 HQDA PROPONENT DETAILED ORGANIZATION AND

OPERATIONS (O & O) TRANSFORMATION INSTALLATION MANAGEMENT

VERSION DATE:  12 March 2004
Key Elements:

· IMA’s installation activities provide records management baseline

services. 
· Currently, installation records management is aligned under a variety of arrangements.  Most are aligned under the installation DOIMs; however, others are aligned under the Garrison within Admin Services, contracted under A76, functioning under a Most Efficient Organization (MEO) or some other arrangement.  The intent is to realign Records Management functions and resources from any other arrangement and align it under the IMA Region/Garrison within human resources.  

· However, garrison human resources are not all organized in the same manner.  This will be addressed as part of the Standard Garrison Organization (SGO) which is expected to become effective in Oct 05.  Garrison which have the capability to align records management under human resources prior to establishment of the SGO will do so.    


I. Major Service Activity Name (SBC):  This document covers the Department of Army level Records Management portion of SBC 17.  (It does not include printing, publishing, and forms management.)

1-1. Service Function Name/Title and SBC Number:  Document Management/Records Management, (17).

1-2. Program/Mission:  

1-2.1. Provide policy and procedural guidance and implementation, functional 

management, and program oversight for the Records Management Program and its subprograms (Army Records Information Management System [ARIMS], Official Mail and Distribution, Army Correspondence, Freedom of Information Act, Army Privacy Program, Rulemaking, Dictionary of US Army Terms, Authorized Abbreviations and Brevity Codes, Compilation of Army Addresses, Office Symbols, Research of Unit Records Program, Management Information Control, and Declassification of records over 25 years old).

1-2.2. Educate the Army in records management responsibilities and processes.

1-2.3. Manage information from its creation through final disposition according 

to federal laws and Army record keeping requirements to ensure capture, preservation and availability of evidence essential for Army decisions and actions, protection of the rights and interests of the Government and individuals, and to meet the needs of the American public. 

1-2.4. Obtain and publish legal authority for destroying nonpermanent Army 

information.

1-2.5. Provide life cycle management instructions for the systematic

identification, maintenance, storage, retirement, and destruction of Army information recorded on any medium (paper, microforms, electronic, or any other).
1-2.6. Provide records management consulting services to Army tenant activities.

1-2.7. Ensure that all Army activities have the information needed to accomplish the mission, that they have it when and where they need it; that they have it in usable format; and that it is created, maintained, used and disposed of at the least possible cost.  

1-2.8. Establish and eExecute the DA Official Mail and Distribution management Program (OMDMP).



1-2.9. 
1-2.10. 
1-2.11. 
1-2.12. 
1-2.13. 
1-2.14. Develop policy and procedures for Correspondence Management for the 

 Department of the Army.

1-2.15. Develop procedures for standardization, preparation and distribution of

correspondence.

1-2.16. Develop and implement policies concerning publishing of Army 

announcements and rules in the Federal Register.

1-2.17. Serve as single point of contact between the Army and the Office of the 

Federal Register.

1-2.18. Submit the Unified Agenda semi-annually to the Office of the 

Administrative Assistant, Secretary of the Army, per OMB instructions.

1-2.19. Submit copies of published final rules to both Houses of Congress and 

GAO per Congressional Review Act.

1-2.20. Provide guidance and assistance to the Army Staff and subordinate 

activities for submission of documents for publication in the Federal Register.

1-2.21. Administer the Office Symbol Program for Department of the Army.

1-3. HQ DA Proponent:  Army G-1 Army-wide Policy - Mrs. Sandra Stroud / sandra.stroud@hqda.army.mil/ 703-325-8433. 





II. Installation Level:

2-1. Functions:  Currently (Phase I), the U.S. Army Installation Management Agency (IMA) DOIM provides Baseline Services IAW AR 5-9, Area Support Responsibilities, 16 Oct 98; General Order #3, 9 Jul 02; General Order #4, 22 Aug 02 and  ACSIM Memorandum, dated 5 Dec 01  the Information Management Execution Plan (IMEP), Phase I, Annex E (DOIM), 1 Jul 02, within funding constraints.  The future plan (Phase II) is for records management to be realigned from the DOIM to elsewhere in the Garrison – under Human Resources.  In both phases, records management officers will provide the following services for the Garrison Commander and staff:
2-1.1. Appoint Records Manager in writing.  

2-1.2. Coordinate records management actions and submit reports to IMA 

Region/Staff.

2-1.3. Manage, oversee, and direct the records management program and its 

Subprograms.

2-1.3.1. Army Records Information Management System (ARIMS).

2-1.3.2. Official Mail and Distribution Program (See 2-1.16 through 2-1.18,
 below).

2-1.3.3. Army Correspondence Program.

2-1.3.4. Freedom of Information Act Program.

2-1.3.5. The Army Privacy Program.

2-1.3.6. Rulemaking Program.

2-1.3.7. Dictionary of United States Army Terms. 

2-1.3.8. Authorized Abbreviations and Brevity Codes.

2-1.3.9. Compilation of Army Addresses.

2-1.3.10. Office Symbols.

2-1.3.11. Management Information Control System.

2-1.4. Survey and appraise the installation records management program of the 
installation  staff at least once every three years and prescribe and ensure that necessary corrective action is taken. 

2-1.5. Establish, fund, and operate records staging/holding areas as required.

2-1.6. Manage and provide staff direction for the transfer of installation and 

tenant records to the installation and/or consolidated records holding area (RHA). Tenant activities (MACOM or MSC) still have a management responsibility for their mission records even though they can be stored at an installation-run or consolidated RHA.
2-1.7. Serve as a member on applicable installation Command, Control, Communications, Computer, and Information Management (C4IM) planning committees.

2-1.8. 
2-1.9. Ensure availability of training for records management personnel.  

2-1.10. Ensure compliance with the Department of the Army Freedom of

Information Act Program.

2-1.11. Ensure compliance with the Army Privacy Act Program.

2-1.12. Ensure compliance with Executive Order 12958, Classified National Security Information, 17 Apr 1995. 
2-1.13. Ensure update information is provided for Dictionary of United States Army Terms as applicable.

2-1.14. Ensure compliance with and enforcement of department policies and rules governing management information requirements under the Management Information Control System.

2-1.15. Maintain liaison with and provide advice and assistance to security managers in developing and executing a program to reduce classified records holdings to the absolute minimum required. 

2-1.16. In a teaming effort, provide procedural guidance and advice, and assistance for the records management program for to all tenant units and activities on the installation
2-1.17. Provide records management Services IAW AR 25-1 and other applicable directives.

2-1.18. Appoint an Official Mail Manager in writing to carry out the duties identified in AR 25-51
2-1.19. 
2-1.20. 
2-1.21. 
2-1.22. Appoint an Official FOIA/PA Officer in writing.

2-2. 
2-3. Documentation:
2-4. CONUS:  The spaces of authorizations for personnel performing
the above functions are documented on the TDA of the Garrison Commander.  Currently (Phase I), these functions are performed in the office of the installation DOIM.  (See Information Management Realignment Execution Plan (Phase I), Annex E Director of Information Management (DOIM).  Effective 1 October 2004 (Phase II), these functions resources will realign along with the functions they perform to  Garrison installation AG OCONUS Human Resources.  (See the Army Knowledge Management Implementation Plan, Part II, Paragraph 1.2.)  The spaces authorizations of personnel performing the above functions are currently (Phase I) documented on the TDA of the regional NETCOM/9th Army Signal Command units that performs DOIM services.  Effective 1 October 2004 (Phase II), those spaces authorizations, along with the functions they perform, will transfer to the IMA, and will be documented under Garrison installation AG Human Resources. 

2-4.1. OCONUS.  The Deputy G6, 5th Signal Command, United States Army

Europe, is dual-hatted as the Regional Chief Information Officer - Europe (RCIO-Europe). Under the combined authority of the CG, 5th Signal Command/G6, and the Director, IMA-Europe, the RCIO-Europe appoints an Army in Europe Records Administrator (AERA) for the Army in Europe (AE) records management program. The AERA does this by developing and issuing policy, procedures, and guidance to commanders, directors, and records managers throughout USAREUR and IMA-Europe. The dual-hatted responsibility of the AERA creates a special situation in Europe. Neither USAREUR nor IMA-Europe has a separate Records Administrator; instead, the AERA serves as the Records Administrator for both organizations. To maintain effective alignment, the position of the Army Europe Records Administrator (AERA) on the staff of the G6/RCIO-Europe will be transferred to the IMA Region Human Resources Division, IMA-Europe, provided it remains under the technical oversight of the RCIO-Europe.

2-4.1.1. In USAREUR, documented records management TDA resources of 5th Signal Command and subordinate TDAs will transfer to IMA-EURO.  Transfer of positions will be included in the G1 Records Management Transition Plan and coordinated between HQ, 5th Signal Command and IMA-EURO, HQIMA and Army G1.

2-4.1.2. The following resources have been tentatively identified by USAREUR G6 and RCIO-Europe for transfer to IMA-Euro:  1 position from Office of the G6, HQ USAREUR/7A; 2 positions from Headquarters, 5th Signal Command; and 77 positions from 2d Signal Brigade and subordinate signal battalions. 

2-5. Units/Activities the service/program supports:  Provides Records Management Baseline Services IAW ACSIM 5 Dec 01 Memorandum AR 5-9, Area Support Responsibilities, 16 Oct 98; General Order #3, 9 Jul 02; General Order #4, 22 Aug 02 and  ACSIM Memorandum, dated 5 Dec 01  the Information Management Execution Plan, Phase I, Annex E (DOIM),        1 Jul 02, within funding constraints.  All non-Army tenants will purchase services IAW local ISSA.

2-6. Senior Mission Commander and other tenant organization functions: 

2-6.1. Appoint a Records Coordinator with installation AG who is responsible for ensuring the implementation of the Records Management Program and its subprograms throughout the activity to include scheduling records, Official Mail and Distribution, Freedom of Information Act compliance, Privacy Act compliance, declassification of records, Army correspondence management, compilation of Army addresses and office symbols.

2-6.2. Coordinate Mission Command records management services with the installation AG Records Manager and assess effectiveness. for information sharing and best business practice exchanges.
2-6.3. Senior Mission Commander and all other tenant activities will Rreimburse IMA for official mail postage expenditures if IMA provides those services.

2-7. Resource Implications: Manpower Requirements:  
2-7.1. CONUS:  Resources transfer from the installation DOIM to Garrison installation AG Human Resources. 
2-7.2. OCONUS:  Resources transfer from the regional NETCOM/9th Army Signal Command unit providing installation DOIM services to the installation AG ASA/ASG/BSB Human Resources, as appropriate. 
2-6.     Contracted Services. Where records management functions and services are performed by contract service providers, the terms of the contract will take precedence over the provisions of this O&O.  However, contracting oversight of records management functions and services should be transferred under Garrison Human Resources as soon as contracting practices permit. 
III. Regional Level:

3-1. Functions Pperformed by the Region/Staff: In Phase I (currently), NETCOM/9th ASC provides staff supervision and TECHCON of reporting DOIMs (to include records management functions).  In Phase II (October 2004), IMA Regional Human Resources Division staff provides oversight of all records management functions performed by the installation AGs for the region. at installation level.  The IMA Regional Director provides funding and guidance in the provision of Baseline Services for records management across the Region and performs these functions:
3-1.1. Appoint a Rregional Rrecords Aadministrator for staff supervision and

TECHCON of reporting installation Records Managers.

3-1.2. Appoint a Regional Official Mail Manager.

3-1.3. Coordinate records management actions and submit reports to the IMA Records Adminstrator HQ/Staff.

3-1.4. Appoint Regional Official Mail Manager.(Dup of 3-1.2) 

3-1.5. Provide functional program management, procedural guidance, and 

oversight for each records management program applicable to, and executed by, installations under Region jurisdiction IAW AR 25-1, AR 25-400-2, AR 25-55, AR 340-21, DA Pam 25-51, AR 25-51, AR 380-5, AR 25-50, AR 310-4, AR 335-15, AR 310-25, AR 310-50 and DA Pam 25-50. 

3-1.6. Track funding and resources for records management program.

3-1.7. Appoint Regional FOIA/PA Officer.
3-2. Provider of Services to the Region:  In Phase I (currently), Regional Records Manager responsibilities are performed by in the regional CIO.  In Phase II (October 2004), Regional Records Managerment responsibilities are performed by the IMA Region Human Resources Division of theRegion.

3-3. Manpower requirements:  2 (two spaces authorizations) - For Phase I (currently), see Annex D Fig 5.2 – authorizations spaces realigned from existing MACOM positions.  Baseline staffing is for two spaces authorizations to perform duties shown above in Paragraph 3-1.  
3-3.1. CONUS:  Each RCIO has one position (of 27 positions) designated for the records management (and Publishing) functions.  The positions (one for from each RCIO) will be transferred to the Regional IMA Human Resources Division to perform records management regional duties.  See F.2, Annex D.  For Phase II (October 2004), the details and source provider of the transition  position resourcing will be outlined in the G-1 Records Management Transition Plan to follow.  
3-3.2. OCONUS:  The positions performing records management (and publishing) functions will be transferred from the RCIO regional CIO (or equivalent position) to the IMA Regional Human Resources Division to perform records management duties.   

IV. 
V. 
VI. HQ IMA:   Functions Performed by the HQ IMA Human Resources Division Staff:

4.1. Manage, defend and provide liaison and coordination in the planning, programming, and budgeting cycle to resource the installation records management and its subprograms requirements and ensure assure adequate funding and manpower are provided for records management program execution at IMA headquarters, regional, and installation levels. 

4.2.    Appoint a HQ IMA Records Manager, HQ IMA FOIA/PA Officer and HQIMA Oofficial Mmail Mmanager.  Workload to determine internal resourcing.
4.3.     Appoint an IMA Records Administrator to perform MACOM-level coordination and direct Regional Records Managers IAW AR 25-400-2 IAW applicable policy guidance contained in paragraph 3.1-5 in this O&O.
4-3.1
Manpower requirements:  1 authorization for Phase II.  The details and source provider of the position resourcing will be outlined in the G1 Records Management Transition Plan.
4.4
Support provided to HQIMA:  Official Mail services will be provided by HQDA Consolidated Official Mail Room.

4-2. 
4-3. 
4-4. 
VII. Proponent FOAs or DRUs (If applicable):

5-1. FOA NAME:  US Army Records Management and Declassification Agency.

5-2. Functions Performed: 

5-2.1. Operational Management of the Records Management Program which includes:

5-2.2. Managing information as records.

5-2.3. Scheduling records with NARA.

5-2.3.1. Freedom of Information Act compliance.

5-2.3.2. Privacy Act compliance.

5-2.3.3. Privacy Act Systems Notices Program.

5-2.3.4. Official Mail and Distribution Program.

5-2.3.5. Declassification of records.

5-2.3.6. Research of Unit Records.

5-2.3.7. Army Correspondence Program.

5-2.3.8. Dictionary of United States Army Terms.

5-2.3.9. Authorized Abbreviations.

5-2.3.10. Brevity Codes and Acronyms.

5-2.3.11. Compilation of Army addresses.

5-2.3.12. Office Symbols.

5-2.3.13. Rulemaking.
5-2.4. 
5-2.5. Educating the Army in records management responsibilities and processes.

5-2.6. Providing records management consulting services to Army activities.

5-2.7. Appoint Army Official Mail Manager.

5-2.8. Appoint Army FOIA/PA Officer.

5-2.9. Management of Information Control System.

5-3. Method of Delivery:  Army-wide process and procedures through directives; dissemination of information, records schedules and updates to policy/procedures via the RMDA web site; correspondence; reporting requirements; program evaluations; and personal contact.

VIII. HQDA Element:

6-1. Functional Proponent:  G-1.

6-2. Functions Performed:  
6-2.1
Develop a Records Management Transition Plan that identifies resources 
that transfer between all agencies, provides resource guidance for any additional resourcing to prevent mission execution shortfalls, and develops timelines for all phases of resourcing and mission transfers.

6-2.2
Provide primary over watch of the entire records management transfer 
from G6 to G1 with active coordination with MACOMs, G6, HQIMA, TAG, and the RMDA.
6-2.3
Policy Development and Funding Guidance.
6-3. MDEP manager for MU2L.
IX. 
7-1. 
7-2. 
X. Other Offices/Agencies:   
 

7-1. Office Name:  CIO/G-6.

7-2. Functions Performed:  Oversight of Records Management Policy at the Secretariat Level.

7-3. CIO/G-6 and ASA (ALT) will ensure that records management factors are considered for all IT system acquisitions.

7-4. Method of Delivery:  Coordination with G-1.

XI. MACOM HQ: 
8-1. Functions Performed by the MACOM HQ/Staff: 
8-1.1. Appoints MACOM Records Administrator to ensure the creation and 

preservation of essential mission records throughout subordinate units and activities in accordance with responsibilities detailed in AR 25-400-2 and AR 25-1.  
8-1.2. Provides policy interpretation, procedural guidance and oversight of mission-unique records management programs.  
8-1.3. Appoint MACOM Official Mail Manager to oversee official mail cost control program.  
8-1.4. Appoint MACOM FOIA/PA officer to oversee compliance with the Freedom of Information and Privacy Acts.

8-2.  Service functions required by the MACOM HQ during phase 1: See IMEP Annex C, MACOM senior information management official.

8-3   Provider of Services to the MACOM HQ:   In Phase I, installation DOIM at the location of the MACOM HQS.  In Phase II, installation AG at the location of the MACOM HQS
8-4.  MACOM manpower requirements:  Each MACOM will retain only those spaces required to manage its internal records management program. Provider of records management services to the MACOM HQ:  MACOM Records Administrators will continue to perform command-wide records management responsibilities to include managing, overseeing and directing the MACOM records management program throughout the command per para 8-2g(1), AR 25-1.  For internal records management responsibilities of their commands, MACOM commanders will manage records management requirements to include those, which are for MACOM organizations that are tenants on other installations, IAW para 2-16, AR 25-1.
8-4
Records Coordinators will be designated at MACOM sub-elements as necessary for program execution.  Coordinators will perform records management duties as assigned.

8-5
The Installation Records Manager is part of the DOIM (Phase I) and/or Garrison Human Resources (Phase II).  The Installation Records Manager serves on the installation staff and has installation-wide responsibilities per para 8-2g(2), AR 25-1, to include managing and providing staff direction for the operation of the Records Holding Area(s).
8-46
MACOM manpower requirements:  Each MACOM will retain only those spaces authorizations required to manage its internal records management program.

XII. Special Instructions:  
9-1.
The Army G-1 will provide Army policy, guidance, and regulations on the Army Records Management Program and its subprograms.  The Records Management and Declassification Agency (RMDA) will provide Army procedural guidance on the Army Records Management Program and its subprograms.  HQIMA and the Regions will provide implementing instructions, oversight and direction, as required.
9-2.   Detailed descriptions of Phase I missions and functions can be found in 

CIO/G-6 Information Management Execution Plan (IMEP), 1 Jul 02, and Annexes D and E.
9-3. A transition plan The G1 Records Management Transition Plan will be 

staffed during 3rd Qtr, FY04, regarding the transfer of the records management mission to G1/AG below HQDA.  This plan will follow the phased outline in the CIO/G-6 AKM Implementation Plan, Part II, Paragraph 1.2, Records Management.

9-4.  MACOMSs, FOAs, ARSTAFF, Secretariat, separate elements of the Executive Office of the Headquarters (EOH), and other agencies will transfer their internal records management functions/resources identified in this O&O plan to their respective G-1/HR chain of command, if not already located there.  
9-5.  Final resourcing, above that identified in paragraph 3-3 and 4-3, will be based on coordination between IMA and G-1, MACOMs, NETCOM/9th ASC, and HQIMA.
9-6.  The transfer of functions and resources does not affect the CIO/G-6’s records management oversight requirement in DA General Order 1997-24 and the CIO’s statutory responsibility under Title 44, Chapter 35, to improve the integrity, quality, and utility of information to all users within and outside the agency. 
9-7.  Mission and functions will not transfer without resources.  In the event resources do not transfer, mission and functions will remain with the organization that has retained the resources.  In instances where documented positions fail to transfer to IMA, resources may be detailed to IMA pending document change. 

X. Regulations Requiring Change:  Below is a listing of some of the regulations requiring changes.  See the IMEP Annex L for a more complete listing.

	Reference
	Document Name


	Remarks

	AR 1-1 
	Planning, Programming, Budgeting, and Execution System
	DAS

	AR 5-9
	Area Support Responsibilities
	ACSIM

	AR 5-20
	Commercial Activities Program
	ACSIM

	AR 10-5
	Organization and Functions, HQDA
	AASA

	AR 10-87 
	Major Army Commands In The Continental United States
	DAS

	AR 25-1
	Army Information Management
	CIO/G-6 

	AR 25-6 
	Military Affiliate Radio System (MARS)
	ACSIM

	AR 25-30 
	The Army Publishing And Printing Program
	AASA

	AR 25-50
	Preparing and Managing Correspondence
	G-1

	AR 25-51 
	Official Mail And Distribution Management 
	G-1

	AR 25-55 
	The Department Of The Army Freedom Of Information Act Program
	G-1

	AR 25-2
	Information Assurance
	CIO/G-6

	AR 25-400-2
	Army Records Information Management System (ARIMS)
	G-1

	AR 70-1
	Army Acquisition Policy
	ASA (ALT) 

	AR 71-9
	Materiel Requirements
	G-3

	AR 71-32
	Force Development and Documentation - Consolidated Policies
	G-3

	AR 310-4
	Publication in the Federal Register of Rules Affecting the Public 
	G-1

	AR 310-25
	Dictionary of United States Army Terms
	DCSPER/G-1

	AR 310-50
	Authorized Abbreviations and Brevity Codes
	DCSPER/G-1

	AR 335-15 
	Management Information Control System
	CIO/G-6

	AR 340-21 
	The Army Privacy Program
	G-1

	AR 380-5
	DA Information Security Program
	DCSINT/G2

	DA Pam 25-50
	Compilation of Army Addresses


	G-1

	DA Pam 25-51
	The Army Privacy Program-System of Records Notices and Exemption Rules
	G-1

	DA Pam 70-3
	Army Acquisition Procedures


	ASA(ALT)


�Need to discuss the proposed deletion of  the references to Correspondence Management.


�


�.


� 


�Need to discuss this change, I think meaning of para is being taken out of context.


�


�


� 
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