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RECORDS MANAGEMENT (RM) POLICY FOR 

HEADQUARTERS (HQ) UNITED STATES FORCES KOREA (USFK) 

Reference(s): See Enclosure F 

1. Purpose. In accordance with references at Enclosure F, this instruction provides
policy and guidance for HQ USFK in the conduct of Records Management (RM) to
ensure that records, regardless of its form or characteristics, possess authenticity,
reliability, and maintain integrity and usability throughout the record's lifecycle.

2. Superseded/Canceled. This instruction supersedes USFK Instruction 5760.01,
Records Management (RM) Policy for Headquarters (USFK, dated 12 October 2022.

3. Applicability. This instruction applies to USFK personnel (military service members,
federal government civilians, Korean nationals, Korean Augmentee to the U.S. Army,
and U.S. contractors) who are assigned, attached, or on temporary duty to USFK. This
instruction does not apply to: United Nations Command, Combined Forces Command,
service-specific records, including, but not limited to, Eighth Army, Seventh Air Force,
Naval Forces Korea, Marine Forces Korea, and Special Operations Command Korea.

4. Policy.

a. The command is committed to an efficient and effective RM including meeting
legal requirements for records retention and privacy protection, optimizing the use of 
space, minimizing the cost of records retention, and properly disposing of records. This 
instruction applies to all records, regardless of format, physical form (hard copy or 
electronic), or characteristics. 

b. 36 C.F.R. §1236 mandates RM by federal agencies and it is the responsibility of
USFK personnel to ensure records are created, maintained, and disposed of in 
accordance with CJCSM 5760.01 B, Vol. I and Vol. II. 
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c. Failure to comply will hinder the command's ability to efficiently and effectively
accomplish the mission and could result in fines, imprisonment, or both if willingly or 
unlawfully concealing, removing, mutilating, or destroying of records under 18 U.S.C. § 
2071 or other applicable laws. 

d. All USFK personnel shall complete the USFK RM General Awareness course
located at the Joint Knowledge Online (JKO) Portal course number US001. 

4. Definitions. See Glossary (GL).

a. Record includes all recorded information, regardless of form or characteristics, made
or received by a federal agency under federal law or in connection with the transaction of 
public business and preserved or appropriate for preservation by that agency or its legitimate 
successor as evidence of the organization, functions, policies, decisions, procedures, 
operations, or other activities of the United States Government or because of the 
informational value of data in them. 

b. File Plan is plan designating the physical location(s) at which an agency's files
are to be maintained, the specific types of files to be maintained there, and the 
organizational element(s) having custodial responsibility. Also: A document containing 
the identifying number, title or description, and disposition authority of files held in an 
office. 

5. Summary of Changes. This instruction:

a. Incorporate changes from CJCSM 5760.01 B Vol. II and II dated 7 June 2024.

b. Remove references to "Electronic System Functional Manager."

c. Added RM Form 06, USFK Entrance/Exit Interview.

d. Updated Principal Records Officer (PRO) and Records Custodian (RC)
appointment memorandum. 

e. Added RM Form 15, USFK electronic Records (eRecords).

f. Added RM Form 11, USFK Assessment Checklist.

g. Added RM Form 10, Essential Record (ER) Protection Plan Checklist form to
supplement the USFK ER Management (ERM) Program and Continuity of Operations 
Plan (COOP). 
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a. Senior Records Officer (SRO). The Secretary Joint Staff (SJS) Director will
serve as the SRO and the SJS Deputy Director as the alternate SRO. 

(1) Oversees the USFK RM Program and ensures that the USFK Command
Records and Information Manager (CRIM) develops policies, procedures, and executes 
the USFK RM Program in accordance with U.S. Inda-Pacific Command 
(USINDOPACOM), Joint Staff (JS), Department of War (DoW), National Archives 
Records and Administrator (NARA), and federal directives. 

(2) Designates in writing the USFK CRIM to administer, manage, and execute
the USFK RM Program and provides a copy of designation memorandum to 
USINDOPACOM Command Records Manager (CRM). 

(3) Reviews the performance of the USFK RM Program and proposes changes
and improvements if needed. 

(4) Supports and promotes the USFK RM Program.

b. Command Records and Information Manager (CRIM)

(1) Administers, manages, and executes the USFK RM Program by developing
policies, procedures, instructions, awareness, and training in accordance with 
USINDOPACOM, JS, DoW, NARA, and federal directives. Reviews, monitors, audits, 
and evaluates the overall performance of the USFK RM Program, and when needed, 
proposes changes and improvements. 

(2) In conjunction with USFK Command Historian develops procedures to
ensure the preservation of historical records. 

(3) Establishes standards for record-keeping.

(4) Establishes a uniform RM electronic records filing system and manages file
plans for currency. 

(5) Provides RM advice and assistance to USFK personnel.

(6) Disseminates RM information concerning governing directives and
administrative rules. 

(7) Provides instructions and trains Records Custodians (RC).

(8) Ensures the disposition of USFK records carried out in accordance with
applicable policies and procedures. 
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(9) When required, maintains and submits RM reports to USINDOPACOM,
JS, and NARA. 

(10) Conducts assessments of USFK RM program to identify RM non­
compliance and reports findings to SJS and INDOPACOM CRM; assists RCs with 
correcting non-compliance using RM Form 11, USFK RM Assessment Checklist at 
Enclosure E. 

(11) Approves all requests for transfer and destruction of records.

(12) Assists and provides guidance to RCs for the proper procedures to
capturing, and transferring of permanent email accounts to the National Archives. 

(13) Assists RCs, Knowledge Management, Information Management Officer,
and Communications and Information Technology with the development, 
implementation, and maintenance of administrative, descriptive, preservation, and 
technical metadata schemas. 

(14) Trains and advises directorate/special staff RCs on identifying essential
records and establishes a records disaster and recovery plan to ensure the preservation 
of essential records. 

(15) Assists Records Custodians (RC) with the proper maintenance and
disposition of RM Form 06, Entrance-Exit Interview. 

c. Staff Principals (Directorate/Special Staff).

(1) Carries out the policies and procedures established by USFK for the
efficient and economical management of records. 

(2) Adequately documents the transaction of government business and the
services, programs, and duties for which the principal heads and their staff are 
responsible for. 

(3) Maintains the records in their care and ensures that the disposition of
records are in accordance with applicable policies and procedures. 

(4) Designates in writing, a primary Principal Records Officer (PRO) for each
directorate and special staff (see sample at Enclosure B, Sample PRO Appointment 
Memorandum) and forwards the signed letter to the CRIM. 

(5) Designates in writing on one appointment letter, all primary and alternate
RCs for each office of record under their directorate or special staff purview (see sample 
at Enclosure B, Sample RC Appointment Memorandum) and forwards the signed letter 
to the CRIM. If an office of record is not large enough to designate an alternate RC, 
then no alternate RC is required. 
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d. Supervisors
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(1) Ensure that subordinates know what types of records they are creating and
maintaining; to include subordinates completing and signing the RM Form 06, 
Entrance/Exit Interview at Enclosure A). 

(2) Designate RM responsibilities in job or position descriptions, and similar
statements. 

e. Principal Records Officer (PRO)

(1) Ensures that all RCs under their purview carry out USFK RM policies and

procedures. The PRO is the primary point of contact for RM-related matters in each 
directorate/special staff; for smaller directorates/special staffs, a PRO can also be a RC. 

(2) Completes the PRO/RC training within 60 days after initial appointment.
This training can be scheduled through the CRIM. 

(3) Provides guidance to directorate/special staff RCs on RM matters.

f. Records Custodian (RC)

(1) Carries out USFK RM policies and procedures. The RC is the primary point
of contact for records-related matters for each office of record. 

(2) Completes the PRO/RC training within 60 days after initial appointment.

(3) Disseminates pertinent RM information to office of record personnel.

(4) Advises heads of directorate/special staff on RM matters.

(5) Identifies essential records and with the assistance of the CRIM, and
establishes a disaster and recovery plan using RM Form 10, Essential Records 
Protection Plan and Checklist at Enclosure F. 

(6) With CRIM concurrence, properly disposes records in accordance with
records disposition schedule, and properly documents and files in official records 
repository. 

(7) Provides RM training to office of rec_ord personnel.

(8) Inventories records and develops file plans.
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(9) Applies the USFK standard naming convention for eRecords.

(10) Notifies the CRIM in the event of potential unlawful removal, defacing,
alteration, corruption, deletion, erasure, or other destruction of record. 

(11) Contacts the CRIM prior to transferring records to another directorate,
special staff, or organization. Records Custodians capture and burn to a DVR the Non­
secure Internet Protocol Router Network and Secure Internet Protocol Router Network 
email accounts of USFK Captone emails for general officers (GO), flag officers (FO), 
and senior executive services (SES) prior to the departure of GO/FO/SES from 
Headquarters USFK. Records Custodian will properly secure the DVR awaiting 
guidance from the CRIM for transfer to the National Archives. 

(12) Conduct an records entrance and exit interview of all Records Users (RU)
assigned to their office of record using RM Form 06, Entrance-Exit Interview (Enclosure 
A) within 10 days of arrival and departure .

g. Records Users (RU)

(1) Complete and sign RM Form 06, Entrance-Exit Interview at Enclosure A and
ensure that their office of record RC files and maintains RM Form 06. 

(2) Create and capture records to meet requirements for evidence of business
activity and drop off records at their office of record's drop off records repository. 

(3) Take appropriate action to protect the authenticity, reliability, integrity and
usability of the records created. 

(4) Destroy/delete non-records when no longer needed for business.

(5) Notify supervisors or RCs if a record is accidently destroyed/deleted.

h. USFK Essential Records (ER) Holders

(1) Consult and work with their RC to conduct an inventory of essential records
and create an essential records plan. 

(2) Conduct an annual assessment of their essential records program using RM
Form 10, ER Protection and Plan Checklist. 

7. Records Management. Records must be dispositioned in accordance with the
CJCSM 5760.01 B Volume II, Joint Staff and Combatant Commands Records
Management Manual-Disposition Schedule.

8. Releasability. This manual is approved for public release, distribution is unlimited.
DoW components other federal agencies, and the public may obtain copies of this
manual through the internet located at the USFK Public Website or the USFK
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SharePoint Online Portal. 

9. Effective Date. This instruction is effective upon receipt.

Enclosures: 

MYJJ£J B. WOMACK 
General, USA 

Chief of Staff 

A - RM Form 06, USFK Entrance/Exit Interview 
B - Sample PRO & RC Appointment Memos 
C - RM Form 15, USFK eRecords 
D - RM Form 11, USFK RM Assessment Checklist 

USFKI 5760.01A 
01 May 2026 

E - RM Form 10, USFK Essential Record Protection Plan_ Checklist 
F - References 
GL - Glossary 
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ENCLOSURE A 

RM FORM 06, ENTRANCE/EXIT INTERVIEW 

United States Forces Korea (USFK) Records Entrance & Exit Interview 

Purpose: o ensure that all Un ed States Forces Korea (USFK) employees (mil arJ, Federal c· ·11ans, 
contra ors, and Korean ationals) are aware of their responsibilities in • ;e creation, n aintenance and 
dispos· on of USA< and U.S. Go· emn en offici.11 records upon their assignment o and aep.'lfture from USFK. 

Authority: Title 36 Code of Federal Regulation Part 1220, Subchapter B, Records M agement. 

Policy: It ,s he policy of USF o ensure tha all employees assigned, attached, or ten porarily assigned 
understa d their re-spo sibilities when creating, maintaining, and disposing of records. The entrance/exit 
inte ·ews shall be conduced within 10 days of assignment or 10 days prior to departure by the u it's Records 
Custodian (RC) d ensu at e interview tom is filed in the ·ndividuaJ's p:ersonnel file. 

Enforcement: My ind ·dual •, Vi fully or unlawful conceals, remo es, n u • ates. obliterates, or destroys. 
or attemp s to do so. or. with inten to do so takes and carries away any record, proceeding, 1ap book, paper 
documen or o' er th ·ng, filed or deposited with any clel1< or officer of any cou o Ille U • ed Sta es, or i any 
pu!>IJc office. or� any Judicial or p bl1c officer of e United Sta es, shall be ned under th or 
impriso ed not more an three years, or both (Tille 18 United S ates Code. Sec 2071 . 

Obiectives: 
• To ensure at all records are crea ed. main ai ed. and disposed o in accordan� ih USFK,

$ lndo-Pacific Comn and (USINDOPACOM), oint Staff (JS , Depa ment O ar (Do ).
d Federal directi es. 

• To ensure at re<:ords are no erroneously disposed or remo ed from USFK.

Procedure: 

1. Arriva parture. en an employee is as gned (pem1anent or en porary) or sched led ·o depart 
USFl<. Ille supervisor u schedule an entrance/e , in ervtew for the en ployee •,i th the urn's RC. 

2. lnte11 ie•, /Signa re. in 10 days of assignmen or 10 prior o departure of en ployee, the RC must 
conduct an entrance and exit interview. Upon con1plet1on of inte ·ew. the inte • wee or employee II 
·gn and date Ille foml and provided a copy_

3. File. The RC II ensure at the interview tom, is filed in their office of records's electronic Documents­
Records records repository.

Employee's Name: Rank: Cateaorv (Mil. Civ. Ctr. L or KA TUSA!: 

Organization: Office: 
HOUSFK 
Arrival Date: Departure Date: 

En- ranriew: 
I u� yr�,�� 1-.hen CP. nuntl:rulQ and sposmg ,:i re<:c<ds n :>ca>rdallOi! ,-,th - ' COPACOl,l JS. DoO. 
;indFed d�. 

Empcye,e·s Sogn:1ture ____________ 03:;;. ____ _ 
EX!!llleMl!W: 

Do yoo posse;s :,rry ed;;r3I rea:itds (I b3I by croo;)? YES - NO - If Y:S. � .:m.ll'OO. 
� I .lCknol\ledge th3t Sl.l!emenl ,s bW to t:,e,st of my lcnc7,led9e and do llOl possess ::r.y USFK,-�31 e<:C<OS 

Emp�·s Sogn:1ture 0.Jt;;: 

See Reverse for Explanation of Terms (Form filed under 0900-0JC, Records Management) 

RM Form 06, USFK Records Entrance and Exit Interview, 20250811 (Previous Fom1 Version is Obsolete) 
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ENCLOSURE A 

RM FORM 06, ENTRANCE/EXIT INTERVIEW (CONTINUED) 

EXPLANATION OF TERMS REFERENCED IN INTERVIEW FORM 

Office of Record is the administrative unit within which records are created or received and 
accumulated in the course of its principal acti ity. 

Record includes all recorded infom1ation, regardless of fom1 or characteristics, made or received by a 
federal agency under federal law or in connection with the transaction of public business and preserved 
or appropriate for preser;ation by that agency or its legitimate successor as ev�ence of the 
organization, functions. policies, decisions, procedures, operations, or other activities of the United 
States Government or because of the infom1ational value of data in them. 

Records creation means the production or reproduction of any record. 

Records Custodian (RC) is the individual appointed lo perfom1 records management functions of 
an office of record. 

Records disposition means an activit with respect to: 
(I) disposal of temporary records no longer necessary for the conduct of business by destruction
or donation;
(2) transfer of records to Federal agency storage facilities or records centers;

(3) transfer to the ational Archives of the United States of records determined to ha e
sufficient historical or other alue to v arrant continued preservation; or 
(4) transfer of records from one Federal agency to any other Federal agency.

Records maintenance and use means any acfr ity invol inQ: 
(1) location o records of a Federal agency;
(2) storaqe, retrieval. and handlinq of records kept al office file locations b• or for a Federal
agency;
(3) processinQ of records by a Federal aqency; or
(4) selection and utilization of equipment and supplies associated v1th records and copying ..

Records Management is the planning, controlling, directing, organizing, training, promoting, and 
other managerial.activities related to the creation, maintenance and use, and disposition of 
records to achieve adequate and proper documentation of Federal policies and transactions. and 
effective and economical management of the agency operations. 

RM Form 06. USFK Records Entrance and Exit Interview. 20250811 (Previous Form Version is Obsolete) 
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ENCLOSURE B 

SAMPLE PRINCIPAL RECORDS OFFICER (PRO) APPOINTMENT LETTER 

FKXX 

HEADQUARTERS, UNITED STATES FORCES KOREA 
OPC 371 BOX 27 

APO AP 96271-9001 

DDMmmJYYYY 

MEMORANDUM FOR FKRM RECORDS MANAGEMENT OFFICE 

SUBJECT: PRINCIPAL RECORDS OFFICER (PRO) DESIGNATION LETTER FOR 
"REPLACE THIS TEXT WITH APPROPRIATE DIRECTORATEJSPECIAL 
STAFF" 

1. Per USFKI 5760.01A Records Management (RM) Policy for Headquarters U.S.
Forces Korea (USFK), paragraph 6.c.(4), the following person is appointed as the PRO:

NAME LAST. FIRST INT. GRADE/RANK O-PHONE 

2. Questions can be directed to POC at 75X-XXXX or Email.

OFF SYM DEROS 

Directorate/Special Staff Director/Deputy 
Signature Block 

Courtesy copy: 
Office identified in the letter 
USINDOPACOM Command Records 

Manaqer 

"IMPORTANT NOTE: REPLACE ALL BOLDED TEXT WITH APPLICABLE INFORMATION" 

B-1 Enclosure B 
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ENCLOSURE B 

SAMPLE RECORDS CUSTODIAN (RC) APPOINTMENT LETTER 

HEADQUARTERS, UNITED STATES FORCES KOREA 
OPC 371 BOX 27 

APO AP 96271-9001 

FKXX DDMmmYYYY 

MEMORANDUM FOR FKRM RECORDS MANAGEMENT OFFICE 

SUBJECT: RECORDS CUSTODIAN (RC) DESIGNATION LETTER FOR 
"REPLACE THIS TEXT WITH APPROPRIATE DIRECTORATE/SPECIAL 
STAFF" 

1. Per USFKI 5760.01A, Records Management (RM) Policy for Headquarters U.S.
Forces Korea (USFK), paragraph 6.c.(5), the following person is appointed as the
Primary RC:

NAME LAST. FIRST INT. GRADE/RANK D-PHONE OFF SYM DEROS 

2. Per USFK 5760.01A, paragraph 6.c.(5}, the following person is appointed as the
Alternate RC:

Name Grade/ Rank/ Room Phone# �Office Code/ DEROS 

3. Questions can be directed to POC at 75X-XXXX or Email.

Courtesy copy: 
Office identified in the letter 

USINDOPACOM Command Records 
Manager 

Directorate/Special Staff Director/Deputy 
SiQnature Block 

"IMPORTANT NOTE: REPLACE ALL BOLDEO TEXT WITH APPLICABLE INFORMATION" 

B-2 Enclosure B 
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ENCLOSURE C 

RM FORM 15, USFK ELECTRONIC (ERECORDS) FORM 

USFK electronic Records (eRecords) 
OFFICE OF RECORD: 

I 
RECORD uo. AUD TITLE: 

I
I
SET TYPE: 

....:J 
SUBJECT: 

PURPOSE: To c..-.o u:.- J:co pi;:e,R=sIB er "'9• eR.oor.:I ,cn--e.� .. '1.1.r,�""-'-,ll ,,co:rp 3t 3· ;.:lllcr.s.srs1.-r ... Fa< e:a.Tp:e . .:u'310s, 
=.s. cto!r3tis, CP-oor.r.J:ir .•. r,,,;;s:.g.;t:Ois. p.rKr�. pr=e : e _, cr.t=. SlU:lh!s. t3Sl.s «::.: dt.dr9 ba1 g;& ,;:,cr.s � � \I �c·.u,-.s.'S)i=. 
IHSTRUCTIONS: 
Toaa org"li'Su:lptel 9-0lloo=sri!C001S;, l6tdlta."Ali".n;lEHtl,nu.nP.1gte.lnHrtfl•-·•=u,tt1�3tp=1,;,o= '"e1X)<C$� � 2ncl{IIO. 
lt03).lsJ::t,;,Q,Wl)J�CO p:r..m:>?are��IO',�l:f�rowd =ca;' OM \YJ�ll!:(;$lSJ;Jr,;,:l�lS.3 l•J:C1:f'CJtft.�r. ,., 
TiMC1"31'0!Jm'. X,t! 3rd (NO. 4) ro_oa�� ��cs t.3>&. � (NO. 5) s,.��� Yl! 0:: '.3 3:Jj£(l Flnllrf. Ft� ,:dX, (RC)··-
CO'rpese.s� tt.i o tSays-g, � ·net JOm-, 1rg: .,.,=,c� .. �,;;:R1-.c:a-a.«•:>06t.tt)' n:::o=r.i:c:+� , s Cor 
!Ja'KRKO!t!;.!1.1 omu!l:o!.'a,J9?1:tos.sts::inceJ17S.,<-.:.l250!&3l�F "'=�m JMy. I. 
NOicS: r11 DO UOT PA$SV,CfiD PR0il:4:T OR ENCRYPT OOCW.ENTS'F'.ECCFIDS -Sp !:EE p� S.E o: ro Cl":CP OFF REC-OnOS Al/0 ,�.11= CCINElffiOU 

LIST OF CONTENTS 
NO. TITLE 
1 Final complete Signed SSS. 

--

:? Signed appro ed/disappro ed final document. 
3 Legal R ew emorandum. 
4 0 ·ginal task documents, if applicable. 

5 Supporting documents are optionaay listed, only a few (3 or less}. recommend adding to "List of Contents." 
6 

7 

a 

9 

10 

11 

12 

13 

14 

15 

DESCRIPTIOU & COMMENTS: 

Typ,; a c:lear J:od concise ctescripbOo of s13ff action. etc. This is optional. bul hog e couraae to provide backgl'0llnd for future su (IC oos 
si ·1ar tot ·s one. 

POC NAME & PHONE NO.: RECORDS CUSTODIAN SIGNATURE: DATE FILED: 

RM FORM 15. USFK electronic Records (eRecords), 20250811 Page 01 of 02 
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RM FORM 15, USFK ELECTRONIC (ERECORDS) FORM (CONTINUED) 

Tips 

WHERE TO DROP OFF RECORDS 

Cl<cp off reoords :n lhe USFK Records Users Ce,, .It yettu!i.sharepcml-mJ u!.l'srtKIUSACRM-R..::on:!sUS€nRUCent,d 

Action reoers of Reoords Users did< on .1pphcable Direaorare,'Spe,c,al St.rl' li1> dro!) off re<Ofd� 

C� :: ·UI ISO A 

DROP OFF RECORDIS 

CH C. 

11 .2 

l I HO 11.1 

HAPtlltlG CONVEHTIOfl 

R 

• A uniform convention of naming e-files/records following a set of rules

• A form of metadata tagging

EXAMPLES OF COMMOH RECORD NAP.UNG CONVENTIOH 

RM FORM 15, USFK electronic Records (eRecords), 20250811 
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ENCLOSURE D 

RM FORM 11, USFK RECORDS MANAGEMENT (RM) ASSESSMENT CHECKLIST 

USFK Records Management (RM) Assessment Checklist 

ORG/OFF SYMBO L: I RE CORDS CUSTO DIAN (RC): I PHONE: 

PURPOSE: 
Fam :iva,l3ble :11 USFK R�rds 1-'3nasemem Stur�Oi"t Onl.ne sne tnlfr" � "Faros· bunon. ht!J:S).\lllT)'e,t.US.sturepocnt-mil.us./s<12s USFK-RI.I 

REFERENCES: USFKI 5io0 0 IA. CJCSM :ioO 016. Vol 1 S. Vol. 2. DoDD 5400 11 3. DoD �00 I IR 
CHECKLIST 

Administrative YesNo NA

1 Is t:!1'ere J current ae=n=t le-tter f:= under r...ooms 5c,-e.; O?'.:':l-O>N. Add tonal Outv Clesen . 0"1€il of A1.'1hontv? I I I 
2 Is RC dIssemtn.l!mn o.-ninent RM r!orrrotcn to once of re=d ""™""',;-4? II I I 
) Is RC :id,,.sino :ir-.d :iss,sY-no h;;:ids of direttor.,t,efs�:il st.if on RM nur.-ers? II 
T�.tining Yes No NA 
.; H3s RC (,n,..,.,.,,.,,alt�•:e RC)ocmcle� USFK �level:! �"ui<C Tr3:rtmt I I I 
5 Has (ntlud.ng :..'!�mate RC) cotnpR:ed IJSfl{ R.\1 Level 3 . ..-�rue Oocurr1<1":S.-r<;;axos (eDR) Traming7 

I I I 
0 Has RC (incu::r,;i al:.male RCJ pro-J1cli!d u:i:n:ng :o p-e!Sannel ,:..::...,r h,s.her p=·e-n 011 office of reo:ira r I I 

Inventory/File Plan Yes No NA 
7 Is ette ::r,e plan up to da:e and 311pro� bv !he Ccmmand Records & ln!0rm.ltnn f,!aro.� 10<'.MP 
a H3s RC brrul<>n•.o :ill �� .,,...,.., his/her purvew w'1h the ...,. _,.,.., � rt?- f.,; obn. offi,,.,, recon:s,. :ind re:ords drc" m"'f 
8 Is "'"'' Sia:'! (JS) Form 30 JS RM...,,..,..,, comcfe.:.,,; and on L�for unscheduled re-::Ofds? 
10 ke E ssen::-31 R�$ li=RJ. forrnerrv VLbl Records l:>Jcl.E<l w S. .,..._..,;.11 ,n :ino�r loe:l:ion no �r t!un 30 m..� frcm =er.1 lo-:3::a-o? 
11 ke ER UCOJr.d as olter> :is ""'-Sib�? 

Records Repository YesNo NA 
12 Oc..s the RC know how to 3CCP.SS 1he �R? I I I 
1J. Is t'i",e -,;oon:ls rerv,,.,�nrv set UC) w :h the an"""""ll-:i! 300..-SS oor.:rcls ('l.11 JOCESS far CRIM. <m,:� aocess for RCS. re>d-<>n.v for 31 otr.ersrn I I 
14 Are e-reronis ,..,.,,,._:one;s s,;;i w l)(Oi>e/1v on bath Nl?R S. SI?" r CEn ,,.,_..,. lh.."'<lld nDr l>Dld USFK ,;-r.,.,:a-o�. I I 

Cre.ttion/Receipt Yes No NA 
1::- i'ole conUI».<S. dr.m,;,s. oinders. gu ce CJros. :i. ·o:.::er prope.,y 1.1� ..... 
10 Are fi:e coo.e-s l)O.]Ce<l a1 !he 1op-nght OOG'1P.< or ph)Slcai r;;ccrds etarr\llle. rue"""--......,.,,. 
17 Are rurr,n g  ron•,ento·.s �'=" to e-r1;coros 7 
The 5Ws ( 1) Where (Records Senes No): (2) \'\lho JOff,oe): (31 Wha! (Typel (4) �"11 ch (SL::,) & When (YYYYMMD!)J 
18 t-'.Jve :;;mpcr.uy e-reoorc:s � !>:wed :is a ·po;:·? 

1\1 H:i� perrranen: e-records bt!En saved as a -Pili' A/1"7 
Have ' al e-recorc'.s res_cf ng apprc,,,aa Ema Is a d e al Meda(FJ 0 T,,11�. :e!Tlf:t. e:c ) �n moved to appropnat� e ecords 
<ej:CS'lcr; Jnd properly appl!E-d g ccm • t:on7 

Maintenance/U se YesNo NA 

20 Is storage of �rds bolh pt;ysci Mod elea<en.c (r.:tuding ana,I re-::ords)' 'ed ,nan apprc-,e-d sicrage ccnt:1rner. ser,er. or dev,ce 
des=.�te<I as !he of'"� r� (1".dudes e-reoords) r-ei,os.,nw? 
21 AR :ia-. and ,n:ict,ve p.:it>ieT/hardcopy Nes sler@d ,n 3ll J!t':i sx;;, from enwonrr,:11:al dYge<s (,VJ1er. f11e. r.sects. etc.) w,t:n apprcpro1e 
t;;,n�era�e and hurru:Uv c:on1rols? 
22 Are active & in:iaiv;; aud ov;sual reeorns and records on electron:c storage d.eviee-s (CDs. DVDs. �oppy d1Sk�es. •�1emal h3rd CITllloeS. 
e.:c ) stored physlC3lly n from paper fies wnh approprute temperature and d.!yoon s - � • lly 1eV1e,\'ed or obsolescence. 
ii needed. miorated to rn>w S!oraQe med1.1? 

23 fhJS nurrber IS fcu Pnv:,.,., Aa {PA) S. P,.;sonally lc',.r-,1631,' ... lr,fonn:ll!on t Pilt 
j AR Phvs:cal PA & PU recorcls cro:ect,;o so !hat u,;;, se<:untv & con"idenrco:tv of the info oreser.,,;d? 
b m e-re<:ordS oass\\ud orot�ted & =ss c:ontrolled for !hose h.3..-1"l0 3 need-to-l<no,�? 

24 Are em31l records saved ,n tit.; aoon:ioro:.- nunner to ,nclude all E- Atch. Ann,;,,,d.-.. s etc ? 
25 ;.e t;,!Tlf)Ol"ary erna:l e<:0rds Jess than 6 mon!hs/130 days �ent lll3Y et.J n,;o M rosoft (MS) Outlook. t:,,..� separ.i:eo from 
record rroterol? NOTE: Doez no: hove tote :.awd in Adobe Por-� Document Format (PDF) 
26 Are all e-reooros oo:h terr,:x,nrv :ma c,,rrnanent eroa·I r�cnis s.ived ,n PDF? 
27 Are oe,rson3J roo,e-rs 1 ,,.., ■"1..11.31 m3:nb:ned 1-om�31r�rds? 
28 When rroners oi official b ness :ire rnc!uct..."<I in perscrul ccrres pondence. IS lhs' J)Orllcn - vo.""°31bu .,ss utract� Jnd made 
pan c» the o."fici.ll !t'CO<ds? 
:?'d. Ale pnnar-1 met.ld.>u �elds/columns �•� and xwnt.-> (1) Name: (2) Act:on. {3) Oocum!'III Type: (4) OFC SYM. (5) Cut off; (OJ Cutot' 
L�h m D:i1e Cutolf: 181 Record No-T<!le 191 Pre-:eoence & (101 RestnCllons 
D isposition (Litig�tionflransfer/�struction) Yes No NA 
20 Are r.;cords wth ctis�,ton of no lonc,;r n�. suD<'rs.eded obsolete res"""� ""' less "'-= 1 vear d!?let�? 
31. Are all r=ed me!.ldata correct :ind comple:-e? ( Record No. T,tJe:Cutoff: Cutoff Leng:h: Date Cutoff; Preeeoence; Restna10ns S Class ) 
32. H3•,e record sets from !:TMS2 or other IOCJnons bes'n insem,d into RM Form 15. USFK Record S ets Form? 

l3. Have re<JO<ds on htlgJnon been pl.leed on hold untl 1\"Tlll:n aulh«cl'on from USF K Jud.,?- Ad\0:,1:;;, O'l\ce to c!estn;y? 
34. Has proper document:1non (SF 135/SF 258/ARCIS } been �ted fer IT3nsler S. r;memerit o! records ? 

COMMENTS (Use Page 02 for comments) 
DATE OF ASSE SSMENT BY RC: I RC SIGNATURE I DATE OF STAFF ASST VISIT BY CRIM: �SIGNATU RE 
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RM FORM 11, USFK RM ASSESSMENT CHECKLIST (CONTINUED) 
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RM FORM 10, USFK ESSENTIAL RECORDS PROTECTION PLAN CHECKLIST 

USFK Essential Records (ER) Protection Plan and Checklist 
SECTION I - GENERAL INFORMATION 

Org/Off Sym: Chief Office of Records (COR): 

Records Custodian (RC): Phone: 

Purpose: This E 
of records' ER, and 

t out ines actions to be taken to pre ent da 
s 1f necessary. The foll • ing records are 

..._ Tl» LDClll!a:I POC Nmll & � PhcxW 1)lpt 
Nil. Na. (aldJ'0nlc. T-. 

Flm.£1 

Forni a ailable at USFK Reoords Management (RM) Sh e.Point Onl ne site under •RM�• b tton. 
NOTE: Plan must be h::md!ed as o •VR• with a naming conventi n, of

No. 

2 

3 

4 

SECTION II - DISASTER PREVENTION 

Title 
Storage of Reco in contact wi h e ectric or ire alam1 syst ere the 
will obstruct any e 

• 
rec�u ·on will be taken whi e eati g arou d 

records. An wat immediate! man I ed. 
Fire Prevention. tioo o fire h _ en ·a lou ""ts 
will not be over1o used on a pem1anent, and/or c I 
office persc nel a n and opera ions of all fire ala 
e ·nguishers, em 
Monitoring for to the faci ity/bui ager. If 
records are at ris ion to ensure proper care. 

SECTION Ill- PLAN OF ACTION FOR EMERGENCY SITUATIONS 
Take aa necessary 

Fire. VVhen a fire is d co ere<i. the proper au onties should be contacted. The utn ost importan sa ety 

2 precau ·on is to ensure the safety of human life. Once the fire has been extinguished and the bu1ldr g ., sa e to 
be occupied again, e ery a empt should be made to reco er Essen ·aI Records. Water damage may ha e 

""?. \ 
Water Damaged Records. Short o destruction rom fire or e plosion water damage Is cons· ered e most 
se ere to records. Place pieces of paper towels or nprinted newsprint under each damaged sheet. If 

3 damage is only slight, records may be anned or air-dried. For more severe damage, the records may have a 
need to be frozen. Contact the base records manager to detem1ine the best method to reco er records after 
water damaoe has occurred: freezino or d ·n . 

4 Bomb Threats. The individual recei ·ng the bomb threat phone call should make every attempt to write down 
the exact wOfds of the caller b utilizino the local fom, that should be located at eve tele hone. 

5 
Infor mation Technology/Cyber Attacks. Follow your local networ11 incident reporting procedures and no ·fy 
your information sec rity officer and chain of command. 

Name/Rank: Signature: Date: 
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RM FORM 10, USFK ER PROTECTION PLAN CHECKLIST (CONTINUED) 

SECTION IV- CHECKLIST 

Action Category of En ergency Chect. 
No. Trtle Off 

CVCLOHE/SEVERE STORM WARHIHG 

1 Placj! records into plastic bags fo prntectio 

2 Mo itor situation for water leakage, flooding, Sewer blockage, Of other wa er rela ed 

FIRE 

1 Alert personnel of fire 

2 Contact en gency person el by dialing: 
a_ P� 0: 755-3004 / 3 / 3601 
I>. An bu nee: 116/ 119 
c. Fire Oep 911 or 733- 0 I 5_00 

FOLLOW1HG THE FIRE/WATER DAMAGED RECORDS 

1 Enter build g once building is cleared 

2 Handle charred or water damaged records with e treme ca e 

3 Place records on paper towels or nev,�paper. Mo e records by comers of paper to� els or 

4 Di ide records into 3 categories, 1 records to be frozen 2 records to be fan dried, and 3) 
records rer111irino no soecial treatment 

5 Ma e arrangen e ts for possible relocation of records 

BOMB THREATS 

1 Wnte do,, e act wording of the cane . Utilize the Bomb Threat Aid, (located ne t to eacn 
telephone) to request spec· 1cs about the de ice 

lfffORMATIOH TECHHOLOGY/CYBER ATTACKS 

1 Follow local network incident reporting procedures. Also, notify ','Our infom1ation ass ranee 
o, cer and cha· of command of the attack. 

2 Ensure the information assu ance officer runs the latest amt- ·rus/cyber attack software. 

Comments: 

Name/Rank: Signature: Date: 
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GLOSSARY 

DEFINITIONS 

Capstone approach. NARA's recommended method to managing email records as 
permanent records per General Records Schedule 6.1, Email Managed under a 
Capstone Approach. 

Command Records Manager (CRM). The records manager responsible for the entire 
US Inda-Pacific Command RM program and its Direct Reporting Units, and Sub Unified 
Commands and provides the planning, directing, controlling, organizing, training, 
promoting and managing of records. 

Command Records and Information Manager (CRIM). The records officer 
responsible for the entire USFK RM program providing the planning, directing, 
controlling, organizing, training, promoting and managing of records. 

electronic Documents-Records (eDR). Headquarters USFK's official electronic 
records repository. 

electronic Records (eRecords). Any information that is recorded in a form that only a 
computer can process and that satisfies the definition of a Federal record under the 
Federal Records Act. The term includes both record content and associated metadata 
that the agency determines is required to meet agency business needs. 

Essential Records (ER). Records an agency needs to meet operational responsibilities 
under national security emergencies or other emergency conditions (emergency 
operating records) or to protect the legal and financial rights of the Government and 
those affected by Government activities (legal and financial rights records)." 

File Plan. A plan designating the physical location(s) at which an agency's files are to 
be maintained, the specific types of files to be maintained there, and the organizational 
element(s) having custodial responsibility. Also: A document containing the identifying 
number, title or description, and disposition authority of files held in an office. 

Office of record. The office or administrative unit within which records are created or 
received and accumulated in the course of its principal activity. 

Principal Records Officer (PRO). The records officer responsible for the overseeing 
the Records Custodians assigned to their principal' (directorate/special staff) office of 
records. 

Record. Includes all recorded information, regardless of form or characteristics, made or 
received by a federal agency under federal law or in connection with the transaction of public 
business and preserved or appropriate for preservation by that agency or its legitimate 
successor as evidence of the organization, functions, policies, decisions, procedures, 
operations, or other activities of the United States Government or because of the 
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informational value of data in them. 

Records Custodian (RC). The records manager assigned to an office of record. 

Records Management (RM). The planning, controlling, directing, organizing, training, 
promoting, and other managerial activities related to the creation, maintenance and use, 

• and disposition of records to achieve adequate and proper documentation of federal policies
and transactions, and effective and economical management of the agency operations.

Senior Records Officer (SRO). The records official responsible for the overall USFK 
RM program ensuring that the USFK CRIM properly administers, manages, and 
executes the RM program command wide; the USFK SRO is the Secretary Joint Staff 
(SJS). 
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