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AFI 37-122, 11 January 1994, is supplemented as follows-

SUMMARY OF REVISIONS

Deletes Direct Reporting Alternate (DRA) Functional Area Records Manager (FARM) requirement.

7.1.  (Added)  *  When an existing approved file plan is changed (disapproved), download the file plan to
a disk and bring the disk to the Base Records Manager (RM) for review/approval.  Attach the old file plan
and highlight the affected area(s).

All SFs 135, Records Transmittal and Receipt, will be reviewed by the FARM prior to forwarding the SF
135 to the RM for final approval.  Upon approval, a date and time will be coordinated between the RM
and Records Technician (RT) or FARM for staging records.

Personnel requiring training will be identified on ACC Form 274, Records Management Status/Control.
Leave the "date trained" block blank.  The RT will be scheduled for the next available training class.

7.2.  (Added)  When the FARM conducts unit staff assistance visits (SAV) and discrepancies are noted,
give the RT 30 days to take corrective actions.  Ensure that corrective actions are documented, signed by
the chief of the office of record and forward to the FARM.  Use checklist (Atch 1) to augment SAVS.  For-
ward a copy of corrected discrepancies to the Base RM.

The FARM serves as the unit Privacy Art monitor (See AFI 37-132).

The FARM will maintain a FARM folder.  The FARM folder will include current ACC Form 274, letters
of appointment, most recent FARM SAV, most recent RM SAV, and miscellaneous correspondence (items
of interest letters, waiver requests, etc.).
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Attachment 1  (Added)  

RECORDS MANAGEMENT CHECKLIST
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CHARLES T. OHLINGER III,   Colonel, USAF
Commander
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