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MEMORANDUM FOR  Directorate of Human Resources, Administrative Services Division, Joint Base Records Manager, 4171 West Way, JBLM WA 98433-9500

SUBJECT:  Duty Appointment  


1.  Effective (date), (name, title, agency, directorate, division, branch, telephone number, e-mail address) is appointed the (agency name) records manager or records coordinator (insert whichever applies).   
 
2.  Authority:  AR 25-1, Army Information Technology, 25 June 2013.

3.  Purpose.  The Records Manager or Records Coordinator (insert whichever applies) will manage, oversee, direct, and evaluate the Records Management Program for the (agency name).  He or she will be responsible for providing guidance and clarification necessary to carry out the provisions of the Records Management Program according to AR 25-1, paragraph 5-4. 

4.  Period:  Indefinite.

5.  Cancellation.   Authority is retained to cancel or withdraw delegation at any time. Delegation is cancelled upon resignation or change of position of the individual specified above.  To maintain continuity, the replacement for this position will be appointed and trained 30 days prior to the release date. 

6.  This memorandum supersedes all previous duty appointments.



                                                                   
	Signature Block
                                                                   
CF:  
Individual concerned
image1.jpeg




