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ARIMS makes filing and labeling easier

I simplified the filing systemn, Ofiver. Now all of
the folders are under 'P' for ‘Paltiant’.”
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Course ODbjectives

How to use ARIMS website and Overview FOIA-PA

Login

Use Records Retention Schedule-Army (RRS-A)
Use Records Management Assistance (RM-Assist)
Prepare office records list (ORL)

Generate labels through ARIMS using ORL
Overview on SF 135 records turn-in

Overview on DA form 543 records request

Overview on Freedom of Information Act —
Privacy Act (FOIA-PA)




ARIMS Login

e You must have an active Army Knowledge
Online (AKO) account prior to login on
ARIMS.

e AKO provides ARIMS with important
Information such as your official
unit/section/directorate of assignment
and your user category.

e You may now login with your AKO account
or your CAC card




ARIMS (AR 25-400-2, section 1-6a)

Applies to:

1.

All unclassified Army records, including For Official
Use Only (FOUQO), regardless of medium.

All classified Army records through SECRET. Records
that are TOP SECRET may be set up under ARIMS or
In any manner that will make accountability and
control easier. Regardless of the arrangement used,
however, the disposition instructions in the ARIMS
Records Retention Schedule—Army (RRS—A) will be
applied to TOP SECRET records. The security
classification of a record does not change its
retention value.




ARIMS (AR 25-400-2, section 1-6b)

DOES NOT Apply to:

1.

Record copies of international agreements covered
under AR 550-51 (except those maintained by the
Office of the Judge Advocate General).

Publications and blank forms stocked for filling
requisitions.

Reference materials and books in formally organized
and officially designated libraries.

Personal or private records maintained in the
workplace.




What is an ORL (Office Record List)

List of specific numbers describing records generated in an
office

Prepared for each element where records are accumulated
or generated

Must be coordinated/approved by Installation Records
Manager

Use as part of unit/activity’s standard recordkeeping
procedures

Tracked by office symbol

Can be created with the ORL sub-system in ARIMS - Can
generate barcode labels
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Table 7-1
Disposition standards

If the disposition code is—

The abbreviated disposi-
tion instructions are—

Then the full disposition standard would
be—

And the minimum labeling instructions
would be—

K (Time periods .25
through 6) (Example: K3)

Keep in CFA.

Keep in the current files area until time
period specified has passed, then
destroy.

The letter K, a title, the year created, and
if applicable, a PA system notice num-
ber.

KE (Time periods .25
through 6 plus event)
(Example: KE4)

Keep in CFA until a spe-
cific event occurs.

Keep in the current files area until the
event occurs and then the specified
period of time after event occurs, then
destroy.

The letters KE, a title, the year created,
and if applicable, a PA system notice
number.

KN (Time period not
known)

Keep in CFA.

Keep in the current files area until no
longer needed for conducting business,
but not more than 6 years, then
destroy.

The letters KN, a title, the year created,
and if applicable, a PA system notice
number.

KEN (Event, but time pe-
riod not known)

Keep in CFA until a spe-
cific event occurs.

Keep in the current files area until the
event occurs and then until no longer
needed for conducting business, but
not more than 6 years after the event,
then destroy.

and if applicable, a PA system notice
number.

Rescinded record num-
ber.

Not applicable. (Maintain and dispose
of existing records in accordance with
original disposition instructions.)

Label for existing records should show
original disposition instructions.

Superseded record num-
ber.

Not applicable. (Maintain and dispose
of records in accordance with replace-
ment disposition instructions.)

Label should show the replacement dis-
position code letter(s), a title, the year
created, and if applicable, a PA system
notice number.

T (Time periods over 6
years) (Examples: T6.25,
T15)

Transfer to AEA, RHA, or
other specified location
(for example, NPRC,
WNRC).

Keep in the current files area until no
longer needed for conducting business,
then retire to the AEA, RHA, or other
specified location.

The letter T, a title, the year created, and
if applicable, a PA system notice num-
ber.

TE (Time periods over 6
years, plus event) (Ex-

Transfer to AEA, RHA, or
other specified location

Keep in the current files area until the
event occurs; then retire to the AEA,

The letters TE, a title, the year created,
and if applicable, a PA system notice

ample: TE20) (for example, NPRC, RHA, or other specified location when | number.
WNRC) after a specific | no longer needed for conducting busi-
event occurs. ness.

TEP Transfer to AEA or RHA | Keep in the current files area until the | The letters TEP, a title, the year created,
after a specific event oc- | event occurs; then retire to the AEA or | and if applicable, a PA system notice
curs. Permanent record. | RHA when no longer needed for con- | number.

ducting business.

TP Transfer Permanent. Keep in the current files area until no | The letters TP, a title, the year created,
longer needed for conducting business, | and if applicable, a PA system notice
then retire to the AEA or RHA. number.

U Unscheduled record. Keep in CFA until disposition instruc- | The letter U, a title, the year created,

tions are published; then apply ap-
proved disposition.

and if applicable, a PA system notice
number.




ARIMS Main Page https://www.arims.army.mil
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G@ - |g, hittps: v, arims, arre il arims Def ault, aspoc | 5 |IE!|E| |'—""E Search ||£|L|
File Edit Miew Faworites  Tools  Help *Q >
Wk |@.ﬂ.rmy Recards Information Management System I ‘ [ duh - |- Page + (CF Todls -

ARMY RECORDS INFORMATION MANAGEMENT S5YSTEM DISCLAIMER

ATTENTION: THIS IS A DEPARTMENT OF DEFENSE COMPUTER SYSTEM

Before processing classified information, check the accreditation level of the system. Do not process, store, or transmit information classified accredited
above the accreditation level of this system.

This computer system, including all related equipment, networks and network devices (includes internet access), are provided only for authorized U.S.
Gaovernment use. DOD Computer Systems may be monitared for all lawful purposes, to facilitate protection against unauthorized access, and to verify
security procedures, survivability and operational security.

Manitoring includes, but is not limited to, active attacks by authorized DOD entities to test or verify the security of the system. During monitering,

infarmation may be examined, recorded, copied and used for authorized purposes. All information, including personal information, placed on or sent over
this system may be monitored.

Use of this DOD Computer System. authorized or unauthorized, constitutes consent to monitoring of thig
criminal prosecution. Evidence of unauthorized use collected during monitoring may be used for adminj
this system constitutes consent to monitoring for all lawful purposes

em. Unauthorized use may subject you to
e, criminal or other adverse action. Use of

Click to proceed

Proceed to ARIMS ARMY MIL Homepage

Records Management and Declassification Agency | Administrative Assistant to the Secretary of the Army | Army Home Page =
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ARIMS Home Screen before logon

G@ - |E| hikkps: [ v, arims, army mill ArimsMainPage. aspx
File Edit Wiew Favorites Tools Help
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Home RRS-A Help/Downloads

Welcome to the Army Records Information Management System (ARIMS)

User Log-in

Popular Links
Enter your Army Knowledge Online (AKC) username and = RRS-A updates
password. Fields are case-sensitive, so be sure to use upper- or = RMDA web site
lower-case characters, numbers, etc_, as needed. = FOIA web site
AKO Username: | * Popular Downloads
AKO Password: |

" Use either or to login e

— = BAT User's Guide
I Sign into ARIMS i

[ Login with CAC |

Forgot your Password? Don't have an AKO Account? Go to the AKO site.

Announcements as of 04/26/2008

= NEW! Welcome to the Improved ARIMS Web Site! 6
= System Maintenance Schedule ¥

Previous Announcements

ARIMS is a role-based system managed and operated by the US Army Records Management and Declassification Agency (RMDA). Its primary purpose is to
Done
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For First Time Login Only to the new ARIMS
(Profile may be updated from the Account Admin tab)

M User Profile - Microsoft Internet Explorer

File  Edit Wiew Favoribtes Tools  Help '!';'
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User Profile

User Class: AQ
UIC: WOXQAA Type In your

it M CUSAGFT DRLUM - - -
o office symbol if it

Office Symbol: | [
Grade: Q1 dOeS ﬂOt ShOW
_ISIREm® John up automatically
iddle ame: Doe
Last Mame:

Address: Fort Drum, WY,
AKO Email Address 123@123.com

Telephone:  315-772-0000 [
DSN Telephone: | |
Fax | |

[ Submit ] [Reset ] [ Cancel ]

* Required Field
Records Management and Declassification Agency | Administrative Assistant to the Secretary of the Army | Army Home Page
Freedom of Information Act/Privacy Act | Related Links | Privacy & Security Maotice | DoD Web Policy | Online Help Deslk

& £ & Interret

|4

Inbox - Microsoft Out.., 42} User Profile - Microso. .. B3 microsoft PowerPaint .., P SN ’(I_',l’, LE @02 AM



After updates are completed

User Profile - Microsoft Internet Explorer

File Edit View Favortes Tools  Help ,ab
@ Back - L\} Ia @ f_:j p Search "L_'HI\IS" Favorites @- E(:,—'j - '“_g\l# @ - i:J ﬁ
fddress @ hitkps: e, arims , army  mill ARIMS  acckadmingProfile/Profile. aspxtsro=r o/ et

lUnClassified

User Profile

User Class: ACQ
LI WD il
Mi ft | Expl
UniNETe: Sk icrosoft Internet Explorer

2 X : Your profile has been updated.
Office Symbol_ IMME ! Your OFfice Symbol request is being processed,
GGrade: YADS

First Mame: John
Middle MName: D
Last Mame: __ f’_‘?
Address: Fort Drum, MY,
AKC Email Address: Ty 1Tl
Telephone: 315-772-0000 |
D= Telephone: | 1
Fax | |
[ Subrnit ] [Reset ] [ Cancel J
A |
@ Opening page https: v, arims., army, milf ARIMS ) AcckadminProfilefProfile, aspx?sre=M, .. é & Internst

2 start Inbox - Microsoft Uk, .. =3 User Profile - Micr = My Documents sl 2 [ "(JQ‘ Le 03 aM




ARIMS Home Page after updates and/or login

@ - |g, htps:/ frowne, arims. armee il ARIMS MainPage. aspx | 5 |'§I |E' |'—""”-" Search ||£|;|
File  Edit  Wiew Favorites Tools  Help ﬁ -
e o |@ARIMS Home [_| @ - @ ~ |:-F Page - @Tools S

UnClassified

You will not have this
o[ your screen

Home RRS-A RM-Assist, /RIPS, /Masterindex’ /Account Admin

'System Admin’, HEIpJ'DuwnIuads- Logaut

Welcome to the Army Records Information Management System (ARIMS)

Alerts Popular Links
3 ORLs need your approval. = RRS-A updates

The office symbol - Rubawebsie

= = . = FQIA web site
Logwn waions assigned to your

Select Unit: | USAG FT DRUM - WOXQAA B K Popular Downloads
name WI“ ShOW = ARIMS User's Guide
up_ If it iS not = BAT User's Guide
correct, contact

Announcements as of 04/26/2008 the Records

= NEW! Welcome to the Improved ARIMS Web Site! ¥l Man ager for
* System Maintenance Schedule ¥/ .
assistance

Previous Announcements

ARIMS is a role-based system managed and operated by the US Army Records Management and Declassification Agency (RMDA). Its primary purpose is to
provide authorized personnel with web-based tools and technology to manage both hardcopy and electronic Army records.

Access and use of the system is monitored to ensure security of information contained within =
Done 0 Inkternet Ho100% v i

Microsaft PowerPaint ... £ ARIMS Home - 4




rg'f:jis'i_'rg'mfll_": SWindowsnternetdExplorens

& | https:fhamma, arims, armny, milf ARIMS Help/ Online Training/Modules/Create ORLsModule, htm

E ARIMS Home - Microsoft Internet Explorer

File  Edit ‘“iew Fawvorites Tools  Help

_ . s - 10 create an ORL, start by clicking the RM-Assist
| 1‘1{] le ; % menu tab to display more options.

(ILS.ARMY

Home .IR ! SRR tet Ind _.__ 4 |'I.-‘1'|_‘.:I.:.i}:i'!:lurlf Adrrin \ i) "-"Elrr_lirll. I."'Ht:i]f}.l'tfn‘u".iﬂ'ljﬂaﬂ;?"',_ /Logout

Welcome to the Army Records Information Management System (ARIMS)

Alerts Popular Links
117 ORLs need your approval. RRS-A updates
RMDA web site
Login Optians FOIA web site
Select Unit: |USA RESOURCES & PROG AGCY - WITZAA ~] Popular Downloads
e o = ARIMS User’s Guide
Siginiinas, I il ECS User's Guide

BAT User’s Guide

Announcements as of 01302007

System Maintenance Schedule & -
DA Pam 25403, Guide to Recordkeeping in the Army (20 December 2006) =

Previous Announcements

ARIMS is a rale-based system managed and operated by the US Army Records Management and Declassification Agency (RMDA). Its primary
purpose s to provide authorized personnel with web-based toals and technology to manage both hardecopy and electronic Army records.

Access and use of the system is manitored to ensure security of information contained within
Users of ARIMS should not assume any degree of privacy.

Dane @ Internet
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USARMY |

Home
; Creat
o
Folders— Report
Alerts Popular Links
117 ORLs need your approval. RRS-A updates
RMDA web site
Login Options bt
Selact Unit: [USA RESOURCES & PROG AGCY - W2TZAA =l Popular Downloads
o ] I i ARIMS User's Guide
SN ss: ECS User's Guide

BAT User's Guide

Announcements as of 01/30/2007

System Maintenance Schedule % )
DA Pam 25403, Guide to Recordkeeping in the Army (20 December 2006)

Previous Announcements

ARIMS is a role-based system managed and operated by the US Army Records Management and Declassification Agency (RMDA). Its primary
purpose is to provide authorized personnel with web-based tools and technology to manage both hardcopy and electronic Army records.

Access and use of the system is monitored to ensure security of information contained within

Done

sers of ARIMS should not assurme any dedree of privacy,
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Eg:"f reateiRIE S dowsi niernelsssplonens

| | https: e atims . armoy il ARIMS HelplOnlinaTraining/Modules CreateCRLsMadule, bt

8 ARIMS Home - Microsoft Internet Explorer

J File  Edit Miew Favorites Tools  Help

'ﬁ 2

it )

ARIMS 3

termplate, or QRL library.

& from Scratch

Report Create fram Template
Create from Library
Alerts

117 OFELs need your approval.

Popular Links

= BRRS-A updates
= RMDA web site

ick Create fom Scratch to create an
ORL without using an existing ORL, ORL

SOUSLRITE AT, PRI LI LS | Lug auty

agement System (ARIMS)

Login Options - FOIA web site

Select Unit: |USA RESOURCES & PROG AGCY - W2TZAA ~| Popular Downloads
= = ARIMS User's Guide

Sign in as; | ]

Announcements as of 01302007

= System Maintenance Schedule ) )
= DA Pam 25403, Guide to Recordkeeping in the Army {20 December 2006) £

Previous Announcements

Access and use of the systemn is monitored to ensure security of infarmation contained within
Users of ARIMS should not assume any degree of privacy.

- ECS User's Guide
= BAT User's Guide

You can also copy an
existing ORL

Create from

template or library -

ARIMS is a role-based system managed and operated by the US Army Records Management and Declassification Agency (RMDA). Its primary
purpose is to provide authorized personnel with web-based tools and technology to manage both hardcopy and electronic Army records.
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& | htkps: | faw, arims, army  mil lSRIMS Help/OnlineTr sining/Modules) CreateORLsModule, htm

3 Create ORL From Scratch - Microsoft Internet Explorer

J File Edit “iew Favorites Tools Help

Records Management - Create ORL From Scratch

HEARESOl oire that the carrect office symbolis displayed,

Create the ORL by setting an Office Symbaol, Name, and and If not, use the pull-down to select it

Office Symbal: [BELYOIR =]

ORL Year |2007 =

Create ORL |

* Required Field

Hecords Management and Declassification A

add record instructions.

Give the OR

Office Records List: | " ’ a nName

Select the year

| Administrative Assistant to the Secretary of the Army | Army Home Page

Freedom of Information Act/Privacy Act |

ated Links | Privacy & Security Motice | Dol Web Policy | Online Help Desk

o F = Interactive
" = Customer
- Evaluation

Click to create

Done

9 Internet

+100%
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e——\@ - |E} hikbps: v, arims, ey mill ARIMSRMAssist ORLCreateCreate ORLScratch, aspx 4 |!E| |El |Lwe Search ||P |'|
File  EdiE  Wiew Favorites  Tools  Help ﬁ‘-ﬂg -
W ‘@Create ORL From Scratch 1_‘ @ = @ = |_;~|" Page - @Touls =

Home! /RRS-A' RM-Assist [RIPS. ‘Masterindex’ /Account Admin' ‘System Admin' ‘Help/Downloads! Logout

Records Management - Create ORL From Scratch

Create the ORL by setting an Office Symbol, Name, and Year. After creation is complete, the ORL can be updated
to add record instructions.

VindowE R nIEnnEd S ployer

Office Symbol- | IMNEH A | ': ORL creation was successhul

Office Records List: |Test

ORL Year: | 1980

Click OK to get to

[ox ] your ORL list

* Required Field
Records Management and Declassification Agency | Administrative Assistant to the Secretary of the Army | Army Home Page
Freedom of Information Act/Privacy Act | Related Links | Privacy & Secunty Motice | DoD Web Policy | Online Help Desk

£ @ g

=] Evalsation

L E—————— 7P D33

‘Waiting For https: ey, arims , army, milfARIMS/RMAssist {ORLCreate/ CreateORLScratch, aspx. .. f:} m G Internet o0 v fit

2] Inbox - Microsoft Out... | DO]'s szzam




Once you click ok, it will take you back to your
List of ORL’s page

LEEORES = iy It CEplursr

G@ v | https: fuma, atims, army, mil AR INS [RMAssistListORL[LIStORLS, aspx?OFF SymID—465 388t emplatelD—52990 8 |[42][ %] [Live search [[2]-]
File Edit Wiew Fawvorites Tools  Help ﬁ >
v aby ‘gList ORL's ] ‘ @' - @ - |:'_,,j9Page - @Tools S

RRS-A RM-Assist RIPS Master Index’, /Account Admin System Admin', Help/Downloads Logout

Records Management - List of ORLs

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

USAG FT DRUM - WOXQAA

Office Symbol: | IMMNE-DRIM-HRO |

ORL Name Year Status

BEM-FOIA 2008 Approved
BM 2007 2007 Approved
BM2006 2006 Approved
210th F Co 2000 Proposed

Test 1980 Draft
Update "‘Rename View Submit as Proposed
Records Management and Declassification Agency | Administrative Assistant to the Secretary of the Army | Army Home Page

Freedom of Information Act/Privacy Act | Related Links | Privacy & Security Motice | DoD Web Policy | Online Help Desk

fd S imtar=ctie &
€D Internet FA00% v

|0 Irbox - Micrasoft Out... | DO 2:238M




Click ONCE on the ORL you want to update/view.
It will hi-light the ORL

(et ORle, - Window Infernet bxplorer. =[5 1x]
G@ - |E, htkps: e, arims, army . mil [ ARIMS JRMAssiskListORLfLiskOR LS, aspix J 5 |IZHEI |L|'-.fe Search ||}J |'|
& -

File  Edit  Wiew Faworibes  Tools  Help

W ‘@List ORL's [—‘ CFil dh - [k Page + () Tools -

T fiome) RRSA, RilAssist (RIPS. Wasterindex, /Account Admin System Admin', /Help/Downloads', Logout
Records Management - List of ORLs

»

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

USAG FT DRUM - WOXQAA

Office Symbol: | IMNE-DRIM-HRO |

ORL Name Year Status

EM-FOIA 2008 Approved

Click on update to add A o s
) ) RM2006 2006 Approved
INnstructions 210th F Co 2000 Proposed

Ll 19 Dialy)

Records Management and Declassification Agency | Administrative Assistant to the Secretary of the Army | Amy Home Page
Freedom of Information Act/Privacy Act | Related Links | Privacy & Securty Motice | DoD Web Policy | Online Help Desk

E

€D Internet L 100% -
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CIZh e https:,l'll'www.arims.army.miI,l'.0.RIMS,I'RMF\ssist,l'ListORLll'UpdateORL.aspx?mUde=u&OFFSvmb0|=IMNE-DRM-HRO&TempIE i ||E| |E| |Live Search ||2]-]

File Edit Miew Favorites Tools Help ﬁ -
Wk gUpdate ORL ]_‘ @ = @ = @Page - -@-Tools B

Records Management - ORL Details

USAG FTDRUM - WOXQAA

Office Symbol: IMME-DRM-HRO
ORL Mame: Test

Please click the “Add Record Instructions’ button to search for Record Instructions to add to this ORL

[ Remove | [ Add Record Instructions ] [CIoseJ

Click to add instructions
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File:

Edit  Wiew Fawvorites  Tools  Help

& -

W ‘ @ RM-A55IST Search |_|

ﬁ - B @ - ii_:j‘]l’PaQEv@Tools- iy

Type in what you are

Records Retention Schedule - Army (RM-ASSIST) Basic Search

You may search by Keyword, Regulation Mumber, or Record Category, combined with Record Type. To start a new
search, click the Reset Form button. If you choose to browse the Record Categories, you can sort the list either by

number or description.

looking for and press enter [ Retum to Update Page

or click the submit button

ORL Name: Test

Search by Keyword

Keyword: !supply

Search within Record Instruction Category

OR
Search by Regulation Number
Regulation Number:|
OR
Browse by Record Category

Record Category: | |

Sort list by:

(& Number O Description
AND

Record Type

O Event O Calendar ® Any

Category is checked, the category title and
category description will also be searched. It
will not be highlighted.
= Enter one keyword instead of a phrase, and
then use the Search within Results option to
reduce the number of hits.
~ Do not begin and end a search phrase with
quotation marks (" ).
= The search engine will not properly search
phrases containing common "noise
words” {and, or, not, as, etc ).

[#]
Hints for searching by Keyword

= Search by Keyword is not case sensitive;

however, it will not perform stemming functions,

Boolean, or "fuzzy” searching (i.e_, entry must

be exact wording).

= The keyword being searched may appear

anywhere in the instruction title or instruction
description. If Search Within Record Instruction

VIS

€ Internet ®oon v
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(- RWASSIST SERRGH RESUIS EWindowe internetibenlbrer = [=]x]
G@ hd |E| https:,l',l'www.arims.armv.miI,I'F'.RIMS,I'RM.ﬁ.ssisI:,l'ORLCreate,l'SearchlnstructiDnResults.as|:|x?templateID=829€ID&nFFSva[J 5 |[Z||E| |Lwe Search ||P |*|
File  Edit Yiew Favorites Tools  Help % -
W |@RMA5515T5EARCH RESLLTS |_| B - g v [ibPage v £F Tooks v
[~]

RM-ASSIST Search Results
To narrow your

F;]nd the InStI’UCtIOI’]S Office Symbol: IMNE-DRM-HRO reSUItS, use
that pertain to your e s

- P y LimeE tan the search box
business & check

the box to the left of
the instructions Keyword search within results: | |

[ Return to Search Criteria ]

Enter keyword criteria fo search within the search results.

Number of Results: 247

12345678310...13 1to 20 of 247
[ | Rec. Category Record Title Sece Duration S M Eha T o Date Added
Type Record Driven Number Number
HOUSEKEEFING Office service and supply files - DA Form 12- 10/18/2005
O Ales series o H i L WA ol 8:46:23 AM
HOUSEKEEPING ; : - 10/18/2005
| FILES Office service and supply files - Other information Keep 0 Mo Yes MA 1p2 8-46-54 AM
HOUSEKEEPING 7126/2006
Ll FILES Office property records Keep 0 Mo Yes MA 1g 9.01-28 AM
SECURITY : p 1/M13/2005
¥ ASSISTANCE Foreign government receipts Transfer 10 Mo Mo A 12-8d 4-21-42 PM
ILP reports - Office having Army-wide
SECURITY g 1M13/2005
¥ ASSISTANCE resonn_smmtv - Year-end summary or Transfer 0 Yes Mo A 12-8e1 4-91-42 PM
consolidated reports
ILP reports - Office having Army-wide
¥ SEE!@WH_ responsibility: Other than vear-end summary or  Keep 0 Mo Yes A 12-8e2 ?;%ZI%UUE @'
€ Internet #00% v

/~ RMASSIST SEAR...

..In_bl:ws - Microsoft. .. I | E:\Records Mana... I Microsoft PowerP. ., I ﬁ List ORL's - Wind, .,
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Gc - |E| https:,l'll'www.arims.army.miI,l'.C\.RIMS,I'RM.ﬁ.ssist,l'ORLCreate,I'SearchInstructianResuIts.as|:|x?templateID=8299D&uFfSymI[ Q ||"'1'|| A | |Live Search ||P |"’|

File Edit “iew Faworites Tools Help ﬁ >
U7 40 | @ RMASSIST SEARCH RESLLTS ]—\ 5 - = v |k Page = (F Tadls -
'
INFORMATION [T Infrastructure Design and Implentation Files - 5/2172007 —=
Ol MANAGEMENT Project Implemented fept o LB 25122222 10.55-40 AM
INFORMATION [T Infrastructure Design and Implementation Files 10/20/2006
O MANAGEMENT _Installation and Testing Heep 3 hip ¥es WA 25122223 4 4543 pM
INFORMATION i A 117712005
canting equipment controls - R
MANAGEMENT Printing equipment controls Keep 3 MNo Yes MA 25-30g 11:44-02 AM
INFORMATION e B i 9/28/2004
¥ MANAGEMENT Publication stock record cards Keep 0 Mo Yes MA 25-30]) 29391 BM
INFORMATION o 9272005
¥ MANAGEMENT Status of publication files Keep 0 MNo No NA 25-30pp 4-0857 PM
INFORMATION e B . 9/28/2005
MANAGEMENT Publication control and processing files Keep 0 Mo MNo MA 25-30y 122909 PM
] A A0D27- 1/13/2005
] LEGAL SERVICES Intellectual property private litigations Transfer 20 MNo No G0bDAJA 27-60qq 4-21-42 PM
: : A0D27- 1/13/2005
LEGAL SERVICES Data licensing Transfer 30 Mo MNo G0bDAJA 27-60z 4-21-42 PM
] FOOD PROGRAM General food program correspondence files Kee 0 Mo Yes A 30 1'_3” ?;2005
P 9:43:14 AM
Food cost and feeding strength reports - Office 1/13/2005
[] FOOD PROGRAM having Army-wide responsibility: Consolidated or  Transfer 5 Mo MNo MA 30-5at 42142 PM
summary reports T
Food cost and feeding strength reports - Feeder 97292005
[0 FOOD PROGRAM B Keep 0 Mo Yes A, 30-5a2 9:04-20 AM
Food cost and feeding strength reports - Other 11312005
FOOD PROGRAM  moe ot MACOM and installation level Transbor= 2 hi Na WA N 4:21:42 PM
1to 20 of 247
After selecting the
ones needed click on |
| €D Internet F100% T

> | O] mbox-Microsoft... | () EdRecords Mana... | (3] Microsoft Powerp... | @ st orvs-wind...  [N@ITEEEEETE




re you can select all or remove instructions before adding them to your O%ﬂﬂ]
L - dus litsiist B eplurey |

~pdat

m - |§| https:,l',l'www.arims.army.miI,l'.0.RIMS,l'RMAssist,l'ListORLll'UpdateORL.aspx?mu:ncIe=u&0FFSymbDI=IMNE-DRM-HRO&TempIE@! 3 If“‘ff | K !!_nft—. Search ||}J !"

File Edit ‘iew Favorites Tools  Help % =
3 == e »

Wk |gUpdate CRL I | oo deh v |5k Page - (0F Tools -

Records Management - ORL Details

USAG FTDRUM - WOXQAA

Office Symbol: IMNE-DRM-HRO
ORL Mame: Test

Record Category Record Title T M Privacy Act Recard Status
Driven Number Number
LEGAL SERVICES Data licensing T Mo Mo A0027-60bDAJA  27-60z Proposed
Food cost and feeding strength reports - Other offices at

FOOD PROGRAM MACON: and installation el T MNa Ma A 30-5a3 Proposed

HOUSEKEEPING FILES  Office service and supply files - DA Form 12-series K Mo  Yes MA 1p1 Proposed

HOUSEKEEPRING FILES  Office serice and supply files - Other information K Mo Yes MA 1p2 Proposed
INFORMATION i .

MANAGEMENT Printing equipment controls K Mo Yes MA 256-30g Proposed
INFORMATION — v

MANAGEMENT Publication control and processing files K Mo Mo MA, 25-30y Proposed

[ Remaove J [ Add Record Instructions ] [ Close}

When ready, click

& Internet w00 v
PO\ 1:16PM

/= Update ORL - W

@ Inboe - Microsoft. .. ] L_ﬂ E:\Records Mana... I Microsoft PowerP. .. ] E Lisk ORL's - Wind. ..




After adding instructions, it will bring you back to the RRS page

!{E RM-ASSI5T Search - Windows Intennet: E;i}hlﬂraj"

- [=]x]

P =i A ;
@@ * gl httpls:,l',l'www.arirns.arrnvl.mil,l'.F\RIMS,I'RMF\ssisI:,I'_ORLCreate,l'SearchInstructic-ns.aspx?tempIateID=82990&oFvamID=IMI\!_.-._:_ = ||| X peibs
Flle Edit “iew Favorites Tools  Help @ug =
e | @R-ASSIST Search % - B =h - [hPage - i Took -
Records Retention Schedule - Army (RM-ASSIST) Basic Search
You may search by Keyword, Regulation Mumber, or Record Category, combined with Record Type. To start a new
search, click the Reset Form button. If you choose to browse the Record Categories, you can sort the list either by
number or description.
Return to Update Page
ORL Name: Test
Hints for searching by Keyword
Search by Keyword Search by Keyword is not case sensitive;
. however, it will not perform stermming functions, =
e Boolean, or "fuzzy” searching (i.e., entry must
Search within Record Instruction Category be exact wording).
The keyword being searched may appear
i anywhere in the instruction title or instruction
Search by Regulation Number description. If Search Within Record Instruction
. ) Category is checked, the category title and
Reguiation bhamber category description will also be searched. It
will not be highlighted.
- Enter one keyword instead of a phrase, and
then use the Search within Results option to
Browse by Record Category reduce the number of hits.
Record Category: ij Do not begin and_end a searsrj phrase with L4
) quotation marks (" ).
Sort “it by: The search engine will not properly search
& Number O Description phrases containing common "noise
AND words” (and, or, not, as, etc ).
Record Type
B O Event O Calendar ® Any ]
Done

Starl EI;TI @' » | ﬂlnbox—l\’licrosoft... [ | EX\Records Mana... E @Microsoft PowerP. .., E & List ORL's - Wind. .

s

€D Irternet #100% v

You can
return to the
update page

to make
changes with

the
instructions
you just
selected by
clicking the
Return to
Update Page

Or continue
searching for
new
instructions.

If you are
done, close
the screen

out




€
@._- o x| | htkps:/ha, arims. vy ilf ARIMSRMAssist ListORLListORLs, aspx?OFfSymID=46530%templat e [D=43001 L:_J % *41| %] |Live Searc
W |§List0RL's ‘ | -8

[WSARNY ]

L

~ /Home, [RRSA, RM-Assist

Records Management - List of ORLs

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

r Wi owsy nternetsExXnorer| m‘

, once the ORL has been

. !‘: ORL submitted successfully as proposed, = |
Office Symbal: | I
RIM-FOIA 2008 Approved
R 2007 2007 Approved
RIM2006 2006 Approved
210th F Co 2000 Proposed
test 1982 Draft
Test 1980 Proposed
[ Update l [ Rename ] [View] [ Submit as Proposed =
Records Management and Declassification Agency | Administrative Assistant to the Secretany of Army | Army Home Page
Freedom of Information Act/Privacy Act | Related Links | Privacy & Security Notice | DoD Wel
| g
Daong € Internst H100% v

Once you
are done,
hi-light
the ORL
you were
working
on and
click on
Submit
as
Proposed

M @g@ '»'| iﬁlInhax-Micrasoft Out,.. I [ E:\Records Managem, . I @Micrasoft PowerPoint ...

/" List ORL's - Windows ..

C)@'\;, 1731 PM
. |



You MUST create a Folder for each instruction to print labels

ﬁé Wonkanesihiolderssiraimpesiindowsinierneitpiores Lj __] ﬁl
& | https: [, arims . armoy. mill BRIMSHelp] Online Training/Maodules! CreatingFaolder shMadule, htm |:|

ARIMS Home - Microsoft Internet Explorer -10] x|

J File Edit Miew Favorites Tools  Help | l'f|

Mow click Create Folders.
) ] ¥l O LUIE
Faolders—

Alerts Popular Links
112 OFLs need your approval. RRS-A updates
RMDA web site
Lngin 0pti0ns FOIA web site
Selert Unit: |USA RESOURCES & PROG AGCY - W2TZAA =l Popular Downloads
o g I e ARIMS User's Guide
Slgninas ECS User's Guide

BAT User's Guide

Announcements as of 01/30/2007

System Maintenance Schedule ¥/ )
DA Pam 25403, Guide to Recordkeeping in the Army {20 December 2006) =/

Previous Announcements (]

ARIMS iz a role-based system managed and operated by the US Army Records Management and Declassification Agency (RMDA). Its primary
purpose is to provide authorized persannel with web-based tools and technology to manage both hardcopy and electronic Army records,

Access and use of the system is monitared to ensure security of infarmation contained within
Users of ARIMS should not assume any dedgree of privacy. =

Dione @ Inkternet H100% <




(C WorianevathioltersiyaimneaWindowsdnternetExploren

£ | https:f fwan, atims. army  mill ARIMSHelp/OnlineTrainingiModules  CreatingFoldersModule. htm

M= (N

<} Create Folder - Microsoft Internet Explorer i ] |

J File Edit Wiew Faworites Tools Help

5, /og E-lI]-t"l,‘.
Records Management - Create Folder
| The Create Folder screenis displayed.
This screen allows you to create electronic and hard copy folders. Once a fqld Be sure that the Office Symbol and Office | barcode labels for
the folder on the Listl  Recards List fields are correct, and then
select a record instruction.
Office Symbol: |BELVOIR =l
Office Records List: |2EIEI? - 381-MILITARY INTELLIGENCE j Select the
Record Instruction: | _ record
iveg the folder a name™ wame of Mew Folder. | » Instruction
- Hadcopy: T Check the box. Labels are for hard copy only
Indexing for a Special Collection: € Yes & Mo
. : : : | —_ |7
spgcial Collection used if Srecial Collection:
ecprd pertains to .

k ; Click when done
Dpérations such as _Subrmt | - -
_)ernocracy, Iragi Freedom * Required Field
ARCE Becords Management and Declassification Agency | Administrative Assistant to the Secretary of the Army | Ay Home Page

Fraadnm of Infarmation Act/Privacy Act | Balatad |inke | Privacs: £ Sacority Blatica | Dal Wiah Palicwe | Cialing Haln TNacl oy |
Done @Internet | 100% -



This page will appear once you have created your folder

Jei Foldess T

arims.army . milf SRIMSH

7} Create Folder - Microsoft Internet Explorer

JFﬂa Edit Wiew Favorites Tools  Help | i‘

A message box appears, showing that you
successiully created a new folder. Click the OK
button to dismiss the farm.

Microsoft Internet Explorer gt_[
i : Folder was successfully created.

Dane

€D Tnkernet & 100%

-



R‘é WorkanEswithEoldErsaliraymnEs il owssl il erneisEcpiorien ﬂ __‘] El

£ | https:f fwva, arims, aree, mill ARIMSHelp/ Cnline Training/Modules W orking'WithFaldersModule, hkrn

<} ARIMS Home - Microsoft Internet Explorer _lojf x|

J File Edit Wew Fawvarites Toaols Help | oy |

[us.aRmY |

ARIMS.

Horme

Welcome = e |‘nent System (ARIMS)

Then click List Folders.

Alerts Popular Links

RRS-A updates
Login Options RMDA web site
FOLA web site

Select Unit: |USA RESOURCES & PROG AGCY - W2TZAA ~]
Popular Downloads
ARIMS User's Guide

ECS User's Guide
BAT User's Guide

Announcements as of 01/30/2007

System Maintenance Schedule £ -
DA Pam 25403, Guide to Recordkeeping in the Army {20 December 2006) =

Previous Announcements

ARIMS is a role-based systern managed and operated by the US Army Records Management and Declassification Agency (RMDAL Its primary
purpose is to provide authorized personnel with web-based tools and technology to manage both hardcopy and electronic Army records,

Access and use of the system is monitored to ensure securty of information contained within
Jzers of ARIME should not assume any degree of privacy

Records Management and Declassification Agency | Administrative Assistant to the Secretary of the Army | Army Home Page 2

Done

€D Internet F100%,

-



Folder Type: View ALL is automatically checked

r{g oranesntinialdersalraimnesWindowss niennetaxplorer L_‘i_jﬂl
& | hkkps:fhaany, arims, army il ARIMS Help) Online Training/Modules 'WorkingWithFoldersModule, hkrm |;|
st Folders - Microsoft Internet Explorer 10l =]
J File Edit “iew Faworites Tools  Help | -# ‘

Records Management - List Folders

This 5 The List Folders screen is displayed. The Office Symbol and ORL fields default |, and

view 1 vour reqular unit, but may be changed. Since the folder type &if is selected by tﬂ}{es

hg default, the list shows both hard copy and electronic folders.

barc title

and chclk the Print Barcode button.

USA RESOURCES & PROG AGCY - W2TZAA

Office Symbal: | BELVOIR |

Office Records List: |2EIEI?' - 388 - MILITARY INTELLIGEMCE j

‘FDIderTypEi & iew All © Electronic © Hard Copy -

Folder Title Record Instruction Number Special Collection Media Type Status
OPERATIONAL MAMNAGEMEMNT 381-3a Mane Hardcopy Checked In
T COUNTERIMNTELLIGEMCE - MIDEAST 351-20p1 DRPERATION IRARQI FREEDOM Electronic Closed
COMFEREMCES 381-3a OPERATION DESERT FOx Electronic Opened
SPOT REPORTS 381-20g1 DOPERATION ALLIED FORCE  Hardcopy Checked Ot
2007 - FACILITIES IMPROWVEMEMNTS 190-12h Maone Hardcopy Checked Ot 'Ll
1 1

Done &P Internet T 100% <



==X

G@ - |g, https: [, arims., army . mill ARIMSRMAssisE/Folders ListFolders, aspx | 5 ||_f! |;I |L|'-\."E! Search ||}J |"|

File  Edit Wiew Favoribes Tools  Help % -
T i, 3 >

"1'} e |EE|' [Y? Yahoo! ]gList Folders b 4 ]°Ft Drum Directorate of Huma, .. ‘ ‘ ﬁ = @ - |:'_:f{°Page i @T':":'ls v

RRS-A RM-Assist RIPS, /Master Index, /Account Admin' | System Admin Help/Downloads Logout

Records Management - List Folders

This screen allows you to request access to restricted folders. print barcode labels for hard copy folders, and view
folder details. To request access to restricted folders, select the View All option, click the check boxes beside the
folder title you need access to and click the Request Records button. To create and print barcode labels for hard
copy folders click the Hard Copy option, click the check box beside the folder title and click the Print Barcode
button.

USAG FTDRUM - WOXQAA

Office Symbaol: | IMME-DRM-HRO |

Office Records List | 2008 - RM-FOIA ]

elect the Check Hard Copy

.Ies yOU Folder Type: (O View All C Electronic & Hard Copy - yOU can SeleCt flle

ant to

. = Folder Title Record Instruction Number Special Collection Media Type Status
t label
'INT lapels
?(l)r FOLA Admin Files 25-55b MNone Hardcopy Checked Out
FOIA Reports 25-55e2 Maone Hardcopy Checked Out
[1 EOIA Requests Access Denials 25-55a1 Maone Hardcopy Checked Out
[[1 Records Disposition Files 25-400-2a Maone Hardcopy Checked Out
e The print button is not available
unless you select hard copy above
Records Management and Declassification Agency | Administrative Assist ecretany of the Army | Armmy Home Page
Freedom of Information Act/Privacv Act | Related Links | Privacy & Securtv NotiC Neb Policy | Online Heln Desk I
<] >

€D Internet F 100% -

@ Sent Ikems - Microsof, ., /7 List Folders - \Wind i 73 EX\Records Managem.. . I Microsoft PowerPoint ... M@l -‘\3 3:55 PM




rﬂ‘ Erinisarcod el ahelcsWindpwsa nterneistxnloren i.a ng

@._— ¥y (B https:,l',l'www.arims.armv.miI,l'.0.RIMS,I'RIPS,I'Hardu:u:||:|yITransFerIPrintBarcode.aspx?r=°.-i:-F"e%2FRMF\ssist°.:".:-2FFu:uIders°.-*o2FLE-;—J % 3| X ive Search 2~
File Edit ‘iew Favorites Tools  Help ﬁ':‘._:l -
T z — — - = =
W “1".:"? ‘b‘%lv !'Y."-r'ahou! |@Print Barcode Labels X I@ Ft Drum Directorate of Huma. .. ‘ ‘ ﬁ? by EJ L r_;}Page = (L Tools =

Print Barcode Labels

Margins on all four sides should be set to 0.25 inches for proper printing. Select a starting row to print on a partially
used page of labels. After printing, check your labels_ If they did not print correctly, you may print them again before
leaving this page. If you have left the page yvou will not be able to reprint.

lF'rintl l Close ] [ Home l l Test Print Page Start at Row & | 1 Ej CorreCt Label SIZe needed =
¥ 25-55b FOIA Admin Files (08) Avel’y 5161

FOIA adminiscrative files
PR:NA
Destroy in CFA when 2 wyears old.

El 25-5Se2 FOIA Beports (08)

FOIA reports — Other reports

PL:NA&

Keep until NLW, NTE & years, then Please note Change Of

destroy. - - -
margin size: .25 inches

FE 25-55al FOIA Requests, Access Denia... (08)

FOIA regquests, access, and deniala — R...

PA:A0025-555ATE
Destroy in CFA 2 years after date of
reply.

TE 25-400-2a Records Disposition Files (08)
Record disposition files
BA:NA
018451101530040579

Keep in CFA until after the related
records are destroved or transferred t...

Please note that ONLY Transfer (T) Files will have the barcodes

Dane €D Internet F100% v

m @ @ @ 25 | Ii—JI Sent Items - Microsof ...

| E:\Records Managem. ., I @ Microsoft PowerPaint ... | G@ '\1 4:01 PM
1

f Print Barcode Labels - ..




Labeling Procedures AR 25-400-2 Chapter 6

Chapter &
Labeling Procedures

6-1. Army Records Information Management System record titles

The record titles listed in the ARIMS RRS-A identify records for filing, reference, and legal disposition authority,
These titles provide an overall identification of the types of records that must be created and maintained in accordance
with prescribing directives but are not required to be used for office labeling purposes. Labels may be created using the
records titles in ARIMS or with working titles that best fit the business and or reference use of the records in an office,
or both.

6-2. Army Records Information Management System record labels

a. All folders and containers wsed to store official records, including records in electronic form, will be labeled.
Records will be identified clearly by marking, designation, electronic labeling, or if physical marking of the medium is
not possible, by some other means of identification. The term “labeling™ as used in this chapter is intended to include
all methods of dentification and is meant to apply to all record matericl, no matter how recorded {paper, microfiche,
electronic, and so on). Labeling may be accomplished in any manner that best suits the business needs of an office
except that labels will include the letter(s) “K,” “KE,"” “KN,” “KEN,” or “U" for records that will be managed entirely
within the office or the letier{s) “T,” “TE," “TEP,” or “TP* for records that will be transferred to an RHA/AEA/other
locaton as specified in the disposition instruction, a title, and the year of file creation. In addition, labels for records
covered by a PA system notice will include the PA system notice number corresponding to those records identified in
the RR5-A. The record number may be included on the label as indicated in figure 6-1. The ARIMS automnatically
includes the record number when the “print label” feature is used (see DA Pam 25-403, chap 3, for managing various
types of records media).

b. Methods of labeling are at the discretion of the office of record and may include anything from typewritten or
computer generated labels, to wnting or printing with pens and markers directly on the folders or containers for
hardcopy records. Labeling of electronic records may range from naming folders as agency shared or separately
managed at the office or individual level, to a detailed index of single documents (for example, spreadsheets, database
files, and so on) that reference or link to associated material to complete the record. Offices or units with an ORL
stored in ARIMS may use the RM-Assist to print out labels for records selected from that list. Labels printed from the
RM-Assist display the disposition code, the ARIMS record number and title, current year, disposition instructions, and
the PA system notice number if applicable. ARIMS-generated labels for T records also contain bar codes used by
RHA staff for indexing and tracking after the records are transferred to that facility. Labels may be modified to further
identify records and/or to specify business nceds so long as the bar codes are not obstructed (see figure 6-1).



Labeling Procedures AR 25-400-2 Chapter 6

KE 1h Information access files—Afpba Company (07)
PA: A03B0-6TDAMI

Keep in CFA 2 years after authorization expires, then
destroy.

KEN Ir Office classified material inventories (07)
PA: ADOOTDAMI

Keep in CFA until NLN after next inventory, NTE 6
years, then destroy.

T 1hh Office temporary duty travel {07)
PA: T7333DFAS
Keep in CFA until NLN, then TRF RHA.

TE 200-1b Envirowmental pollution complaints (o7
PA: NA
Keep b OFA wntil NLN after case is closed, thew TRF RHA,

TEP 115-11q Map identification files (07)
PA: NA

Keep in CFA until NLN after superseded or obsolete, then
TRF RHA.




After closing out label print page, it will take you back to the List Folders Screen.
From here you can logout if you are finished or explore the rest of the website.

rgL]EE‘"Fb[d%’j"ﬁ'# Wandowssnienneiskpiorer ﬂ __::I:El

= ™ B httpsifiveese, arims, armey mil | ARIMSRMAssist[Folder sfListFalders, aspx L:| % 4| K

-
File  Edit ‘“iew Favorites Tools Help ui-:g -
ke adr (ool - - B = w3 iy
W |:3'H [ !Y? ¥ ahoao! x I@ Ft Drum Directarate of Huma. .. | | f=a || f=h — |:of Page = (3 Toals -

LIS ARNY

Records Management - List Folders

This screen allows you to request access to restricted folders, print barcode labels for hard copy folders, and view

folder details. To request access to restricted folders, select the Wiew All option, click the check boxes beside the

folder title yvou need access to and click the Request Records button. To create and print barcode labels for hard

copy folders click the Hard Copy option. click the check box beside the folder title and click the Print Barcode =
buttan.

USAG FT DRUM - WOXQAA

Office Symbol: | IMNE-DRM-HRO

B B

Office Records List: | 2008 - RM-FOIA

Folder Type: & View All O Electronic ' Hard Copy

Eolder Title Record Instruction Number Special Collection Media Type Status B
FOIA Admin Files 25-55b Mone Hardcopy Checked Out
FOIA Reports 25-55e2 Maone Hardcopy Checked Out

FOlA Requests. Access Denials 25-55a1
Reco -,j -:usm-:-n F =3 - !UU a3

l;| " : "__ E- ,1'.,9 e ; ’i ‘ .- - : %] - — | B __
m e o (& }}"| | 5] serit Items - Microsof. ..

H:ardc:u;:-\_.,r Checked Out

€]

Ho100% v

I |73 Ef\Records Managem. .. I @ Microsoft PowerPaint ...




Preparing files for storage at
the Records Holding Area
(RHA)




Changes Iin Retention Periods

 |f change increases retention period, new retention
period will be used on all records

 |f change decreases retention period, new retention
period will be used on all current records except for
permanent existing permanent records will remain
permanent




Procedures for turning in
vour records/files (short version).

s*Determine what files to turn-in.
(Always check the ARIMS website file disposition codes first)

*»Get proper box (Call Records Manager for details 772-1500)

**Pack the boxes. Place records/files in numerical order starting with
box one and continue through the shipment.

“*Prepare Standard Form 135. This form is available electronically.

*Turn-in SF 135 to RHA personnel (Bldg P-10720 (Clark Hall) Mt.
Belvedere Blvd. Rm B1-25 Do not bring boxes at this time.

**Bring boxes to the RHA (Bldg T-65 Warehouse Rd) upon
notification from the RHA staff.




Example of SF 135 Records Transmittal and Receipt Form

Complete and send original and two copies of this form to the appropriate Federal Records PAGE QF
RECORDS TRANSMITTAL AND RECEIPT Center for approval prior to shipment of records. See specific instructions on reverse. 1 PAGES
1. TO {Complete the address for the records center serving your area as shown in 36 5. FROM (Enter the name and complete mailing address of the office retiring the records. The signed
CFR 1228 150)) receipt of this form will be sent to this address)

Federal Records Center

PERSONNEL OPERATIONS BRANCH
Records Holding Area, Fort Drum, NY 13602-5045 G1/AG (AWARDS)

- 2. AGENCY | TRANSFERRING AGENCY OFFICIAL (Sjgnature and title) DATE BLDG P-1000 10TH MTN DIV DR

T:I?‘INI-!SSE? Do Not Forget To Si.gn and Title FORT DRUM, N'Y"15¢02-5008

IZATION

3. AGENCY | TRANSFERRING AGENCY LIAISON OFFICIAL (Name, office and telephone Ne.)
CONTACT
Not same person as above

4. RECORDS | RECORDS RECEIVED BY (Signature and title) DATE
CENTER

receT | RHA MANAGER WILL SIGN HERE

Fold Line
6. RECORDS DATA
ACCESSION NUMBER AGENCY o COMPLETED BY RECORDS CENTER
VOLUME|  BOX SERIES DESCRIPTION £ Z| DISPOSAL AUTHORITY | pisposaL wz[Ew[Oa
RG FY |NUMBER| (cu. fr) NUMBERS (With inclusive dates of records) urE itom number) DATE LOCATION gé g';: Sg‘
ta) | (&) (e} (d) (@) () Tg: (h) () 71} ?H L[}n ‘:tm}
4 1cu Total | State the Privacy Act # if these files You can find If file THIS IS
per| number| require it. As seen below. this information  hasa | GIVEN BY
box | of boxes on the ARIMS | destruc | THE RHA
as seen| THESE RECORDS ARE COVERED BY: website under | tion MANAGER
below | PA A0600-8-22AHRC the file date ONCE SF135
instructions. please | HAS BEEN
Type in your section such as: enter in | APPROVED
G1 this box
1/1| Assault Landing Credit Wartime Awards. |R | NC1-AU-81-2
Filed Alphabetically
RN:
600-8-22b1
IF YOU HAVE ANY QUESTIONS ABOUT
FILLINa THIS FORM QUT CALL 2-1500
____1_ _8 B 4 RN Fe 8 BA L —_ 4 4 B ______\_J__

tanc 1( v. 7-8E
y MNAR/

An ny Questions on Records Turn PP



Freedom of Information & Privacy Act

FOIA-PA Office is located in Clark Hall Rm B1-25. Ph: 2-1500

BOTH ACTS ALLOW INDIVIDUALS TO
SEEK ACCESS TO RECORDS

B FOIA — ADDRESSES ACCESS TO AGENCY
RECORDS

B PA — ADDRESSES ACCESS TO RECORDS
THAT ARE RETRIEVED BY AN
INDIVIDUAL’S NAME AND/OR PERSONAL

IDENTIFIER ]
Any Questions???
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