FH Reg 25-53

Departnent of the Arny *FH Regul ati on 25-53
United States Arny Intelligence Center
and Fort Huachuca
Fort Huachuca, Arizona 85613-6000
23 April 2001
I nf ormati on Managenent: Records Managenent

RECORDS HOLDI NG AREA (RHA) PROCEDURES

Summary. This regul ation prescribes records hol di ng area (RHA)
procedures for the U S. Arny Intelligence Center and Fort
Huachuca ( USAI C&FH) .

Applicability. This regulation applies to all directorates and
staff offices within the USAI C&H and partner activities
serviced through an Intra-service Support Agreenent (I SA).

Suppl enent ati on. Suppl enentation of this regulation is
prohi bited without prior approval fromthe proponent.

Suggested i nprovenents. The proponent of this regulation is the
Directorate of Information Managenent, USAIC&FH. Users may send
comrents and suggested i nprovenents on DA Form 2028 ( Recommended
Changes to Publications and Bl ank Forns) through channels to
Commander, U.S. Arny Intelligence Center and Fort Huachuca,

ATTN.  ATZS-I MO IR, Fort Huachuca, AZ 85613-6000.

Avai l ability. This publication is available solely on the Fort
Huachuca Honepage at http://huachuca-ww. army. ml.
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1. Purpose.

This regul ati on establishes policies and procedures for handling
organi zati on records storage. The purpose is to expand upon the
gui dance provided in AR 25-400-2 and to standardi ze procedures
uni que to the USAI C&H RHA.

2. References. Prescribed and referenced publications and
forns are available electronically. Fort Huachuca publications
and forns are available at http://huachuca-ww. arny. m| and

hi gher echel on publications and forns are avail abl e at
http://ww. usapa. arny. ml .

a. Required publications.

(1) AR 25-400-2, The Modern Arny Recordkeepi ng System
( MARKS) .

(2) AR 340-21, The Arny Privacy Program
b. Related publications.

(1) AR 380-5, Departnent of the Arny Information Security
Progr am

(2) DA Pam 340-6, Defense Privacy Board Deci sion
Menor anda.

(3) Departnent of Defense Regul ation 5400.11-R,
Depart nent of Defense Privacy Act Program

C. Ref erenced forns.

(1) DA Form 2028, Recomended Changes to Publications and
Bl ank For ns.
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(2) SF 135, Records Transmittal and Recei pt.

(3) OF 23, Charge-Qut Record.

3. Explanation of abbreviations.

a. AR. . . . . Arny Regulation

b. DA. . . . . Departnent of the Arny

c. DOM. . . . Directorate of Information Managenent

d FRC. . . . . Federal Records Center

e. MARKS. . . . Mddern Arny Recordkeepi ng System

f. RHA. . . . . Records Holding Area

g. RM. . . . . Records Munager

h. RMC. . . . . Records Managenent Coordi nator

i. SF. . . . . Standard Form

j. USAIC&H . . U S. Arny Intelligence Center and Fort
Huachuca

k. USAG. . . . US Arny Grrison

4. Responsibilities.

a. The Directorate of Information Managenent (DO M,
I nformati on Support Services Branch wll receive, store, and
transfer records.

b. The directorate staff office records managenent
coordi nators (RMC) and partner records managers (RM wll:

(1) Maintain and di spose of records.

(2) Review and sign each SF 135 (Records Transm ttal and
Recei pt) transferring records to the RHA

(3) Coordinate all matters concerning the RHA
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5. Records Holding Area (RHA) operations. The RHA, located in
bui | di ng 61801, stores inactive records pending destruction or
retirenent into the Federal Records Center (FRC) system

a. Please schedul e appointnents in advance for Mnday and
Wednesday by calling extension 8-2317 or 3-2054.

b. The Installation Records Manager (RM, extension 3-3932,
wi || handl e energencies requiring i medi ate access on a case-by-
case basis.

6. Transfer of records.

a. Fiscal year records are transferred to the RHA during the
nont hs of COctober and Novenber and cal endar year records during
January and February.

b. Records with a disposition instruction of “destroy after 4
years” (or less) wll be retained in the current files area until
destroyed.

c. Pack long term (over 10 years to pernanent) records
according to AR 25-400-2, paragraph 9-16 prior to transferring the
records to the RHA, renove staples or other fasteners fromrecords
requiring special destruction.

d. Transfer FOR OFFI CI AL USE ONLY files in the sane nmanner as
uncl assified files.

7. Preparing the SF 135 (Records Transmittal and Receipt).

a. The office transferring the records (transferring office)
prepares a SF 135 in triplicate and coordinates with the
appropriate RMC or RMprior to forwarding to the Information
Support Services Branch for final processing. The RMC or RM signs
in block 2, Transferring Agency O ficial.

b. The transferring office provides a copy of the first page
of the SF 135 el ectronically which contains records information
only. Blocks 1 through 5 are not filled in.

c. Ensure records subject to the Privacy Act are covered by a
systens notice in accordance with AR 340-21. |If records are
subject to the Privacy Act, the first entry will address this in
bl ock 6f.
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d. Enter any additional information necessary to identify the
originating organization in block 6f when that organi zation
differs fromthe organization identified in itemb5.

e. Enter the file title and year the records were created for
each box in bl ock 6f.

f. The transferring itemoffice nust identify records with
special classifications not listed in the restrictions codes and
records requiring special destruction in block 6f and include the
restriction code “R’ in block 6g. Failure to properly identify
records could result in mshandling of sensitive information.

g. The Information Support Services Branch maintains the
origi nal SF 135.

h. The transferring office will receive the second copy
through the RMC or RMindicating the |ocation nunbers of the boxes
transferred.

i. The third copy is placed in the box of records (or in the
first box of a nultiple box transfer).

8. Cdassified records. The RHA is not authorized to store
classified records. Cassified records with a disposition of 10
years or less may be naintained in the current files area and then
destroyed. See paragraph 9-2, AR 25-400-2, for further

I nstructions.

9. Disposition of records in the RHA

a. The Information Support Services Branch screens records
sem -annual ly for retirement to an FRC or destruction locally
based on the disposal date in colum i.

b. The Information Support Services Branch maintains the
SF 135 on records retired to an FRC and destroys the SF 135 only
after all records |isted are destroyed. Those reflecting
permanent files are retained permanently.

c. Bulk release of conputerized data printouts or cards does
not constitute a disclosure of personal information precluded by
the Privacy Act unless the format nmakes individual records readily
identifiable. Such records may be di sposed of as appropriate
wi t hout del eting the nanes or identifying data.
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d. Al records eligible for destruction are given to the
current recycling contractor with the foll ow ng exceptions:

(1) The transferring activity requests speci al
destruction at the Destruction Facility.

(2) The current recycling contractor does not have an
i ndustrial security clearance. Under no circunstances wl|
Privacy Act records be given to an individual not possessing an
i ndustrial security clearance.

d. A massive release for disposal of conmputerized data
printouts does not constitute a disclosure of personal informtion
whi ch woul d be precluded by the Privacy Act. Such conputer
products nay be di sposed of as appropriate w thout deleting the
nanes or other individual identifying data.

10. Inactive records. The RHA is the only authorized inactive
files storage facility at Fort Huachuca. Avoid accunul ating
inactive files in current files areas.

11. Retrieval of records.

a. The RHA contains nany docunents that are sensitive in
nature or critically inportant to conducting Governnent
busi ness. Users mnmust submt a |ist of individuals authorized to
access records housed in the RHA. Specify the scope of their
access (that is, entire directorate, branch only, etc.). Keep
this list current by providing changes to the Information Support
Servi ces Branch, ATZS-IMO IR as they occur

b. Individuals can only renove or have access to docunents or
boxes their office transferred to the RHA. Records renoved from
the RHA will be signed out on a | og sheet. \Wen individual files
are renoved from boxes, an Optional Form 23, Chargeout Record,
will be placed in the box. Wen an entire box or series of boxes
are renoved, they nust be clearly | abeled and returned in the sane
order and condition as when renoved. A new SF 135 will be
required for boxes or records which are not returned in the sane
condi tion.

c. Submt requests for records retired to an FRC by
menor andumto ATZS-IMO- IR Include a copy of the SF 135 retiring
the records. If the SF 135 is not avail able, contact the
I nformati on Support Services Branch prior to submtting the
request.
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12. Unique information. The follow ng requirenents apply to the
USAI C&FH directorates and staff offices only.

a. Transfer of files between staff elenents. Wen
transferring files between staff elenments, the losing elenent wl|
furnish the gaining element and the Infornmation Support Services
Branch the follow ng information within 10 days follow ng the
transfer:

(1) One copy of the docunent directing the transfer.
(2) Alist of the file nunbers.

(3) A listing of associated equi pnment transferred to
mai ntain the files.

b. Transfer of records to the RHA. When transferring records
to the RHA, include the “Organi zational Hi story” statenment in
bl ock 6f, SF 135 (Records Transmittal and Receipt). All
reorgani zati ons and consolidations into the USAI C&H nust be
annotated. |Include dates and authorities for events.

c. Exceptions to disposition instructions. Submt requests
for exceptions to the disposition instructions contained in
AR 25-400-2 by nenorandum t hrough the RMC to the Infornation
Support Services Branch, ATZS-IMO- IR for approval. Cite the
approved exception on the | abel of each affected file. For
exanpl e:

3605b News Medi a and Rel eases (93)

COFF 31 Dec 93, DEST in CFA Jan 99

1st End, USAI C&FH, ATZS-1 MC- SR,

2 COct 92, Subject: Exception to Policy)

d. Inactive Records. Ofices will not store inactive records
i n basenents, attics, or other storage areas in buildings on post
wi t hout obtai ning an exception fromthe |Information Support
Servi ces Branch, ATZS- I MO IR
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Appendi x A
Sanmpl e SF 135 (Records Transmttal and Receipt)

OF 2
PAGES

Complete and send original and two copies of this form to the appropriate Federal Records PAGE
RECORDS TRANSMITTAL AND RECEIPT Center for approval prior to shipment of records See specific instructions on reverse. 1
1. TO (Complete the address for the records center serving your area as shown in 36 6. FROM (Enter the name and complete mailing address of the office retring the records. The signed
CFR 71228.150) receipt of this form will be sent to this address)
Federal Records Center .
Commander, U.S. Army Intelligence Center and Fort Huachuca

Commander, U.S. Army Intelligence Center and Fort Huachuca N
Records Holding Area, ATTN: ATZS-IMC-SR QTJ E AhT S 856136000
Fort Huachuca, AZ 85613-6000 ort Huachucd,
2 AGENCY |TRANSFERRING AGENCY OFFICIAL (Signatare and title) DATE
TRANSFER|
‘I\zl]:.}':gn' Information Support Services Branch 1 APR 99
3. AGENCY [TRANSFERRING AGENCY LIAISON OFFICIAL (Name, office and telephone No.)
CONTACT| Shirley L.M. Michaud
Information Support Services Branch, 520-533-2931
a Rggh?'PEDRS RECORDS RECEIVED BY (Signature and trtle) DATE
RECEIPT .
Management Assistant 1 APR 99 Fold Line
6. RECORDS DATA
ACCESSION NUMBER AGENCY Ie) COMPLETED BY RECORDS CENTER
VOLUME BOX SERIES DESCRIPTION T Z | DISPOSAL AUTHORITY | DISPOSAL W=l wl
RG | FY |NUMBER| (cu. ft.) | NUMBERS (With inclusive dates of records) ;g {Schedule and DATE LOCATION =< [~ [ e @
w itern number) L 8 - <D( a
ta) | (o) | (e} (d) el (£ (g) (h) (i) () k[ Tn|tm)
PRIVACY ACT INFORMATION: AR 25-400-2
These records are an addition to a records system
Previously retired to the records center, and the
information previously submitted by Headquarters,
Department of the Army is still applicable.
U.S. Army Intelligence Center and Fort Huachuca,
Fort Huachuca, AZ 85613-6000
2 12 Publication Record Sets R 25-30mm PERM
USAIC&FH Regulations
1-2 7 Nov 86; 310-5 21 Mar 88; 350-2 1 Apr 88;
350-5 3 Sep 87; 350-11 6 Jan 88; 385-1 1 Jul 85;
420-1 18 Dec 86; 420-2 3 Dec 86; 420-3 12 Feb 87;
570-1 15 Apr 88; 600-5 1 Jun 88; 600-8 15 Dec 85
USAIC& FH Memorandums
1-2, 20 May 86; 1-5 26 Sep 86; 350-23 1 Jan 85;
380-3 1 Dec 88; 420-3 30 Mar 88; 600-2 25 Jan 87
135107 SRR L)
3 1228 152

USAPPC V1 10
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RECORDS TRANSFERRING AGENCY'S NAME DATE PAGE 7 OF
TRANSMITTAL This form 1s 10 continue hsting of Records Data|Ipnformation Support Services Branch
AND RECEIPT when space on SF 135 1s not adequate |Fort Huachuca, AZ 85613-6000 1 APR 99

(Continuation) Instructions for completion of SF 135 apply 2
PAGES
ACCESSION NUMBER AGENCY I COMPLETED BY RECORDS CENTER
VOLUME|  BOX SERIES DESCRIPTION & Z | DISPOSAL AUTHORITY | DISPOSAL [T P
RG | FY [NUMBER| (cu. ft.) | NUMBERS (With inclusive dates of records) 20 (Schedute and DATE LOCATION < 'E;L o%
& = stem number) Iz gF|20
ta) (o) | ted (d) (e) (f) (g) (h) () ) (k) [Th [Cm)

2 22 Freedom of Information Act Appeals (96) R Dec 2003

Privacy Act System Notice:
A0239.01DAAG

96-001 thru 96-035

These records require special handling during
destruction due to their sensitive nature.

Do not recycle these records.

NSN 7540 00-823-7952
Previous edition usable

135-204

Standard Form 135-A (Rev 7-85)
Prescribed by NARA

36 CFR 1228 152

USAPPC V1 10
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