The Army Records Information Management System (ARIMS)

1.  AR 25-400-2, dated 18 March 2003 is the appropriate reference for the ARIMS.  The regulation establishes the responsibilities and principles of the ARIMS.  In the paragraphs below, the regulation speaks to the duties of the record managers and addresses the use of the ARIMS website as a tool to manage records.  

AR 25-400-2 Para 1-4g - Records management officers or officials, referred to as records administrators, records managers, and records coordinators, manage, oversee, direct, and evaluate the records management program for the Army staff (ARSTAF) agency, MACOM, field activity, or installation to which they are assigned; key management controls for conducting program evaluations, at least once every 3 years, are located in AR 25-1, paragraph B-4 f(1) through (6). The records management officer or official is responsible for providing guidance and clarification necessary to carry out the provisions of the Army-wide Records Management Program. (See AR 25-1, para 8-2g .) 

AR 25-400-2 Para 1-7g - ARIMS, located at www.arims.army.mil , provides a variety of tools and services designed to reduce the manual processes associated with traditional records management. The system, based on the role of the user (for example, action officer, records coordinator, records manager, records administrator, or RHA manager), provides, for example, identification of transfer records; on-demand printing of folder labels, electronic mail capture and storage; a master index of all records being maintained in RHAs worldwide and in the AEA; automatic assignment of disposition and retention; and system-generated notices of destruction or retirement. 

2.  The regulation does not get into the specific requirements or duties; it just states that the records managers will “manage, oversee, direct and evaluate.”   However, when a user accesses the ARIMS website, the details of how the system is “managed, overseen, directed and evaluated” are spelled out.  Below is an excerpt from the “Frequently Asked Questions” Section on the ARIMS website. 
What are the different user levels, functions and responsibilities? 
The access level listed in your registration profile determines what ARIMS features are available to you. It is essential that during registration you select only the level of access needed to perform your records management duties. If you are unsure what level of user access to request, check with your local records management official. Until authorized otherwise, your application will be activated at the Action Officer (AO) level of access. If your job duties require a different level of access, send a request through your records management chain. Authorization must be obtained from one level higher than the level requested; i.e., if requesting Records Coordinator, the authorization must come from a Records Manager; if requesting Records Manager or Records Holding Area Manager, authorization must come from a Records Administrator. Authorizations are to be sent by using the Contact Us link, located at the bottom of every ARIMS webpage. 

 AO = Action Officer. AOs are responsible for managing the records they create on behalf of the Army that are used for their unit/office level business operations. An AO can use ARIMS to create a proposed Office Records List (ORL) to categorize the records created in his/her office. 

RC = Records Coordinator. An RC is responsible for managing the records of one or several unit(s)/office(s). RCs can create proposed Office Records Lists (ORL) for their serviced unit(s)/office(s), and may also approve ORLs if authorized by their servicing Records Manager (RM). RCs act as liaison between the unit(s)/office(s) and the servicing RM and Records Holding Area Manager, and serve as points of contact (POC) for the access and release of stored records for which they are responsible. See (AR 25-1 para 8.2.g.3). 

RM = Records Manager. An individual who serves at the subordinate command level or on the installation garrison staff with command-wide or garrison-wide records management responsibilities. RMs has approval authority for AOs requesting RC privileges. RMs also approve proposed Office Records Lists (ORLs) and serves as points of contact (POC) for the access and release of stored records for which they are responsible. See (AR 25-1 para 8.2.g.2). 

