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SECTION I - APPOINTEE
MUST REVIEW AND ADHERE TO THE FOLLOWING PUBLICATION(S) NEEDED TO ADEQUATELY PERFORM YOUR ASSIGNED DUTIES:  
44 USC Chapters 21, 29, 31, and 33; 36 CFR Chapter XII - Subchapter B Records Management; DLAI 5015.01; DLAM 5015.01, Volumes 1 
and 2; and DLA Records and Information Management Training (LMS)
 4.  POSITION TO WHICH APPOINTED (X one appropriate box - checking more than one invalidates the appointment)
Agency Records Officer
(appointed by CIO)
Component Records Officer
(applies to J6 personnel) 
Records Coordinator
(designated by supervisor)
7.  WORK TELEPHONE NUMBER
SECTION II - APPOINTING AUTHORITY FOR POSITION IN ITEM 4 (refer to instructions)
 
I acknowledge and accept the position and responsibilities defined above.  I understand that I am liable for the safeguarding and privacy of all information contained in government records under my management area.  I have been counseled on my responsibilities pertaining to records that are applicable to this appointment and have been given written operating instructions.  I certify that my official signature is shown in Item 19 below.
 
SECTION IV - APPOINTEE ACKNOWLEDGEMENT
SECTION III - COMPONENT COORDINATION - CRO ONLY (Component Head or Chief of Staff)
SECTION V - APPOINTEE TERMINATION
8.  NARA Certified (required for ARO and CRO) 
 
INSTRUCTIONS FOR COMPLETING RECORDS MANAGEMENT 
APPOINTMENT/TERMINATION NOTICE
 
 
This form is used to track the appointment, appointee acknowledgement, and termination of the Agency Records Officer (ARO), Component Records Officer(s) (CROs), and Records Coordinators (RCs).  There may be multiple RC(s) per business unit dependent upon the size of the business unit.  This should be coordinated between the CRO and the business unit management.
 
SECTION I - Appointee
 
1.   Enter the appointee's name and grade. 
2.   Enter the appointee's DLA User ID Number (i.e., APS1234, LSC4321, etc.). 
3.   Enter the appointee's title. 
4.   Indicate the position appointed -  ARO, CRO or RC.  
5 - 6.  Enter the DLA Component/Organization, office name and symbol, complete work address (to include work e-mail address of the DLA Component or activity to which appointed).  For the CRO positions, identify the geographical area (i.e., Battle Creek, Richmond, Europe, etc.).
7.  Work Telephone, both Commercial and DSN.
8 - 9.  Mark X in the appropriate box to indicate NARA certification status and date certificate was issued.  NARA certification is required for ARO and CROs.
10.  Identify additional responsibilities the appointee will perform, if any.
 
 
SECTION II - Appointing Authority for the position in item 4.
 
ARO - this form must be signed by the Chief Information Officer that has the authority to assign Agency-wide Program Management responsibilities to a person for records and information management (RIM) (36 CFR 1220.34(a)).  
CRO  - the ARO signs.  
RC  - the administrative or program office supervisor signs.  If no RC is appointed, the supervisor will be the recordkeeping point-of-contact.
11 - 14.  Enter the Appointing Authority's name, title, DLA Component/Organization, office name and symbol, and date signed. 
15.  The Appointing Authority provides approval by digital signature. 
 
SECTION III - Component Coordination  - CRO position only.
 
This section is to coordinate with the DLA Component Head or Chief of Staff (CoS) on the CRO appointed to administer and be the Subject-Matter-Expert (SME) for their DLA component's RIM program in accordance with DLA records policy (DLAI 5015.01)
16 - 19.  Enter the Component Head or CoS name, title, DLA Component/Organization, office name and symbol, and date signed.
20. The Component authority provides approval by digital signature.  
 
SECTION IV - Appointee Acknowledgement
 
21 - 23. Appointee enters his or her name, date, and digital signature.  The date in item 22 cannot be earlier than the date in Items 14 or 19.  The appointment is effective on the date of acceptance by the appointee, and is not in force without his or her acknowledgement. 
 
 
SECTION V - Appointment Termination
 
Completing this section terminates the original appointment.  
24 - 26.  Enter the Appointing Authority's name, title, digital signature and date of the termination.  
27.  Appointee provides digital signature acknowledging termination. 
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