registers
1v3 Access Controls - Forms used to record entry )
into vaults or containers
1v4 Access controls - Other information
lw Office General Personnel Files AO001SAIS
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Table C-1. Sample Files Plan for S-1/PAC (Continued)

RECORD TITLE TRANSMIT | PA SYSTEM
 NUMBER TO AEA NOTICE NO.
1x3 Civilian Personnel Time and Attendance Files - T7335DFAS
_ OPM 71 or equivalent
1z Office Personnel Locator A0001DAPE
laad Office Supervisory or Manager Employee OPM/GOVT-1;
Records - Current employees OPM/GOVT-2
1bb Office Job Descriptions
lee Duty Rosters
Lff Office Standards of Conduct Files A0001bAHRC;
OPM/GOVT-1
1hh Office Temporary Duty Travel YES T7333DFAS
lii Office Military Personnel Files A0001bAHRC
1jj Reference Publications
1kk Technical Material References
Imm Reading Files
1nn Office Message References
loo Policies and Precedents
1-20e Congressional Cotrespondence A0001-20SALL
1-201a Inspection, Survey, and Staff Visit Coordination
Files - Office performing survey
1-201c Command Inspection Program - Office
i performing inspection
11-2a3 Management Control Program - Other than
office with Army-wide responsibility:
Management control evaluations (MCEs)
11-2a4 Management Control Program - Other than
office with Army-wide responsibility:
Documents other than management control
- evaluations (MCEs) -
25-1¢l Capability Validations and Request for IT
Resources - Approved requirements
25-30c Numerical Files (External)
25-30kk Internal Distribution Schemes
25-30zz Office Copier Files
25-55al FOIA Requests, Access, and Denials - Replies A0025-558A1S
granting access, replies to requests for
nonexistent record, or replies to those failing to
pay fees _ _
25-55a2 FOIA Requests, Access, and Denials - Replies A0025-55SAIS
denying access to all or part of the request
25-55b FOIA Administrative Files
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Table C-1, Sample Files Plan for S-1/PAC (Continued)

C-3

RECORD TITLE TRANSMIT | PA SYSTEM
_NUMBER TO AEA NOTICE NO.
37a Individual Travel Charge Card Program GSA/GOVT-3

Administration
37z Government Credit Card Certifying/Billing
Officer’s Accounts Files YES
37aa Certifying/Accountable Officials Appointments T1300
215-1d NAF Accounts YES T7290 (DFAS)
215-1bb2 Recreation and Entertainment Cases - TOE units A0215-2bCFSC
and offices other than office having Army-wide
responsibility
220-1b Personnel Readiness Files AQ001bAHRC
385-10c¢ Safety Awareness Files
600-8b Personnel Information System Reports AQ600-8-
| 23AHRC
600-8¢c2 Personnel Strength Zero Balance Reports - A0600-8-
Offices other than Personnel Automation Section 23AHRC
600-8el Transmittal Letters - JUMPS active Army
600-8-2b Flagging System Management A0600-8-
23AHRC
600-8-6a Military Personnel Registers
600-8-6b3 Army Strength Reports - TOE units and other A0680-
offices 31bAHRC;
A0600-8aDAPE
600-8-10a Leave of Absence Files AO0001bAHRC
600-8-10b Leave Control Logs A0001bAHRC
600-8-19a Promotion Eligibility Rosters A0600-8-
YES 104bAHRC
600-8-19b2 | Enlisted Selection Board Reporting Files - Other A0600-8-
office and TOE units 104bAHRC
600-8-22b2 | Military Award Cases - Approval and AQ600-8-
disapproval authority: Approved peacetime 22AHRC
awards and all disapproved awards YES
600-8-22b3 | Military Award Cases - Offices other than A0600-8-
approval and disapproval authority 22AHRC
600-8-22¢ Award Ceremonies
600-8-22¢2 | Unit Award Cases - Offices other than offices
exercising awarding authority
600-8-101a | Departure Clearances A0600-8-
i 101AHRC
600-8-104a | Informational Personnel Files A0600-8-
104AHRC,;
A000IbAHRC
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Table C-1. Sample Files Plan for S-1/PAC (Continued)

RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA NOTICE NO.
600-8-104e¢ | Qualification Record Extracts A0600-8-
104AHRC
600-8-105a3 | Personnel-type Orders - Offices other than
approving or issuing authority
600-8-105¢ | Permanent Order Record Sets YES
600-20a2 EO Reports - TOE units and other offices
600-20c2 EO Complaint Cases - TOE units and other A0690-
offices 600SAMR
600-20e Pregnancy and Family Care Counseling AQ001bAHRC
600-38al Meal Card Management Files - Active Army:
Meal card control registers and control logs
600-38a2 Meal Card Management Files - Active Army:
Other than meal card control registers and
control logs and all records for Reserve units
600-85a2 Alcohol and Drug Abuse Management Files -
Other offices and TOE units
600-85b3 Alcohol and Drug Abuse Statistics - Other
offices and TOE units
630-10a2 AWOL Statistical Reports — TOE units and other
offices
635-200cl General Counseling Statements - Except for AQ0001bAHRC
rehabilitative transfers
635-200c2 General Counseling Statements — Rehabilitative A0001bAHRC
transfers
635-200c3 General Counseling Statements — For A0001bAHRC
rehabilitative separation/discharge
870-5a MTOE Organizational History Files
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Table C-2. Sample Files Plan for S-1/Legal Clerk

RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA NOTICE
NO.
la Office Records List
lc Office Inspections and Surveys
le Housekeeping Instructions
1p2 Office Service and Supply Files - Other
information
iq Office Property Records
Iv3 Access Controls - Forms used to record entry
into vaults or containers
1jj Reference Publications
loo Policies and Precedents
15-6b1 Investigative Case Files A0027-
YES 1DAJA
15-6b2 Investigative Case Files - Significant cases A0027-
(those that result in national media attention, 1DAJA
Congressional investigation, and/or substantive
changes in Army policy or procedures)
27-10a2 Summary Courts-martial — Office of summary A0027-
court-martial convening authority and table of 106DAJA
organization and equipment (TOE) units
27-10c2 Special Courts-martial - Offices other than the A0027-
SJA of the general court-martial jurisdiction 10bDAJA
27-10d2 Special Courts-martial (BCD) A0027-
10bDAJA
27-10e2 General Courts-martial A0027-
10bDAJA
27-10f Nonjudicial Punishments A0027-
1DAJA
27-10h3 Court-martial Statistics - TOE units and other
offices
635-200a2 | Discharge Board Proceedings - Information on A0635-
other individuals 200AHRC
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Table C-3. Sample Files Plan for S-2

RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA NOTICE
NO.
la Office Records List
1b Office General Management
lc Office Inspections and Surveys
le Housekeeping Instructions
lh Information Access Files A0380-
- 67DAMI
11 Office Classified Document Register or Controls
. - General YES _ 1
1j2 Office Classified Document Register or Controls
- NATO YES
1k Office Temporary Internal Receipts
Ip2 Office Service and Supply Files - Other
information
1q Office Property Records
Ir Office Classified Material Inventories A0001DAMI
| 1v3 Access Controls - Forms used to record entry
into vaults or containers
lgg Office Security Awareness
1 Reference Publications
1kk Technical Material References
Inn Office Message References
loo Policies and Precedents
25-2d1 Accreditation of Automated Information
Systems - Approvals
25-2d2 Accreditation of Automated Information
Systems - Disapprovals
25-2e Personnel Security and Surety (PSSP) Files A0025-2SAIS
25-2j Password User Identification and Equipment A0025-28AIS
Identification
25-30nn2 Training Media Files - Records other than lesson
plans
220-1a3 Readiness Reports - TOE units and other offices
350-1d2 Training Operations - TOE units and other
offices 1
350-28a2 Emergency Tests and Exercises - Offices below |
MACOM level
380-5a Security Briefings and Debriefings A0380-
67DAMI
380-5b Security Inspections and Surveys
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Table C-3. Sample Files Plan for S-2 (Continued)

RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA NOTICE
NO.
380-5k2 Security Classification Files — TOE units and
other offices
380-5nl Office Nonregistered Classified Document
Destruction Certificates - Other than NATO
records
380-5n2 Office Nonregistered Classified Document
Destruction Certificates - NATO records YES
380-5dd Activity Entry and Exit Inspection Program
380-67a Security Clearance Information A0380-
67DAMI
381a Intelligence Reports
500-3a2 Emergency Plans - Offices below HQDA
Table C-4. Sample Files Plan for S-3
RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA NOTICE
, NO.
| la Office Records List
1b Office General Management
lc Office Inspections and Surveys
le Housekeeping Instructions
ip2 Office Service and Supply Files - Other
_ information
] 1q Office Property Records
1v3 Access Controls - Forms used to control entry
into vaults or containers
19 Reference Publications
1kk Technical Material References
Inn Office Message References
loo Policies and Precedents
5-12i2 Radio Frequencies - TOE units and other
offices: Correspondence relating to concurrence
| of the Federal Communications Commission
5-12i3 Radio Frequencies - TOE units and other offices;
Other information
25-30nnl Training Media Files - Lesson plans
25-30nn2 Training Media Files - Records other than lesson
plans
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Table C-4. Sample Files Plan for S-3 (Continued)

RECORD TITLE TRANSMIT PA SYSTEM
NUMBER TO AEA NOTICE NO.
220-15a2 Daily Journal, Staff Journal, and Tactical
Operations Center (TOC) Logs -
Mobilization other offices and TOE units
and peacetime
350-1a2 Training Inspections - TOE units and other
offices
350-1d2 Training Operations - TOE units and other
offices
350-10d2 Army Training Requirements and Resources A0351DAPE
System (ATRRS) Report Files - Other than
office performing Army-wide responsibility
350-28a2 Emergency Tests and Exercises — Offices
below MACOM level -
351a Individual Academic Records A0351aTRADOC;
YES A0351-
1aTRADOC
385-10g Target Practice Safety Files
500-3a2 Emergency plans - Offices below HQDA
600-25¢c3 Ceremonies - Offices other than office
having Army-wide responsibility A0600-25MDW
Table C-5. Sample Files Plan for S-4
RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA NOTICE NO.
la Office Records List
1b Office General Management
lc Office Inspections and Surveys
le Housekeeping Instructions
1p2 Office Service and Supply Files - Other
information
lg Office Property Records
1t Office Space Assignments
1vl Access Controls - Appointment documents,
L access rosters, and local control procedures
1v2 Access Controls - Key and lock control
registers |
| 1v3 Access Controls — Forms used to record
entry into vaults or containers
1v4 Access Controls - Other information
1jj Reference Publications
Inn Office Message References
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Table C-5. Sample Files Plan for S-4 (Continued)

RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA NOTICE
NO.
loo Policies and Precedents
37z Government Credit Card Certifying/Billing
Officer’s Accounts Files YES
37aa Certifying/Accountable Officials Appointments T1300
71-32b TDA, CTA, and TAADS Files
71-32¢g Equipment Tables
420-1ppp2 | Fire Prevention Files - TOE units and offices
other than office having Army-wide
| responsibility
| 600-8-1k Personal Effects Cases A0600-8-
, 1cAHRC
700-19b Ammunition Status Reporting Files
| 710-2a Property Book and Supporting Documents
710-2b Document Registers - Office conducting
inspection YES
710-2¢ Hand Receipts AQ710-
2bDALO
710-2d Property Record Inspection and Inventory |
Reports
710-2hi Property Loss, Theft, and Recovery Cases - No
discrepancies YES&
710-2h2 Property Loss, Theft, and Recovery Cases -
Discrepancies noted YES
710-2h3 Property Loss, Theft, and Recovery Cases -
Weapons reports
710-2m Receipting Authorities
715h Contracting Officer Designations
715i1 Small Purchases and Modifications - Other than
environmental issues
| 725-50b1 Requisition Suspense and Status Files
735-5r1 Financial Liability Investigation of Property A0027-
[ Loss Files - Files involving pecuniary liability __YES IDAJA
735-512 Financial Liability Investigation of Property A0027-
. Loss Files - Other than pecuniary liability files 1DAJA
| 735-5s Financial Liability Investigation of Property
' Loss Control Register Files
735-5t1 Relief from Responsibility (Liability Admitted) A0027-
Files - DD Form 1131 1DAJA
735-5t2 Relief from Responsibility (Liability Admitted) A0027-
Files - DD Form 362 1DAJA
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Table C-6. Sample Files Plan for Battalion Aid Station

RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA NOTICE
NO.

la Office Records List
1b Office General Management
Ic Office Inspections and Surveys
le Housekeeping Instructions
1p2 Office Service and Supply Files - Other

information
1q Office Property Records
1vl Access Controls - Appointment documents,

access rosters, and local control procedures
1v2 Access Controls - Key and lock control registers
1v3 Access Controls - Forms used to record entry

| into vaulis or containers
1v4 Access Controls - Other information
1jj Reference Publications
loo Policies and Precedents
40-66a Health Records A0040-
66bDASG

500-3a2 Emergency Plans - Offices below HQDA
600-85a2 Alcohol and Drug Abuse Management Files -

Other offices and TOE units B {
600-85b3 Alcohol and Drug Abuse Statistics - Other

offices and TOE units
710-2b Document Registers - Office conducting

inspection YES |
710-2¢ Hand Receipts A0710-

2bDALO

710-2m Receipting Authorities
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Table C-7. Sample Files Plan for Dining Facility

RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA | NOTICE NO.
la Office Records List
1b Office General Management
lc Office Inspections and Surveys
| 1e Housekeeping Instructions
1p2 Office Service and Supply Files - Other
, information
| 1q Office Property Records
vl Access Controls - Appointment documents,
. access rosters, and local control procedures
| 1v2 Access Controls - Key and lock control registers
L 1v3 Access Controls - Forms used to record entry
into vaults or containers
1v4 Access Controls - Other information
1w Office General Personnel Files AQQ01SAIS
lii Office Military Personnel Files AQQ001bAHRC |
1jj Reference Publications
loo Policies and Precedents
25-30nn2 Training Media Files - Records other than lesson
plans
30-22a Cash Receipts YES
30-22b Menus Files
30-22¢ Dining Facility Reviews
30-22d Dining Facility Operations
30-22h Ration Request, Issue, Delivery, and Account
Status Files
30-22m Unsatisfactory Subsistence Files
710-2m Receipting Authorities
750-8b Maintenance Request Registers
750-8d Preventive Maintenance Schedules

NOTE: Maintain all dining facility files on a fiscal year (FY) basis versus calendar year.
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Table C-8. Sample Files Plan for Battalion Mailroom

RECORD TITLE TRANSMIT | PA SYSTEM

NUMBER TO AEA NOTICE
NO.

la Office Records List

1b Office General Management

lc Office Inspections and Surveys

le Housekeeping Instructions

1p2 Office Service and Supply Files - Other

information
1q Office Property Records
vl Access Controls - Appointment documents,
access rosters, and local control procedures

1v2 Access Controls - Key and lock control registers

1jj Reference Publications

loo Policies and Precedents
600-8-3a Postal Personnel Designations AQ065AHRC
600-8-3¢ Postal Activity Inspections and Audits
600-8-3d Postal Directory Sources A0065AHRC;

A0001DAPE
600-8-3¢ Postal Directories AO0065AHRC;
AO001DAPE

600-8-3f Standing Delivery Orders AQ065AHRC
600-8-3g Post Office Accountable Mail Receipts
600-8-3h Mail Call and Hours of Collection Files
600-8-3j Postal Lockbox Assignments A0065AHRC
600-8-3p Delivery Service Controls
600-8-3q Postal Activity Reports
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Table C-9. Sample Files Plan for Battalion Maintenance

entries

RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA NOTICE
NO.
la Office Records List
1b Office General Management
lc Office Inspections and Surveys
le Housekeeping Instructions
1p2 Office Service and Supply Files - Other
information
| 1q Office Property Records
vl Access Controls - Appointment documents,
access rosters, and local control procedures
1v2 Access Controls - Key and lock control registers
1jj Reference Publications
loo Policies and Precedents
58-1a Dispatcher Organizational Control Records
58-1b Equipment Daily Utilization Files
385-10c Safety Awareness Files
750-1a3 Maintenance Summary and Management Files -
Active Army and Reserve components: Materiel
Condition Status Reports (DA Forms 2406)
750-1m Maintenance Technical Assistance Files
750-8a Maintenance Requests
750-8b Maintenance Request Registers
750-8¢ Maintenance Tags
750-8d Preventive Maintenance Schedules
750-8e Equipment Inspection and Maintenance
Worksheets
750-8f Historical Records or Logbooks
750-852 Calibration Data Cards - Other than master file
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Table C-10. Sample Files Plan for Orderly Room/Training NCO at Company or Troop

Level
RECORD TITLE TRANSMIT PA SYSTEM
NUMBER TO AEA NOTICE NO.
la Office Records List
1b Office General Management
le Office Inspections and Surveys
1d Duty Reports
e Housekeeping Instructions
1f Office Organization Files
1h Information Access Files A0380-67DAMI
lo Office Financial Files
1p2 Office Service and Supply Files - Other
information
1q Office Property Records
1v4 Access Controls - Other information
ly Office Personnel Registers A0001aAHRC
1z Office Personnel Locator A0001DAPE
lee Duty Rosters
lii Office Military Personnel Files A0001bAHRC
1jj Reference Publications
1kk Technical Material References
100 Policies and Precedents
20-1d Physical Inspections
25-30nnl Training Media Files - Lesson plans
25-30nn2 Training Media Files - Records other than
lesson plans
40-66b* Dental Health Records A0040-66bDASG
215-1aa Recreation and Entertainment Details A0215CFSC
350-1a2 Training Inspections - TOE units and other
offices
350-152 Individual Training Files - CTT OPM/GOVTI;
A0600-8-
104AHRC
350-1j3 Individual Training Files - Other records OPM/GOVTI;
than CTT A0600-8-
104AHRC
351a | Individual Academic Records A0351aTRADOC; |
YES A0351-
_ 1aTRADOC
500-3a2 Emergency Plans - Offices below HQDA

*Companies with trainees.
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Table C-10. Sample Files Plan for Orderly Room/Training NCO at Company or Troop

rehabilitative separation/discharge

*Companies with trainees.

Level (Continued)
RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA NOTICE NO.

600-8¢c2 Personnel Strength Zero Balance Reports - A0600-8-

Offices other than Personnel Automation 23AHRC
. Section
600-8-104e | Qualification Record Extracts A0600-8-
104AHRC
600-9a Weight Controls | A0600-8-
104AHRC

600-20a2 EO Reports - TOE units and other offices

600-85a2 Alcohol and Drug Abuse Management Files
- Other offices and TOE units

600-85b3 Alcohol and Drug Abuse Statistics - Other
offices and TOE units ,

635-200cl General Counseling Statements - Except for AO0001bAHRC
rehabilitative transfers

635-200c2 | General Counseling Statements - A0001bAHRC
Rehabilitative transfers

635-200c3 General Counseling Statements - For A0001bAHRC

Table C-11. Sample Files Plan for Supply/Arms Room at Company or Troop Level

RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA NOTICE NO.
la Office Records List
1b Office General Management
Ic Office Inspections and Surveys
| e Housekeeping Instructions
1p2 Office Service and Supply Files - Other
information
1q Office Property Records
1vl Access Controls - Appointment documents,
access rosters, and local control procedures
1v2 Access Controls - Key and lock control
registers
1v3 Access Controls - Forms used to record entry
into vaults or containers
1v4 Access Controls - Other information
1ij Reference Publications
loo Policies and Precedents
71-32b TDA, CTA, and TAADS Files
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Table C-11. Sample Files Plan for Supply/Arms Room at Company or Troop Level

(Continued)
RECORD TITLE TRANSMIT | PA SYSTEM
NUMBER TO AEA NOTICE NO.
71-32g Equipment Tables
190-14b Registrations and Permits A0190-14DAMO
190-45d2 Loss, Theft, and Recovery of Firearms Files
- TOE units and other offices
210-130a Unit and Organizational Laundry Files A0210-130DALO
600-8-1k Personal Effects Cases A0600-8-
1cAHRC
700-19b Ammunition Status Reporting Files
700-84a Personal Property Accounts (Clothing bag A0710-2¢cDALO
items)
710-2¢ Hand Receipts A0710-2bDALO
710-2d Property Record Inspection and Inventory
Reports
710-2gl Soldier Issue Files - Hand receipts A0710-2dDALO
710-2g3 Soldier Issue Files - Personal clothing: Unit: A0710-2dDALO
Active Army (DA 3078)
710-2g6 Soldier Issue Files — Organizational clothing A0710-2dDALO
and individual equipment (OCIE): Unit (DA
3645)
710-2h1 Property Loss, Theft, and Recovery Cases -
No discrepancies YES
710-2h2 Property Loss, Theft, and Recovery Cases -
Discrepancies noted YES
710-2h3 Property Loss, Theft, and Recovery Cases —
Weapons reports
710-2m Receipting Authorities
715h Contracting Officer Designations
71551 Small Purchases and Modifications - Other
than environmental issues
735-5t1 Relief From Responsibility (Liability A0027-1DAJA
Admitted) Files - DD Form 1131
735-5t2 Relief From Responsibility (Liability A0027-1DAJA
Admitted) Files - DD Form 362
750-8a Maintenance Requests
750-8¢ Maintenance Tags
750-8¢ Equipment Inspection and Maintenance
Worksheets
750-8f Historical Records or Logbooks
750-8;2 Calibration Data Cards - Other than master

file entries
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Appendix D
Sample Labels
HOUSEKEEPING FILES
KEN 1a Office Records List (09) K 1n2 Office Mail Controls -~ Documents 09)
PA:NA other than accountable mail receipts (Jan-Mar)

Keep until NLN after supersession or obsolescence,
NTE 6 years, then destroy.

KN 1b Office General Management (09)
PA:NA
Keep until NLN, NTE 6 years, then destroy.

K 1d Duty Reports {(Jan - Jun) (09)
PA:NA

Destroy in CFA when 0.5 years old.

K 1d Duty Reports (Jul — Dec) (09)
PA:NA

Destroy in CFA when 0.5 years old.

PA:NA
Destroy in CFA when 0.25 years old.

K 1n2 Office Mail Controls — Documents  (09)
other than accountable mail receipts (Apr-Jun)
PA:NA

Destroy in CFA when 0.25 years old.
K 1n2 Office Mail Controls — Documents  (09)
other than accountable mail receipts (Jul-Sep)
PA:NA

Destroy in CFA when 0.25 years old.

K 1n2 Office Mail Controls — Documents (09)
other than accountable mail receipts (Oct-Dec)
PA:NA

Destroy in CFA when 0.25 years old.

KE 1h Information Access Files (09)
ACTIVE
PA:A0380-67DAMI

Destroy in CFA 2 years after authorization expires.

KE 1h Information Access Files (09)
INACTIVE

PA:A0380-67DAMI

Destroy in CFA 2 years after authorization expires.

K 1n1 Office Mail Controls — Accountable (09)
mail receipts

PA:NA

Destroy in CFA when 2 years old.

D-1




Fort Knox Reg 25-400-2 (6 Jan 10)

MISSION FILES

KEN 1 Gen Admin Correspondence Files (09)
(ACTION DOCUMENTS)

PA:NA

Keep until NLN after 2 years old for action
documents or when NLN for nonaction documents;
whichever applies, NTE 6 years, then destroy.

KEN 1 Gen Admin Correspondence Files (09)
{(NONACTION DOCUMENTS)

PA:NA

Keep until NLN after 2 years old for action
documents or when NLN for nonaction documents;
whichever applies, NTE & years, then destroy.

TE 15-6b1 Investigative Case Files (09)
ACTIVE

PA:A0027-1DAJA

Keep in CFA until 5 years old after completed
investigation is accepted by appointing authority,
TRF RHA/AEA

INACTIVE FILES WILL BE UPLOADED TO AEA

U 27-10c2 Special Courts-martial — Offices (09)
other than the SJA of the general courts-martial
jurisdiction

PA:A0027-10bDAJA

Retain in CFA until disposition instructions are
published.

D-2

K 58-1a Dispatcher Organizaticnal Control
Records (Jan)

PA:NA

Destroy in CFA when 0.08 years old.

K 58-1a Dispatcher Organizational Control

Records (Feb)
PA:NA
Destroy in CFA when 0.08 years old.

09)

09)

K §8-1a Dispatcher Organizational Control
Records (Mar)

PA:NA

Destroy in CFA when 0.08 years old.

09)

K 58-1a Dispatcher Organizational Control
Records (Apr)

PA:NA

Destroy in CFA when 0.08 years old.

K 58-1a Dispatcher QOrganizational Control
Records (May)

PA:NA

Destroy in CFA when .08 years old.

09)

09)

K 58-1a Dispatcher Organizational Control
Records {Jun)

PA:NA

Destroy in CFA when 0.08 years old.

09)

K 58-1a Dispatcher Organizational Control
Records (Jul)

PA:NA

Destroy in CFA when 0.08 years old.

09)

K 58-1a Dispatcher Organizational Control
Records (Aug)

PA:NA

Destray in CFA when 0.08 years old.

09)

K 58-1a Dispatcher Organizational Centrol
Records (Sep)

PA:NA

Destroy in CFA when 0.08 years old.

09)

K 58-1a Dispatcher Organizational Control
Records (Oct)

PA:NA

Destroy in CFA when 0.08 years old.

09)

K 58-1a Dispatcher Organizational Control
Records (Nov)

PA:NA

Destroy in CFA when 0.08 years old.

09)

K 58-1a Dispatcher Organizational Control
Records (Dec)

PA:NA

Destroy in CFA when 0.08 years old.

09)

K 58-1a Dispatcher Organizational Control Records

PA:NA
Destroy in CFA when (.08 years old.

(09)




Establish “dummy folder” as shown,
Sollowed by individual (by-name?” folders
Jfor each Soldier:

KN 350-1j2 SMITH, Aaorn A. (09)
KN 350-1j2 JONES, Timothy R. (09)
KN 350-1j2 DOE, James K. (09)

KN 350-1j2 Individual Training Files - CTT (09)
PA:OPM/GOVT 1, A0600-8-104AHRC
Keep until NLN, NTE & years, then destroy.

K 600-8-3p Delivery Service Controls (09)
PA:NA
Destroy in CFA when 1 year old.

K 600-8-3q Postal Activity Reports (09)
PA:NA
Destroy in CFA when 6 years old.

| K 600-8-6a Jan - Jun (09)

PA:NA

Destroy in CFA when 0.5 years old.

K 600-8-6a Jul - Dec {09)
PA:NA

Destroy in CFA when 0.5 years old.

K 600-8-6a Military Personnel Registers (09)
PA:NA
Destroy in CFA when 0.5 years old.

Fort Knox Reg 25-400-2 (6 Jan 10)
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Appendix E

Exceptions for File Labels
KE 1v2 Access Controls — Key and Lock  (09) KEN 1ii JOHNSON, Roxanne L. (08)
Control Registers: ACTIVE
PA:NA KEN 1ii HARRIS, Samuel K. (08)
Destroy in CFA 0.25 years after page is filled.

INACTIVE 2008
KE 1v2 Jan - Mar (09) KEN 1ii JONES, John R. (09)
PA:NA -
Destroy in CFA 0.25 years after page is filled. KEN 1ii DOE, Samantha K. (09)
KE 1v2 Apr-Jun (09) IACTIZE —e003
PA:NA
Destroy in CFA 0.25 years after page is filled. KEN 1ii SMITH, Joe A. (09)
KE 1v2 Jul - Sep (09) KEN tii ADAMS, Alexis J. (09)
PA:NA
Destroy in CFA 0.25 years after page is filled. KEN 1ii Office Military Personnel Files (09)
PA:AC001bAHRC

KE 1v2 Oct-Dec (09) Keep until NLN after individual is transferred or
PA:NA separated, NTE & years, then destroy.

Destroy in CFA 0.25 years after page is filled.

KE 1v2 Access Controls — Key and Lock  (09)
Control Registers: INACTIVE

PA:NA

Destroy in CFA 0.25 vears after page is filled.

KEN 1v3 Access Controls - Forms used to (09)
record entry into vaults or containers

PA:NA

Keep until NLN after first entry on new form
completed, NTE 6 years, then destroy. (Except
forms involved in an investigation will be kept until
the investigation is completed).

TEP 15-6b2 Investigative Case Files - (09)
Significant cases (those that result in national
media attention, Congressional investigation,
and/or substantive changes in Army policy or
procedures)

PA:NA

Keep in CFA until completed investigation accepted
by appointing authority, submit to NARA for case-by-
case disposition schedule, PERM.

KEN 1jj Reference Publications

PA:NA

Keep until NLN after supersession or obsolescence,
then destroy.

TE 40-66a Health Records (09)
PA:A0040-66bDASG
Trf and dispose of IAW 40-66.

RN 40-66b applies only to companies with
trainees

E-1

TE 40-66b Dental Health Records (09)
PA:A0040-66bDASG
Trf and dispose of IAW 40-66.
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KEN 58-1b Equipment Daily Utilization Files (09)
PA:NA

Keep until NLN after information is transferred to other
records, NTE 6 years, then destroy. (Except when
required for accident investigation or state gasoline tax
purposes).

K 190-45d2 Loss, Theft, and Recovery of (09)
Firearms Files — TOE units and other offices.

PA:NA

Keep 5 years, then destroy.

Files requiring action per AR 380-67:

TE 380-67a Security Clearance Information (09)
PA:AQ380-67TDAMI

Trf to gaining government agency JAW AR 380-67 upon trf
of individual.

Files requiring no action per AR 380-67:

KEN 380-67a Security Clearance (09)
Information

PA:A0380-67DAMI

Keep in CFA until NLN after individual is transferred or

Other information: separated, NTE 6 years, then destroy.

K 210-130a Unit and Organizational (09)

Laundry Files L .

PA:A0210-130DALO Maintain in alphabetic order by last name.

Destroy in CFA when 1 year old.

DA Forms 3799 and other related control
documents:

KE 210-130a Unit and Organizational (09)
Laundry Files (DA Forms 3799): ACTIVE
PA:A0210-130DALO

Destroy in CFA 0.25 months after individual terminates
use of the service.

Do not create an INACTIVE file.

KE 600-8-3e Postal Directories (09
PA:AQQ65AHRC; AGOQTDAPE

Permanent party personnel: DEST in CFA 1 year after
departure. Trainees, students, and other personnel
assigned 6 months or less: DEST in CFA 6 months after
departure.

KE 210-130a Unit and Organizational (09)
Laundry Files (DA Forms 3799) {Jan - Mar): INACTIVE
PA:A0210-130DALO

Destroy in CFA 0.25 months after individual terminates
use of the service.

KE 210-130a Unit and Organizational {09)
Laundry Files (DA Forms 3799) {Apr - Jun): INACTIVE
PA:A0210-130DALO

Destroy in CFA 0.25 months after individual terminates
use of the service.

KE 210-130a Unit and Organizational {09)
Laundry Files (DA Forms 3799) (Jul - Sep): INACTIVE
PA:A0210-130DALO

Destroy in CFA 0.25 months after individual terminates
use of the service.

KE 210-130a Unit and Organizational {09)
Laundry Files (DA Forms 3799) (Oct - Dec): INACTIVE
PA:A0210-130DALO

Destray in CFA 0.25 months after individual terminates
use of the service.

E-2

KEN 600-8-104a JOHNSON, Roxanne L. (08)

KEN 600-8-104a HARRIS, Samuel K. (08)
INACTIVE - 2008

KEN 600-8-104a JONES, John R. {09)

KEN 600-8-104a DOE, Samantha K. (09)
INACTIVE - 2009

KEN 600-8-104a SMITH, Joe A. (09)
KEN 600-8-104a ADAMS, Alexis J. (09)
KEN 600-8-104a Informational Personnel (09}
Files

PA:A0600-8-104AHRC; ACO0TbAHRC
Keep until NLN after transfer or separation of individual,
NTE 6 years, then destroy.
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TE 600-9a Weight Controls: ACTIVE (09)
PA:A0600-8-104AHRC

File in MPRJ on transfer, separation, or completion of the
program.

KE 710-2a Property Book and Supporting (FYo9)
Documents: INACTIVE

PA:NA

Destroy in CFA 6 years after property is turned in or
destroved.

TE 600-20e Pregnancy and Family Care {09}
Counseling: ACTIVE

PA:AQ001bAHRC

Destroy in CFA 0.25 years after transfer or separation of
individual. (If individual is transferred on post, fwd file to
qaining organization.)

TE 600-20e Pregnancy and Family Care (09)
Counseling (Jan - Mar): INACTIVE

PA:AQ00Q1bAHRC

Destroy in CFA 0.25 years after transfer or separation of
individual. (If individual is transferred on post, fwd file to
gaining organization.}

TE 600-20e Pregnancy and Family Care (09)
Counseling (Apr - Jun): INACTIVE

PA:A0001bAHRC

Destroy in CFA 0.25 years after transfer or separation of
individual. (If individual is transferred on post, fwd file to
gaining organization.)

TE 600-20e Pregnancy and Family Care (09)
Counseling (Jul - Sep): INACTIVE

PA:AQ001bAHRC

Destroy in CFA 0.25 years after transfer or separation of
individual. (If individual is transferred on post, fwd file to
gaining organization.)

TE 600-20e Pregnancy and Family Care (09)
Counseling (Oct - Dec): INACTIVE

PA:A0001bAHRC

Destroy in CFA 0.25 years after transfer or separation of
individual. (If individual is transferred on post, fwd file to
gaining organization.)

Rehabilitative transfers:

T 635-200c2 General Counseling (09)
Statements — Rehabilitative transfers
PA:AQ001bAHRC

Forward documents, such as DA Form 4856, to gaining
activity; whether it is an on or off post trf.

Rehabilitative separation/discharge:

TE 635-200¢3 General Counseling (09)
Statements — For rehabilitative separation/discharge
PA:AQ001bAHRC

Place with individual’s discharge case file (RN 635-200a2)
after execution of rehabilitative separation/discharge.

KE 710-2a Property Book and Supporting
(FY09)

Documents: ACTIVE

PA:NA

Destroy in CFA 6 years after property is tumed in or

DA Form 3643:

K 710-2a Property Book and Supporting (FY09}
Documents (DA Form 3643)

PA:NA

Keep 1 year, then destroy.

DA Form 3644:

K 710-2a Property Book and Supporting (FY09)
Documents (DA Form 3644)

PA:NA

Keep 2 years, then destroy.

Discontinuance of Unit:

KE 710-2a Property Book and Supporting {FY09)
Documents: ACTIVE

PA:NA

Destroy in CFA 6 years after reduced to zero balance and
accounting for property.

KE 710-2a Property Book and Supporting (FY09)
Documents: INACTIVE
PA:NA

Destroy in CFA 6 years after reduced to zero balance and
accounting for property.

Establish “dummy folder” as shown,
Jollowed by individual “by-name”
Jfolders for each Soldier:

TE 710-206 Jones, Alex L. (09)
PA:A0710-2dDALO
Send with Soldier to issue point upon trf or separation.

TE 710-2g6 Jones, Alex L. {09)
PA:AQ710-20DALO
Send with Soldier to issue point upon trf or separation.

TE 710-2g6 Davis, John A, (09)
PA:AQ710-2dDALO
Send with Soldier to issue point upon trf or separation.

TE 710-2g6 Soldier Issue Files — Organizational (09)
Clothing and individual equipment (OCIE): Unit (DA
Form 3645)

PAA0T10-2dDALO

Send with Soldier to issue point upon trf or separation.
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K 710-2h3 Property Loss, Theft, and Recovery (09}
Cases — Weapons reports

PA:NA

Keep 5 years, then destroy.

TEP 870-5a MTOE Organizational History (FY09)
Files: ACTIVE

PA:NA

Trf to HQDA (SAMH-FPQ), Bldg 35, 103 Third Ave., Ft
McNair, DC 20319-5058 when unit is discontinued,
disbanded, inactivated, or reduced to zero strength, PERM.

TEP 870-5a MTOE Organizational History (FY09)
Files: INACTIVE

PA:NA

Trf to HQDA (SAMH-FPO), Bldg 35, 103 Third Ave,, Ft
McNair, DC 20319-5058 when unit is discontinued,
disbanded, inactivated, or reduced to zero strength, PERM.
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Appendix F
Sample Cross Reference Sheet

RECORDS GROSS REFERENCE
Far uss of Biis formn. see DA PAM 15403 the proponsnt sgancy i AASA
FRla thiz mhest tn shwse whors it fiies wee focatsd
1 ARNSRECORDMUDABER  forwtwh 25 taxes ol shaefs Mact | 2. ARBMS RECORD NUMBER TITLE
13-J0ee Publications Rufatoce Sets
3. RELATED RECORD INFORMATION Ui & separals DA Form 1813 or aach rniea recast)
2. GRIGINATOR A T
DHR Edidog
b. ACORESSEE fe! (Loe ftem 204 mwve Gpace 15 pvecod) ’
TC WHOM [T MAY CONCERN
¢ SURLECT o. DATE (VYYYIMED)
Locatian of Publicatron Helference Sets 20B0504
a LOCATION [of whins recard 8 Ried ) L MECSA
(13 ARIME RECORD NUMESR 12) ARIMS RECORD NUMBER TITLE [ rerpcoey
25-INee Pubhcatzon Releencs Sels ——
¢ BUMEARRY  (Give & bria? b rhian of e of e mis‘ed oo
Fort Kngx Publicatiomy refereawes ane lovated in book shelf besids editing desk
Coutia_. W Lwethan
COSETTE H TUCKER
Adroin Asst
0A FORM 1613, JUN 2008 AOPEE M
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Appendix G
Sample Duty Appointments for Records Coordinator

(Office Symbol) (date)

MEMORANDUM FOR (Individual’'s Name)

SUBJECT: Additional Duty Appointment

1. Effective (date), (name), is assigned the additional duty of Records Coordinator for
(unit/activity). Duty phone number is (4-xxxx).

2. Authority: AR 25-1, para 8-2e(7)()9, AR 25-400-2, and Fort Knox Reg 25-400-2.
3. Purpose: To serve as the unit/activity Records Coordinator.

4. Period: Until officially released or relieved from appointment.

5. Special Instructions:

a. Ensure each Action Officer within the unit/activity has been properly registered in
ARIMS.

b. Assist each Action Officer in developing an ORL for their section and ensure the ORL is
updated annually.

c. Ensure files and filing equipment are properly labeled and maintained to facilitate filing,
searching, and disposition of records.

d. Ensure records eligible for transmission to the Army Electronic Archives or for transfer
to the installation Records Holding Area are properly transmitted, arranged, and transferred in
accordance with the disposition schedule.

e. Ensure all personnel engaged in filing are properly trained and have attended an ARIMS
course.

(Name)
(Rank, branch)
Commanding

CF:
1 — Duty Appointment File
1 — DHR (IMSE-KNX-HRS)
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Sample Duty Appointment for FOIA/PA Coordinator

(Office Symbol) (date)

MEMORANDUM FOR (Individual's Name)

SUBIJECT: Additional Duty Appointment

1. Effective (date), (name), (unit), is assigned the additional duty as Freedom of Information
Act (FOIA) and Privacy Act Coordinator.

2. Authority: AR 25-55, AR 340-21, and Fort Knox Pam 25-4.

3. Purpose: To perform duties IAW applicable directives.

4, Period: Until officially released or relieved from appointment.

5. Special Instructions: Appointee will become familiar with current directives governing the
above duties.

6. Point of contact is (name) (phone number).

(Name)
(Grade, rank)
Commanding

CF:
1 - Duty Appointment File
1 -~ DHR (IMSE-KNX-HRSA/Mrs. Trump)

o
k2
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Appendix H
Instructions for Creating Folders for Transmission to Army Electronic Archives (AEA)

H-1. Go to RM-Assist, Folders, and Create Folders.

[ -3 ”- !m Iﬂﬂl& w E - '.;I"..'
Do - 3 - (W] (T Y| D seeen hrreeee €0 | E- T -0 WS

agaress [HX] hooe: (e arme pem e ARIMS MarB aoe 81D

Popular Links
U CRLE need your apdoval BR5-8 updatca
BrADA weeh alio
i i EQIA ol site
Login Options TR F
T — Popular Downloads
Unn Fiver [ S ARINS Urocs Guida
BAT tacra Gy
Sotoct Unit [USA GARRISON BT £HOX - WECDAA =] ke
ANNOUNCEMENTS as of 0473672008 Ensure you have
“* CAC Logon is unavodabie at this Wisme =
& e r
” the correct UIC,
Brovious Anrieunco me i
ARIMS 16 a role based ays1om managed and apsrmed by the LR Amy Records M and O ficatian Agenry (RMDA) Ho prmary purpone i ta =
O anth R a =
[T U081 M. B iits ey il AR IS ey I l,ﬂ [' xm-m
@5 scnre| a0 - 3 lﬁguun;nn—ne E]mmm‘...lrwm ]E}mmmm C D s mearn

H-2. Select the office symbol, ORL, and record instruction you will be transmitting to (T and TP
files only).

H-3. Do not select “Hard Copy” sinice you will be submitting electronically.
H-4. If desired, you can create subfolders within the folders.

H-5. Click “Add Folders.”

| - 3 ] () @D | D s Bpravees €| B e - |

it JE53 s ococir_seimi - ermy i) =1 EY e |urie =[EE,
——-m"mﬂmmmﬁmmmmw-— -

folder memes. ona per hne into the Nemes flald and click tne Add Folder bution All folders thel fre Cresled wil Do =l
itantcsl axcap far iha NAME they will D BASSd an (e ASAWE (@cord NAUCHON oM the same ORL and in the ssme
yowur They wil all b i tne seme Specisl Collechian «f sppliceble

A tolsher smmy D8 lemoved fram 1he Crastion liat By clicking Dalate befare Elicking the Subme buitan Once il folders
ne~a o880 added click Submit (o Crests the folders mnd (o print lgsele for any hardcopy faldsrs (hat Nane Do

4 prii B MGLple NaTdCopy récards i will SECupy rMors than one foider use the Mulli-pBr chackbox and enter l
Tha foisl Pymbac regquirsd i Ehe Count  fidkd

USA GARRISON FTHKNOX - VWSCDAA

Ensure you select the correct
Office Symbol [MASE-KNX-HRSE = ——] y

Gffice Recoas Liat  [2008 - DAR Ednmg = — Ofﬁce SymbOl, ORL, and
Record Inatructian  [25-30mim Publicauon record sele - Heodqua =1 " ff———— rec()rd instl‘uction.

Mames of Mew Folgera I —;—i

Hara Copy

LAuS-p o ": il

|nga=sij for m Specisl Collesliga ™ Yas & Tio o L L )
o e il _—y Coul(! be Cdr’s RO!ICIES,
s exercises, operatlons, ete,
] aen = = T T T [ (D et T
o7 snare] 45 (@ [0 Create Hultiste Fotde.. 8 sy sessnaps tomee - | 105 Macrosofs Powarmont < [ | (23 Fors s eosoms (a1 | e
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H-6. Under “Add Folders,” the folder created will show.

H-7. Click “Submit.”

H-8. The RC or designated representative can now transmit record(s) to the AEA.

g s Mluiitgibt Fubtesm - $b mesdd Tatemmt £ -~ - = =l )
Dle £t Wew Fovedtts | Teds  pel L i : | &
Qoo - 5 - () B G| e S @ 2 E - 6 |
Addcremm [B] s Fwrerss a3 Sy mAARIMS RMASESUR GersfCr oTer ot =] Edco |une =G5 - |

|
if you hava multiple hardeopy records that will accupy more then one folder use the Mulli-pad chackbox and anter
the total number required in the Count figld

UIA GARRISON FTKNOX  WECDAA

Offics Symbol [IMSE-KIX-HRSE =]

{iMice Records List [2006 - DOIM Ediling =]

Racoid Inatructhion |2_5-30mm Publication recosd seis Hradqua;l‘

Namas of New Foldics I ﬂ
Hard Copy
tMulti-pary T Count |
= & b |
Indaxing for @ Special Calctan ¢ Yai F ha
Spacial Coletuon: | i |

25.36mm Publicaiion record sets nn:qumtT.-r-.l_ '.\ep:rlmenl of 25 30mm Pubhicatsan record sets  Hendguertern. Depanment of
the Army. Chief of Stafi, HQDA staff agency major command e Amy Chief of Siaf HODA s1aff agency. majsr command
amd subsammand

Submh I

and subcommand

None Electronic  Lialals

11 s ) i3
= e T T T B e e
Arsaemer] df - (G [E] Create Multicle Folde.. @] semy Knowledge Grina -, | {3 Mressft powerpomt - [, | 13 Fortrnox Polaes tom) | @ 5m ad zhm
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Appendix I
Instructions for Submitting a User Role Change Request

I-1.

I-2.

I-3.

I-4.

I-5.

I-6.

1-7.

Go to “Account Admin.”

Access Request.

User Role Change Request.

Select “Records Coordinator” from the dropdown arrow.

Reason for request will be that you are the RC. Enter what unit you are the RC for.
Click “Submit.”

For USAARMC and Garrison organizations, the request will go to the installation RM for

approval.

I-8.

If you have submitted the additional duty appointment for RC, your Role Change Request

will be approved.

I-9.

Once approved, go to Account Admin and Profile to verify your User Class has been

changed from AO to RC.

I-10. The same steps will be performed for AOs or RCs requesting RM privileges.

1-1
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Appendix J
Instructions for Submitting a Unit Access Request

J-1. Go to “Account Admin,” “Access Request,” and “Unit Access Request.”
J-2. Select the appropriate ACOM/ASCC/DRI.

J-3. Select the UIC you will need access to. USAARMC RCs have a listing of UICs to select
from; UIC listings are at the top of the account spreadsheet that was e-mailed to all RCs,

J-4. Select the office symbol you will need access to.
J-5. Enter the appropriate Request Role.
J-6. Enter reason for request.

J-7. Request will go to the installation RM for approval (USAARMC and Garrison
organizations).

J-8. Ifthe correct UIC, office symbol, and the reason for request is justified, the request will be
approved.

J-9. To verify you have access, select the drop down to view UICs you have access to from the
Home screen.

J-1
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Appendix K
Inspection Checklists

INSPECTION CHECKLIST

For uter ol it o e 52 Form knoe Aarr 36-4
FUNGTINAL AREA, WG M
Rocouds Mensgemeat Arrmy Resgads Infomntion Mangcrciil Snettts
FRACFCHERTIPHINE NO CATEOF RSO

PO
IMSF-RNX-HRY, 4-7128750006141 12-15-200%
U ISR W Y=L IS RAREIPHONE N
LD

YES | nC | N HEPECTCNITEM

1. b4 copy of AR 254002, The Asiny Recouds lafennaton Mangamneat Systen (ARIME), 2 Mutober 2007, smel Fopt
Knox 'Reg 252011 em hend or svalonle slectromcally?

2. {les 2 Recopds ffamagemen Caordinalor heen appiinied and # eopy of Ve appointment reeme furnighed to fhe
installption Repoode Maonger (IMSE-KNX-HRS)? (AR 25-), por §-20(7,(39. and Fort Knox Reg 25-106-2,
o SE0A3) 1 doly sppomimenl i nnl cumrend, his will baam somatic Raoomls Mannzernent inapecticn filvre.

3. (8 the QUL ctireant, and hes it bocy approved by thes ingtallation RRecocds BAanager lor the cwrant calendarffizcn) veor?
(AR 25-109-3, para 5-10b, and Forl Kowx Reg 23-4(0-2, para 5171)) i ORL i8 not currenr, this will be ws aaowaris
Rueeads Mangpoaed nepeetion filme.

4. Haw all CRLs undes Rosards Coordinatar respausibilicy been tpdated aurally? (Fot Kooy Ruyg 25-0K1-2, pura
SE1Y TEORY < e rak cuarren, Lhix will e gn fu: Recids he 1 ingpectica filure,

£, Ane all revurd conbaimees and (il Soldezs Labeled! (AR 25-400-2, purs &2a, and o Knox Beg 25-400-2,
Appendices B and I [If tabels cre oot prepnred, this wil be an sucmutic Records bianngeroont inspection fuiter,

6. Do alt labels include e dispoaition tode, record mvonber, secard title, Privoey Act Svatens Wotice mamber (JF
wplicaabte], disposilion dustcoactions, and whese sppropniate, due yen of wecunuibaline? (AR 2340002, nars G2, 2mel Part
Knoe: Rog 25-200-2, pern 4b)

T [fibe "dummy (akder® concpt it vsed, is i in ascondimee with Fort Kncx Reg 25-900-2, povu B-2.

B. Have all fobels beren onnotated with the proper disposition atendards and peoeris rebenticn pariads or canverted to the
exact cwrell, ransfee, reireowot, and disposician dates? (Fort Knox Reg 25-400-2, para 433 In endes 1o pass the
Revnndy Miunugment dnepectiom, {iles must be creuted in mly e o the (Brs

B Are (olciers nsed 1o ke nedalwid recirds sogether, 1o il in retrimal of seorgils by Eabel identi Gication, and protect
the records? (AR 23-400-2, peya 541b)

WML Mne Biles b progar sequaiee withie sppopsisic Miog arsagtncol §i.c.. ulphsbotnal debe, namencal | e ) 1
pevvmi iy privk reriewd? (AR 25-400-2, gwru 5-3)

11, AT cogrespondence/document s LodeT e "Remern) carrespondence” caveperies filed per apphicable dispesiten
instruerions bagzd ¢n whether che cosrespondence is sm ACTION ot NONACTION documsent {feceved for difarination
wily)t (Fort Knox Beg 35-440-2, psra 3-4)

12, ue fitse wall a spacified ceremtion period, cucl ae “Deauoy afiee 2 vears,” cunndl ahd blocked at the 2wl of Uis year
in which actinn on the reonsd has Lo completed? (Fonrt Knox Reg 25-4410-2, pora B1-207Y

11, Are fikes with n continming 1ype «f dispaition, x.ch ax ' Thedray when my longs nesded lar condur fing burinessy,’
raviswed and Sndividoel records removed oed desiroyed et the approprinte Hme? ADer Tevicw, Bz the quread recceds
bronght toewnrd co the new anmial hlask? ¢lan Knex Rep 25-1%L2, o H.2)

14, Ar2 ricoeds cecaivad for file complate and ka3 urncedssr, matedal baan slisvinated? 1138 corméspondmmce for Ble
bestr assambled o5 shown in AR 23-507 {AR 25-400-2, pam §-3, ond AR 2550, Figare -1}

15 11 12 vesinwred cicnenal be Belemibidiecl 18:r Blioy fios 2 Lezem Trougdit B the utfention of U tosta¥hitiaon Becopds Remger?
(AR 25400-2, jmam 2-22)

FK FORM 331.E, FEB 2003 PRSWCUB EL TIONS ARS DBSOUETE Paga ) @2
FE{EWVIN

K-1
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INSPECTION CHECKLIST (eontinued)
=_NCTIONAL AREA SUBIECT AREA:
Rroarus Mpnapsmend . Aney iteconds fnformaln Mamsgement Systam
. DEITCTRNITEN

Y5 | hC | NA

1€, Arc ([Jen darinwed or Innslisved pay dispreativg swadant? (ARTWR RRE-4 ymid Furt Kinox Rop 254002,
pars & and Appendiess B rod Iy I filax are et dectyoyed, irapamitted, of tra maferned per disposition standads. dua widl
be o audcomati  Recnndy Munseennoil hrspoction (ailams.

17, Ase OR OFFICIAL USE ONLY recordz and diose subjex 1o the Drivecy Ast peopeely destroped? (AR 15.55, pasa
45813

18. Have all eligikle records deen transfizved 16 Ihé malallétion Reormis | laldmg Area or Army Flacinonic Archives
{ARA} within dhe requuecd nmeframa? (AR 25-400-2, Table 7-1. and Forr Knon Reg 25-400-2, paa 8) 1 thia wak hed
1ol been crmplelal, this ix am sulcmate Revondy hMensganant mpection Gilwe.

19, I recrerds v been arederned G Ui Recin ks Haldmig Ares, ix ome e < eext %F 135 macbnned soder BN 1,
Office Record Tragson“ttels, vatil the recond bas 1eached its dispocicion date” (AR 25-400-2, para 9-3a, and Fort Knox
Reg 254062, Appendik 13, paca 13-21)

20. Axcceords eneustnened by el cotronic aoany only” peseed. used, and destroved poy Cliaptes 3. ARt 25-MR52 and
vidonoe provaded doring THytizmirm Tnswing?

21. Hae the Reconks Cormdinater ar Action Officer allendid sm ARTMR Tosimimg Clusy? (Fort Knox Rep 2 54002,
para 3611)

21, Mes the Recards Coordinotar begun emnanission of 2000 and bater Transfer and Tronsier Permpoent #1168 iis
aecgrdmee wilh e sbli shed guidelinex? (Forl Knve Bey 25-4N52, pura 8BY Thas is an ewnmitic Resonds Vanigemeni
nspection Bilws.

23. Mtag all 2099 Transicr and Transder Permancar files bern tramamived te the Ammy Elccaoic Archives? (Fane K
Reg 25-900-2, poows ¥h(4) Veginming January 2014, Uus vall be 2n auamalic Hecords Mimsgement inspesioon fsluge ol
Reoocds Coordinstor oc desizneted sepcesentative hos not immmichod fles to the ATA by 31 Jmuncy 2049,

24, Hns the Recards Conedinator aabmitied a "User Role Change Request?™ {Fort Xnox Reg 25-450-2, pom, 10i)

2% Hnz the Records Coasndinnine suibmmilial 3 “Tiril Scoews Recqued” for thiaoe ang; lirns hefihe is cespomxible [or?
vl Koo Ry 25100-2, poara 105} Thus will be 2o enbounatic Rovords Masugscioeur insprotion failne 1f Ricosds
Coardinator does nol e xsmec 2l umits heefshi is nepunitde fee

‘;‘.ﬁ. Asc all files momimced oo n share dgee lebeled IAWY Lont Knox Keg 25-400-2, Appentsx PP snd Digilization
raicing?

27, Aae files an the shae dnve Trat bowe reoclucd the full acheuton poriod remowod? [Feat Kuok Rep 254002,
Appendix P, para F-3) Degiming Lmry 2810, this will he an nulmmatic Reeords Mamagement jospection failune o
cuibdared files are on the shere drive

2B, Asc all forms organiung tom the orppaiziimal Youns Coorduwtor tiled pader K2 25-30c, Numencal Files
{Rxtemnal)?

29 e all finres urddia Fooss Coardsitatar reapansibility secannted o and on file?

24, s the 1'oeniz Cooedinatoe duty eppointimens up bo date?

GO 3315, FEB 9 Jsn l 2

HEPEW 0D

K-2
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IRBPECTION EHECKLIST [conlinued)

FINCT SHAL ARES SLDUITT ARTA
Records Mamageusist Prispey Act{P¥A)
e | Ho | Mw O TONITEY

1. Aac AR 3402 1 and Fort Kxea Fam 254 on Jund for retermoes?
' 2. Hee a Freedom of Information Act (FOMIPowacy Axt (PVAY cromdinateos been appainied? (AR 340-11, pam 1-9n)

3, Ischere o stotecrent show on il nislers ambrining peneme] inlormatinm cantivnmy; that the infarmalim 1< pmiectel
o wesutbarzed dEsclosare usder the PVAT (AR 349-2 ], prya 44}

4. Aue social security numbers and ciber dats clememts of P YA-protecied persoon] informadioo being induded on
roters anly when cheolutely necesetry? AR 3¢0.21, pors .38, )-5h, md 4.1¢)

 Arc key persarnel o vimiter persemnel nxlers haing oravided we sevessed amly Ty 12007 persrmne] v have o "mnesd
to know* in the official performmnce of their ditic® (AR 340-2), pion 3-La)

b. Ave personel with accees 1o records awars of wiat type of persona] information meg snd moy not be redensed abow:
an mdivdasl? (AK 310-20, paza 333

7 [va PVA salomid Ludg oridod Wikn pevsoont baitnialon i solxcitcd direerly irom o Sokdse & Asgy
rmployee? {AR 34N-21, puru 3-1)

8. Are records conuining parsmal infarmatinge groperly prelaciecilssiroyed ? (AR 380621, urnd-4;, Fimt Knioe Pem
154, para 32, 3-5, and 3-6)

. (s FK Foma LSO-E (Persons] Dinta Cond) used do collect personal inforomiion direcily froon the indisiduod? (Feet
Kuox Fonn 254, para3-11s)

FHPOT R0 R0 EN Fige 1 ol
EEYIZ0
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INSPECTION CHECKLIST {continued)

FUNCTICHNALARTA ST RAFA
Hecords Sanepemcal FPreedom of Infortnation Ast (FOIA)
VES [+ e NSIZTTERITEM

1. Asc AR 25-25 and F vt Koos Pom 25-4 oo hand toc reference?
3. Bnson FOLA coredmetar heen sppvinted? {Fart Knex Pom 25-4, para 2-3h)

3. 1os o copy of the sppainhizamt enemo beem Damxhed In G indatlatwon OTA Advser [IMSE-RRXARSA R (Farl
Knnox Fam 251, pars 2-5¢)

4. Have procedures been <stablished wathin 12w cezrmization for ections 1o be laken under the FOIAT (Fort Konox Pama
254, pam 2-5d4)

5. 15 the [OLA najnex! sl sret tmestnnipad upor. reosipn? x Oie regued regamdad tn withn 20 wirking day<? (AR
2455, para 5-204u;, DOD 400 TR, qurn £°.5.4)

6. I che FOIA nocodinater awsere thal the inskatlalicm FOTA TYIE (474257 must be natiCed wathin 8 workany hours npon
seeci of an FOLA request to providedbe hilowving: (Far Knex Pum 234, pime 2-84)

&. Date the POLA 1equest woa neseived o ncdon.

b. Jhcwiflention of the napacting nctirity of wnid

& Hamge, pade, ur telephme menher ol penas suhmil Fing the e
4, Hentifivatson of die requestos.

<. Amound of enticipated charges, o any.

£ Artions wken ftws r egadmg the reque;

7. [stae iesaliotion FOLS BCOE prawiskanl 3 cogry of esch ammplieted FOIA request amdd related <ximesperclencs
utunediately upon coropletion of all astions required? (Fort Knox Pam 25-4, pare 2-5d15))

8. [sDA Lsdel 87 (POR OFFICIAL USE ONLY) coveesheet of simflar conerahete bemg used wa safeguasd *POR
QOFFICIAL VSE QW ¥ [FOIN0)" amel Priviny Act pratecied wnlimmetion whem vl in fileor stonge? (AR 23-35, qwre
440, AR 342 ), pore 4-42, and Fort Knax Pern 234, prra J-3n)

v, Ls D\ Form A942-R (Freedom of Dformaticn Act (FOLANOperarions Security (CPSEC) Desk Top Guide) posted on
the desk op of personnel who roulmely deol wilh the poblis (by phome, (e, o ouperson])? (AR 2553, para 1501k
and Foct Kiwnt Pom 254, para 267

P PO 33Y-8. PER v Pege | a1
FL{% ' Am
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Fort Knox Reg 25-400-2 (6 Jan 10)

Explanation of Abbreviations

AAM
AEA
AKO
AO
ARCOM
ARIMS
ASD
BAT
CFA
COFF
DEST
DHR
FRC

K
NLN
NTE
ORL
PA
POC
RA

RC
RHA
RHAM
RIPS
RM
RMD
RMDA
RN
RRS-A
T

TP

Trf
UIC
USAARMC
USAG

Army Achievement Medal

Army Electronic Archives

Army Knowledge Online

action officer

Army Commendation Medal
Army Records Information Management System
Administrative Services Division
Bulk Archive Tool

current files area

cutoff

destroy

Directorate of Human Resources
Federal Records Center

keep

no longer needed

not to exceed

Office Records List

Privacy Act

point of contact

records administrator

records coordinator

Records Holding Area

Records Holding Area Manager
Records Input Processing Module
records manager

Records Management Division
Records Management and Declassification Agency
record number

Records Retention Schedule-Army
Transfer

Transfer Permanent

transfer

unit identification code

US Army Armor Center

US Army Garrison

L-1
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Appendix M
Creating Folders for Folder Labels (Hard Copy)

M-1. Click “RM-Assist” button on the menu, select “Folders” and “Create Folders.”

T AMIPA I Enrree « Fiscramaf§ Il eened Leplbocer e - 3 S F s AL L e .-L'..!L’_‘J
ENle Edit Yew Faovorites Iools Help -

ea’d"ul""_'_'jl_.:]"‘]lf mls&Famlteiﬁlu'_—s--_; s = |

A —

RRS A updatas

2 a RMDA wgl site
| : EQIA web alie
| @A

o a.

a8 a. Popular Downloads
| %; ARIMS User's Guide

2o,

£o. Alerts
L ﬂo‘_.ﬂ 10 ORI & need vour annroval i B ) B hd |
;aﬁ] https: /fwww. arims. army .mi/ARIMS MadnPage . aspx s | \ &y (@ Trusted sitax

tort| 45 1] G2 L ARIMS Presentation | Microsoft PowerPoint - [... |[#] ARIMS Home - Ficros... [Bo ' aes 12316m

M-2. Select Office Symbol and ORL you wish to create a folder for.

M-3. Select the appropriate record instruction and enter a name for the new folder.

™ _hupl:”wﬂ.arlm|,afmy-mlMsllmFaldeﬂ}Creae_Mulchldiw

Fie Edit View Fovomtes Tools Halp
o 432 | 48 Creste Multipla Folders | = B3 = ow v ;..gqv P Toaly = °

T —— R S T e e L T = s——r o= —_——

USA GARRISON FTKNOX - WeCDAA

Office Symbor  IMSE-KNX-HRSR -
Office Recorda Liat 2809 - DHR Records Holding Ares =
Recaord Instructon 18 Office Records List -

Names of Mew Folders. “7F

Hard Copy

Vital Raecord
fMutti-part Count
ndexing for 8 Specisl Colecuon Yas ® Hg
Specisl Collection e

You MUST add faldara bafore you subsmal for freation
* Required Field

Bone T - ) )  Truited sites | Protected Mode: OFf + 0% -
! \ T ; o DR




Fort Knox Reg 25-400-2 (6 Jan 10)

M-S, After folders have been created, labels can be printed. To print labels, click “RM-Assist,”
“Folders,” and “List Folders.”

- Plaorusolt Tnteriel Exphores

B RES-A updates
| & a RMDA web sitg
[ & a EQIA web site
| & a.
| E1a, Popular Downloads
| #c. ARI ‘s Gu

& BAT User's Guida

D.

%D Alerts
| e -] 11 ORI & nead vanr annraval s =i
@ hitpe: [ fwrve. arims. army . milJARTMS MainPage . acpc # | [T 15 @ trosted sites

Start] 48 [ 5] [E |y ARIMS Presentation | [ Mcrosoft Pawerpoint - 1... |[&] ArTHS Home - Micros.. (& D% %5 12:231FM

6 Chck the whrte box of the folder you want to print a label from and click “Print Label 3

jlj‘ /= [ htips://wvew.arims. inrmmllfRMAssisUl‘oldmflquddus.aspx 8

File Edit View Favorites Took Help
S99 | B st Foiden = o B v o Pugew () Too v

Office Records List. 2009 - DHR Records Holding Ares - -

Felder Type Wiew All  Elactronic ® Hard Copy

T olgar Title ; L Special Collection Media Type Storus
| 200 General emvironmertal quality comespandence files 200 Hone Hardcopy Checked Out
| 350 General training comrespondence fles 350 Hone Hardeopy Checked Out
380 General gecunty correspangenca files 380 hone Hardeopy  Checked Out
i feqy, 12 i 385 Mone Hardcapy Checlked Out
| £00 Ceneral personnel correspendancs filag 500 Neone Hardeapy Checked Cut |
672 Mone Hardeapy Chucked Cul k|
690 None Hardeepy  Checked Qut
870 MNone Hardcopy Checked Out
l_rl-'g??r‘ﬂll‘gl:\mmer e thrnd S 52083 None Hardcopy Checked Qut
h Information access fles 1h MHone Hardeopy Checked Oul
] 25-409-2a Record dispasition files 25-400-2a Mone Hardcopy Checkead Out
2 re£or 1q Mone Hardcopy Checked Dut
13 Mone Hardeopy Checied Qut
1c fona Hardcopy Checked Out
= A MR o R e =i ez O s i 7
« Trusted sites | Protected Mode: OFf "\ 1“596 -

. o =
£ i Folders. Windao... | B Documens {7 Microzott DorerPoi . < w Q[b Bl DRSHL LTV
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M-7. Before printing, click “Advanced Options.” After selecting “Advanced Options,” you will
have the option of choosing to “Show RRS-A Title” or “Show Folder Title.” After making the

selection, the label will appear on the screen the way it will print.

/2 Print Labels - Windows Internet Dxplorer
D B . ; i i —
L Al = htips//www. arims.amny.mil/RIPS/Hardcopy/Transfer/PrintBarcode. sspxIre %7 e %2fRMAssist %2fF olders %2Li tp | XL Becech

Fi‘e Edit View Favorites Tools Help
W@ @ eiintLsbels X v ) - v rPagy (P Toss v

e

t'.
P

Print Labels

This page shows the layout of 1he labels for your selacted folders The labels are formatied for 1" x4 labels 20 o a shee! (Avery
5161 or equivalent) MNole that thi label borders shown on this page will not print. they are just there to aid in visualizing the labet
layoul When you chck the "Creste” bullon. a PDF file wall be generaled and displayed From the PDF viewes, select the Punter icon
ta print your iabel pages Ensure thatthe Page Scaling option In the print window is set to “None" before clicking OK 1o
print your lobels. Select a starting row greater than one to pant on & partially used page of labels After pnnting. check your labels
The format of tha labals on this web browser scraen may not exactly msatch how the labeis will be formatted on your panter I they
did not print comectly, you may adjust settmgs and then pnnt them again befors leaving this page I you have left tha page you will
not be able 1o reprimt without resalecting your list of falders

Use the Advanced Dplions bulton to ndicate whether or not you wanl to show the RRS-A Instruction Title and/or the User-enlered
Folger Nama for tha labels to be printed Note: Folder titles mre limited to the first two lnes. Titlea exceading the two ine I'mit will be
cutoff and not display on the labels

(Creme | Cose || Home  sSiaqatRows 1 * | Agvanced Options << -

7 Show RRS-A Instruction Title?
| Show Fulde: Title?
KEN 12 Office Records List 08}
IPANA
#oee0 0 NLN afer supersassion or obsolescance NTE G years, hen
‘owerey

RIN% -

" Trusted sites | Protected Mode: OH

M-8. Follow directions on the page before printing labels.
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Appendix N
Creating an Office Records List (ORL)

N-1. Ensure there is not an ORL for the year you are creating. If there is not an ORL, create one
from scratch.

N-2. Go to “RM-Assist,” “Office Records List,”, “Create,” and “Create from Scratch.”

N-3. Ensure you create an ORL under the correct UIC.

e par pew -.v.-...:.u_. ol r : : |
D sec = H_J i |=:'-j o i seseen

agrves [ 1w i aremw wrmy AR TS Arant ace

v

P T S LT

- | 30 ety '--n:-;] Management System (ARIMS)
Alerts SRS, Popular Links
L OALS Aeed yeur Sppceval BAS A undiatus
Login Options ECHA_srmbi siow cabilea
Unit Seledation Popular Downloads
L wlde
Malact Unn [LUSA GARFISOMN FT KNOX - WRCDAR =]
\ Ensure you are working -
“"".:’.‘f':ff."a‘.,'i.'l'fn::;._'.f:.’."ﬁ‘.’:.". P, with the correct UIC.
AFIME o6 & 1618 b ---d -y:l"-:n n;l:'r:-'?-:-d": ".“.,.Pf alod by I:_w_‘lla f:"': . Ium ariy l- M».tu_:.fr_._n: and cm.. l:::j_r.-l'gn:\ncq.lrx 1IQMIJA|‘ I:I |~_n\—lv PUrPpOB® . to =
T s estincte sau dasionic: = P o he e =
mml A U D) v Decwmants | £ tnbsow - Mecresatt Cuteok | 11 Merasaf Powarmomt - 1. jm [ e e 2o xarm
N-4. Select the appropriate office symbol.
N-5. Type ORL name (mandatory).
N-6. Select ORL year from the drop down. ORLs can be created dating back to 1900.
N-’I Chck “Create ORL.”

(D rec - 3 (] ()] T S semen Frrevonee @) LE- v - &S

| adcrmes [ B Rros | e Srad . srrne o ARTS

| AREENE

o AR, S ielaanday AR adilnala)  Logeuly

Records Management - Create ORL From Scratch

Crepts the ORL By sattng an OfMce Symbel Name and Year Afar crsstion ia complote the ORL can be updmed
lo add recard instructions

USA CGARRISON FTHKNOX - WELCDAA

Offica Symbotl | IMSEKNLHREE E2b
Ctien Moovds Lini. [BFEERTE . Ensure you select the correct
ORL vear [1900 = Ofﬁce Symbﬂl and ORL year.

* e gused Fistd

s CE ==
. e Y el f
&) (=T ==x G R e e e - W il
P nnarn| A Gab L) Py B | trex - mucroser Oudosk | i1d mcrosant Pawerrent -1 |[ {5 Crante OBL From Sara. o tm sd e xarm
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N-8. You will receive a notification that ORL creation was successful.

N-9. Click “OK.”

T I Y T - mlmi x|
e Pt e | Pgumews  TeSe [y | A=
QM-.‘)r [} a1 ) searen '_' Faverias | 2=k e -] el
| Agarmes [T hewe /v scirva. semy oo = N ] Bl e ke w|Cy -

Records Management - Create ORL From Scratch

Crente the ORL by setung an Offite Symbol. Mame and Year Afler erestion is comgdete the ORL can be updsted
to add record instructiona

USA GARRISON FT KNOX - WBCDIAA

Office Symbal |IMSEA -
!5 ORL cranton was succesefil

Offes Records List [OHR E =
ORL Yesr [1900 — =
Crema ORL ]

* Rugubiod Eiohl

"L - ——— — —
T P e et o W T T T (5 mer

miseat] @ - (B )My Ostermemis | £ tnbox - Mcroson Outicok | £3 Maosoft Powerfoint - .. |[ &7 Create oRe Fram sore (Fo.smade xmm

N-10. The List of ORLs screen will appear showing the UIC and office symbol. Select the
appropriate UIC and office symbol.

Nl 1. Chck “Submlt 2

O - O - [

D=
Agprees l-.jhﬂpl:f)w-u!t'm.?mV‘wmﬂmﬂnmﬁnm;‘mmf’Smmﬁm‘ iatermola e D « 100220

Records Management - List of ORLs

Thes is 3 list of all ORLa for the selected Office Symbol From hers you caii chocse L8 updsis iename viewipnm! m
submit an ORL as propased once the ORL kas besn salacted

ACOMIASCC/DRU  [IMCOMA =]
Ut [USA'GARRISON FT KNOX - WECDAA =]
Office Symbol [IMSE-KNX-HRSE =]

BT e L — = e 1 L';I
Sane T . o pmeme . .
Esace] @ (- 3 )Ny Ovomers | 1) tnbon - Merosoft Cutook | 113 Moot PowerPowt - L. | [ List of ORLs - Microse— [COBE aPe murm
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N-12. You will see a screen showing ORLs and years for all ORLs created under this UIC and

(e Bit pew Fgwres Tos bp e ] 3

00 DB G| Jms fere @ 350 - U@

Records Management - List of ORLs

This is a list of all ORLs for the selected Office Symbol From her2 you can choose to update, rename. view/print or
submit an ORL as proposed once the ORL has been selected

ACOM/ASCCIDRU {IMCOM =
Unit [USA GARRISON FT KNOX - W6CDAA B
Office Symbol [IMSEKMXHRSE =]
‘ Submit |
| ORL Name Year Stalus ACOM/ASCC/ORU Office Symbol
DHR Ediling 2009 Approved IMCOM USA GARRISON FT KNOX IMSE-KNX-HRSE
DHR Editing 2008 Approved IMCOI USA GARRISON FT KNOX [MSE-KNX-HRSE
I DHR Ediing 2007 Approved IMCOM USA GARRISOH FT KNOX IMSE-KNX-HRSE
DOIM Ediing 2006 Appioved IMCOM USA GARRISON FT KNOX IMSE-KNX-HRSE |
| DO Edding 1999 Drah IMCOM USA GARRISOM FT KNOX IMSE-KNX-HRSE
DHR Editng 1900 Dral  IMCOM USA GARRISON FT KHOX IMSE-KNX-HRSE
Update.| | Rename | ~ Viewrint Subsmit as Rroposed
o
i OO 2110 e o X LE
K] Dohe 0T T 15 e et
@Sbﬁ 8 - B &) MyDoaments ] i, Inbax -Mierosoft Outiook | [, Microsoft PewerPoint - .. "dﬂ List of ORLS - Microso... - DBIM s de zum
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Appendix O
Instructions for Transmitting Documents Through the Bulk Archive Tool (BAT)

1. To install the ARIMS-BAT, click “RIPS,” “Electronic Records,” and “Bulk Archive Tool.”

2. Click “Run the Bulk Archive Tool (File System) link. If BAT has never been installed on the
user’s computer, he/she will receive a message stating, “Do you want to install this application?”
Click “Install.”

3. Under “Root Folder,” specify the root directory of where the records will be uploaded from.
Recommend using the C drive under “My Documents” or a share drive.

4. Select the appropriate office symbol and ORL. Before having the option of selecting an
ORL, an ORL must be created. Use caution when selecting the correct ORL and office symbol
to ensure files are uploaded to the correct account and year.

5. After you have selected the appropriate directory, office symbol, and ORL, click, “Update
Folders.” After selecting “Update Folders,” ARIMS creates the folder in the root directory
designated for placing the files to be transmitted in. Do not attempt to manually create folders in
the directory; ARIMS will not recognize the folders you manually create.

6. After the folders are created in the directory, place files (with retrievable names) in the
designated folder(s) in the root directory. After placing files in the folders, go back to the BAT
and click “Update Folders” again. After this update, the documents added to the folder should
appear on the user’s screen. Any time new documents are added to the folders, the user will
have to click the “Update Folders” option.

7. After all files have been placed in the folders and an update has been conducted, click “Begin
Upload.” A progress bar will show while files are being uploaded.

8. Once files have been uploaded, the user will receive a notification stating, “Upload
Complete.” Click OK.

9. As with the Document Upload process, conduct a search to verify documents are in the AEA.
Once documents are verified, user may delete/shred the hard copy documents.

10. Once documents have been uploaded to the BAT, they will not be loaded the next time you
upload unless there have been changes/modifications to the documents.

11. Follow the same steps as above for e-mail files. The ARIMS folders will be created under
the User’s Outlook folders.

O-1
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Appendix P
Sample Files Layouts for Share Drives

P-1. Many commands/directorates are under the assumption that if files are maintained on a
share drive versus hard copy in a cabinet, they are not required to maintain files. If users are
filing electronic documents (i.e., pdf or electronically signed), e-mails, and other documents on
the share drives, they must assemble files in accordance with ARIMS.

P-2. If K files are maintained on the share drive, there must be a cross reference sheet in the
primary files area indicating, in detail, where the records are located on the share drive. The
AOs, RCs, and data managers are responsible for monitoring the share drive, ensuring
documents are removed after reaching the full retention period, and ensuring only authorized
persornel have access to the files.

P-3. During Records Management inspections, share drive files will be inspected to ensure files
are properly maintained in accordance with ARIMS and share drives are not overloaded with
documents no longer required for filing. If records are not properly maintained and documents
no longer required are on the share drive, this will be an automatic Records Management
inspection failure.

P-4. Listed below is a sample of how a share drive could be set up at 194™ Armored Brigade.
This is only an example; units may set up a share drive any way they desire but must have the
year of accumulation, disposition code, RN, and record/folder title:

2006
% T25 600-8-22b2 iMil awd Cases

TP 600-8-105¢ Parm Order Rcd Sets

07
?ﬁ_b T25 600-8-22b2 Mil Awd Cases
[ TP 6800-8-105c FPerm Order Rod Sets

2008

=

2008
[T} TP s00-8-19a Prom Elig Rosters
[E;Q"; TP 600-8-19c FProm Elig Determinations
TE1 600-8-19d Enl Promotions {(ACT)
[_:& TE1 600-8-19d Enl Promotions (INACT)
[y T25 800-8-2202 Mil Awd Cases
[ “‘h TF 600-8-105¢ Perm Order Red Sets
[y Legsl
[ 2008 - 2008
MNo T or TP files of 6 25 or more

2y =zo0e

i-—!% TES 15-6b1 Investigative Case (ACT)

F;ﬂ TES 15-6b1 Investigative Case {(INACT)

{_L:,, TE1 600-8-2a1 Pers Act Sus Rpts-DA 268 (ACT)
i TE1 600-8-2a1 Pers Act Sus Rpts-DA 268 (INACT )

; TEZ 501-210e R Investigations (ACT)
" TE2 601-210e RI Investigations (INACT)
:._g-« T2635-200a2 Discharge Bd Pro¢ (Other Indivs)

S2/83
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P-5. Listed below is a sample of how a share drive could be set up at 16™ Cavalry Regiment.

b 16™ cAV
[;:.J CDR
[_:g DEP CDR
l:! S1
(o pmws
S1
=i "l 2007
g Disposition Code, RN, and Folder Title
| 2008

[‘; Disposition Code, RN, and Folder Title
| hZOOQ
[ —B Disposition Code, RN, and Folder Title

}» Legal
Mailroom

Chaplain

1 1716 Cav
Eﬁq Q CDR

[v; Supply
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P-6. Listed below is a sample of how a share drive could be set up at a directorate.

AG
p MILPER DIV

- (3 2008

[:-‘ T6.25 1hh Ofc TDY (Optional)
T25 600-8-22b2 Mil Awd Cases
i T10 600-8-22f Decorations & Awds Stats
T56 600-8-105a1 Pers Type Orders
TP 600-8-105¢ Perm Order Rec Sels

% 2007

T6.25 1hh Ofc TDY (Optional)

TS5 600-8-4a Line of Duty Files (Oplional)

T25 600-8-22b2 Mil Awd Cases

T10 600-8-22f Decorations & Awds Stats

T56 600-8-105a1 Pers Type Orders

TP 600-8-105¢ Perm Order Rec Sets
T6623-105a Ofcr Eval Rpt Appeals (Optional)
T6623-205a Enl Eval Rpt Appeals {Optional)

WEEEE

L
L%

w 16.25 1hh Ofc TDY (Optional)

T5 600-8-4a Line of Duty Files {Cptional)
T25 600-8-22b2 Mil Awd Cases

T10 600-8-22f Decorations & Awds Stats
T56 600-8-10581 Pers Type Orders

TP 600-8-105¢ Perm Order Rec Sets
T3601-100b Appoint Sel Boards (Optional)

LD
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