RECORDS MANAGEMENT INSPECTION CHECKLIST

JSCC FORM 32

	__________________________________________________ 

DIRECTORATE/DIVISION/BRANCH/SECTION                      DATE



	ADMINISTRATIVE

A.  Directorate Level Only.

YES       NO

____      ____   1.  Has a records management officer been designated?(CJCSI 5760.01, subpara 6.d-h; CJCSM 5760.01, Vol I, subpara 4.c)

____      ____   2.  Has the designated records management officer’s name, rank, room number, and telephone number been provided in writing to the JS / Combatant Command Records Manager? (CJCSI 5760.01, subpara 6,d-h)

____     ____   3.  Has the directorate identified those individuals authorized to pickup and deliver agency records to the Washington National Records Center (WNRC) (HQs only)

(CJCSI 5760.01, Vol I, Encl G, para 9)

____     ____  4.  Does the records officer conduct

assistance visits: Joint Staff - annually? Combatant Command - periodically? (CJCSI 5760.01 subpara 6,f)

Date of last visit________________

B.  Directorate / agency wide

____     ____   5.  Does each office and the file station have copies of the current JS/CC Records Management Instructions and Manuals? (CJCSI 5760.01, subpara 6,f-h)
____     ____   6.  Are all personnel familiar with the polices and procedures contained in the JS Records Management Guide? (CJCSI 5760.01, subpara 6, f-h)
____     ____   7.  Have file outlines (JSCC Form 31) that reflect all the files / records (including machine-readable records) kept in an office been prepared? (CJCSM 5760.01, Vol I, Encl F, Subpara 6, a(1))

____     ____   8.  Are file outlines readily available at each file station? (CJCSM 5760.01, Vol I, Encl F, subpara 6, a(2))

____     ____   9.  Is JSCC Form 31 (or equiv) filed in the first file of the file drawer, or in the case of nonstandard filing equipment, posted to the container in a conspicuous location?

(CJCSM 5760.01, Vol I, Encl F, subpara 6, a(2))

____     ____  10.  Is JSCC Form 31 prepared in accordance with the records management guide? (CJCSM 5760.01, Vol I, Encl F, App C.)

____     ____  11.  Has the JSCC Form 31 been approved by the directorate records officer? (CJCSM 5760.01, Vol I, Encl F. subpara 6, a(2))

____     ____  23.  Are legible guide card and folder labels used to facilitate quick access and reference?  (CJCSM 5760.01, Vol I, Encl F, para 7)
____     ____  24.  Are all file folders / binders labeled accurately with the required disposition instructions?

(CJCSM 5760.01, Vol I, Encl F, para 7 and App E)
____     ____         File folder labels correctly positioned.

____     ____         Binders properly labeled

____     ____         Disposition instructions indicated on each

                                       file.

____     ____         Cut-off dates correctly reflected.

____     ____         Others:__________________________

____     ____  25.  Do file custodians follow approved disposition instructions and take prompt action?  (CJCSM 5760.01, Vol I, Encl F, para 8)
____     ____         Execute file breaks?

____     ____         Retire inactive records to agency storage

                                       areas?

____     ____         Retire inactive records to Federal records 

                                       centers

____     ____         Destroy disposable records?

____     ____         Create new files as required for new 

                                        calendar or fiscal year?

____     ____         Transfer permanent records to the National

                                        Archives?

____     ____  26.  Are new file folders established when the original folders exceed 1 inch or reach maximum capacity?

(CJCSM 5760.01, Vol I, Encl F, subpara 9.b)
____     ____  27.  Is filing equipment used only for storing records and not for storing supplies and personal belongings?

(CJCSM 5760.01, Vol I, Encl F, App H, para 2)
SECURITY

____     ____  28.  Are folders that contain classified materials stamped with the highest classification on the front and back?

(CJCSM 5760.01, Vol I, Encl A, subpara 3.f)
____     ____  29.  If NATO documents are filed in the same container as non-NATO materials, are the NATO documents separated by a file divider?  (USSAN 1-69, Atch 1, Encl, subpara 56.b: CJCSM 5760.01, Vol I, Encl F, para 12; JSM 5220.03A, subpara 4.e) (Exception to Policy see SM 749-85, 12 Nov 85)

____     ____         Are folders stamped to show that file

                                           contains NATO material?

____     ____  30.  Are charge-out cards routinely used whenever documents or files are removed from the official file stations? (CJCSM 5760.01, Vol I, Encl F, para 11)
____     ____  31.  Does filing equipment containing classified records meet security storage requirements?  (CJCSM 5760.01, Vol I, Encl  F, App H, para 4)

____     ____            Is the area vaulted?

____               Satisfactory – Files were organized and in

compliance with records guide, except for discrepancies noted above.

____               Marginal – Several major discrepancies noted – 

see above – additional work required before files are in full compliance with records guide.

____               Unsatisfactory – Several major discrepancies 

were noted – overall records management program is considered below acceptable standards.

REMARKS:

INSPECTOR:____________________________________
	____     ____  12.  Has the JSCC Form 31 been approved by the JS / CC Records Manager?  (CJCSM 5760.01, Vol I, Encl F, subpara 6, a(2))

____     ____  13.  Are the JSCC Form 31’s reviewed and updated annually? (CJCSM 5760.01, Vol I, Encl F, subpara 6, a (2))

____     ____  14.  Is the arrangement of each series of files based on the way people in the office usually ask for the records? (CJCSM 5760.01, Vol I, Encl F subpara 5, a)
____     ____  15.  Are all indexes to the files needed; e.g. Is the time required to prepare and update them justified by their use? (CJCSM 5760.01, Vol I, Encl F, subpara 5.c)
____     ____  16.  Are cross references made when needed?

(CJCSM 5760.01, Vol I, Encl F, subpara 5.c)
____     ____  17.  Are records filed on a daily basis or as required?  (CJCSM 5760.01, Vol I, Encl F, App A)
____     ____  18.  Before filing, are documents examined to ensure that they are completed?  (CJCSM 5760.01, Vol I, Encl F, subpara 9.a)

____     ____  19.  Before filing, are the following materials removed?  (CJCSM 5760.01, Vol I, Encl F, subpara 9.a)
____     ____        Envelopes?

____     ____        Routing slips, cover sheets, and control

                                  forms that contain no significant 

                                  information?

____     ____        Superseded drafts showing no substantive

                                  changes?

____     ____        Duplicate copies of correspondence and

                                  reports(other than those needed to cross 

                                  reference)?

PERSONAL PAPERS

____     ____  20.  Are personal papers maintained separately form official records?  (CJCSM 5760.01, Vol I, Encl A. para 5)
____     ____  21.  When matters of official business are included in personal correspondence is the portion concerning official business extracted and made part of the official records?  (CJCSM 5760.01, Vol I, Encl A, para 5)
FILE CABINETS/FILE FOLDERS/BINDERS/DISPOSITION PROCEDURES

____     ____  22.  Are all file cabinet drawers labeled accurately and legibly?  (CJCSM 5760.01, Vol I, Encl F, para 7)
RECORDS MAINTENANCE

____     ____  32.  Are action officer files being purged annually?   (CJCSM 5760.01, Vol II, Encl B, 0916-01/02)
____     ____  33.  Are background materials that pertain to joint actions, which have not previously been provided to R&A Br for inclusion in the official JS/CC case files, being transferred to R&A Br for that purpose?  (CJCSM 5760.01, Vol II, Encl B, 0916-01/02)
____     ____  34.  Is Standard form 135, Records Transmittal and Receipt, properly prepared in accordance with the records management guide for records eligible to be retired to FRCs?

(CJCSM 5760.01, Vol I, Encl G, App A)
____     ____  35.  Are records shipped to Federal Records Center in accordance with procedures?  (CJCSM 5760.01, Vol I, Encl G, App A)
____     ____  36.  Are recommended changes or additions to the disposition standard contained in Vol II of CJCSM 5760.01 submitted on JS form 30 with full justification to the JS/CC Records Manager for evaluation?  (CJCSM 5760.01, Vol I. Encl F. subpara 8.c)
____     ____  37.  Are all machine-readable files identified on the JSCC Form 31?  (CJCSM 5760.01, Vol I, Encl F, subpara 6.a)
____     ____  38.  If machine-readable files are not reflected in the Records Management Guide, has any action been taken to include them in the Guide?  (CJCSM 5760.01, Vol I, Encl E, App A, subpara 3.d)
RESULTS OF LAST JOINT STAFF / CC RECORDS INSPECTION

Date _______ Rating __________

____              No Discrepancies noted – no corrective action

                            required

____              Discrepancies noted and:

_____                     have been corrected

_____                     no corrective action taken

_____                     Other.

                      OVERALL EVALUATION

____              Outstanding – files were in excellent condition,

well organized and in full compliance with records guide.  No discrepancies

____               Excellent – Files were will organized and in

compliance with records guide, except for minor discrepancies as reflected above.
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