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Course Outline
Introduction 

• Step 1-  ARIMS Account Creation

• Step 2-  Identification / Inventory Files – Create Office Records List

• Step 3-  Create Electronic Folders and Record Naming Convention
• Step 4-   Data Migration from Shared Drive to 
                    SharePoint Online (SPO)
• Step 5-  Q & A
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ARIMS Account Creation
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• Registration requires you to select an ARIMS Access Role.  
Unless you have been appointed to be a Records 
Coordinator, your role will be Action Officer.

• Part of the registration includes the identification of your 
office symbol. ARIMS uses office symbols to control which 
Office Records List individuals will use when electronically 
storing their documents. 

• Your Records Coordinator will let you know your Office 
Symbol.

Create an Account- Registration

Account Creation
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Action Officer (AO)
Receives, creates, and manages records within the office

Records Coordinator (RC)
Creates and manages ORLs at the unit level and is the liaison to the RM

Records Holding Area Manager (RHAM)
Manages and directs the operations of an RHA facility

Records Manager (RM)
Administers records program throughout their command/garrison/organization

Records Administrator (RA)
Administers records program at the ACOM, ASCC or DRU level

ARIMS Access Roles

Account Creation/Access Roles
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Electronically file as: RN 25-1d – Appointment Orders

Records Coordinators Memo
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Identification / Inventory Files
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What is a Federal Record?

Regardless of the Medium…

Any information created or 
received by an agency of the U.S. 
Government that documents 
agency operations or other 
activities of the Government.

Identify Federal Records
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To help determine if a document is a Federal Record, 
ask yourself the following: 

•  Did you receive the document as a result of your job?

•  Did you create or use this document to conduct or facilitate 
   agency business?

•  Did you put the document in an agency file?

•  If not, did you still need to refer to this document later to conduct                   
   government business?

NOTE: When in DOUBT, treat it as a Record

Identify Federal Records
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Identify Federal Records

NOTE: Official Records that are “working files” can be stored on MS Teams for sharing 
with others, or “drafts”. Once the record is finalized, that record should 
be stored on the SPO only.
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Non-records must be identified and filed separately from Official Records 
on shared drive and the SPO

Identify Non-Records

Non-records can be stored on MS One-Drive, MS Teams, desktop folders, etc…
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Identify Personal Files

Personal papers, also referred to as “manuscripts,” are defined in 36 CFR 1222.36(a) as:

Personal papers generally fall into the following three categories:

1. Materials accumulated before joining Government service not used to conduct 
Government business, such as personal reference material.

2.   Materials relating solely to a person’s private affairs not related to agency business, such as: 
• Private political associations
• Professional affiliations 
• Family and personal correspondence, or 
• Personal volunteer and community service information

3.    Work-related papers. These may:
• Include diaries, notes, and personal calendars that are not prepared, received, or used in the 

process of transacting agency business. 
• Contains work related information but may be considered as personal papers if they serve only 

a person’s own purposes and are not circulated throughout 
     your organization. 

NOTE: Personal files ARE NOT ALLOWED on the shared drive or SPO
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• Answer four basic questions:
– Who is currently creating, receiving, and maintaining records?
– What is currently being kept to support the business process?
– Where and how are the records stored and maintained?
– Why are certain records stored and maintained?

• Locate your organizations records:
– Centrally located (Hard copy Records)
– Multiple buildings or offices (Hard copy Records)
– Shared Drive (Electronic)

Objectives of the Inventory

Identify Federal Records
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Office Records List (ORL)

ADMINISTRATIVE SERVICES DIVISION FILE PLAN 
Record 

Sub-
series

Records 
Number Record Titles Disposition Instructions Location

Vital 
Records

Privacy 
Act

Administrative Office Records 

800D 1aa4 Current Employee Files

KEN. Event is when individual documents are 
superseded or no longer applicable. Review at end of 
each year and destroy applicable documents when 
event occurs.

ASD T: Drive
Bldg 4700, Suite G06 N Y

800D 1x2 Civilian Time & Attendance Files

KEN. Event is end of the following pay period. Keep in 
CFA until event occurs and then until no longer 
needed for conducting business, but not longer than 6 
years after the event, then destroy.

ASD T: Drive
Bldg 4700, Suite G06 N Y

800D 1a Office Records List

KEN. Event is when superseded or obsolete. Keep in 
CFA until event occurs and then until no longer 
needed for conducting business, but not longer than 6 
years after the event, then destroy.

ASD T: Drive
Bldg 4700, Suite G06

N N

800D Cross Reference Forms DA1613

KEN. Event is when superseded or obsolete. Keep in 
CFA until event occurs and then until no longer 
needed for conducting business, but not longer than 6 
years after the event, then destroy.

ASD T: Drive
Bldg 4700, Suite G06

N N

800D 1 General administration correspondence 

Event is 2 years after cutoff on action documents or 
when no longer needed for current operations for 
non-action documents; whichever applies. Keep in 
CFA until event occurs and then until no longer 
needed for conducting business, but not longer than 6 
years after the event, then destroy.

ASD T: Drive
Bldg 4700, Suite G06

N N

800D 1jj Reference Publications

KEN. Event is when superseded, obsolete, or no 
longer needed for reference purposes. Keep in CFA 
until event occurs and then until no longer needed for 
conducting business, but not longer than 6 years after 
the event, then destroy, except that accountable 
publications will be returned to supply channels

ASD T: Drive
Bldg 4700, Suite G06

N N

Sample Inventory Spreadsheet
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Can Emails be Federal Records?

YES!!! 
E-Mail messages are official records when they are 
created or received in the transaction of public/official 
business and are worthy of preservation. 

Ex: HQDA Execution Order 156-23 (ISO M-23-07 Update to 
Transition to Electronic Records), 21 September 2023.

Identify Federal Records
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Identify/ Inventory Files 

• Under ARIMS, records are identified according to the primary 
directive that prescribes those records be created, maintained, 
and used. 

• One only needs to know what the prescribing directive is for a 
specific program in order to locate the record/file numbers that 
should be applied to records created to support that program.

Identify Federal Records



6 FEB 24_V4

UNCLASSIFIED//FOUO

17 of 109Shauki Holmes/ 580-442-6573/ shauki.m.holmes.civ@army.mil

100A

CONOPS
100

200A
200B
200C
200D

Installation 
Management

200

300A
300B
300C
300D

Operations 
and Security

300

400A
400B
400C

Information 
Management

400

500A
500B
500C

Medical
500

600A
600B
600C
600D
600E

Personnel
600

700A
700B
700C

Logistics
700

800A
800B
800C
800D

Administration
800

900A
900B
900C

Emergency 
and Safety

900

1000A
1000B

Legal
1000

1100A
1100B

Finance and 
Audits
1100

1200A
1200B
1200C
1200D

Quality 
Assurance

1200

RRS-A “Big Buckets” Structure

Identify Federal Records
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Create Electronic Folders and Record 
Naming Conventions
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DA PAM 25-403 Paragraph 4-15a (Army Guide to Recordkeeping)

Labeling electronic records. File names contain no spaces and no more 
than 255 characters in length. 

Data elements will include: 
(1) Access (Unclassified, CUI). 
(2) Organization (office symbol). Supplement 1 AR 25-59 
(3) Content (Name of the document). 
(4) Date (current date by day, month and year). 
(5) Versions (version V1, V2, V3, or F for final document). 
(6) File Extensions (such as .docx, .pdf, .xlsx).
Examples: 
U_AMIO_SharePointOnlineSOP_1Mar23_F.pdf = 41 characters
CUIPII_AMIO-CSD_RecallRoster_1Mar23_V1.xlsx = 43 characters
CUI_AMOP_MobilizationplansVital_1Mar23_V3.docx = 46 characters
U_AMIO-IMD-K_AmcRmTraining_28Feb23_V2.pdf = 41 characters

Electronic File Naming Conventions
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Remember, all electronic folders and federal 
records on your computers’ shared drive are 
to be labeled IAW ARIMS regardless of format 
i.e., PDF, Word Doc, MS Excel Spreadsheets, 
etc..

Electronic Filing
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Electronic Filing

Be sure to use underscores
and/or dashes to space out 
records sub-series, records 
number, and record description
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Electronic Filing – Subfolders 
Sub-folders can have conventional spaces 
in between words. No new naming 
convention is required. Basically, however 
your sub-folders are listed as of current can 
be used without change
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As of current, all official records are to have a similar naming convention, 
as all IMCOM Garrison Organizations and Units will be transitioning to 
an Army SharePoint. See example below:

Official Records Naming Conventionnvention
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Army Destruction Certification

NOTE: Official Army Records that are due for disposition 
MUST be listed on DA Form 7914 prior to destruction, 
regardless of medium.
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Data Migration from Shared Drive to 
SharePoint Online (SPO)
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Data Migration from Shared Drive to SharePoint Online (SPO)
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Data Migration from Shared Drive to SharePoint Online (SPO)
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Data Migration from Shared Drive to SharePoint Online (SPO)
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QUESTIONS
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CONTACT INFORMATION 

Mr. Shauki M. Holmes
 Fort Sill Garrison Records and 

Publications Manager
   DHR Admin Services Division 

   Email - shauki.m.holmes.civ@army.mil
   Bldg 4700, Room G-06 

   (580) 442-6573
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