	RECORDS MANAGEMENT CHECKLIST 

Organization Inspected: ________________     Inspector: ___________________

Point of Contact: ______________________     Phone Number _______________

Phone Number:  _______________________

Date of Inspection:________________    

	QUESTION:
	GO
	NO-GO
	REMARKS

	1.  AR 25-400-2 18 Mar 03, The Army Records Management System (ARIMS)
	
	
	

	2.  Is the units Records Coordinator registered in ARIMS?


	
	
	

	3.  Is your Records Coordinators appointed on a duty appointment order?
	
	
	

	4. Does your organization have an Office Records List (ORL) per office symbol?  
	
	
	

	5.  Have records-keeping personnel received training in Records Management and have done the ARIMS on-line training? 
	
	
	

	6.  Are the responsibilities of the Records Coordinator for your unit understood?

  
	
	
	

	7.  Does the organization records coordinator periodically check to ensure that K and T disposition standards are being applied to and followed for digitized records and paper copy files?  
	
	
	

	8. Are storage media such as disks, file drawers, and folders labeled to facilitate quick identification, access, and disposition of records information?  
	
	
	

	9.  Are records coordinators reviewing their records to identify—

a. K and KE category records, which are no longer needed for conducting business?

b. T and TE category records for transfer to the Fort Carson Records Holding Area?

c. Is prompt action taken to destroy eligible records?
	
	
	

	10.  Does the unit store records in the Fort Carson Records Holding Area?  


	
	
	

	11.  Is Fort Carson the closet Records Holding Area to your unit?
	
	
	

	12.  Are SF 135s on file for the stored and transferred records?
	
	
	

	
	
	
	

	
	
	
	

	QUESTION:
	GO
	NO-GO
	REMARKS

	13.  Is the Privacy Act System # on labels if applicable?
	
	
	

	14.  Does personnel know who the Fort Carson FOIA/PA officer is?
	
	
	

	15. How do you dispose of FOCU documents?
	
	
	

	16.  Is FORSCOM Poster 113-R posted by each telephone?
	
	
	

	17.Are FOUO documents placed in an out of sight location if the work area is accessible to non-government personnel?
	
	
	

	18.  Does the Records Coordinator have ORLs on file for each office symbol they manage?
	
	
	

	19.  Have Action Officers been appointed to manage records at the Office Symbol Level?
	
	
	

	20.  Has the unit Records Coordinator provided guidance

and training to the Action Officers who maintain the ORL at

the Office Symbol level? 
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