US Army Corps
of Engineers-

Records Management Briefing

for the POH Staff— June 2004
Sponsored by: POH, Information Mgmt Ofc
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e Agenda

US Army Corps
of Engineers.

» New ARIMS, AR 25-400-2
» Upcoming Inspection — 19 Jul 04
» Update from HQUSACE Conf, 6-8 Apr 04

» Admin Announcements — Regs, Policies,
Copiers, Forms and Pubs.

» Records Holding Area (RHA) & Seattle
Federal Records Center (S-FRC)
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sl What is ARIMS?

US Army Corps
of Engineers.

» Army Records Information Management
System, AR 25-400-2, dated 18 Mar 03
www.arims.army.mil

» Replaced MARKS — Modern Army
Recordkeeping System, 26 Feb 93

6/18/2004



Army Electronic Rescarch System Help Page Page 1 of 8

US Army Corps
of Engineers.

ARMS HELP AND FREQUEMTLY ASKED QUESTIONS
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US Army Corps

A REGISTERED USERS

« Many ARIMS modules require you to be a
registered user.

— Action Officer (AO)

— Records Coordinator (RC)

— Records Holding Area Manager (RHAM)
— Records Manager (RM)

— Records Administrator (RA)

 |tis important that you identify your records
management duties accurately before you
register.

6/18/2004



u;lﬁycﬂps RRS-A MAIN SEARCH

of Engineers.

« Allows searching by keywords, a particular
record category, or by a particular prescribing
directive (Army regulation, PAM, etc.).

 Allows filtering by type of record (event or non-
event, permanent or temporary, or transfer/keep
records).

 Note: Users registration not required.

6/18/2004 6



RRS-A Scarch Page | of 1

US Army Corps
of Engineers.-

LGN || REGIETRATION

RECORDS RETENTION SCHEDULE - ARNY [RFS-&) SEARCH

Mewl! Yiew RRSA Tr
Records Relertion Scheduls - Ariny (RRS-A) alows 8l usans 1o ssaich tha Army Recirds Relsntion

Ralasad Link
Schedules and |s a companent af the Amy Hecords Infarmation Management System [ARIMS]. The Records . - E‘
Relertion Schadulas reflect all Hational Archives and Records Administradon approved retention and REE-A Acvanced Say
dspesition informabion far Sy recards. RRES-A View Lpdatas

Digpoaion Codes

» Search by Keywaord

Screen -

+ Search By Army Regulation or other
priscribing directive. Enter numbers
only, do not enter AR, PAM, atc,

v Select Type of Record
EVENT ' HON EVENT (® ALl
PERMANEMT | HOM PERRMANENT (21 ALL
TRAMSFER (_'KEEP (® ALL

» Browse by Record Category

) Blumbsss
Flease Selec a record cabegary Erdﬂl' @ Mluimkes
¥

.
- Dascriplion

Submil Search Resel Form ]

Hoima | ARIMS Traming | Hol Tapics | What's New | Saanch RES-& | Links
Records Maragensanl sod Degasqnfaiion Agency | Tha adenant General | LS, Anrfy Human Resources
Command | Army Home Page

Orline Melp Desk | Prvacy & Securty Malics | Ahoud ARBS | DoD YWeb Policy

hittps:/iwarw. arims.army. milfrrsanew mssrch.asp G10/2004




o .
samycos  RALIONAlE fOr Change

of Engineers.

* Preserve all important records.
* Retrieve all important records.
« Simplify the recordkeeping process.

* The recordkeeping process is part of the dalily
business process.

» 36 Retention Periods were combined into
2 retention periods (Keep or Transfer).

6/18/2004



uﬂycﬂps RECORDS

of Engineers.-

 ARIMS focuses on the management of long-term and

permanent records. Allows the business process to manage
the short-term records.

- Records are identified according to the primary directive
that prescribes those records to be created, maintained,
and used.

- A record number (RN) associated with each record title
serves as an additional identifier for records personnel
and RHA staff.

6/18/2004 9



samcome  DISPOSIition INstructions

of Engineers.

 For all records are categorized as two types of records.
— Short-term Records

— Long-term Records

* Are coded and begin the letter:
- “K” for keep/not to exceed 6 years
- “T” for transfer/retention over 6 years, followed by an event
- “E” for event when applicable
- “P” for permanent retention or
- “U” for unscheduled records (paras 1-7c).

6/18/2004 10



m 1 79
US Army Corps K ReC O rd S

of Engineers.

* The retention and disposition of “K” records are
based on the period of time that the creating office
needs to keep them in order to meet business

needs, which should be specified in the prescribing
directive.

* Once that period of time Is met, the records should
be destroyed (para 1-7d).

6/18/2004 11



m 1 79
US Army Corps T ReC O rd S

of Engineers.

* The retention and disposition of “T” records are
applied by the servicing RHA or the Army Electronic
Archives (AEA) to which the records are transferred.

* The precise holding period for those records is
calculated and applied to the records according to
the instructions in the ARIMS RRS-A (para 7-1d).

6/18/2004 12



US Army Corps
of Engineers.

6/18/2004

Records Mgmt

13



4| \Whatis a Federal Record?

US Army Corps
of Engineers.

v Recorded information, regardless of media

v'"Made or received by a Federal agency in
accordance with law or in the conduct of
business

v'Evidence of the organization, functions,
policies, decisions or other activities of the
Federal government or value . . . of
iInformation It contains

6/18/2004 14



US Army Corp
of Engineers.

Traditional Documentation
- Reports / Memorandums
- Forms
- Emaill - Print and File Copy

Federal Records Include:

6/18/2004 ()



US Army Corps
of Engineers-

»|s there an index | can refer to help me
better understand these ARIMS
numbers generated in my office?

»Yes, the admin staff annually updates
(as reqg’d) the Selected File Numbers,
Files.frp. Consult your Ofc Admin for
the list to develop your own files.

6/18/2004 16



o Components of the

US Army Corps

«eaicers. Salected File Numbers
List
 ARIMS file number
e Description of file
* Privacy Act or N/A
 Magnetic Form?
e Microform?
o Cut off of file (COFF)
* Disposition (Retention Period)

6/18/2004 17



US Army Corps
of Engineers.

* | have a lot of records around that | do not need anymore
and they are taking up space. Am | free to recycle or
destroy them?

» No! All records are government property. They cannot be
loaned, recycled or destroyed without proper disposition
authority IAW ARIMS. Unless they are duplicates, copies,
vendor catalogs, journals, blank forms are are available
electronically or solely for convenience, not considered
official, can be destroyed.

» Consult your Ofc Admin or Anna, POH, Records Manager
for guidance on “how to” accomplish this. Takes only
minutes to do.

6/18/2004 18



Why do we have to do records mgmt and

S how do | benefit?

v’ Stay in compliance with Federal Law

v’ Efficiency to do your job / actions and decisions
v Free up valuable office space

v" Allow quicker retrieval of documents

v’ Save money on space, equipment and staff time
v Maintain economy

v It's your job!

6/18/2004 19



Hod
US Army Corps F I L I N G

of Engineers-

An accumulation of records maintained in a
predetermined physical arrangement, using the

ARIMS numbering system. Arrangement can be
either:

| =
Chronological (Date) "

Numerical (Project/account numbgl) wm
Alphabetical (Subject/name) .

6/18/2004 20



(sl LABELING

US Army Corps
of Engineers.

Proper labeling Is essential for
accurate filing, retrieving, and
disposing of
records.

/\

6/18/2004 21



[ LABELS ON FILE
of Engineers. DRAWERS

CONTAINS TWO OR CONTAINS ONE
MORE RECORD RECORD SERIES
SERIES

RECORDS DIVIDED INTO TWO DRAWERS

6/18/2004 22



US Army Corps
of Engineers.

6/18/2004

LABELING BOOKCASES/OVERHEADS

1)) Reference Publications

7AE



US Army Corps
of Engineers.

6/18/2004

Upcoming Inspection

24



sl Preparing for Courtesy

US Army Corps

of Englneeas Rec Mgmt Inspection
» Anna will visit each office and look through
filing /shelving cabinets to assist and provide
guidance, beginning 19 Jul 04.

» An advance checklist (for Admin only)
was distributed 28 Apr.

» Each individual’s cubicle will also be
surveyed for (unnecessary clutter, duplicate
copies, boxes, binders, drawings, etc).

6/18/2004



.,EE‘;,CO,,,S View of RHA & Seattle FRC

of Engineers.

 Records Holding Area (E. Range)

o Seattle Federal Records Center

6/18/2004 26



US Army Corps
of Engineers.

6/18/2004

Shelving Boxes by
Cliff and Roy

27



] Transfer to the RHA

US Army Corps
of Engineers.

« SF-135 and SF135a
Records Transmittal & Recelpt

e If you're new to transferring records,
always consult Anna, x8349 prior to
boxing, preparing SF-135 forms or
destroying records.

6/18/2004 28
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US Army Corps
of Engineers.

DA 543

6/18/2004

REQUEST FOR RECORDS
For use of this form, see AR 25-400-2; the propanent agency is ODISC4

PLEASE READ THE FOLLOWING BEFORE COMPLETING THIS FORM

= These records will ba used far officlal purposes only.
= Do not remove, permit to ba removed, add to, or reveal the contents ta unauthorized persons.
« The requester is rasponsibls for aturn of these records intact to the office of record,

SECTION I. 70 BE COMPLETED BY THE REDUESTER

1. RECORD/s/ REQUESTED (Giva file classifcativn, subject, dote, and sther idantifying information. 1f recove's of parsunrel are requestod, give name (LAST NAME FIRST), grade,
SSN. tyge of file requested, and porpose for wivch recoris are to be psed,)

@ @ <

Contract Number and/or Description of Box; BOX RHA Location

DACW-90-D-0025, dba Park Engineering 27 of 85 4627

DACW-90-D-0025, dba Park Engineering 16 of 66 4552

2. REQUESTER'S ADDRESS @ 3. ESTIMATED MO, OF DAYS RECORDS ARE NEEDED

USAED, POH OR POD N/A

Bldg. 230, CEPOH-CT-C, Jyun Yamamoto or requestor 4. TELEPHONE NO. &J 5o ﬁ'
Fort Shafter, HI 96858-5440 438-XXXX of requestor {0 Lo ©

Stop: 502 6. NAME 2n smn’ay?_nsmuss @
¢ Mgr, P%D, 438-8349

Anna Tarrant, Re

SECTION U - TO BE COMPLETED BY THE RECORDS CUSTODIAN

7. SEAACHER'S REPORT
2, RECORDS ATTACHED FOR DELIVERY YO ADDRESS IN ITEM 2.

d. NAME, ADDRESS, TELEPHONE NO., AND DATE LOANED

b. RECORDS CURRENTLY ON LOAN (Compicte dock Jd)

¢, UNABLE TO IDENTIFY RECOROS

8. DATE RECORDS MUST RETURNED

9, ADDRESS OF CUSTODIAN 10. TELEPHONE NO. 11, DATE

@ 656-0334

1L NAME AND SIGNATURE OF CUSTODIAN

@NY CALDERA, RHA CUSTODIAN

SECTION Wi - TO BE COMPLETED BY THE OFFICE OF RECORD

13. DATE RETURNED 14. SIGNATURE OR INITIALS OF INDIVIDUAL TO WHOM RECORDS WERE RETURNED

—r—r— .
DA FORM 543-R, JAN 93

REPLACES D& FORM G423, BAY 70, WHICH MAT BE USED UNTIL EXHALSTED USARPC ¥2.00




Hll View of Seattle’s Federal

US Army Corps

of Engineers. ReCOrdS Center

 Only Permanent-type records are
transferred to the Seattle FRC.

 For example: Environmental, Civil
Works, Regulatory records, etc. usually
from 20 to 50 yrs to permanent archival.

6/18/2004 31
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US Army Corps
of Engi

6/18/2004

REFERENCE REQUEST—FEDERAL RECORDS CENTERS NOTE: Use a separate form for each request.

SECTION 1-TO BE COMPLETED BY REQUESTING AGENCY

AGGESSION NO. AGENCY BOX MUMBER RECUORDS CENTER LOCATION NUMBER

QF

DESCRIFTION QF AEGCRIYS) OR INFORMATION REQUESTED

|:|alox

D FOLDER (inclute flla numbar and tile]

MATURE OF SERVICE

D FURNISH COPY OF PERMANENT D TEMPORARY

CTHER
AECOADIS) ONLY WITHDRAWAL LDAN OF RECOAD{S) D REVIEW D

(Specity}

. SECTION {|=FOR USE BY RECORDS CENTER

REMARKS
D REGORDS NOT IN CEMTER CUSTODY D RECORDS DESTACYED

D WRONG ACCESSION NUMBER —PLEASE RECHECK

D WRONG BOX NUMBER—PLEASE RECHECK

D WRONG CENTER LOGATION —FLEASE REGHECK

D ADDITIONAL INFORMATION REQUIRED TO IDENTIFY AECCADS
RAEGUESTED

D MIESING (Weiler record(s), informration ner ¢hage card found in
containarfs) spacifiad)]

[j REGCORDS PREVICUSLY CHARGED OUT T (Mams, agency and date):

SERVICE

TIE
REQUIRED

SEARGHERS
INITIALS

SECTION Nl —-TO BE COMPLETED BY REQUESTING AGENCY

NAME OF REQUESTER TELEFHONE NG O FTS | DATE

RECEIPT OF RECORDS

Roquesler pleass sign, dabe and raturn this farm, for
file itam(s) listed abova, OWLY il the block to right has
been checked by the Records Centar.

SIGNATURE

NSM 7540-00-682-5423

5011-108 PREVICUS EDITION USABLE
@W‘Mm Aecyoimd Paper X

OPTIONAL FORM 11
NATIONAL ARCHIVES AN
HESORDS ADMINISTRATIOL
36 CFA 1228.164




US Army Corps SUCCGSS StOry

of Engineers.-

« Patty Billington, OC attributes the District’s

proper filing and transfer to the National
Archives for the successful retrieval of a
record dated 1971. The record was a public
notice for a meeting on Heeia Small Boat
Harbor. Effectively finding this record saved
the Corps time and money on research.

e THE RECORD MGMT SYSTEM WORKS!!!

6/18/2004
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Tarrant, Anna J POH

From: Pross, Davad C LTC POH

Us Army corps Sent: Monday, February 23, 2004 5:27 PM

To: Tarrant, Anna J POH; DLL-CEPOH DISTD Adm Sup/Spec; DLL-CEPOH Timekespers

of Engineers® Ce: DLL-CEPOHM DISTC Chigl

Subject: RE: Good Filing becauss of YOU

Team,
Thank you for all that you do every day! Well done!
pce

DAVID C. PRESS

Lieutenant Colonel, U.S. Army
Commander and District Enginear
U.5. Army Corps of Engineers
Honolulu District

(B08) 438-1069

(B08) 438-8351 (Fax)

Driginal Message
Fram: Tara, Arna ) POH
Sent: Morday, Februsey I3, M0 9046 AM
To: CLL-CEPOH DISTD Adm Sup'Spec; DLL-CPPOM Timekespers
[x'=] DLL-CEPOM DISTC Chief
Subject: Good Filing because of YOU!

Aloha ADMIN Staff,

Pat Billington {OC) has testimony balow that our records fling system doass INDEED work, because YOU ensune
what is sent to the Records Cenber be il lemporary storage al Eost Rango. Schofield or
to the: National Archives in Sealile is done accuralely

| just wanted lo personally THANK YOU for all you do on a daily bass, seems rouling, but
your job is so important in presening the Corps work for the Uniled States of Amencal

Thank you!
Anna (proud 10 be a part of your TEAM)

aa Dqgra FME.
From: Bilington, Fat E PON
St Wodnescay, Febnuary 18, MO0 600 P
Ta: Tarrars, Anna ] POH; Peenag, James POH; Maue, Pau POH, Kesaicam, Dayna N POH
Ce: Kanetake, Domna H POH; Faggiol, Vinoent ) POM; Fretas, Sharon M POM
Subject: BE: FOLA reduest for Heela-Dea small bost harbor secords

All

| want 1o let you know that this FOLA action worked out really well. Thanks to your help Anna was able
to retrieve exactly the right records from the mainland storage facility. Our requestor was so happy and
grateful to read the record of this 1971 public meeting. CIEirI:,' the record keeping system works. Thanks

1o everyone for your help in responding perfectly to what seemed to be an impossibly difficult request
Parry




US Army Corps PRACTICE

of Engineers.

RECORDS MANAGEMENT

v File records properly so you and others
can find and
v use them efficiently.

v’ Create, keep current, and use your
“Selected List of File Numbers”.

v Retire to the RHA and permanent
records to NARA — annually.

6/18/2004 36



fod PRACTICE
RECORDS MANAGEMENT

US Army Corps
of Engineers-

v Break the “extra copy” habit.

v'Keep your personal papers separate
from office records...take it home!

v"When you change jobs, records belong
to the Federal Government - Not You!

6/18/2004 37



US Army Corps
of Engineers.

WEBSITE ADDRESSES:

» To access the ARIMS filing system on the Internet
use the following website address:
www.arims.army.mil

» National Archives & Records Administration
(NARA). www.nara.gov

6/18/2004 38


http://www.arims.army.mil/

samcops A MINIstrative Reminders

of Engineers.

6/18/2004 39



e . .
US Army Corps Copiler Equipment

of Engineers.

e Consult Anna prior to the lease of
copier equipment.

o Written justification must be approved
by Anna/IMQ prior to the lease.

« Without approval, IM will not tech
approve copiers in CEFMS.

6/18/2004
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o
US Army Corps POH Forms

of Engineers.

« All new forms must be submitted to
IM/Anna for approval.

Do not remove FormFlow template from
the P:drive, others won’t be able to use
it. Rather, copy the completed form to
your C:data file.

 If you can’t find a form, you can check
www.usapa.army.mil, & click on: Forms

6/18/2004 41


http://www.usapa.army.mil/

US Army Corps
of Engineers.-

Regulations, Policies,
SOP'’s:

e Submit (in MSWord format) Internal SOP'’s,
POH Regs, & Commander Policy Memos to
IM for authentication, formatting, proper
coordination prior to final signature. Upon

com
and

nletion of the above, proper distribution
nosting to the webpage will be made by

POF

-IM.

e Contact Anna, 438-8349 or emall

6/18/2004
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;H.li. Quick Tips from IM

of Engineers.

e POH Forms 3, 5, 6's?

 Forms on P:drive?

e Coplers?

* RHA (Rec Holding Area)?

* Preparing POH Regulations/SOP’s?
e POH Intranet?

« NARA?

6/18/2004 43



Tarrant, Anna J POH

Frosm: Torand, Anna J POH

us Army cOrps Sant: Tussday, April 13, 2008 1002 AM

Te: DLL-CEPOH DISTD Adm Sup/Spec; DLL-CEPOH Timekoapers

of E ngineers ® Ce: DLL-CEPOD DISTD Adm Sup/Spec

Subject: P& Soeme friendly reminders and guick tipsireferences

Aloha Friends - someons requestad this information again, shanng again

Take care and thanks for keeping the DISTRICT maving!

|
Criginal Messags
From: Tarrant, Anna J POH
Sent: Thursday, October 02, 2000 2:11 PM
To DLL-CEPOH DISTD Adm SupiSpec; DLL-CEPCH Timekeepers

Subject: Sorme Iriendly e SETE Juick Bps references

Deear Friends,

|
1) When you have a new employss, POH Form 8 nesds o be completed by the supervisor and son! o
CEPOH-IM (in advance s0 ha! they can generale a user-d)
Form is available on the P Drive 8. P-FormsiFormFlow\POH 6. FRP

2) POH Form 3 will also nead 1o be completed and sent o CEPOH-RM
Form s available on the P Dive &1 P FormsFormPlowPOH 3. FRP

3) When using FORMS on the P:drive, best o save the file 1o your C:Data drive and make entries there
if you make entries while in the P:Drive, save it, forget about i, tum off your computer, all
your data will be seen by the nexl person 10 use e form, Again, these are farms-templaes
for all to use, so save your entryTarms 1o yoeur C:Data for retrieval and privacy, Make a duplicals
daon'l cut the entire form, i nol, the farm is gona from the Pidrive

&) I you find that your form is no lenger on the P:Drive, you can always download the farm by gaing lo
hitpd fwoanw, usapa, army.mil, then evendhing (s sef explanatory, Click an Forms, search by
numbser or lifle ten save it to the Padive. Somalimes users inadwvertently remove forms from
the P.grive. There is no way for IM o block forms from being removed, if we did, then no ane
could gain access o the Pidrive

) Use OPM T1 for Reques! for Leave or Approved Absence (Leave Siip) located on the Pidrive.

7} If you have questions on COPIERS, bes! o consull me firsl, al xB349 or by emall. Some copier raps
comes through every year trying 1o sell oul fairty new coplers (wilthan 3-4 yrs old) and we cannol
giford to do this. Standard use of any copler & 8-T yws. N nol, the government loses money
everylime we legse a new coper  Because of technology, it S recommenged that we LEASE
copitrs vi. oul-right-purchase. Afler 2-3 yrs, we can alwiays upgrade lo the newest moded, slc
Agan, because he copeer nep sugpesls you neod & now copier, thal doesn™ mean you nead ane;
they ane salesmaniwoman just ke sellng cars. making & sake. In ofder 10 be consxiered for a copier
& justification memo needs o be completed and sant 1o IM'me for review

8) The Records Holding Area iz full to capacity. Check wilh ma firsl before boxing up your records
o have them hauled away. We have an off-sila storage lacility that we pay for storage howeyer,
this has béen pul on hold per LTC Press. Ho's working on 1|n-d|ng us space an Shafter or fhis
purpose. Currently, two offices ulilize the off-s#e storage and pay direct 1o the vendor with their
IMPAC card

OP's, ete. Al regs/SOP's need 10 ba reviewsd by IM (consult me). Then
this final wil be routed to the Corporate Board for approval prior to being signed [/ pubdisheed by Ch, IM
Thiss reegulations will be posted 1o the POH Inarmal for all bo eseses,
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10) Ciyillan Employes Clearance Record, POH Form 5 musl be completed by ALL employees thal leave the

Honohuly Destncl, whether students, iempoarary, contractor, FTE. Direct technical questions io Lisa Clark,
POH-HR, x2072. Form is available on the P:Drive st P:Forms\FormFlow'POH 5 FRP

1) To get to the POH webpace for POH Regulations/Library/Links

hittp ffwewew. poh usace_army. mideltvintogate hilm
12) To get o the POH Intranet: hitps:!ipohinfe (you'll find: AKD, Cmdr's Policy Memo's, SOP's and more)

13)  you have questions about Records Managemeant, refer to the Ridgmt Trng, | conducted May 2003
on the RMgmt wabsite at: hitp:f'waw poh usace army.millpdfs/RecMgtid. pdf

14) Our MARKS AR 25-400-2 is now: ARIMS [Army Records information Mgmt System)
help:www, army milusapalepubs/pdfir2s_400_2 pdi
You should all logiregister yoursehes onto ARIMS al: waw.anms.amy.mi

18} Othar information on National Archives & Roconds Adminestration provided for you
Fillp Uweanw Do uSace_ammy. mirecmiglasp

16) MOST IM TANT all means, don'l hegitate to call me a
I o ik pour stall could utilize these toolsftips, plense lorward to them,
Hava a wondaerful day,

Anna Tarrand, Records Manager




o
wsamycons [1Q CONference Update, Apr 04

of Engineers-

» MARKS Is obsolete, use ARIMS.

» Official Mail — report any suspicious malil
to your supervisor and security manager
iImmediately, retain for evidence.

» DA may regionalize RHA'’s, meaning we
may need to seek alternate off-site
private storage facility for temporary
records.
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;H.li. Office Symbols from HQ

of Engineers.

e References:
e EC 25-1-304
« AR 25-1, Chp. 8-5b(1)

 All newly created symbols shall be
submitted to HQ-CERM for
review/approval prior to publishing.
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;H.li. POH Website

of Engineers-

e A wealth of Information can be found at
the POH website. Browse the web.

e Contact IM for further information.
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i
samcops REC Mgmt Trng Handouts

of Engineers.

 Will be available at:
http://www.poh.usace.army.mil/recmgt.asp

Click on: Rec Mgmt Briefing, June 2004
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e
e co€cords Enable You To . . .

of Engineers.

Properly Transact Government
Business

Make Timely and Informed
Decisions

Accomplish Your Mission

= !




US Army Corps
of Engineers.

Thanks for attending!

Contact Anna
438-8349

6/18/2004 51



	Agenda
	What is ARIMS?   
	
	RRS-A MAIN SEARCH
	
	Rationale for Change
	RECORDS
	Records Mgmt
	What is a Federal Record?
	Federal Records Include:
	
	Components of the Selected File Numbers List
	
	Why do we have to do records mgmt and how do I benefit?
	LABELING
	LABELS ON FILE DRAWERS
	Upcoming Inspection
	Preparing for Courtesy Rec Mgmt Inspection
	View of RHA & Seattle FRC
	Shelving Boxes by Cliff and Roy
	Transfer to the RHA
	View of Seattle’s FederalRecords Center
	Shelving the Records
	Request Form- OF 11
	Success Story
	
	PRACTICE       RECORDS MANAGEMENT
	Administrative Reminders
	Copier Equipment
	POH Forms
	Regulations, Policies, SOP’s:
	Quick Tips from IM
	
	
	HQ Conference Update, Apr 04
	Office Symbols from HQ
	POH Website
	Rec Mgmt Trng Handouts
	Records Enable You To . . .
	Thanks for attending!  Contact Anna 438-8349

