Recordkeeping Requirements -

The Federal Records Act 1950, as amended, contains the statutory authority for the ARIMS program.  The General Services Administration (GSA) and the National Archives and Records Administration (NARA) share government-wide responsibility for Federal recordkeeping.  GSA portions of the Federal Records Act are implemented in the Federal Management Regulations (FMR) located in 41 Code of Federal Regulations (CFR), Chapter 201 subchapter G; and NARA portions are implemented in 36 CFR, Chapter XII, subchapter B.  These are, in turn, implemented by Army regulation (AR 25-1, Army Information Management and AR 25-400-2, ARIMS.

Sections 3301-3314, title, 44, US Code (44 USC 3301-3314), establish the legal basis for the disposal of records of the US Govt.  The Director Records Management and Declassification Agency develops retention and disposal authorization that meet Army needs and obtain approval from the Archivist of the US.  Approval by the Archivist is legal authority for the retention and disposal of all Army records.

WHY Army Records Information Management System - 
- During "Desert Storm" operations, records were not preserved for the veteran while they were in that theater of operations.

- In 1996 - Army had to come up with a way to keep records thru out the Army in a simple and systematic way than in the past.

- Army has come to the conclusion that if deployment of records works in the field, then the people in Garrison should be able to use the system to set-up files, too.   ARIMS is an ARMY-WIDE use.

GOALS

- all important records are preserved.

- all-important records are retrievable.
- the recordkeeping process is simple.

- the recordkeeping process is part of the daily business process.
- 36 Retention Period were combined to 2 retention periods - Keep or Transfer.

The administrative burden of calculating specific retention period is transferred from offices and units to an Army records Holding Area furnished with Web-Based automation and technology tools.  The redesign methodology advantageously positions the Army for the transformation of its recordkeeping process for further advances evolving in the area of electronic information warehousing.


Army Records Information Management System (ARIMS)

- A suite of electronic tools to perform the same duties that were performed
 manually within MARKS to assist all who works with records.


Benefits 

- The K and T System relieve the burden from the action officer and soldiers (users 
in the field), since they no longer have to apply retention requirements to records. 

- Under the new system, they identify the record as a "K" record to be managed 
within the current files area in accordance with their business practices or as a "T" record that would be transferred to a RHA for retention assignment and management.
- Moving to the "Keep" (K) concept allows 77% of the number of records types to 
be destroyed locally, there by providing better opportunity to manage the long-term and permanent records transferred into the records holding system.

Centralized Inventory 

- Records Holding Areas (RHA) 

- Folder level for Paper and Document Level 
- Electronic Automation Office File List
- Automation Retention


ARIMS features one centralized inventory of Army records indexed by RHA personnel to the folder level for paper records and document level for electronic records.

ARIMS reduces the manual processes associated with traditional records management by providing automated office files lists; automatic assignment of disposition and retention upon identification of a record number; on-demand printing of folder labels; and, system-generated notices of destruction or retirement


Changes
- Dispositions have changed on many records.

- No disposition authority for 6 years or less.
- The File #s are now called Records #s.

- Keep (K) records are not inspected.  "K" records are reviewed to make sure that
the records are not Transfer (T) records. 
- K records are held 6 years after the event occurred. 
- T records are permanent records. 
- Only turn in "TRANSFER" files.  "KEEP" files will stay in your office.

- Army manages records at a folder level.  One type of record in a box has changed.  You can put any folders in any box.

Train-the-Trainer:  You may follow along or view the large screen.

ARIMS USER REGISTRATION:  (Click on next thru-out the module.)

1.  Requires new users to register for access and security privileges, except for the RRS-A portion of ARIMS, which is accessible without registering.


2.  It is during this registration process that a relationship or hierarchy is determined for a user, the office symbol/unit, RHA services, and MACOM info.


3.  The introduction page alerts the user of the DoD system warning.
- Click (Continue New User Registration" button to begin registration.
- Type "UIC" in the text box and click go to continue your registration for  
   ARIMS.  Then click "GO".
- Place a check in the box to the left of the UIC choice: (city and country)
- Click "Submit Selected Unit" (under the UIC choice box).
- At the top of the next page, click on "Click here to insert a new office symbol 
   for your unit".
- The top of the dialogue box now reads, "Click here to return to unit's office 
   symbol options" - this lets you know you are on the correct page.
- Enter your office symbol:
- From the drop down menu, select your User Class: (AC, RC, RM, RHA)
- Enter name in appropriate order
- Select your User Type:  "Government".
- Enter your Official Military Mailing Address (include Office Symbol)
- Select city
- Select state


- Enter the ten (10) digit zip code:  20314-1000
- Enter country
- Enter Com telephone number:  "202-761-5983"
- Enter Fax number:  "202-761-1076"
- Click "Submit Form" (response to question)
- Fill in correct personal and AKO info:
- Click "Submit Form" (response to question)
- Completed registration page shows all your information (as you entered).
- Verify all info is correct.
- Click "Submit Form" (response to question)

Note:  You now see a registration success page, accepting your registration.  

Within 24 hours after you register, a system-generated email notification will be sent informing you that your account has been activated.  Later, an Email message will confirms that you have a selected user name and password.

RRS-A Search Screen.  

Consists of at least 5,000 records number (RN).  RN are the same as file #s.  
Provides meaning of Records Category, etc.

MAIN Search - 

Make be done by keyword and/or number search.

MAIN Search - RN are on the WEB Site ONLY.


Advanced Search - 

Must provide the exact item info.
Refining your search is better.  

It provides less info during your search.

To arrange by record type, click once.  U=Unscheduled Records.

RM Assist - 

- A way for you to create your office records list (ORL).  

- The records retention schedule (RRS) lives at this location.  

- Shopping for Records #s.  The system will provide a time limit on your records.

Office Symbols are created to move the mail.

ORL 
- Records Coordinators are required to create a current ORL into the system.  Normally, it may take 2-3 days for the Records Manager to approve your ORL.
- Records Managers are encouraged to process the batch as quickly as possible.  Creating a Box - 16in in a standard record box.  Scan or type in ID.

The "Barcode Labels" are used to track the records life cycle.  Random barcode numbers are created on the "Barcode Labels".  Be sure to use the correct "Barcode Label" with the correct "Folder Label".

The Folder Labels are being upgraded to better serve you.

AKO helps tracks thru personnel where you work.

ECS Functionality for "T" (transfer) Records only.

ECS Functionality provides executable files for "T" Records within ARIMS storage.

ECS is not being used at this time by USACE.

