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U.S. Army Corps of Engineers (USACE) 
RECORDS MANAGEMENT INSPECTION CHECKLIST 

For use of this form, see Information prescribed in ARs 25-1, 25-400-2, and DA PAM 25-403; the proponent agency is CEIT-OPI-R.

This checklist is designed to monitor the quality of the USACE Records Management Program. As part of the review process, this checklist is used to 
assist preparers of changes and corrections needed to improve the quality of their Records Management Program. Use the current AR 25-1, AR 25-30, 
AR 25-50, AR 25-51, AR 25-59, AR 25-400-2, and DA PAM 25-403 for proper guidance (https://armypubs.army.mil/).

1. NAME OF ORGANIZATION VISITED AND OFFICE SYMBOL 2. DATE OF VISIT 3. DATE OF PREVIOUS  
    INSPECTION 

4. DEFICIENCIES WERE DISCUSSED WITH: Provide Name and date; date deficiencies will be corrected:  
  (continue in Section VII - Remarks if needed)

SECTION I - PROGRAM MANAGEMENT 
ARMY RECORDS INFORMATION MANAGEMENT SYSTEM (ARs 25-1, 25-400-2, and DA PAM 25-403) AND RECORD and 

INFORMATION MANAGMENT PROGRAM (ER 25-60-1)
YES NO

1. Are the current following higher echelon records management directives accessible by computer?

a. AR 25-1, Army Information Technology (https://armypubs.army.mil/)

b. AR 25-30, Army Publishing Program (https://armypubs.army.mil/) 

c. AR 25-50, Preparing and Managing Correspondence (https://armypubs.army.mil/)

d. AR 25-51, Official Mail and Distribution Management (https://armypubs.army.mil/)

e. AR 25-400-2, The Army Records Information Management System (ARIMS) (https://www.arims.army.mil)

f. DA PAM 25-403, Guide to Recordkeeping in the Army (https://armypubs.army.mil/)

2. Has an organizational Records and Information Management Specialist (RIMS) been appointed with the responsibility for records   
    management functions in the organization?

a. Does the RIMS maintain a copy of their appointment memo which was provided to RMD?

b.  Are the Record Coordinators (RCs) designated, in writing, at office symbol level to assist with program execution?

c. Is the RC listing updated in Microsoft Teams? ( https://usace.dps.mil/:x:/s/TDL-CEIT-OPI-RecordsManagement-CIOG-6Taskers/
EQl2oRMPS9FGtVxSVDB0AvgBXOxghRrqlX0AAOFSh4fIjQ?e=98Ms2)

3.  Does the RIMS have additional duties/functions?

     a.  If so, what? (continue in Section VII - Remarks if needed)

     b.  If so, what percentage of time is spent on records management functions?

4. Are RIMs included in the planning process for new or replacement IT systems?

5. Does RM have a working relationship with the:

a.  Legal Advisor (Office of Counsel)?                 Date of last meeting/conversation:

b.  Security Officer? Date of last meeting/conversation:

c.  Safety Officer? Date of last meeting/conversation:

d.  Resource Management Officer (for preparing Office Symbols)? Date of last meeting/conversation:

e.  USACE Privacy Act Officer? Date of last meeting/conversation:

f.  Local COOP representative? Date of last meeting/conversation:

https://armypubs.army.mil/
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SECTION I - PROGRAM MANAGEMENT (Continuation) 
ARMY RECORDS INFORMATION MANAGEMENT SYSTEM (ARs 25-1, 25-400-2, and DA PAM 25-403) AND RECORD and 

INFORMATION MANAGMENT PROGRAM (ER 25-60-1)
YES NO

6, Is training offered to local organization in the following records management program elements:

a.  Records identification, maintenance, and disposition? (ARIMS). Date of last training:

7.  Are records management reviews of commands conducted annually per ER 25-60-1?

a.  Are all elements of records management covered during the review?

b.  Are past reviews available?

c.  If so, where are the past reviews located:

d.  Are the reviews documented with findings, actions to be taken to correct deficiencies, and forwarded to the Enterprise  - Records  
     Management (E-RM)? 

e.  Do reviews identify accomplishments as well as deficiencies?

8.  Are follow-up visits/reports made to ensure that recommendations have been implemented?

9.  Are the organizational RIMS and RCs registered on the ARIMS Web site?

10. Have all records officials obtained training in ARIMS?

11. Is AR 25-400-2 and RRS-A used as the legal authority for identifying, maintaining, and archiving or destroying records? 

12. Have current files been established and set up in accordance with ARIMS?

13. Are official records kept separate from personal records in a consistent and readily identified manner?

14. Does the recordkeeping management program include all records regardless of media and classification(electronic and e-mails,  
      audiovisual, cartographic, and so on)?

15. Are ORLs prepared using ARIMS RM-Assist and approved by the servicing records management official? 

16. Did each Office Symbol reach 100% ORL compliance within the current reporting calendar year?

17. Does everyone in the organization know the storage location(s) of its hardcopy and electronic records?

18. Do all units identify their records with Keep (K) or Transfer (T) dispositions, regardless of the media (for example, network or hard    
      drive, 3.5-inch diskette, CD) and year of creation?

19. Are the following controls in place to safeguard and maintain required system documentation, hardware, and software to allow the  
      management of electronic records throughout their life cycle?

a. Are precautions being taken to ensure that appropriate software and hardware will be available to read electronic records?

b. Is periodic maintenance or recopying of long -term electronic records being conducted during their life cycles?

c. Is a routine being followed to backup record information?

   d. If so, describe routine: (continue in Section VII - Remarks if needed)

20. If a system or equipment is used for CUI or PA information, have proper safeguards been established?

21. a. Are controls being used to prevent the unauthorized alteration or deletion of electronic records? 

22. Do records created on an electronic system have enough data entered to help identify, protect, retrieve, and dispose/transfer the  
      records? 

    b. If so, describe the controls: (continue in Section VII - Remarks if needed)

23. a. Are procedures in place to ensure that digitized records are kept only as long as needed?

    b. If so, describe the procedures: (continue in Section VII - Remarks if needed)
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SECTION I - PROGRAM MANAGEMENT (Continuation) 
ARMY RECORDS INFORMATION MANAGEMENT SYSTEM (ARs 25-1, 25-400-2, and DA PAM 25-403) AND RECORD and 

INFORMATION MANAGMENT PROGRAM (ER 25-60-1)
YES NO

24. Are storage media such as disks, file drawers, and folders labeled to facilitate quick identification, access, and disposition of record  
      information?

25. Are safeguards in place against the removal or loss of official records in accordance with 44 USC 3105?

26. Are files cutoff and new files created for current year per disposition instructions?

27. Are all unidentified files brought to the attention of the RIMS?

28. Are records destroyed or retired as required?

29. Are K records being destroyed in accordance with disposition instructions and not kept past the business need?

30. Have all eligible records been transferred to the AEA/ARIMS?

31. Does the organization know the location and purpose of the AEA/ARIMS? 

32. Are T records eligible for retirement being processed in a timely manner?

33. Are copies of the SF 135 on file for previously records transfers to the FRC's?

34. Has RN 25-400-2a been established in staff office to maintain the SFs 135? 

35. a. Have RCs trained their General Officer/Field Officer (GO/FO) and Senior Executive Service (SES) personnel on records  
          management?   

b. When was the training conducted?

36.  Are GO/FO, and SES personnel identifying and keeping their personal papers separate from official work products?

37. Are GO/FO and SES personnel aware that the use of personal email accounts is prohibited as per Army guidance (AR 25-1)?

38. If personal email accounts are used during an emergency exception, are GO/FO and SES personnel aware to send a copy of their  
      personal email to their work account until they return to an office environment?

39. Were GO/FO and SES personnel made aware all work email is kept permanently?

40. Are records with continuing-type disposition (event driven, destroy when no longer needed, destroy when superseded, etc.)  
      deleted as appropriate?

41. a. Do all users understand how to appropriately destroy convenience copies of electronic records? How are convenience copies  
          identified within each area (watermark, metadata)?

    b. How are convenience copies identified within each area (i.e. watermark, metadata, etc.):

42. When offices are found to have kept paper records have these been identified to the appropriate Commander for remediation? 

43.  Are record copies of email filed according to the project/task/subtask to which it pertains?

44. a. Are there any classified records in the organization?  

      b. If YES, do those offices have ORLs in ARIMS-C?

45. a. When employees retire or leave, what happens to the records on hard drives, in filing cabinets, etc.?

b. Are they processed properly  - explain the process: (continue in Section VII  - Remarks if needed)

46. a. When records holds are provided, does the RIMS work with all offices to ensure affidavits are completely appropriately? 

b. When was the last records hold enforced? 
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SECTION II - CORRESPONDENCE 
 PREPARING AND MANAGING CORRESPONDENCE (AR 25-50)

YES NO

1. Has the RIMS posted templates for correspondence?

2. Are the proponents using the provided templates?

3. Does the RIMS provide guidance on how to apply the Records Number on correspondence?

4. Is the correspondence containing classified information marked and safeguarded as prescribed in AR 25-50, Chap 8 and AR 380-5?

SECTION III  - OFFICIAL MAIL MANAGER 
OFFICIAL MAIL AND DISTRIBUTION MANAGEMENT (AR 25-51)

YES NO

1. Are the following (current) higher echelon mail management directives accessible by computer?

a, Department of Defense Instruction DODI 4525.09, Military Postal Service (https://armypubs.army.mil/)

b. Department of the Army Pamphlet DA PAM 25-53 Official Mail Distribution Procedures (https://armypubs.army.mil/)

c. United State Postal Service (USPS) Domestic Mail Manual (link?) https://pe.usps.com/DMM300/Index

d. United States Postal Service (USPS) International Mail Manual (link?) https://pe.usps.com/text/imm/welcome.htm

2. Did the Official Mail Manager (OMM) provide a copy of the:

a. Mail Room Standard Operating Procedures (SOP)?  (Which should include the following topics) 

1. Operating Procedures?

2, Risk Assessment?

3. Communications Plan for Emergency?

4. Emergency evacuation plan?

b. Is the SOP reviewed and updated annually? 

3. Has the official mail manager taken steps to ensure that carry over funds for postage meters do not exceed 30 days at the end of the  
    FY?

4. Do personnel in the organization receive training in the preparation of mail and the cost-effective use of the official mail system? 

5. Has the organization developed procedures limiting the use of special services (for example, registered, certified, and so on)?

6.  Are personnel instructed to have personal mail sent to their home and not to their duty station?

SECTION IV  - HANDLING SUSPICIOUS MAIL 
DEPARTMENT OF THE ARMY PAMPHLET (DA PAM) 25-53 Official Mail Distribution Procedures

YES NO

1. a. Have all Mail Clerks taken the initial mandatory training and/or have they completed the retraining on an annual basis?  

b. Is compliance of annual training tracked in Automated Military Postal System (AMPS)?

2. Does the official mail room have a fly-away kit? 

3. Are “RESTRICTED AREA  - AUTHORIZED PERSONNEL ONLY” signs posted?

4. Are entrances to the restricted areas kept locked during operating hours?

5. Do all mail room personnel wear protective gloves and long sleeve blouses/shirts while handling mail?

6. Do all mail room personnel know, and use, the proper method for removing gloves? 

7. Do all mail room personnel know the proper method of gloves disposal?

8. Are safety procedures in place for handling mail bombs and anthrax or other chemical and biological agents? 

https://pe.usps.com/DMM300/Index
https://pe.usps.com/text/imm/welcome.htm
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SECTION V  - MAIL ROOM OPERATIONS 
ARMY PUBLISHING PROGRAM (AR 25-51) and PUBLISHING AND PRINTING GUIDANCE FOR PREPARATION AND 

PROCESSING OF USACE PUBLICATIONS AND FORMS (ER 25-30-1)

YES NO

1. Is the DA Form 1999 (Restricted Area Visitor Register) available and signed by each visitor who has been given clearance by the  
    OMM or Mail Clerk to enter the restricted areas of the mail room?

2. Are the requirements for submittal of the semi-annual expenditures report met in a timely manner? 

3. When mail meters are removed or newly installed, are the make, model, and serial numbers submitted to the Enterprise Records  
    Management (E-RM) team via email to the DLL? 

4. a. Does the OMM perform routine inspections of the mail room?  

b. If so, date of last inspection?

c.  Are the routine inspection results documented?

SECTION VI  - PUBLICATIONS AND FORMS 
ARMY PUBLISHING PROGRAM (AR 25-30) and GUIDANCE FOR PREPARATION AND  

PRCOESSING OF PUBLICATIONS AND FORMS (ER 25-30-1)
YES NO

1. a. Did you complete the most recent publications and forms review? 

b. If yes, when was the review completed?

2. a. Did you complete the list of current publications and forms pamphlet?

b. If yes, when was the pamphlet completed and posted on the publications site: 

3. a. Did you complete a rescission circular?

b. If yes, when was the circular completed and posted on the publications site:

4. a. Are all the local Publications and Forms posted to your local publications site? ( https://usace.dps.mil/sites/PUBs) 

b. Are all your Publications and Forms 508 compliant?

5. Are the proponents completing the required annual review of each publication and form they have authored? 

6. a. Are your District record sets for publications and forms captured after signature?

b. If yes, is the ORL and Folders established in ARIMS?

c. When was the last time the offices uploaded these records sets to ARIMS?

SECTION VII  - OFFICE SYMBOLS 
ARMY OFFICE SYMBOLS (AR 25-59) and OFFICE SYMBOLS (ER 25-59-1)

YES NO

1. Is the local Office Symbols Regulation current?

2, a. Was the current Office Symbols Regulation registered in UPASS? 

b. If yes, when? 

3. Did you complete the submission of the US Army Addresses and Office Symbols Online (AAO)?
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SECTION VIII - REMARKS

SECTION IX - RECORDS MANAGEMENT AUTHORITY

b. DATE 1a. NAME (Last, First MI) AND TITLE c. RECORDS MANAGEMENT'S SIGNATURE

b. DATE 2a. NAME (Last, First MI) AND TITLE c. CHIEF, INFORMATION TECHNOLOGY, SIGNATURE  
    (modify to appropriate level when used at District level)
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U.S. Army Corps of Engineers (USACE)
RECORDS MANAGEMENT INSPECTION CHECKLIST
For use of this form, see Information prescribed in ARs 25-1, 25-400-2, and DA PAM 25-403; the proponent agency is CEIT-OPI-R.
This checklist is designed to monitor the quality of the USACE Records Management Program. As part of the review process, this checklist is used to assist preparers of changes and corrections needed to improve the quality of their Records Management Program. Use the current AR 25-1, AR 25-30, AR 25-50, AR 25-51, AR 25-59, AR 25-400-2, and DA PAM 25-403 for proper guidance (https://armypubs.army.mil/).
SECTION I - PROGRAM MANAGEMENT
ARMY RECORDS INFORMATION MANAGEMENT SYSTEM (ARs 25-1, 25-400-2, and DA PAM 25-403) AND RECORD and INFORMATION MANAGMENT PROGRAM (ER 25-60-1)
YES
NO
1. Are the current following higher echelon records management directives accessible by computer?
a. AR 25-1, Army Information Technology (https://armypubs.army.mil/)
b. AR 25-30, Army Publishing Program (https://armypubs.army.mil/)         
c. AR 25-50, Preparing and Managing Correspondence (https://armypubs.army.mil/)
d. AR 25-51, Official Mail and Distribution Management (https://armypubs.army.mil/)
e. AR 25-400-2, The Army Records Information Management System (ARIMS) (https://www.arims.army.mil)
f. DA PAM 25-403, Guide to Recordkeeping in the Army (https://armypubs.army.mil/)
2. Has an organizational Records and Information Management Specialist (RIMS) been appointed with the responsibility for records  
    management functions in the organization?
a. Does the RIMS maintain a copy of their appointment memo which was provided to RMD?
b.  Are the Record Coordinators (RCs) designated, in writing, at office symbol level to assist with program execution?
c. Is the RC listing updated in Microsoft Teams? ( https://usace.dps.mil/:x:/s/TDL-CEIT-OPI-RecordsManagement-CIOG-6Taskers/EQl2oRMPS9FGtVxSVDB0AvgBXOxghRrqlX0AAOFSh4fIjQ?e=98Ms2)
3.  Does the RIMS have additional duties/functions?
Yes
No
Yes
No
4. Are RIMs included in the planning process for new or replacement IT systems?
5. Does RM have a working relationship with the:
Yes
No
a.  Legal Advisor (Office of Counsel)?                 
b.  Security Officer?
c.  Safety Officer?
d.  Resource Management Officer (for preparing Office Symbols)?
e.  USACE Privacy Act Officer?
f.  Local COOP representative?
SECTION I - PROGRAM MANAGEMENT (Continuation)
ARMY RECORDS INFORMATION MANAGEMENT SYSTEM (ARs 25-1, 25-400-2, and DA PAM 25-403) AND RECORD and INFORMATION MANAGMENT PROGRAM (ER 25-60-1)
YES
NO
6, Is training offered to local organization in the following records management program elements:
Yes
No
a.  Records identification, maintenance, and disposition? (ARIMS).
7.  Are records management reviews of commands conducted annually per ER 25-60-1?
a.  Are all elements of records management covered during the review?
b.  Are past reviews available?
Yes
No
d.  Are the reviews documented with findings, actions to be taken to correct deficiencies, and forwarded to the Enterprise  - Records 
     Management (E-RM)?         
e.  Do reviews identify accomplishments as well as deficiencies?
8.  Are follow-up visits/reports made to ensure that recommendations have been implemented?
9.  Are the organizational RIMS and RCs registered on the ARIMS Web site?
10. Have all records officials obtained training in ARIMS?
11. Is AR 25-400-2 and RRS-A used as the legal authority for identifying, maintaining, and archiving or destroying records? 
12. Have current files been established and set up in accordance with ARIMS?
13. Are official records kept separate from personal records in a consistent and readily identified manner?
14. Does the recordkeeping management program include all records regardless of media and classification(electronic and e-mails, 
      audiovisual, cartographic, and so on)?
15. Are ORLs prepared using ARIMS RM-Assist and approved by the servicing records management official?	
16. Did each Office Symbol reach 100% ORL compliance within the current reporting calendar year?
17. Does everyone in the organization know the storage location(s) of its hardcopy and electronic records?
18. Do all units identify their records with Keep (K) or Transfer (T) dispositions, regardless of the media (for example, network or hard   
      drive, 3.5-inch diskette, CD) and year of creation?
19. Are the following controls in place to safeguard and maintain required system documentation, hardware, and software to allow the 
      management of electronic records throughout their life cycle?
Yes
No
a. Are precautions being taken to ensure that appropriate software and hardware will be available to read electronic records?
b. Is periodic maintenance or recopying of long -term electronic records being conducted during their life cycles?
c. Is a routine being followed to backup record information?
Yes
No
20. If a system or equipment is used for CUI or PA information, have proper safeguards been established?
21. a. Are controls being used to prevent the unauthorized alteration or deletion of electronic records?	
22. Do records created on an electronic system have enough data entered to help identify, protect, retrieve, and dispose/transfer the 
      records?         
Yes
No
23. a. Are procedures in place to ensure that digitized records are kept only as long as needed?
Yes
No
SECTION I - PROGRAM MANAGEMENT (Continuation)
ARMY RECORDS INFORMATION MANAGEMENT SYSTEM (ARs 25-1, 25-400-2, and DA PAM 25-403) AND RECORD and INFORMATION MANAGMENT PROGRAM (ER 25-60-1)
YES
NO
24. Are storage media such as disks, file drawers, and folders labeled to facilitate quick identification, access, and disposition of record 
      information?
25. Are safeguards in place against the removal or loss of official records in accordance with 44 USC 3105?
26. Are files cutoff and new files created for current year per disposition instructions?
27. Are all unidentified files brought to the attention of the RIMS?
28. Are records destroyed or retired as required?
29. Are K records being destroyed in accordance with disposition instructions and not kept past the business need?
30. Have all eligible records been transferred to the AEA/ARIMS?
31. Does the organization know the location and purpose of the AEA/ARIMS?	
32. Are T records eligible for retirement being processed in a timely manner?
33. Are copies of the SF 135 on file for previously records transfers to the FRC's?
34. Has RN 25-400-2a been established in staff office to maintain the SFs 135?	
35. a. Have RCs trained their General Officer/Field Officer (GO/FO) and Senior Executive Service (SES) personnel on records 
          management?   
No
Yes
36.  Are GO/FO, and SES personnel identifying and keeping their personal papers separate from official work products?
37. Are GO/FO and SES personnel aware that the use of personal email accounts is prohibited as per Army guidance (AR 25-1)?
38. If personal email accounts are used during an emergency exception, are GO/FO and SES personnel aware to send a copy of their 
      personal email to their work account until they return to an office environment?
39. Were GO/FO and SES personnel made aware all work email is kept permanently?
40. Are records with continuing-type disposition (event driven, destroy when no longer needed, destroy when superseded, etc.) 
      deleted as appropriate?
41. a. Do all users understand how to appropriately destroy convenience copies of electronic records? How are convenience copies 
          identified within each area (watermark, metadata)?
Yes
No
42. When offices are found to have kept paper records have these been identified to the appropriate Commander for remediation?	
43.  Are record copies of email filed according to the project/task/subtask to which it pertains?
44. a. Are there any classified records in the organization? 	
      b. If YES, do those offices have ORLs in ARIMS-C?
45. a. When employees retire or leave, what happens to the records on hard drives, in filing cabinets, etc.?
Yes
No
46. a. When records holds are provided, does the RIMS work with all offices to ensure affidavits are completely appropriately? 
Yes
No
SECTION II - CORRESPONDENCE
 PREPARING AND MANAGING CORRESPONDENCE (AR 25-50)
YES
NO
1. Has the RIMS posted templates for correspondence?
2. Are the proponents using the provided templates?
3. Does the RIMS provide guidance on how to apply the Records Number on correspondence?
4. Is the correspondence containing classified information marked and safeguarded as prescribed in AR 25-50, Chap 8 and AR 380-5?
SECTION III  - OFFICIAL MAIL MANAGER
OFFICIAL MAIL AND DISTRIBUTION MANAGEMENT (AR 25-51)
YES
NO
1. Are the following (current) higher echelon mail management directives accessible by computer?
a, Department of Defense Instruction DODI 4525.09, Military Postal Service (https://armypubs.army.mil/)
b. Department of the Army Pamphlet DA PAM 25-53 Official Mail Distribution Procedures (https://armypubs.army.mil/)
c. United State Postal Service (USPS) Domestic Mail Manual (link?) https://pe.usps.com/DMM300/Index
d. United States Postal Service (USPS) International Mail Manual (link?) https://pe.usps.com/text/imm/welcome.htm
2. Did the Official Mail Manager (OMM) provide a copy of the:
Yes
No
a. Mail Room Standard Operating Procedures (SOP)?  (Which should include the following topics)         
1. Operating Procedures?
2, Risk Assessment?
3. Communications Plan for Emergency?
4. Emergency evacuation plan?
b. Is the SOP reviewed and updated annually?	
3. Has the official mail manager taken steps to ensure that carry over funds for postage meters do not exceed 30 days at the end of the 
    FY?
4. Do personnel in the organization receive training in the preparation of mail and the cost-effective use of the official mail system?	
5. Has the organization developed procedures limiting the use of special services (for example, registered, certified, and so on)?
6.  Are personnel instructed to have personal mail sent to their home and not to their duty station?
SECTION IV  - HANDLING SUSPICIOUS MAIL
DEPARTMENT OF THE ARMY PAMPHLET (DA PAM) 25-53 Official Mail Distribution Procedures
YES
NO
1. a. Have all Mail Clerks taken the initial mandatory training and/or have they completed the retraining on an annual basis?  
b. Is compliance of annual training tracked in Automated Military Postal System (AMPS)?
2. Does the official mail room have a fly-away kit?	
3. Are “RESTRICTED AREA  - AUTHORIZED PERSONNEL ONLY” signs posted?
4. Are entrances to the restricted areas kept locked during operating hours?
5. Do all mail room personnel wear protective gloves and long sleeve blouses/shirts while handling mail?
6. Do all mail room personnel know, and use, the proper method for removing gloves?	
7. Do all mail room personnel know the proper method of gloves disposal?
8. Are safety procedures in place for handling mail bombs and anthrax or other chemical and biological agents?	
SECTION V  - MAIL ROOM OPERATIONS
ARMY PUBLISHING PROGRAM (AR 25-51) and PUBLISHING AND PRINTING GUIDANCE FOR PREPARATION AND PROCESSING OF USACE PUBLICATIONS AND FORMS (ER 25-30-1)
YES
NO
1. Is the DA Form 1999 (Restricted Area Visitor Register) available and signed by each visitor who has been given clearance by the 
    OMM or Mail Clerk to enter the restricted areas of the mail room?
2. Are the requirements for submittal of the semi-annual expenditures report met in a timely manner?	
3. When mail meters are removed or newly installed, are the make, model, and serial numbers submitted to the Enterprise Records 
    Management (E-RM) team via email to the DLL? 
4. a. Does the OMM perform routine inspections of the mail room? 	
No
Yes
c.  Are the routine inspection results documented?
SECTION VI  - PUBLICATIONS AND FORMS
ARMY PUBLISHING PROGRAM (AR 25-30) and GUIDANCE FOR PREPARATION AND 
PRCOESSING OF PUBLICATIONS AND FORMS (ER 25-30-1)
YES
NO
1. a. Did you complete the most recent publications and forms review?	
No
Yes
2. a. Did you complete the list of current publications and forms pamphlet?
No
Yes
3. a. Did you complete a rescission circular?
No
Yes
4. a. Are all the local Publications and Forms posted to your local publications site? ( https://usace.dps.mil/sites/PUBs)         
b. Are all your Publications and Forms 508 compliant?
5. Are the proponents completing the required annual review of each publication and form they have authored?	
6. a. Are your District record sets for publications and forms captured after signature?
b. If yes, is the ORL and Folders established in ARIMS?
No
Yes
SECTION VII  - OFFICE SYMBOLS
ARMY OFFICE SYMBOLS (AR 25-59) and OFFICE SYMBOLS (ER 25-59-1)
YES
NO
1. Is the local Office Symbols Regulation current?
2, a. Was the current Office Symbols Regulation registered in UPASS?	
No
Yes
3. Did you complete the submission of the US Army Addresses and Office Symbols Online (AAO)?
SECTION VIII - REMARKS
SECTION IX - RECORDS MANAGEMENT AUTHORITY
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