	
	Organizational Inspection Program / Managers’ Internal Control Program


Reference: 

Inspection Checklist Version: 07.26.2011
Inspection Area: Records Management


	Directorate and Inspection Team General Information

	Name of Inspected Directorate:
	  

	Point of Contact:
	

	Inspector Name:
	

	Date of Inspection:
	

	Inspection Area: 
	Records Management

	Overall Reference(s):
	AR 25-400-2, The Army Records Information Management System (ARIMS), 2 October 2007; USAOTC SOP G6-2, Records Management Program, 1 September 2009.

	 

	Scoring Criteria / Results Summary

	G – Green (90-100%)

A – Amber (80-89%)

R – Red (79% or less)

Not Rated – Item is not-applicable; Commander approved not to inspect)
	Total Applicable Inspection Items:
	

	
	Total Items Non-Compliant:
	

	
	Percent in Compliance:
	

	
	Overall Rating:
	G

	


	Inspection questions, references, results, comments

	Question(s)
	Reference(s)
	Yes
	No
	NA

	1. Are the basic principles of ARIMS understood by the Records Coordinator and Action Officer(s)?   
	AR 25-400-2 and OTC SOP G6-2
	
	
	

	2. Is a copy of the latest AR 25-400-2, ARIMS, on hand?   
	OTC SOP G6-2
	
	
	

	3. Is ARIMS used for all records (unclassified, FOUO, classified records through Secret?  (NOTE: Disposition instructions will be applied to TOP SECRET records.  The security classification of a record does not change its retention value). 
	AR 25-400-2, para 1-6
	
	
	

	4. Are there any unscheduled records? If so, has a request been sent to the Records Manager requesting a temporary Record Number?
	AR 25-400-2, para 2-2
	
	
	

	5. Are classified records filed separately from unclassified records? (Unless exceptions 1-3 listed in para 5-6 of AR 25-400-2 apply) 
	AR 25-400-2, para 5-6
	
	
	

	6. Are there Office Record List(s) (ORLs) for the office(s)? (NOTE:  There may only be one ORL per office symbol) 
	AR 25-400-2, para 5-10 and OTC SOP G6-2, para 5b(7)
	
	
	


	Question(s)
	Reference(s)
	Yes
	No
	NA

	7. Has the ORL(s) been reviewed/approved by the Records Manager?
	AR 25-400-2, para 5-10
	
	
	

	8. Was the ORL(s) prepared using the Records Manager Assist (RM Assist) in ARIMS?  
	AR 25-400-2, para 5-10 and OTC SOP G6-2, para 5b(6) and (7)
	
	
	

	9. Is the ORL updated annually as required? (Oct for FY records/Jan for CY Records) 
	AR 25-400-2, para 5-10, and OTC SOP G6-2, para 5b(7)
	
	
	

	10. Are records kept in the correct Records Category and Title?  
	AR 25-400-2, para 5-10/6-1 and OTC SOP G6-2, para 5b(6)
	
	
	

	11. Are records properly labeled with correct record number/title, disposition code (i.e. K, KE6, T, TEP, etc), and year on each record?  
	AR 25-400-2, para 6-2
	
	
	

	12. Do records that are covered under the Privacy Act (PA) System have the PA system notice number on each record?  
	AR 25-400-2, para 6-2
	
	
	

	13. Are records that contain PA information properly secured and access limited to those who need/use that information?  
	AR 25-400-2, para 6-2
	
	
	


	Question(s)
	Reference(s)
	Yes
	No
	NA

	14. Are changes to retention periods applied to records as they are updated in the Records Retention Schedule-Army (RRS-A)?
	AR 25-400-2, para 7-3 
	
	
	

	15. Does the Records Coordinator and Action Officer(s) understand how to properly dispose of records?  (NOTE:  With special emphasis on unclassified sensitive, PA and classified records?
	AR 25-400-2, para 7-4 and OTC SOP para 7
	
	
	

	16. Are records on electronic media (i.e. cd’s/disks) properly labeled (i.e. record number, year, PA number, etc)?
	AR 24-400-2, para 6-2
	
	
	


	17. Are electronic records marked accordingly (i.e. record number, year, PA number, etc)?
	AR 25-400-2, para 6-2
	
	
	

	18. Are records properly transferred and/or retired?
	AR 25-400-2, Chapter 9 and OTC SOPG6-2, para 6c
	
	
	

	19. Are copies of the records transmittals (SF 135's) kept on file for records transferred to the RHA?
	OTC SOP G6-2, para 6c(a)
	
	
	

	20. Are Action Officer(s) up to date?  (NOTE:   Is the Records Manager notified when personnel depart the command so their access can be removed?  Are the new Action Officer(s) registered?)
	OTC SOP G6-2
	
	
	


	Question(s)
	Reference(s)
	Yes
	No
	NA

	21. Are Records Coordinators conducting internal checks using this checklist between inspections to ensure records are properly maintained? 
	OTC SOP G6-2, para 5b(a)
	
	
	

	Comments (ID the question # followed by comment):
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