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RECORDS MANAGEMENT PROGRAM ASSESSMENT CHECKLIST (Continued)
SECTION II - TRAINING
5. DATE
SECTION I - AUTHORIZATION AND ORGANIZATION
2. RECORDS ADMINISTRATOR / MANAGER(S)
1. UIC / OFFICE SYMBOL / ORGANIZATION / OFFICE
3. MAILING ADDRESS / PHYSICAL LOCATION
4. EMAIL ADDRESS
RECORDS MANAGEMENT PROGRAM ASSESSMENT CHECKLISTFor use of this form, see DA PAM 25-403; the proponent agency is AASA.
Is a Records Management Official formally designated in writing with the responsibility for carrying out a Records Management Program?
Does the Records Management Official provide program direction to Records Managers / Coordinators at subordinate elements throughout the organization?
Are Records Management responsibilities included in the position descriptions for Records Management Officials?
Does the organization Records Management Official routinely communicate with all Records Managers / Coordinators?
1
6
5
Are all employees informed of the identity and role of the Records Management Official(s) serving their office?
4
3
2
Is there an organization / agency directive that: (1) defines the role and responsibilities of the Records Management Official; (2) defines the scope of the Records Management Program; and (3) provides authority to the Records Management Official to conduct an effective organization / agency wide program? (Provide additional information in Block 14 comment section below.)
N/A
No
Yes
N/A
No
Yes
N/A
No
Yes
N/A
No
Yes
N/A
No
Yes
N/A
No
Yes
Has the organization Records Management Official received training in Federal Records Management regulations, policies, and procedures IAW AR 25-400-2?
Do records managers / coordinators, executive assistants, administrative staff, and others with regular records management duties receive training on records maintenance and filing procedures and records disposition?
Does the Records Management Official provide training to senior officials and directors?
Does the Records Management Official send records management guidance to all records managers / coordinators from HQDA Records Management Division, National Archives and Records Administration (NARA) and other oversight agencies?
Does the organization Records Manager brief senior officials and Directors on the importance of Records Management and records handling responsibilities?
Is the organization aware of Army Records Management regulations AR 25-1 (Army Information Technology); AR 25-400-2 (The Army Records Management Program) and DA PAM 25-403 (Army Guide to Recordkeeping)?
3
4
5
6
2
1
N/A
No
Yes
N/A
No
Yes
N/A
No
Yes
N/A
No
Yes
N/A
No
Yes
N/A
No
Yes
SECTION III - INTERNAL EVALUATIONS
Does the organization have a program of evaluations / inspections / audits, conducted on an annual cycle or similar timetable, to ensure the Records Management Program is efficient, effective, and compliant?
1
N/A
No
Yes
Is a written report on the findings and recommendations presented to senior management following evaluations / inspections / audits? 
2
N/A
No
Yes
Are recommendations following evaluations / inspections / audits acted upon to ensure compliance?
3
N/A
No
Yes
SECTION IV - RECORDKEEPING REQUIREMENTS
Are organization recordkeeping requirements identified and built into organization business processes?
1
N/A
No
Yes
Are organization records schedules and file plans / office records lists (ORLs) reviewed annually?
2
N/A
No
Yes
Does organization staff properly distinguish between records, non-record materials, and personal files?
5
N/A
No
Yes
Has the organization established standards and procedures for classifying, indexing, filing, and retrieving records and made them available to all employees? 
4
N/A
No
Yes
Are organization file plans / ORLs reviewed and updated annually to reflect changes in the records schedule and organizational changes?
3
N/A
No
Yes
SECTION IV - RECORDKEEPING REQUIREMENTS (Continued)
SECTION V – CONTRACTOR RECORDS
Does the organization provide contractors with the regulations and procedures governing Federal records?
1
N/A
No
Yes
Do organization contracts address Federal records created, received, and maintained by contractors?
2
N/A
No
Yes
Do organization contracts involving development of electronic systems specify the delivery of systems documentation to the organization along with the records?
3
N/A
No
Yes
SECTION VI – RECORDS MAINTENANCE
Are employees following the established standards and procedures for classifying, indexing, filing, and retrieving records?
1
N/A
No
Yes
Are file drawers and folders labeled correctly?
7
N/A
No
Yes
Is a file plan / ORL for each series of records maintained at each file location?
6
N/A
No
Yes
Has the organization established and implemented regulations or procedures for the storage of classified, Privacy Act, and other restricted records?
5
N/A
No
Yes
Are permanent records maintained separately from temporary records?
4
N/A
No
Yes
Are permanent records identified?
3
N/A
No
Yes
Are cutoffs clearly defined and implemented for each records series?
2
N/A
No
Yes
SECTION VII – RECORDS DISPOSITION SCHEDULE DEVELOPMENT
Do program officials review proposed records schedules relating to their office or function?
1
N/A
No
Yes
Are transferred authorization documents maintained in accordance with established guidelines from the National Archives?
6
N/A
No
Yes
Are permanent records transferred to the National Archives in accordance with retention schedule provisions?
5
N/A
No
Yes
Do Records Management Officials / action officers take prompt action to disposition records that are cut off, expired and/or are eligible for retirement in accordance with retention schedule provisions?
4
N/A
No
Yes
Are records destroyed only in accordance with NARA approved records schedules?
3
N/A
No
Yes
Does the organization Records Management Official monitor implementation of the records schedules throughout their organization?
2
N/A
No
Yes
SECTION VIII – ESSENTIAL (FORMERLY VITAL) RECORDS
Has the organization assessed potential risks to organizational records in accordance with the Army Essential Records Management Program?
1
N/A
No
Yes
Has the organization identified its essential records, i.e., its emergency operating records and legal rights records?
2
N/A
No
Yes
Does the organization periodically review its essential records plan and update it as necessary during Continuity of Operations Plan exercises?
3
If special media records (such as electronic or microfilm records) are designated as essential records, have provisions been made for access to the equipment needed to use the records in case of emergency?
4
SECTION VIII – ESSENTIAL (FORMERLY VITAL) RECORDS (Continued)
N/A
No
Yes
N/A
No
Yes
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