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DEFENSE LOGISTICS AGENCY

. HEADQUARTERS YAD 9 & 5
B728 JOHN J, KINGMAN ROAL YAR 26 2015
FORT BELVOIR, VIRGINIA 220606221

MEMORANDUM ¥OR DIRECTORATE OF MATERIAL MANAGEMENT
ATTN: SCOTIA, NY DEPOT OPERATIONS

SUBIECT: Appolitment of Records Coordinator (RC)

: In acoordance with DLAIS015.,01, Records Manngement, Ms, Lis Sanders is appointed
as a0 RC for the DLA Strutegic Materiuls” Directorate of Material Management, Scotis, NY
Depot Operations,

The RC will serve as point-oficontact for KM between the Directoratoof Materlal
gement, Scotia, NY Depot Operations offics and the DLA Strategio Maim*iaila Component
R.eco § Officér for records manapement issues,

“The Records Courdinator will handle RM issues within the Directorate of Material
Mamgmneﬁt, Sootia, MY Depot Operations office to includs, but ot limited Jot”

s Bnsures the Business Umt records ave memzﬁe& and filed properly (both paper and |
electronic)
»  Prepares office fileplans
o Performs office RM evaluations
& Prepares records for FRC Blorege
& Prepures 3F-1355 and box ists
o Packs boxes and/or verifies they are vacked corteily
o Coordinates with Component RM for shipping to FRC
] gnﬁmsgmpamry business wndt rocords are destroyed IAW DLA Records st;wsmon
ohiedu '
o Nolifies Component KM whan recopds ave destroyed
»  Reports Unscheduled records to CRO
¢ Collaborates with Component RM to get records scheduled -

%

Point of contast for this notion is Ms, Wanda Fleming, Offics of the Adwmdnistrator, (703) 767-
6529, DSN 427-6529 oremail: wande. fleming@dlamil
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Tunderstand and acknowledge the duties and responsibilities of the RC outtined in DLAT
501501, Resords Management,
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