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This pamphlet trains and assists military and civilian personnel on the records management program.  It is to be used with the Department of Defense video ‘FOR THE RECORD, Saving the Present for the Future’.  It fulfills the training requirements of AFI 37-122, Air Force Records Management Program, familiarizes users on the procedures for managing records in AFMAN 37-123, Management of Records, and instructs users on disposing, retiring, transferring, and retrieving records according to AFI 37-138, Records Disposition--Procedures and Responsibilities, and AFMAN 37-139, Records Disposition Schedule.

SUMMARY OF REVISION
Revisions made in this pamphlet incorporates the duties and responsibilities of a unit Functional Area Records Manager (FARM) and unit Records Manager (RM).  Changes to the standard/nonstandard supplies and equipment procedures.  Also, it identifies the new location of the unit RM.
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Part 1--Introduction to Records Management
(  View The Video--’FOR THE RECORD, Saving the Present for the Future’.  It consists of general information regarding the records management program.  NOTE: This video is available and may be viewed in the base Information Management office.  Key points to remember...

· A record is any document you produce or receive in doing your job.

· The law says all government employees, military and civilian, are responsible for protecting and preserving records.  Including records that are produced and stored electronically.

· Protect and preserve records according to your agencies regulations and procedures.

· Talk to your RM if you have questions about records.

· When in doubt, keep it.

	NOTES
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Part 2--Managing Information as Records

What is a Record  (
(  First The Law--By law, all units must document their organization, function, and activity by managing, disposing, and retiring records within their area of responsibility.  Personnel who willfully and unlawfully destroy and damage records are subject to the penalties in Title 18 U.S.C. 2071.  The maximum penalty is a $2,000 fine, 3 years in prison, or both; loss of office, and disqualification from holding any US office.

The Law States a Record Is--“All books, papers, maps, photographs, machine-readable materials, or other documentary materials, regardless of physical form or characteristics, made or received by any agency of the US Government under federal laws, or in connection with the transaction of public business, and preserved or appropriate for preservation by an agency, or its legitimate successor, as evidence of the organization, functions, policies, decisions, procedures, operations, or other activities of the government or because of the informational value of data in them.  Library and museum material made or acquired and preserved solely for reference or exhibition purposes, extra copies of documents preserved only for convenience of reference, and stocks of publications and processed documents are not included.”  (44 U.S.C., Part 3301)

	NOTES

	

	

	

	


Who is Responsible  (
(  Everyone--All military and civilian personnel are responsible for the records they ‘handle’.  Each individual must know how to organize, file, maintain, and retrieve information.

(  The Records Technicians--You, as the records technician, will maintain, service, and dispose of your offices’ records.  You are responsible for:

· Maintaining a copy of the files maintenance and disposition plan and related records, such as letters justifying and approving the use of nonstandard filing equipment, maintaining inactive records over one year in local area, etc.

· Maintaining all Standard Form 135’s, Record Transmittal and Receipts.

· Accessing computer files such as letters, memos, and completed forms stored electronically.

· Knowing the capability and limitations of the equipment used to store and retrieve records.

· Knowing and implementing the records maintenance, use, and disposition policies and procedures.
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· Consulting with the chief of an office of record and FARM and/or RM on problems which affect the creation, maintenance, use, and disposition of records.

(  The Chief of an Office of Record--You are responsible for all the records under your area.  You must:

· Identify all paper and electronic records the office creates or receives.

· Inform the records technician of the appropriate disposition schedule for each record.

· Ensure only essential records are created.

· Preserve permanently valuable records.

· Dispose of temporary records.

· Procure proper filing supplies and equipment.

· Ensure all personnel who ‘handle’ records attend training within 3 months of assignment.

· Brief individuals on the purpose and function the records serve.

· Review and evaluate automated systems.

· Develop, justify, and submit proposals for establishing electronic records and document imaging systems.

· Review each request for nonstandard filing equipment and supplies for publications and forms storage.

· Approve or disapprove each request for nonstandard filing equipment and supplies, coordinate with the RM, and send approved requests to the supply activity for necessary action.

(  The Records Manager (RM)--Your RM is located in hanger 5 room 236 in the base Information Resource Management (IRM) office.  The RM:(((((((((
· Schedules and provides training to all FARMs, military and civilian personnel who ‘handle’ official records.

· Assists FARMs, chiefs of an office of record and records technicians.

· Evaluates proposals for electronic recordkeeping systems to determine their effect on creating, transferring, storing, retrieving, and disposing electronic records.

· Reviews all requests for mechanized filing equipment.

· Implements and maintains the Records Information Management System (RIMS) for files plans.

· Approves files maintenance and disposition plans.

· Reviews base publications and forms prior to publishing to ensure compliance with records management directives.

· Conducts staff assistance visits every 2 years for files plans maintained by RIMS.

· Supervises and manages staging areas which temporarily store records before destroying or transferring to other agencies or federal records centers.
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· The Functional Areas Records Manager (FARM)—You are responsible for records in your unit. You must: 

· Schedules and provides training to all military and civilian personnel who ‘handle’ official records within your unit.

· Assists chiefs of an office of record and records technicians.

· Implements and maintains RIMS for files plans within your unit.

· Approves files maintenance and disposition plans.

· Conducts staff assistance visits every 2 years for files plans maintained by RIMS.

· Supervise record staging for files plans maintained by RIMS within your unit.

Where Do I Begin  (
(  Begin By Arranging Your Office--To make paper and electronic records available to those who need them.  You can arrange your filing equipment so that it provides safe and easy access for workers and at the same time protects sensitive, classified information, and Privacy Act material.

(  Use Standard Filing Supplies-For maintaining your records.  Use letter-size folders and guide cards.  The best supplies to use are:

· Guide cards with a first cut.  These can be obtained from GSA.  NSN is 7530-00-988-6515.

· Kraft file folders obtained from GSA.  NSN is 7530-00-663-0031.

· You must get the approval for use from the unit FARM or RM for supplies prescribed by a directive, such as using a six-part folder for your supervisor’s employee work folders, mobility and deployment folders, and aircraft maintenance records.

(  Use Standard Filing Equipment--Which is a letter-size, upright, five-drawer metal filing cabinet.  If you maintain computerized and document imaging systems records, then use the appropriate newly designed filing equipment.  When determining the right filing equipment to use:

· Consider the two-drawer filing cabinet or safe, as well as all other filing equipment listed in Table of Allowance (TA) 006.

· Make sure all filing equipment, whether standard, nonstandard, or office system equipment, is functionally compatible with the filing procedures.  When office systems equipment is approved, the use of hanging files is authorized.  Use them as hanging ‘holders’ rather than hanging folders, using a Kraft folder inside for filing your records.

· Be sure equipment has file stops in order to use the guide cards and file folders, and the equipment has drawer labeling capability.

· Consider used or reconditioned filing equipment as a suitable substitute for new filing equipment.

· Make excess filing equipment available to other offices within an organization or turn it in for redistribution.
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· Use legal-size cabinets when the majority of the filed material is legal-size or larger.

· Use key-lock cabinets only when directives require material to be kept under lock and key.

· Consult with the FARM or RM when planning the use of nonstandard equipment and/or powered  mechanized filing equipment.  Do not contact the vendors’ representatives directly without approval of the FARM or RM and the contracting office.  If, after consultation, the FARM or RM concurs with the need for such equipment, send the request through the chief of an office of record for approval or disapproval.

(  Identify All Paper and Electronic Records--The office creates or receives by separating them into series.  To do this use the tables and rules from AFMAN 37-139, Records Disposition Schedule.  This manual:

· Consists of decision logic tables.  
 They are arranged in numerical sequence using two sets of numbers.  The first number is the series number from the publication which prescribes the records creation.  The second number is for control purposes only.  It indicates the number of tables within a series.  It does not correspond or relate to the publication number.

· Provides disposition instructions.  Some examples would be ‘destroy after two years’, ‘destroy when no longer needed’, ‘destroy when superseded or obsolete’, ‘destroy one year after obsolescence’, etc.

· Is a database within RIMS.

· Is very detailed with most records falling under one of the tables and rules instead of everything going under the general correspondence file.
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	TABLE 37-19

	RECORDS MANAGEMENT PROGRAM

	
	A
	B
	C
	D

	R

U

L

E
	If the records are or pertain to
	consisting of
	which are
	then

	1
	records management planning
	records pertaining to development, establishment, supplementation, and issuance of records management  policies and procedures governing conduct of AF- and command-wide records management program (see AFI 37-122)
	
	destroy when 6 years old or when no longer needed, whichever is later (see notes 2 and 7).

AUTH: N1-AFU-90-3


Figure 1--Decision Logic Table

	NOTES
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(  Create a Files Plan--RIMS is to be used for creating files plans.  Create a files plan when establishing an office of record or using RIMS for the first time.  The files plan tells you:

· Whose office of record it is for.

· Who the chief of an office of record, records technician, and RM is.

· What records are kept and how they are arranged.

· Where to locate the records when not with the majority of the files.

· What table and rule authorizes the disposition of the records.

	NOTES

	

	

	


(  Changing and Updating Your Files Plan--You can make changes to an existing files plan by:

· Writing-in changes, such as pen and ink corrections or changes made with correction tape or fluid.

· Updating RIMS.  Before reprinting the files plan in RIMS, it must be approved by theFARM or RM.  The files plan is considered authenticated when the chief of an office of record signs it.

	NOTES

	

	

	

	


(  Using Labels To Locate Your Records--RIMS generates and prints files disposition control labels, file folder labels, and subdivision labels for each records series listed on the files plan.  Drawer labels and locator guide card labels are prepared manually.

((  Drawer Labels--Include enough information to identify the records kept in the drawer.  The words “ACTIVE” and “INACTIVE” may suffice for small files.  When the files expand to more than one drawer, add the inclusive series numbers from the files plan.

((  Files Disposition Control Labels--These labels help control each records series.  

· They are to be affixed to the first (left) tab position of a guide card.  

· The guide cards are placed in front of each series and in the same sequence shown on the files plan.

· When a guide card cannot be placed in front of a records series, or when the record is kept away from the file drawer, place the disposition control label on the container, a card, or sheet of paper in the binder, or an appropriate position for easy reading.
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· When records series are filed in more than one container, place the disposition control label on each container.

· They assist you in cutting off the files at a specific time after an event or completed action, and on disposing of the records according to the disposition instructions.  Indicate a cut off period of monthly, yearly (calendar or fiscal), or not applicable. Disposition always occurs after the cut off period.

(( Locator Guide Card Labels--These labels are used to support large volumes of records or to show break of smaller subdivisions.  If necessary, use locator guide cards in active and inactive files.  Label the guide card in any position to facilitate reference to the files.  Type the item number and title of record series (or other key designator) on the label.  Include the year, if needed, to distinguish between years in perpetual-type records.

(( File Folder and Subdivision Labels--These labels are not affixed to some types of records, such as OJT folders, personnel folders, medical folders, etc.  These types of records and folders are labeled according to their prescribing directive.

· Include the year (calendar or fiscal) for records with a retention period of 1 year or longer.

· If the contents of the folders become too bulky for easy use, use a second, third, or as many folders as necessary.  If you do use multiple folders, label them to show the inclusive dates in each folder.

· Mark folders containing classified records with the highest classification of the contents.

· File Folder Labels must be affixed on the left hand side of the folder.  Subdivision Labels must be affixed in the middle of the folder.   Reference AFMAN 37-123 page 6. 

	NOTES

	

	

	

	


How Do You File Paper Records  (
(  Prepare Your Records for Filing--Mark records for file by using the word “file”, file code, and the proper official’s initials in the upper right hand corner of the record.  The file code is the item number of the files plan and, if needed, the letter or number of the subdivision.  Documents that obviously are ready for filing as soon as created or received do not require a file code, the word “file”, or the official’s initials.  For example:

· Suspense copies of mail control form.

· Memoranda for record prepared for file only.

· Signed receipts for a classified documents loaned or transferred.

· Documents placed in library-type accumulations for reference use, such as reference copies of publications.
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· Copies of messages placed in message reference files.

· Historical research and reference materials maintained by historians.

(  Now Your Ready to File Them--Records are filed with latest action on top.  This means chronological order.  Make sure the records are complete.  Remove all mail control forms and receipts, envelopes, and memo routing or coordination slips, except those containing remarks of significant value.  If a record requires a destruction certificate, it may be filed with the record.

· Use the location column on the files plan, when filing a record that involves more than one records location. 

· File classified material separately.  Do not file extra copies of classified records.

(  Retrieving Your Records--If you need a record, first you must locate it.  This is why everyone should be aware of the purpose the files plan serves.  Use your:

· Files plan to locate the record.

· AF Form 614 or 614a, Charge Out Record, when a record or folder is removed from its location.  There is also an AF Form 241, Microfiche Charge Out Record, that is used when removing microfiche from the files.

(  Replacing Your Records--To replace records, look at the file coding.  This tells you where the record is to be replaced.  To replace a folder, look at the file folder label.  The item number will tell you where it goes.

(  Cutoff Your Records In Accordance With Your Disposition Control Labels--Disposition control labels have a cutoff which is determined from the disposition instructions.  For example:

· When the disposition instructions state ‘destroy after 2 years’, the cutoff  is either a ‘CY’ (calendar) or ‘FY’ (fiscal) year cutoff.  To determine this, go to the prescribing directive which governs the record.  Such as, budget information will be a fiscal year cutoff because the budget is controlled fiscally.  So will special orders.  That’s because the whole system that creates the special orders is controlled fiscally.  However, a general correspondence type file would have a calendar year cutoff.

· When the disposition instructions state ‘destroy when superseded, obsolete, or no longer needed’, the cutoff would be ‘N/A’, not applicable.  This type of cutoff indicates that these records must be reviewed at least annually.

· When the disposition instructions state ‘destroy after monthly cutoff’, the cutoff is ‘MO’, monthly.

· Don’t forget to cutoff your inactive records as well.  These records can either be destroyed, transferred, or retired depending on the disposition instructions.
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What Is Microfilming  (
(  Microfilming is one way to convert a record from paper and other media to appropriate microfilm, or vice versa, when it is cost beneficial and ensure the record (or information is it) is easily retrievable throughout the record’s prescribed life cycle.  Permanent and long-term temporary records must be approved before being converted to microfiche.

Do You Have to Keep Electronic Records  (
(  First, What is an Electronic Record ?--Records that are stored in a form that only a computer can process them.  Electronic records:

· Come from ‘systems’.  Systems are micro-, mini-, or mainframe computers, in networked or stand-alone configurations.  Electronic records systems include systems that image official records using scanners.

· Are data in a form that can be read and processed by a computer and that satisfy the legal definition of a ‘record’.

· May include data files and data bases, machine readable indexes, electronic spreadsheets, electronic mail and electronic messages, as well as other text or numeric information.  A data base is still considered an electronic record, even if the output products are converted to paper records.

(  Yes !!!-- Electronic recordkeeping involves the use of a computer to create, store, retrieve, analyze, transmit, or delete records.  The records can be stored on any type of media.  We call this ‘storage media’.  Storage media for electronic records include but are not limited to:

· Diskettes, which are only used for the short-term (less than 2 years).  Keep magnets, such as magnetic watches or instruments, at least one foot away from diskettes.  Magnets will erase the records stored on the disks.  Protect them from damage and temperature extremes when mailing by using special sturdy envelopes.  Hand carry and pass diskettes over to security personnel before going through x-ray machines.  Discard all diskettes that become wet, using the backup copy instead.  Wet or even dried diskettes may damage the drive heads by transferring foreign mater to them, which further may damage other diskettes.

· Hard disks, which are a high capacity storage and retrieval medium for computers.  A good portion of the information stored on hard disks is in the form of software programs.  Because of the large volume of information stored on the hard disk, it’s important to keep the software program and the records it creates separated.  Hard disks require a certain amount of housekeeping in the form of space management, indexing, and retention management.  The records on a removable hard disk are subject to error or even deletion if anything having a magnetic force is placed near the hard disk.

· Magnetic tapes are authorized to store records that must be kept for 10 years or longer.  ‘Keepers’ of the tapes must accomplish two tasks.  First, test tapes no more than 6 months before using them to store electronic records.  Second, rewind, read, and copy tapes containing records every 3 1/2 years.
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· Non-magnetic media, such as, computer output microfilm, computer-assisted retrieval, microfilm, optical disk, computer output laser disk, and CD-ROM.

What Do You Mean “Disposition”  (
(  Disposition Is--An action taken with inactive records.  It is a comprehensive term that includes:

· Destruction, salvage, or donation.

· Transfer to a staging area or records center.

· Transfer from one organization to another.

(  Cutoff--Tables in AFMAN 37-139 include specific standards for cutoff, setting up inactive files, retention periods, and specific instructions as to the organizational levels at which the disposition instructions apply.  In most cases, however, only general disposition instructions exit, such as ‘destroy after 3 months’, ‘2 years’, ‘10 years’, ‘when superseded’, and so forth.  Regardless of the disposition standards, retention periods begin after the cutoff of a file, rather than the dates of individual records in a file unless otherwise stated.  Use cutoff procedures in AFI 37-138, table 3.1 to determine cutoff on files disposition control label.

(  When Records Are Not Identified In AFMAN 37-139 -- If you receive or create records that AFMAN 37-139 does not identify, then complete AF Form 525, Records Disposition Recommendation.  This form is used to request changes, additions, or deletions to tables or rules in AFMAN 37-139 through the RM and the command RM to the SAF/AAIQ.

(  Lost Damaged, Or Destroyed Records -- If any Air Force records are lost, damaged, or destroyed before an approved disposition schedule, make a reasonable effort to find, restore or reconstruct them.  If the records cannot be found, restored, or reconstructed, the chief of an office of record must provide a ‘report’ to the RM who will then forward it to the command RM and so on.  The ‘report’ must include:

· A complete description of the records with the volume and dates, if known.

· The name of the office of origin.

· A statement of the exact circumstances surrounding the records violation.

· A statement of safeguards that will prevent further instances of loss of records.

· The interagency report control number is ‘IRCN: 0285-NAR-AR, Damage to and Unauthorized Disposition of Records’.

NOTE:  The Secretary of the Air Force ensures that personnel do not dispose of records without authorization. Disposing of records without authorization involves removing them from Air Force custody or destroying or altering them without regard to the schedules in AFMAN 37-139.

Transferring Records--Use Standard Form 135, Records Transmittal and Receipt.  Files or records are transferred from one organization to another when:
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· They are retired to a staging area.

· An organization changes their status.  Such as when an Air National Guard unit enters active duty.  the active records that the unit requires while on active duty accompany the unit.  Cut off remaining records and dispose of or retire them before the unit enters on active duty.  When changing back to state control, cut off records that are created or collected during active duty on the day before active duty ends.  Transfer the records to a local staging area which will be retained, retired, or disposed of as instructed by the Air Force RM and the unit’s state headquarters.

· A particular functional responsibility transfers from one unit to another.

Using Standard Form 135--See AFI 37-138, figure 6.3. for preparation instructions.  This form serves:

· As a packing list for transferred or retired records.

· As a medium for controlling the location, retrieval, reference, and disposition of records in staging areas.

· As a receipt for retired records.

· To identify and account for lost, destroyed, or withheld records that personnel normally would have retired.

Records Staging Areas--Are storage areas that receive and maintain inactive records.  They keep and dispose of records in accordance with the disposition instructions.  The base RM supervises the base staging area.  Do not send hanging files when shipping records to staging areas.

NOTE:  Amend or reaccomplish files plans and the files disposition control label, to reflect new disposition standards or add additional records series.  Review inactive files to ensure that personnel update dispositions according to new or revised standards.  Amend the SF135 for retired records to show changes.

Suggesting Changes, Additions, or Deletions--Use AF Form 525, Records Disposition Recommendation, to request changes to tables or rules in AFMAN 37-139 through the RM and command RM to SAF/AAIQ.  Coordinate the suggestion with appropriate personnel at one level before sending to the next higher level.  If a proposed new or revised directive requires records not covered in AFMAN 37-139 or if changes to disposition standards are necessary because of changes in procedures, the OPR sends AF Form 525 with the draft of the directive to records management offices.  Completely justify all suggestions to keep records permanently or to increase an existing retention period.

NOTE:  This agency highly recommends personnel read AFI 37-122, AFMAN 37-123, AFI 37-138, and AFMAN 37-139 for more information.
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 (   Part 3- Glossary of Terms

ACTIVE FILES - records, regardless of age, which personnel use frequently in conducting current business or until a cutoff period is met.

INACTIVE FILES - records which personnel no longer need or which are in a retention period after cutoff and awaiting final disposition.

RECORDS - includes all books, papers, maps, photographs, electronic records, or other documentary materials, regardless of physical form or characteristics, made or received by an agency of the U.S. government under federal law.

RECORDS MANAGEMENT - the planning, controlling, directing, organizing, training, promoting and other managerial activities a involving the life cycle of information, including creation, maintenance and disposal.

DISPOSITION -  includes destruction, salvage, or donation; transfer to a staging  area or records center; transfer from an organization to another or transfer to the national archives.

CUTOFF -  a point in time designated to stop placing records in an active file.

RETENTION PERIOD -  the length of time a record must be kept before it is transferred or destroyed.

RIMS (RECORD INFORMATION MANAGEMENT SYSTEM) - an AF wide computer program designed to assist the RM in updating the files plans, providing FOIA managemant, records maintenance and staff support.




Column D provides disposition instructions, based on the conditions of columns A, B, and C.  This column may also refer to another table or rule for disposition. The authority number is the NARA approval number for the retention period.





Column B further describes the records which may include forms and reports.  Determine what protion of the description applies to your particular situation.





Column C may indicate an organization at any  level where the records are kept; if not, the rule applies to any level accumulating the records described.





Column  A provides a general description of the records covered.  Read down column A until you come to the category of records required.





MO:  MONTHLY





CY:  CALENDER YEAR





FY:  FISCAL YEAR





N/A:  NOT APPLICABLE





   1. FILES MAINT & DISPO PLAN


     


    T12-01  R02.00      CUT-OFF:  N/A        N1-AFU-90-3


    OFFICE:  CF/SCBI


    DISPOSITION INSTRUCTIONS: 


    DESTROY WHEN SUPERSEDED,OBSOLETE, OR                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            NO LONGER NEEDED
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