DEPARTMENT OF THE ARMY
US ARMY INSTALLATION MANAGEMENT COMMAND
HEADQUARTERS, UNITED STATES ARMY GARRISON, FORT POLK
6661 WARRIOR TRAIL, BLDG 350
FORT POLK, LOUISIANA 71459-5339

REPLY TO
ATTENTION OF:

IMSE-POL-HRAA JUL 6 2011

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Garrison Command Policy #13 — Records Management Program

1. References.

a. AR 25-1, Army Knowledge Management and Information Technology Management, dated
4 December 2008.

b. AR 25-400-2, The Army Records Information Management System (ARIMS), dated 2
October 2007.

c. DA Pam 25-403, Guide to Recordkeeping in the Army, dated 20 December 2006.
d. AR 340-21, The Army Privacy Program, dated 11 August 2008.
e. Title 44 United States Code (U.S.C.), Chapters 21, 29, 31, 33 and 19 U.S.C. Chapter 101

2. Purpose. The clear articulation of recordkeeping requirements by the Garrison is essential if
we are to meet the requirements of the above references with respect to creating, receiving,
maintaining, preserving adequate and proper documentation of Army records. Although current
Army recordkeeping policies and regulation fully comply with Federal laws governing records
management, it is clear that the Garrison’s compliance must be improved. This memorandum
establishes policies, responsibilities, and procedures for managing the Garrison’s Records
Management program.

3. Applicability. These procedures apply to all Garrison records, i.e., books, papers, maps, e-
mail, photographs, maps, machine readable materials, or other documentary materials, regardless
of physical form or characteristics, made or received by an agency of the United States
government.

4. Procedures.

a. Records Manager (RM) will:

(1) Establish and promulgate necessary operating procedures to effectively control the
management of all records created within the Garrison.
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(2) Provide assistance and technical advice for management, maintenance, and
disposition of records.
(3) Conduct records management training.

(4) Schedule and conduct periodic records management program evaluations and prepare
written reports of evaluation findings and recommendations.

(5) Analyze requests for paper and electronic recordkeeping equipment/systems and make
recommendations to the requestor. '

(6) Assist Records Coordinators (RC) in identifying official records that are protected
under the Privacy Act of 1974.

b. Division Chiefs/Staff Elements will:

(1) Perform the responsibilities outlined in Reference a, and designate primary and
alternate RC.

(2) Provide a copy of the RC appointment memorandums to the RM. The records official
appointment memorandum will include the name, telephone number, e-mail address, and office
symbol of the designated RC(s). It will be provided to the RM at the end of each calendar year
or when a change of appointee has occurred. (Annex A — Sample of appointment orders).

(3) Establish records management program as outlined in references; ensure that periodic
internal reviews of the program are made, and that records are disposed of as prescribed in
Reference b.

(4) Ensure records are preserved of their permanent value; include other records as
needed; and are maintained accordingly to protect the rights and interests of the Army.

(5) Ensure all records (hard copy or electronic) created and/or received in the course of
doing Army business are maintained in the paper format. (This is an interim solution until the
Army provides a corporate solution for the preservation of electronic e-mail under 6 years old).

(6) Ensure all directorate’s/section’s records are maintained in a central location (file
cabinet/container) within each staff element.

(7) Ensure safeguards are in place to protect official records covered under the Privacy
Act Program.
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(8) Ensure all assigned personnel complete the on-line ARIMS course at
https://www.arims.army.mil/wbt/index.shtml.

¢. Record Coordinators (RC) will;

(1) Maintain, manage, and dispose of their organization’s records according to the criteria
and procedures established by references in this policy.

(2) Provide assistance to personnel within their division/staff element on the
maintenance, management, and disposition of records.

(3) Furnish the Records Manager with a copy of ORLs for the Division.

(4) Serve as the liaison for the Directorate/Chief/Staff elements when addressing records
management issues with the RM.

5. Proponent. The Directorate of Human Resources (DHR) is the proponent for this policy.

6. This memorandum will remain in effect until superseded or formally rescinded.

Encl

Commanding
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cl



DEPARTMENT OF THE ARMY
US ARMY INSTALLATION MANAGEMENT COMMAND
DIRECTORATE
DIRECTORATE MAILING ADDRESS
FORT POLK, LOUISIANA 71459-5000
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MEMORANDUM FOR SEE DISTRIBUTION
SUBJECT: Appointment of Army Records Management Program Coordinator
1. Effective immediately, Full name, Directorate/Section, phone number w/area code is assigned
the following duty:
Army Records Management Program Coordinator
2. Authority:
a. AR 25-1, Army Knowledge Management/Information Technology Management, 4 Dec 09
b. AR 25-400-2, The Army Record Information Management System (ARIMS), 2 Oct 07
¢. DA Pam 25-403, Guide to Recordkeeping in the Army, 11 Aug 08
d. AR 340-21, The Army Privacy Program, 5 Jul 85
3. Purpose: To appoint a Records Management Program Coordinator for Section
4. Period: Until officially relieved or released from appointment or assignment.
5. Special Instructions: Appointee is to perform those duties as outlined in the above stated
regulations. Serve as the designated section’s principal point of contact for coordinating record
management requirements and issues within the agency. You have the authority to enforce all
records management policies and safeguards. The undersigned retains the authority to cancel or

withdraw this delegation at any time. This delegation is subject to review upon change of your
director/chief/supervisor for the purpose of cancellation or renewal.

Annex A (delete this footer before printing your memo)



Originator’s Office Symbol
SUBJECT: Appointment of Army Records Management Program Coordinator — Section

6. Point of contact for this action: (Individual appointed, phone w/area code, email)

SUPERVISOR
Position Title
DISTRIBUTION:
1-DHR, Records Manager
1-Individual

Annex A (delete this footer before printing your memo)



