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Records Management Program Evaluation Checklist 
For use of this form see USMEPCOM Regulation 25-51, Proponent is J-1/MEHR-SD-MSS 
Instructions: 
 Entries of "No" or "N/A" require an explanation in the comment block.  Questions 2 and 5 require an opinion 
and observation based answer and should be evaluated by the evidence of a structured recordkeeping program.
Section I.  Unit being Evaluated
a. Organization
c. Evaluating official:
d. Records Manager:
Section II.  Evaluation Items 
 Records Management
Yes 
No 
N/A 
Comments 
1.  Are required references accessible to all employees?
(UMR 25-51, UMP 25-51-3, AR 25-400-2, 
DA PAM 25-403, local SOP)
2.  Does the Organization have Records Management
Procedures implemented in accordance with UMR 25-51?
3.
Is the MEPS Operations Officer, Headquarters Division
Chief, or Sector Admin Officer appointed as the primary 
Records Manager? (UMR 25-51, Para 1-4e) 
4.  Is a secondary Records Manager appointed within each section/branch? (UMR 25-51, Para 1-4e)
Are records management responsibilities understood and
clearly outlined to Records Managers? 
(UMR 25-51, Para 1-4f)
5.
6.  Are official records kept separate from personal papers
and non-records in a consistent and readily 
identifiable manner?  (UMR 25-51, Para 2-1 and 2-2)
7.  Does RM program include all records regardless of
media (e.g., electronic, e-mail, paper, audiovisual, etc.)?
(UMR 25-51, Para 2-1)
8.
Are Army retention schedules used as the authority for 
identifying and managing records?  (The Detailed Records List or ACRS) (UMR 25-51, Para 2-3 and 3-4) 
9.  Are ORLs prepared for electronic records with long-term retention IAW UMR 25-51, Para 3-6?
10. Do Records Managers have a current records
 inventory? (UMR 25-51, Para 1-4f(3) and 2-4?)
11. Are minimum labeling requirements being met in
accordance with UMR 25-51, Para 3-7?
12.
Are all records filed according to corresponding record 
numbers? (UMR 25-51, Para 2-2b and 2-2c)
13. Are electronic records maintained on a shared platform
with controlled permissions? (UMR 25-51, Para 2-2)
 b.  Inspection date:
USMEPCOM Form 25-51-2, JUL 2019
Yes 
No 
N/A 
Comments
14. Are records arranged in a standardized order?
(UMR 25-51, Para 2-2)
15. Are inactive hardcopy records stored in an area that is
is compliant with UMR 25-51, Para 4-2?
16. Have unscheduled records been reported to J-1/MEHR-
SD-MSS? (UMR 25-51, Para 2-1d)
17. Are 6+ years electronic records maintained in the AEA?
(UMR 25-51, Para 4-4b)
18. Are any hardcopy records transferred to the FRC?
(UMR 25-51, Para 4-4a)
19. Are CFA records not kept past the business need? (i.e.
less than 6 years) (UMR 25-51, Para 3-3 and 4-3)
20. Are records being destroyed in accordance with 
authorized disposition authority?
(UMR 25-51, Para 4-3 and PM 5-12)
21. Is DD form 2923 (Privacy Act Cover Sheet) posted on 
drawers or cabinets for PII/PHI records?  (UMR 25-51, Para 2-2b and 3-7a)
Office Symbols
Yes
No
N/A
Comments
22. Do all office symbols follow the format authorized by
UMR 25-51? (UMR 25-51, Para 5-3)
23. Have proposed office symbols been submitted to J-1/
MEHR-SD-MSS and approved by the Director, J-1/MEHR? 
(UMR 25-51, Para 5-4)
24. Are the organization's office symbols correctly listed in
SPEAR? (UMR 25-51, Para 5-5)
Additional Comments
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