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Records Management Briefing
for the POH Staff – June 2004

Sponsored by:  POH, Information Mgmt Ofc
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Agenda

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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What is ARIMS?   

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
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REGISTERED USERSREGISTERED 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)

• It is important that you identify your records 
management duties accurately before you  
register.
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RRS-A MAIN SEARCH

• 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.
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Rationale for Change
• Preserve all important records.

• Retrieve all important records.

• Simplify the recordkeeping process.

• The recordkeeping process is part of the daily 
business process.

• 36 Retention Periods were combined into 
2 retention periods (Keep or Transfer).
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RECORDS
• 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.
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Disposition Instructions

• 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).
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“K” Records

• 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).  
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“T” Records

• 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).  
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Records Mgmt
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What is a Federal Record?

Recorded information, regardless of media
Made or received by a Federal agency in 
accordance with law or in the conduct of 
business
Evidence of the organization, functions, 
policies, decisions or other activities of the 
Federal government or value . . . of 
information it contains
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Federal Records Include:
Traditional Documentation
– Reports / Memorandums 
– Forms
– Email - Print and File Copy
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Is there an index I can refer to help me 
better understand these ARIMS 
numbers generated in my office?

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

List
• ARIMS file number
• Description of file
• Privacy Act or N/A
• Magnetic Form?
• Microform?
• Cut off of file (COFF)
• Disposition (Retention Period)
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• I have a lot of records around that I do not need anymore 
and they are taking up space.  Am I 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.
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Why do we have to do records mgmt and 
how do I benefit?

Stay in compliance with Federal Law
Efficiency to do your job / actions and decisions
Free up valuable office space
Allow quicker retrieval of documents
Save money on space, equipment and staff time
Maintain economy
It’s your job!
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FILING

An accumulation of records maintained in a 
predetermined physical arrangement, using the 
ARIMS numbering system.  Arrangement can be 
either:

• Chronological (Date)
• Numerical (Project/account number)
• Alphabetical (Subject/name)
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LABELING

Proper labeling is essential for 
accurate filing, retrieving, and 
disposing of 
records.
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LABELS ON FILE 
DRAWERS

CONTAINS ONE
RECORD SERIES

CONTAINS TWO OR
MORE RECORD 

SERIES
690-200e Locator Files
PA:  OPM/GOVT-1
DEST on transfer or
separation of the employee

10 thru 58-1b  (04)

RECORDS DIVIDED INTO TWO DRAWERS

690-200e Locator Files
(A thru L)
PA:  OPM/GOVT-1
DEST on transfer or
separation of the employee

690-200e Locator Files
(M thru Z)
PA:  OPM/GOVT-1
DEST on transfer or
separation of the employee
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LABELING BOOKCASES/OVERHEADS

1jj  Reference Publications
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Upcoming Inspection
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Preparing for Courtesy 
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).
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View of RHA & Seattle FRC

• Records Holding Area (E. Range)

• Seattle Federal Records Center
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Shelving Boxes by 
Cliff and Roy
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Transfer to the RHA

• SF-135 and SF135a                   
Records Transmittal & Receipt 

• If you’re new to transferring records, 
always consult Anna, x8349 prior to 
boxing, preparing SF-135 forms or 
destroying records.
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View of Seattle’s Federal
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.
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Shelving 
the 

Records
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Request 
Form-
OF 11
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Success Story

• 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.

• THE RECORD MGMT SYSTEM WORKS!!!
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PRACTICE
RECORDS MANAGEMENT

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

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

Retire to the RHA and permanent 
records to NARA – annually.



6/18/2004 37

PRACTICE
RECORDS MANAGEMENT

Break the “extra copy” habit.

Keep your personal papers separate 
from office  records…take it home!

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

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



6/18/2004 40

Copier Equipment

• Consult Anna prior to the lease of 
copier equipment.

• Written justification must be approved 
by Anna/IMO prior to the lease.

• Without approval, IM will not tech 
approve copiers in CEFMS.
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POH Forms
• 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

http://www.usapa.army.mil/
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Regulations, Policies, 
SOP’s:

• Submit (in MSWord format) Internal SOP’s, 
POH Regs, & Commander Policy Memos to 
IM for authentication, formatting, proper 
coordination prior to final signature.  Upon 
completion of the above, proper distribution 
and posting to the webpage will be made by 
POH-IM.

• Contact Anna, 438-8349 or email
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Quick Tips from IM

• POH Forms 3, 5, 6’s?
• Forms on P:drive?
• Copiers?
• RHA (Rec Holding Area)?
• Preparing POH Regulations/SOP’s?
• POH Intranet?
• NARA?
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HQ Conference Update, Apr 04

MARKS is obsolete, use ARIMS.
Official Mail – report any suspicious mail 
to your supervisor and security manager 
immediately, 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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Office Symbols from HQ

• References:
• 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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POH Website

• A wealth of information can be found at 
the POH website.  Browse the web.

• Contact IM for further information.
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Rec Mgmt Trng Handouts

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

Click on:  Rec Mgmt Briefing, June 2004
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Records Enable You To . . .

Properly Transact Government 
Business

Make Timely and Informed 
Decisions

Accomplish Your Mission
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Thanks for attending! 

Contact Anna 
438-8349
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