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SUMMARY of CHANGE

AR 25-400-2
The Army Records Information Management System (ARIMS)

This revision, dated 18 March 2003--

o Changes the title from the Modern Army Recordkeeping System to the Army
Records Information Management System (ARIMS). ARIMS focuses on the
management of long-term and permanent records and allows the business process
to manage the short-term records. ARIMS also gives individuals a clear
understanding of what records unique to their respective jobs are required to
be saved regardless of the medium on which they are created (paras 1-7a, b).

o Simplifies the recordkeeping process by categorizing all records into two
types (short term and long term/permanent), coding the disposition
instructions ("K" for keep and "T" for transfer), and shifting retention and
disposition burdens to records holding area personnel (paras 1-7c, d).

o Provides procedures for the preservation, collection, and transfer of records
created during contingency operations (para 1-7f).

o Provides support services and automated tools on the Web to reduce many of the
manual processes and to ensure the rapid transfer and archiving of important
electronic records, including e-mail, via a mailbox address, to the Army
Electronic Archives for secure long-term storage (paras 1-7g and 9-2a, b).

o Removes the majority of operational procedures that were previously published
in AR 25-400-2. The operational procedures will be republished in a
Department of the Army pamphlet or circular (chaps 5, 6, 7, 8, and 9).

o Relocates the Army Records Retention Schedules from the U.S. Army Records
Management and Declassification Agency Homepage to the ARIMS Web site, to
consolidate and link with the automated tools and support services for easier
use and reference (paras 5-10a and 6-1).

o Provides a master index of all Army records stored at records holding areas
worldwide and in the Army Electronic Archives, to allow searching,
requesting, and retrieving down to the folder (hardcopy records) or document
(electronic records) level (paras 8-1 and 8-2).

o Rescinds DA Form 1613 (Records Cross-Reference) .
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History. This publication is a major
revision.

Summary. This regulation, which imple-
ments AR 25-1, chapter 8, Records Man-
agement Policy, governs the maintenance
and disposition of Army information and
implements new policy on recordkeeping
requirements for Army regulations pre-
scribing the creation and maintenance of
records under those functional programs.
This regulation requires the creation,
maintenance, and use of (1) permanent re-
cords biennial microfilm inspection files
(transfer records) and (2) office file num-
ber approvals, office record transmittals,

record disposition files, chargeout sus-
penses, temporary (nonpermanent) bien-
nial microfilm inspection files, records
disposition standard exceptions and
freezes, and records disposal authoriza-
tions (keep records).

Applicability. This regulation applies to
the Active Army, the Army National
Guard of the United States, and the U.S.
Army Reserve and applies during partial
and full mobilization. During mobiliza-
tion, the proponent may modify chapters
and policies contained in this regulation.

Proponent and exception authority.
The proponent of this regulation is the
Deputy Chief of Staff, G-1. As the Army
Archivigt, the DCS, G-1, has authority to
approve exceptions to this regulation that
are consistent with controlling law and
regulation. The DCS, G-1, may delegate
this authority in writing to anyone within
the proponent agency in the grade of colo-
nel or the civilian equivalent.

Army management control process.
This regulation is subject to the require-
ments of AR 11-2. It contains internal
control provisions but does not contain a
checklist for conducting internal control
reviews. Alternative measures are used to
evaluate key management controls.

Supplementation. Supplementation of

this regulation and establishment of com-
mand and local forms are prohibited with-
out prior approval from Headquarters,
Department of the Army, Office of the
Deputy Chief of Staff, G1
(DAPE-ZXI-I1C), Washington, DC
20310-0300.

Suggested improvements. Users are
invited to send comments and suggested
improvements on DA Form 2028 (Recom-
mended Changes to Publications and
Blank Forms) to HQDA, G-1
(DAPE-ZXI-1C), 300 Pentagon, Wash-
ington, DC 20301-0300, or the U.S.
Army Records Management and Declas-
sification Agency (USARMDA), ATTN:
TAPC-PDD-R, 6000 6th Street, Fort Bel-
voir, VA 22060-5603.

Distribution. Distribution of this publi-
cation is available in electronic media
only and is intended for command levels
A, B, C, D, and E for the Active Army,
the Army National Guard, and the U.S.
Army Reserve.
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Chapter 1
Introduction

1-1. Purpose
The purpose of Army recordkeeping is to properly manage information, from its creation through final disposition,
according to Federal laws and Army recordkeeping requirements. This regulation—

a. Establishes the Army Records Information Management System (ARIMS) as a portion of Army Information
Management. (See AR 25-1)

b. Furnishes the only legal authority for destroying nonpermanent Army information.

c. Provides life-cycle management instructions for the systematic identification, maintenance, storage, retrieval,
retirement, and destruction of Army information recorded on any medium (paper, microforms, electronic, or any other).

d. Ensures that mission-essential records are available when needed, that they are in usable format, and are created,
maintained, used, and disposed of at the least possible cost.

e. Preserves those records needed to protect the rights and interests of the Army and its members and former
members, and those that are of permanent value. (See AR 25-55 and AR 340-21)

f. Ensures records related to matters involved in administrative or legal proceedings will be retained until the staff
judge advocate or legal advisor authorizes resumption of normal disposition.

1-2. References
Required and related publications and prescribed and referenced forms are listed in appendix A.

1-3. Explanation of abbreviations and terms
Abbreviations and special terms used in this regulation are explained in the glossary.

1-4. Responsibilities

a. The Deputy Chief of Staff (DCS), G-1, is the functional proponent for ARIMS. The DCS, G-1, is responsible for
ARIMS and will promulgate policy on recordkeeping practices within the Army and for joint, unified, and specified
commands for which the Army is designated the executive agent. The DCS, G-1, will coordinate with the DCS, G-6,
on major issues requiring review as the Army’s chief information officer.

b. Principal Headquarters, Department of the Army (HQDA), officials are the proponents for al recordkeeping
requirements necessary to conduct business in their functional areas. They will—

(1) Ensure that recordkeeping requirements are accurate, essential, and current and are contained in the publications
that govern how the Army conducts business in their functional areas (see para 2-1).

(2) Ensure that recordkeeping requirements for their functional areas are provided to the DCS, G-1, in a timely
manner.

c. The Director of the Army Staff will accomplish all the responsibilities assigned to the principal HQDA officials
for the Office of the Chief of Staff of the Army.

d. The Director, U.S. Army Records Management and Declassification Agency (USARMDA), will develop ARIMS
policy and procedures and maintain and administer the ARIMS program for the Deputy Chief of Staff, G-1.

e. Heads of HQDA agencies and commanders of magjor Army Commands (MACOMs), installations, activities, and
units will supervise and manage recordkeeping systems within their agencies and commands. In addition, those having
elements in overseas areas will prepare written contingency plans that provide for the withdrawal or destruction of
records in hostile or unstable areas.

f. Commanders of Army components operating under a joint command will ensure through a designated contact that
records are created and preserved throughout the Army component in accordance with the records procedures in
paragraph 1-7f. The designated contact will establish the processes for the collection and transfer of unit records.

0. Records management officers or officias, referred to as records administrators, records managers, and records
coordinators, manage, oversee, direct, and evaluate the records management program for the Army staff (ARSTAF)
agency, MACOM, field activity, or installation to which they are assigned; key management cotnrols for conducting
program evaluations, at least once every 3 years, are located in AR 25-1, paragraph B—4f (1) through (6). The records
management officer or officia is responsible for providing guidance and clarification necessary to carry out the
provisions of the Army-wide Records Management Program. (See AR 25-1, para 8-2g.)

1-5. Statutory authority

a. The Federal Records Act of 1950, as amended, contains the statutory authority for the ARIMS program.
Governmentwide responsibility for Federal recordkeeping is shared by the General Services Administration (GSA) and
the National Archives and Records Administration (NARA). GSA portions of the Federal Records Act are implemented
in the Federal Management Regulations (FMR) located in 41 Code of Federa Regulations (CFR), Chapter 102,
subchapter G; and NARA portions are implemented in 36 CFR, Chapter XII, subchapter B. These are, in turn,
implemented by Army regulations.
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b. Sections 3301-3314, title 44, United States Code (44 USC 3301-3314), establish the legal basis for the disposal
of records of the U.S. Government. The Director, USARMDA, ATTN: TAPC-PDD-R, 6000 6™ Street, Fort Belvair,
VA 22060-5603, develops retention and disposal authorizations that meet Army needs and obtains approval from the
Archivist of the United States. Approva by the Archivist is legal authority for the retention and disposal of all Army
records.

¢. The Paperwork Reduction Act, Title 44 USC, Chapter 35, establishes the legal basis for minimizing the cost of
creation, collection, maintenance, use, dissemination, and disposition of information.

1-6. Application of ARIMS

a. ARIMS applies to—

(1) All unclassified Army records, including For Official Use Only (FOUO), regardless of medium.

(2) All classified Army records through SECRET. Records that are TOP SECRET may be set up under ARIMS or
in any manner that will make accountability and control easier. Regardless of the arrangement used, however, the
disposition instructions in the ARIMS Records Retention Schedule-Army (RRS-A) or on the Army Electronic Library
(AEL) compact disk-read-only memory (CD—-ROM) (EM 0001) will be applied to TOP SECRET records. The security
classification of a record does not change its retention value.

b. ARIMS does not apply to—

(1) Record copies of international agreements covered under AR 550-51 (except those maintained by the Office of
The Judge Advocate General).

(2) Publications and blank forms stocked for filling requisitions.

(3) Reference materials and books in formally organized and officially designated libraries.

(4) Persona or private records maintained in the workplace.

1-7. Principles of ARIMS

a. ARIMS focuses on the management of long-term and permanent records and allows the business process to
manage the short-term records. It addresses only the record copy of information; al other copies of the same
information may be disposed of when no longer needed for business not to exceed the time that the record copy is
kept. ARIMS simplifies recordkeeping for individuas; shifts retention and disposition burdens to records holding areas
(RHAS), improves records processing for deployed units in contingency operations (CONOPS); and provides a host of
support services and automated tools on the Web.

b. Records are identified according to the primary directive that prescribes those records be created, maintained, and
used; Army directives are available on the U.S. Army Publishing Agency (USAPA) Web site (http://www.usapa.- |

| arm§.mi| or on AEL CD-ROM (EM 0001). ARIMS record titles are determined by the proponents of the prescribing
directives and provide an overall identification of the categories and types of records needed to support the business
processes of those functional areas. A record number (RN) associated with each record title serves as an additional
identifier for records personnel and RHA staff use in performing records management functions. These numbers
correspond to the number of the directive prescribing the creation and maintenance of that particular record. An apha
or apha-numeric suffix is added to the RN to distinguish several records prescribed by a single directive and to
separate between differing agency/office responsibility levels when more than one disposition instruction is needed. For
example, records prescribed by AR 5002 are identified by RNs 500-2¢, 500-2f1, 500-2f2, 500-2g, 500-2h, and so
forth. The RNs for office administrative housekeeping files are combined under the administrative category and
numbered 1a through 100. These are the records that are created because an office exists and not why an office exists.

c. The disposition instructions for all records are categorized as two types of records. The first type is for records
that have no value beyond the business process; these are usually short-term records. The second type is for records
that have value beyond the business process such as for historical, lessons learned, or research purposes; these are
generally long-term records. Disposition instructions are coded and begin with the letter “K” for keep or “T” for
transfer, followed by an “E” for event when applicable. The last part of the code is a number representing the retention
period, or the letter “P” for permanent retention or “U” for unscheduled records. All K codes apply to short-term
records that are kept according to the business process until no longer needed (or until no longer needed for business
after an event occurs) not to exceed 6 years. The T codes apply to long-term (retentions over 6 years) and permanent
records, with a few exceptions for records involving individual rights and interests. For example, K6 means a record is
kept until no longer needed for business but no longer than 6 years; KE6 means a record is kept until no longer needed
for business but no longer than 6 years after a specific event occurs; T7, T8, T9, and so forth, or TP means a record is
transferred when no longer needed for business; and TE7, TE8, TE9, and so forth, or TEP means a record is transferred
when no longer needed for business after a specific event occurs.

d. The retention and disposition of K records are based on the period of time that the creating office needs to keep
them in order to meet business needs, which should be specified in the prescribing directive. Once that period of time
is met, the records should be destroyed. However, these records should not be kept longer than 6 years (or 6 years after
an event occurs). The retention and disposition of T records are applied by the servicing RHA or the Army Electronic
Archives (AEA) to which the records are transferred. There the precise holding period for those records is calculated
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and applied to the records according to the instructions in the ARIMS RRS-A or on the AEL CD-ROM (EM 0001).
(See para 7-1.)

e. Records services (storage, maintenance, reference, disposal, and transfer) for Army records stored in the AEA,
contractor operated RHAS, or at NARA Records Center Facilities (NRCFs) are centrally funded by HQDA. Army
organizations will not be charged for the servicing of their records at those facilities. The search tool in ARIMS (see
para 8-2) links to the master index of records stored at those facilities and generates an automated request or
transmittal form to retrieve agency records.

f. Records created by deployed units in CONOPS are collected monthly and sent to designated transfer locations as
directed by a prepositioned message from the Pentagon Army Operations Center. Deployed units will be provided
copies of The Adjutant General’s Quick Reference Guide outlining requirements for specific and minimum records
creation, preservation, collection, and transfer.

g. ARIMS, located at .arims.army.mil|, provides a variety of tools and services designed to reduce the manual
processes associated with traditional records management. The system, based on the role of the user (for example,
action officer, records coordinator, records manager, records administrator, or RHA manager), provides, for example,
identification of transfer records; on-demand printing of folder labels, electronic mail capture and storage; a master
index of al records being maintained in RHAs worldwide and in the AEA; automatic assignment of disposition and
retention; and system-generated notices of destruction or retirement.

1-8. Unauthorized destruction, damage, or removal of records

a. In cases of accidental loss or destruction of records by fire or other cause, the custodian of the records will—

(1) Reconstruct as much of the lost or destroyed records as possible. A series can often be reconstructed from other
copies of the information maintained in other elements of the Army. Reconstructed records should be documented with
cross-referenced material to aid in identifying their original content.

(2) Provide identification of the records that cannot be reconstructed to the records officer for recording on a SF
(Standard Form) 135 (Records Transmittal and Receipt), SF 135-A (Records Transmittal and Receipt (Continuation))
or equivalent, at the time that records of the same period are transferred to the RHA or AEA. An SF 135, SF 135-A, or
equivaent will be forwarded to the NRCF, by RHA or AEA personnel, at the time the records would have been retired
if they dtill existed.

b. The maximum penalty for the willful and unlawful destruction, damage, removal, or aienation of Federal records
is a fine, 3 years in prison, or both (18 USC 2071).

1-9. International armed conflict or threatened war

a. During an international armed conflict between the United States and any other nation or when hostile action by a
foreign power appears imminent, records in the custody of the Army outside the territorial limits of the continental
United States may be destroyed if it is determined that—

(1) Their retention would be prejudicia to the interest of the United States.

(2) They occupy space urgently needed for military purposes and are without sufficient administrative, legal,
research, or other value (44 USC 3311).

b. Within 6 months of the destruction, forward the following information through agency records channels to the
USARMDA, ATTN: TAPC-PDD-R, 6000 61 Street, Fort Belvoir, VA 22060-5603, for notification to the NARA:

(1) Description of the records.

(2) When and where the destruction was accomplished.

(3) Method of destruction.

Chapter 2
Identifying Recordkeeping Requirements

2-1. Prescribing directives

a. Proponents of prescribing directives (see AR 25-30, para 3-1) will ensure that Army regulations and DA
pamphlets identify records required to support their business processes. These are the records that are created or
received when carrying out the missions or functions of the programs prescribed therein. At a minimum, identification
of the records should include a description of each record category, to indicate which are transfer (T) and which are
keep (K) records. In addition, the retention periods for K records, placed in the standardized K6 or KE6 category, will
be stated in the prescribing directive; for example, if 2 years is the time required to meet the business needs of a
specific record, that is how long the record will be kept. The recordkeeping requirements for this regulation are located
in the summary section of the title page.

b. Proponents will further ensure that any requirements or established procedures governing the use and retention of
the records are specified in Army regulations or DA pamphlets when necessary. These requirements may pertain to

AR 25-400-2 « 18 March 2003 3


https://www.arims.army.mil/

matters such as the naming, arrangement, and/or location of files and established procedures such as those governing
data or input submitted for consolidated reports, summaries, or similar information. For example, input to the XYZ
Report will be kept for 2 years at the installation level and 5 years at the MACOM level. This input will also be used
to prepare budget estimates for HQDA approval and should be arranged according to the fiscal year to which it will
apply.
¢. Proponents will coordinate any new, revised, or rescinded recordkeeping requirements (including recommended
retention periods for the new or revised requirements) in Army directives with their records management officers.
Records management officers will use this regulation to identify the RN under which the records will be kept and send
requests for new, revised, or rescinded numbers, along with proposed disposition instructions mi gfij tf tlf
USARMDA, ATTN: TAPC-PDD-R, 6000 6" Street, Fort Belvoir, VA 22060-5603, or to |nfo@rmda.belvoir-
which is the contact address on the USARMDA Homepage at www.rmda.belvoir.army.mil} Temporary RN,
titles, and disposition instructions for new numbers will be established in accordance with paragraph 2-3b. These
requirements should be addressed in broad terms whenever possible, identifying only specific forms, systems, docu-
ments, and so on, when needed for clarity, and conspicuously placed in the Army directive prescribing the creation and
use of those records.

2-2. Unscheduled records

a. Unscheduled records are those records that do not have a disposition schedule approved by the NARA. Records
not identified or described in the ARIMS RRS-A or on the AEL CD-ROM (EM 0001) should be brought to the
attention of the records management officer who will assist in obtaining a valid RN. New RN requirements or changes
to existing numbers will be submitted through agency records channels to the address in paragraph 2-1c, for
coordination with the proponent of the prescribing directive that created or changed the need for the RN.

b. Records management officers, in coordination with the USARMDA, will establish a temporary RN and title
based on the prescribing directive and general format in the ARIMS RRS-A or on the AEL CD-ROM (EM 0001).
Based on the proposed retention period, or if the records involve individua rights and interests, the temporary
disposition instructions will read, “Code KU: Keep until disposition instructions are published” or “Code TU: Keep
until no longer needed for conducting business, then transfer to the AEA or RHA. The AEA or RHA will retain until
disposition instructions are published.”

Chapter 3
Electronic Recordkeeping

3-1. Overview

Army records, regardliess of medium, must follow the disposition instructions identified in ARIMS RRS-A or on the
AEL CD-ROM (EM 0001) and comply with the security requirements of AR 380-19. Any electronic information
generated by or contained in an information system (1S) or other automation source, created or received during the
conduct of business, must be preserved according to those instructions (or if unscheduled, as established by the activity
records manager per para 2-3). This includes information contained in Standard Army Management Information
Systems (STAMIS), command or installation unique systems, e-mail systems, and systems maintained in the office
environment. The procedures for saving electronic records should be determined as early as possible in the life cycle of
a system. (See AR 25-1.) For assistance in preserving electronic records, consult the activity information manager or
USARMDA, ATTN: TAPC-PDD-ZI, 7798 Cissna Road, Suite 101, Springfield, VA 22150-3197, or
, the contact address on the USARMDA homepage at [www.rmda.belvoir.army.mil. |

3-2. Planning new or enhanced IS

a. As with any other medium, the originator of a record does not determine when to destroy the record. The office
of record must ensure the retention of the electronic records and their documentation for as long as the Army needs
them. This means that functional proponents and information managers must—

(1) Define electronic record information disposition instructions during the need justification phase, milestone 0, and
review in the revalidation phase of each milestone in the life cycle management of the system.

(2) Evaluate potential systems to determine the record information needed for business purposes and validate the
retention periods of that information according to the disposition instructions identified in the ARIMS RRS-A or on
the AEL CD-ROM (EM 0001). Any new, revised, or rescinded requirements will be coordinated with the agency
records officer, who will notify the USARMDA at the address in paragraph 2-1c.

b. Determining the record information of an IS may be accomplished by reviewing the mission and functions
statement of the office or offices supported by the system and evaluating its administrative, legal, or fiscal value. A
review of similar information already scheduled and identified in the ARIMS RRS-A or on the AEL CD—-ROM (EM
0001) may aso be useful. Within an IS, the record information may consist of the data records of individua
transactions or data records of the fina results of many transactions. When there are no systematic data outputs, a
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periodic snapshot of an entire database may serve as the record. Depending on the architecture of the system, the
records may be collected and preserved in on-line, near-line, or off-line storage while awaiting disposal or transfer to
the AEA. Records designated as T or TU that are complete may be transferred to the AEA immediately upon creation
or collected in the IS and transferred periodically. Alternatively, these records may be retained and preserved within the
IS for their entire life cycles, provided that they are identified in the master index of records in ARIMS (see paras 8-1
and 9-2).

3-3. IS documentation
Documentation on al IS that produce, use, or store electronic records will be kept current according to applicable
technical bulletins and standards. This means that program managers and information managers must—

a. Ensure that all electronic records are accompanied by documentation sufficient to ensure that the information is
accessible and usable. Minimum documentation consists of identifying the software programs and operating systems
used to create the documents to the extent that technical specifications, file arrangement, contents, coding, and
disposition requirements of the files can be determined. Program and system documentation must be maintained for as
long as the related information is kept.

b. Ensure that documentation, to include a copy (or mirror image) of the software program, for IS containing or
generating T or TU records is transferred along with the related electronic records sent to the AEA, unless a prior
transfer of the same information occurred and no changes were made. However, a statement to that effect will be
included with the subsequent transfers to ensure that the information may be accessed and used.

c. Review documentation to determine if it—

(1) Adequately specifies all technical characteristics necessary to read or process the records.

(2) Identifies al inputs and outputs of the system.

(3) Provides an audit trail of changed or deleted information and the correct disposition of the information content
and use.

(4) Defines the contents of the files and records.

(5) Clearly states the purpose(s) and function(s) of the system.

3—-4. Managing records on electronic media

a. Information created within the Army may be recorded on media in machine-readable format. Approved Army
disposition schedules apply to al Army recorded information, regardless of the medium upon which recorded. In order
to protect the rights and interests of the Army and its members, keep costs to a minimum, and serve the study of
history, storage media for long-term records must be selected to best serve the operational needs of the Army and meet
statutory scheduling requirements. These decisions are vital considerations in the design stage of information life-cycle
management.

b. Electronic records require the same levels of protection as any other media. Proper management provides for
economic, efficient, and reliable maintenance, retrieval, preservation, storage, and scheduled disposition of the informa-
tion. All personnel must comply with the Army records disposition schedule in this regulation when disposing or
erasing media that stores the only copy or the official copy of the record.

c. Media and systems selected to store and manage electronic records throughout their life cycle must meet the
requirements of Department of Defense (DOD) 5015.2-STD.

(1) ARIMS meets the requirements of DOD 5015.2-STD for storing, maintaining, and transferring or disposing of
al electronic T and TU records.

(2) Copiesof T or TU records stored in or generated by an IS or other automation source that are complete should
be sent to ARIMS as soon as practical for secure long-term storage in the AEA.

(3) Specific instructions for sending records to the AEA are in chapter 9.

3-5. Judicial use of electronic records

a. Electronic records may be admitted in evidence to Federa courts for use in court proceedings (Federal Rules of
Evidence 803(8)) if trustworthiness is established by thoroughly documenting the recordkeeping system’s operation and
the controls imposed upon it.

b. To enhance the legal admissibility of electronic records, implement procedures that—

(1) Document that similar kinds of records generated and stored electronically are created by the same processes
each time and have a standardized retrieval approach.

(2) Substantiate that security procedures prevent unauthorized addition, modification, or deletion of a record and
ensure system protection against such problems as power interruptions.

(3) Identify the electronic media on which records are stored throughout their life cycles, the maximum time span
that records remain on each storage medium, and the NARA-approved disposition of all records according to this
regulation.

c. Coordinate all of the above with local legal staff and senior information and records management staff.

AR 25-400-2 « 18 March 2003 5



3-6. Use of CD-ROMs

a. Activities may transfer to CD—ROMs TP records that include fielded data files or text files for eventual
preservation by the National Archives that comply with the technical and documentation requirements specified in 36
CFR 1228.270 that, for example—

(1) Conform to the International Standards Organization (1SO) 9660 standard.

(2) Comply with the American Standard Code for Information Interchange (ASCII) standard.

(3) Are not dependent on control characters or codes not defined in the ASCII character set.

(4) Are not compressed unless the software to decompress files is provided.

(5) Are individually addressable.

b. When permanently valuable electronic records on CD-ROM exist on other media such as magnetic tape, the
organization retiring the records will coordinate with the USARMDA at the address in paragraph 2-1c to determine
which medium is more appropriate for transfer of the records to the National Archives.

¢. The National Archives will accept audio compact discs and analog videodisks that typically contain photographs,
provided they do not require interactive software or nonstandard equipment to view. Origina photographs appraised as
permanent and copied onto videodisk will be scheduled for transfer to the National Archives along with the copy of the
videodisk.

d. Records contained on CD—ROM for transfer will be labeled and documented in accordance with this regulation.

e. Army organizations may use optical disk systems for storing and retrieving permanent records while the records
remain their legal custody; however, approval to destroy the hardcopy source documents must be obtained from the
USARMDA.

Chapter 4
Micrographic Records

4-1. Record copy microforms
Micrographic systems should be designed so the microform serves as the record copy, except when it is not practical or
cost effective. These systems must comply with 36 CFR Part 1230, Micrographic Records Management.

a. Records created from hardcopy source documents; the origina (first generation) microform becomes the record
copy and the hardcopy original may be destroyed. Duplicate record copies will not be kept. It must be ensured that the
microforms are adequate substitutes for the original records and serve the purpose for which such records were created
or maintained. Copies must be complete, legible, free of extraneous markings, and contain al information shown on
the originals.

b. When microforms are created by computer output microfilm without hardcopy source documents, the original
(first generation) microform becomes the record copy.

¢. When microforms are the record copy—

(1) Permanent (TP and TEP) information must be recorded on polyester-based silver gelatin type film that conforms
to American National Standards Institute (ANSI) Code ANSI/NAPM 1T9.1-1992. Other types of microform are not
acceptable for permanent information. For records that do not have a permanent retention requirement, the original
microform may be either dry silver or silver-gelatin, whichever is the more efficient and economical filming process.

(2) They must be an acceptable substitute for the origina records and must meet prescribed archival quality
standards. The activity or local information manager will ensure that film samples are tested locally or are forwarded to
a central facility designated by the Army for testing.

(3) They must meet al lega requirements imposed on the records of the Federal Government and must adequately
protect the rights and interests of both the Army and any soldiers, dependents, or employees that they affect. They must
contain all of the recorded information shown on the original documents. Records made by photographic, photostatic,
microfilm, microcard, or another process which accurately reproduces or forms a durable medium for reproducing the
original are considered legal and may be admitted as evidence.

(4) Copies may be produced for daily use and reference purposes. Silver gelatin original and silver halide duplicate
microforms serving as the record copy will not be used for reference purposes or as working copies.

4-2. Storage requirements
a. The extended term storage conditions for permanent and unscheduled (TP, TEP, TU, and KU) records must be in
conformance with the conditions specified in ANSI 179.11-1991 and ANSI 1T9.2-1991 except that the relative
humidity of the storage area must be a constant 35 percent RH, plus or minus 5 percent. Nonsilver copies of permanent
or unscheduled microforms must not be stored in the same storage area as silver gelatin originals or duplicate copies.
b. Nonpermanent (K, KE, T, and TE) micrographic records can be safely stored under the same conditions as most
paper records.
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c. Depending on the type of microform being identified, a record label will be placed on the container. Multiple
microfiche documenting a single action would normally be put into a single microfiche envelope.

4-3. Inspections

a. Permanent and unscheduled records. Record custodians will inspect master films of permanent records when the
records are 2 years old and every 2 years thereafter until they are transferred to a NRCF or to the National Archives.

(1) Microforms cannot be accepted for deposit with the National Archives until the first inspection has been
performed.

(2) Inspections will include determination of aging blemishes, rereading resolution targets, density remeasurement,
and certification of environmental conditions in which microforms are maintained.

(3) Results of inspections will accompany records being transferred or retired, and must include—

(a) Description of records tested (title, number, or identifier for each unit of film, security classification, or other
data identifying the records).

(b) Date of inspection.

(c) Defects found and corrective action taken.

(d) Identification of deteriorating master microform that will be replaced with a silver duplicate. The duplicate film
is then subject to the 2-year inspection requirement.

b. Temporary (K, KE, T, and TE) records. Although not required, the inspection procedures above are recommended
to prevent the loss of data prior to authorized disposal dates and to protect the records in the event that they become
the subject of a records freeze or moratorium (see para 7-3b).

4-4. Disposition of microforms and source information

a. Permanent records. One silver-gelatin microform set and one diazo or vesicular copy is either retired to a NRCF
for later offer to the National Archives or, in coordination with USARMDA, offered directly to the National Archives.
The disposition instructions for RNs in ARIMS RRS-A or on the AEL CD-ROM (EM 0001) give guidance in those
cases where a direct offer to the National Archives is standard practice.

b. Nonpermanent records. Dispose of the microforms per the disposition instructions under the applicable record
title or number.

c. Other microform copies. Dispose of these microform copies when no longer needed for current operations or
reference.

d. Disposition of source information from which microforms are produced.

(1) Permanent records. Instructions for destroying permanent source records converted to microform are found
within applicable RNs in ARIMS RRS-A or on the AEL CD-ROM (EM 0001). Permanent or unscheduled source
documents may not be destroyed until approved by NARA. Coordinate further requests for recording mode informa-
tion, including the coding structure, recording system information, and a record layout. The record layout should break
down the file by fields. Each field will have a name, size, starting position, and a description of the form of the data
(alphabetic, zoned decimal, packed decimal, or numeric). Label tapes externally with the name of the organization
responsible for the data, record title(s), dates of creation and coverage, the recording density, type of internal labels,
and so forth.

(2) Nonpermanent records. Dispose of nonpermanent source documents after verification that the microforms meet
the appropriate quality standards.

e. Indexes to record systems. Dispose of indexes with the records to which they relate.

f. Record copy microforms for transfer or retirement. Because of their composition, record copy microforms require
the following special care and protection when being transferred to an RHA or retired to a NRCF:

(1) Do not mix one type o