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PDF (DLA)
DLA FORM 1937, JUN 2018
RECORDS MANAGEMENT CHECKLIST FOR EMPLOYEE 
TRANSFER OR DEPARTURE
Prescribed by:  DLAI 5015.01
Sponsor:  J67 Strategic Data &     
                Analysis
Section A: Organizing/Personnel Information
Section B: Records and Information Management - Records used in conducting government business belong to the United States Government – not the employee.
1.  Electronic Records:
A. Personal Network Directories
Delete personal Directories
Save any official records and information to DACS-RM and/or a shared network drive
B. Unstructured Records: Saved under an approved record series in DACS-RM and/or shared network drive.
Records and information created in Microsoft Office
Electronic Devices (includes mobile phone text messages, tablets, other communication devices)
C. Email
Non-Capstone official - Leave in Outlook
Documents needed for longer than 7 years - Save in DACS-RM 
2. Physical Records and Information – Review and account for hardcopy documentation
Label and store records in a centralized filing cabinet  
Transfer records and information requiring special handling (Privacy Act, FOUO, etc.) to the supervisor and/or approved personnel.
Records and Information used in the course of Telework are returned to the worksite location
Dispose of records and information past the approved retention in the DLA Records schedule
Section C:  DLA Employee requests for copies of Email or other documentation  
1. Requesting employees may be provided selected emails or copies of DLA documents that are:
Personal nature pertaining to their career / personal matters
Work products wherein PII and other information protected by disclosure laws (i.e. proprietary, source selection, etc is removed)
2.  Not all Information may not be taken.  This is government information and the burden is on the employee to:
Separate out emails into a folder and obtain concurrence from their Supervisory chain and supporting Records Coordinator to determine which emails, if any, an employee may take when departing DLA.  
Consult with General Counsel for any questions regarding the information requested
Section D:  Capstone Official - RIM Staff Notification
Capstone official role must submit this form to the RIMOpsSupport@dla.mil email box and identify their  departure date to ensure their Email records are identified as permanent in accordance with RIM policy and regulations.
Section E: Signature – Completion and signing of this form indicates records and information in the departing employee’s custody is reviewed, and stored in a central repository, transferred to the supervisor or dispositioned in accordance with DLAI 5015 Records Management and DLA Records Schedule.
Instructions:
1. Supervisors shall review this form with employees upon notification that they are transferring/departing the  DLA 
    Component they currently are assigned.  
2. Employee completes all sections of this form and submits completed form to their supervisor, to confirm the records and information that support the functional line of business (FLOB) office are transferred to the custody of the supervisor or to a central repository (DACS-RM or Shared network drive) accessible by FLOB staff.
3. Supervisor signs the form and maintain form under record series (non-capstone): 5300.21, Supervisor's Personnel Files - Employee Transfer/Departure Form 1937
Records Management – Employee Transfer/Departure Form 1937
4. New – Capstone Official (SES and/or selected officials)  – Completes the form as directed above but sends the form to the RIM_OpsSupport@dla.mil email group for processing. 
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