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CHAPTER 16. RECORDS INVENTORY MANAGEMENT SYSTEM (RIMS)





16.01  PURPOSE AND SCOPE



  a.  The purpose of this chapter is to provide operating procedures to the station Records Officers to enable them to efficiently manage and control the larger record series items and all filing equipment under the jurisdiction of VBA field stations.  The manual process of inventorying records holdings, dispositions and filing equipment has been converted to an automated system,  Records Inventory Management System (RIMS), which has been programmed and installed on Wang.



  b.  The annual inventory of records and filing equipment encompasses the 12-month period beginning October 1 of each year and ending September 30 of the following year.



  c.  Although only the larger record series items will be controlled in RIMS, the Records Control Schedule VB-1, part I, will be used for disposition of all other record series items.



  d.  The inventory of record holdings, dispositions and filing equipment must be re-established in the RIMS program to reflect current records and equipment holdings and disposition actions.  The procedures contained herein and the guidelines provided in Training Guide 23-90-1 will be used for this purpose.



16.02  GENERAL



   a.  In conjunction with the procedures contained herein, Training Guide 23-90-1, has been developed to assist designated personnel in accessing and using the RIMS program.  This guide should be read carefully prior to using the system.  



   b.  A Records Control Schedule Table, appendix A, has been made an integral part of the RIMS program.  The table is based on information extracted from the Records Control Schedule VB-1, part I.  The table can only be changed by Central Office.  Any items entered in the RIMS program must appear in appendix A.  Included in the appendix are item numbers 03139000, 09000000, and 12076000.  For RIMS purposes, these three item numbers represent file banks that contain different record series that are interfiled.  A complete listing of record series item numbers that are interfiled within the three groups is shown in appendix B.  There are five record series items that are major records.  All other record series items are nonmajor records.
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   c.  Record series items 03139210 and 03139220 are categories of Rehabilitation and Education (R&E) folders interfiled within the R&E folder files; 03139310, 03139320, and 03139330 are categories of Dependents' Educational Assistance (DEA) folders interfiled within the DEA folder files.  All these categories are interfiled within the Claims Folder File Bank.  These record series are not listed separately in RIMS because there is no method available at this time to track these folders.  For RIMS purposes, the volume for these items will be captured under the appropriate main item number; e.g., item number 03139200 - R&E Folders or item number 03139300 - DEA Folders.  Actual disposition of the individual folders will continue in accordance with the appropriate item number listed in RCS VB-1, part I; however, the actual linear inch measurement of records removed for disposition will be coded into RIMS under the appropriate main item number R&E (03139200) or DEA (03139300).



   d.  VA Form 20-8994, Records Inventory Management System Code Sheet (RCS 20-0777) and VA Form 20-8997, RIMS Equipment Inventory Code Sheet (RCS 20-0778), will be used to enter the data into RIMS.  



16.03  RESPONSIBILITY



   a.  Personnel designated by the Director and/or Records Officer will be responsible for coding the data into RIMS.



   b.  The station Records Officer will ensure all data are accurate prior to entry into the system. 



16.04  RIMS REPORTS



   RIMS is programmed to produce four reports.  These reports function as the inventory of records holdings and dispositions and filing equipment.  A listing of the reports and a description are shown in appendix C.



16.05  CREATING AND UPDATING RECORDS IN RIMS



   a.  Only the records series items listed in appendix A will be controlled in RIMS.  Although a disposition frequency has not been established in the system, all record series items must be updated at least once during the inventory year which begins on October 1 and ends September 30th.



   b.  The Records Officer or his/her designee will determine when the records will be updated and accordingly notify the appropriate Records Liaison Officer (RLO).





16-2

�		M23-1, Part I

March 29, 1993	Change 86  







   c.  After the Records Officer determines when the records will be updated, the appropriate RLO will review the record series items under his/her jurisdiction.  The records eligible for disposition (destruction, relocation, retirement) will be removed from the file bank and a volume, in linear inches, will be obtained for the remaining records through an actual measurement, sampling, or the use of an appropriate computer report as prescribed in paragraph 16.06.



   d.  The RLO will then complete VA Form 20-8994 and forward it to the Records Officer or his/her designee so that RIMS can be updated.



16.06  METHOD OF DETERMINING RECORDS SERIES HOLDINGS



   a.  To avoid a manual measurement of certain record series items, computer-generated reports shown in appendix D will be used to determine the volume of records to be reported in RIMS.  These reports will provide folder counts only.  To determine the holdings in linear inches, multiply the folder count by the average thickness of the file as reflected in appendix E.  The volume for item number 03140200 will be obtained through a manual measurement.  The volume for item numbers 03139200 and 12145000 will be obtained using the following sampling methods:



   (1)  To obtain the R&E folder count (item number 03139200), 10 terminal digits will be sampled and the folders manually counted.  The specified terminal digits will be selected at random throughout the claims folder file bank.  The count will be multiplied by 10 to get the total of R&E folders on station.  To obtain the volume, in linear inches, multiply the number of folders by the average thickness of the file (see app. E).



   (2)  For the Loan Guaranty folder series item 12145000, use the following proportions and manually count the folders.  The counts are to be multiplied by 10 for the 10 percent sampling and 25 for the 4 percent sampling to get a total count of folders in the file series.  The sample group of occupied drawers will be selected at random throughout the Loan Guaranty file bank.  



      In Stations Having:	 Sample Size:



Less than 25,000 folders in the loan	10 percent of the occupied

guaranty file bank	drawers



Between 25,000 and 300,000 folders	4 percent of the occupied

in the loan guaranty file bank	drawers



To obtain the volume in linear inches, multiply the number of folders by the average thickness of each file series (see app. E).
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   b.  An actual measurement of the Claims Folder File Bank (03139000), the Loan Guaranty File Bank (12076000), and the Insurance Folder File Bank (09000000) will be necessary to obtain actual linear inch holdings for these record series items.  The Records Processing Center (RPC) will use the folder counts for XC and claims folders shown on the Claims Folder Statistics Report to determine the linear holdings for these two categories of records.  An actual measurement by the RPC is not needed.



16.07  INSTRUCTIONS FOR PREPARING VA FORM 20-8994, RECORDS INVENTORY MANAGEMENT SYSTEM CODE SHEET. (See figures 1 and 2 for examples of completed code sheets.)



   a.  Item 1. Division.  Enter mail routing symbol of the division completing the form.



   b.  Item 2. RCS Item Number.  Enter 8-digit Records Control Schedule VB-1, part I, item number.  (Entry must be one of the items listed in app. A.)



   c.  Item 3. Org Deviation.  Complete this item only in instances where the records are maintained by a division other than that of the user of the records.  For example, the Loan Guaranty Division is the user of the Loan Guaranty file bank; however, at a number of stations, this file series is maintained by the Administrative Division.  In this case, this item would be coded "23".  A record series item may also be maintained by more than one division.  If this is the case, enter the mail routing symbol of both divisions divided by a slash; e.g., "23/21".



    d.  Item 4. Folders. Complete this item for the following record series items only; 03139200, 03139300, 03140100, 03140200, 06016000, 07690051, 07690052, 08009100, 09000010, 09000020, 12076100, 12076200, 12076300, 12080000, 12080200, 12145000.



NOTE:  Items 5 through 7 will be completed for the following major file series only:



      03139000 - Claims Folder File Bank

      03140200 - XC-Folder Inactive Separated File Bank

      06016000 - PG Folder File Bank

      09000000 - Insurance Folder File Bank

      12076000 - Loan Guaranty File Bank



Provisions have been made to enter data on a record series which is housed in two types of equipment.  If the record is maintained in one type of equipment, all entries will be under the heading Type 1.  If the record is maintained in two types of equipment, entries will be under Type 1 and Type 2.
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   e.  Item 5. Equipment Type - Type 1 or Type 2.  Enter the type of equipment housing the major file series record.  Entry must be one of the alpha codes listed in appendix F.



   f.  Item 6. Units.  Enter the number of units; i.e., filing cabinets or shelves housing the major file series item.



   g.  Item 7. Inches Per Unit.  Enter the total linear inches of filing space available in one unit or on one shelf.  (For uniformity, standard measurements for the most common types of cabinets are provided in appendix F.)



   h.  Item 8.  File Dimension.  THIS ITEM MUST BE COMPLETED FOR ALL RECORD SERIES ITEMS.  Entry will be one of the numerical codes shown in appendix F.



   i.  Item 9A. Active Office Holdings.  Enter the volume in linear inches of the record series item that is maintained in active office space (see

par. 16.06).



NOTE: Items 9B through 11: NOT APPLICABLE TO ITEM NUMBERS 03139000, 09000000 AND 12076000.



   j.  Item 9B. Destroyed From Office.  Enter the volume in linear inches of the records series item that is removed from the office holdings and destroyed.



   k.  Item 9C. Transferred to RPC From Office.  Enter the volume in linear inches of the record series item that is removed from the office holdings and transferred to the Records Processing Center, St. Louis, Missouri.



   l.  Item 9D. Transferred to FRC From Office.  Enter the volume in linear inches of the record series item that is removed from the office holdings and transferred to a Federal records center for storage.



   m.  Item 10A. Inactive Storage Holdings. Enter the volume in linear inches of the record series item that is maintained in inactive storage space (see par. 16.06).



   n.  Item 10B. Destroyed From Inactive Storage.  Enter the volume in linear inches of the record series item that is removed from the inactive storage area and destroyed.



   o.  Item 10C. Transferred to FRC From Inactive.  Enter the volume in linear inches of the record series item that is removed from the inactive storage area and transferred to a Federal records center for storage.



   p. Item 11. Destroyed from FRC (Cubic Feet).  Enter the volume in cubic feet of the record series item that was destroyed from the Federal records center as documented by National Archives and Records Administration notices of intent to destroy records.
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   q.  Item 12A. Signature of Records Liaison Officer.  Self-explanatory.



   r.  Item 12B. Date Prepared.  Self-explanatory.



16.08  CREATING AND UPDATING EQUIPMENT RECORDS



   An inventory of all filing equipment at the station will be maintained in RIMS.  The RLOs will inventory all equipment within their area of responsibility, complete VA Form 20-8997 and forward it to the Records Officer or his/her designee for entry in RIMS.  Filing equipment housing the major record series must be included.  



   a.  Creating Equipment Records.  New equipment records can be created in RIMS only if there are new equipment types not previously established in RIMS.



   b.  Updating Equipment Records.  The equipment in RIMS will be updated annually in August.  Although the equipment records are scheduled to be updated once each year, adjustments may also be made at any time during the inventory year.



16.09  INSTRUCTIONS FOR PREPARING VA FORM 20-8997, RIMS EQUIPMENT INVENTORY CODE SHEET



   VA Form 20-8997 will be completed by each element that maintains filing equipment within a regional office.  (See figure 3 for an example of a completed code sheet.)



   a.  Column (A), Description of Equipment.  Represents the types of filing equipment that may be maintained within a division.  No entry is required.



   b.  Column (B), Equipment Code.  The alpha codes listed in this column correspond to the equipment types listed in Column (A).  No entry is required.



   c.  Column (C), Division (2-Digit Mail Routing Symbol).  Enter the 2-Digit mail routing symbol of the division in which the file equipment is located.



   d.  Column (D), Number of Units.  Enter the total number for each type of filing equipment maintained in the division.  (Include filing equipment housing major record series.)



16.10 RIMS YEAR-END PROCESSING



   The record series update listing provides a printout or displays the series which need updating.  Enter the date by year, month, and day, i.e., 931001, that you wish to interrogate the data base..  A display or printout will indicate all of the records and the date of the last update.
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16.11  REPORTING REQUIREMENTS



a.	The transfer of reports to VBA Administrative Support Staff (20A5) at Central Office will occur in September of each year (see TG 23-90-1, Chapter 7.)  When this process is conducted, the four RIMS reports will be printed automatically, as well as the transfer of the COIN RIMS reports to 

Central Office.



b.  After Central Office has received and analyzed the report for completeness and accuracy, the station will be contacted and instructed to send the RIMS master data files to Central Office.  When this occurs, do the following:



(1)	Print the four RIMS reports.



(2)	Backup the records and equipment master files.



(3)	Prepare the records master file for the upcoming inventory year by deleting all but the last action taken on each record in the data base that was entered during the inventory year.  Data in the "disposition" fields for the last record will also be deleted.  This procedure will allow the station to begin the new inventory year with holdings for each record remaining in the system.



REPORTING REQUIREMENTS



  The records reporting requirements have been integrated into a procedure within the RIMS program (see paragraph 16.10 and TG 23-90-1, chapter 6, RIMS Transmission to CO).



16.13  MAINTENANCE AND DISPOSITION OF RIMS DOCUMENTS



   All COIN reports and code sheets will be retained until disposition instructions are published in a change to the Records Control Schedule VB-1, part I.
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Figure 1.  Completed VA Form 20-8994 for a Major

	File Series Record Item
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Figure 2.  Completed VA Form 20-8994 for a Non-Major

	File Series Record Item
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Figure 3.  Completed VA Form 20-8997 for the Equipment Record
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RECORDS CONTROL SCHEDULE TABLE





	 RCS	 TITLE

	ITEM	   OF

	  NO.	RECORD	ORGANIZATION 



03139000		Claims Folder File Bank	21

03139200		R&E Folders	21/28

03139300		DEA Folders	21

03140100		XC-Folders	21

03140200		Inactive Sep. XC-Fldr File Bank	21

06016000		PG Folder File Bank	27

07690051		JT Folders - In Training	21

07690052		JT Folders - No Training	21

08009100		Claims Folders         	21

09000000		Insurance Folder File Bank 	29

09000010		USGLI Folders	29

09000020		NSLI Folders	29

12076000		Loan Guaranty File Bank	26

12076100		Canceled GIL Folders	26

12076200		PIF GIL Folders         	26

12076300		Active GIL Folders	26

12080000		Active DL Folders	26

12080100		Canceled DL Folders	26

12080200		PIF DL Folders	26

12145000		Appraisal Case Folders	26
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MAJOR FILE SERIES RECORDS





MAJOR FILE

  SERIES

ITEM NOS.	DIVISION	DESCRIPTION OF RECORD SERIES



03139000		21	Claims Folder File Bank Consisting of:

			Claims Folders	-  08009100

			R&E Folders	-  03139200

			DEA Folders	-  03139300

			XC-Folders	-  03140100

			JT Folders (In Trng)	-  07690051

			JT Folders (No Trng)	-  07690052



03140200		21	Inactive Sep. XC-Folder File Bank



06016000		27	PG Folder File Bank



09000000		29	Insurance Folder File Bank consisting of:

				USGLI Folders	-  09000010

				NSLI Folders	-  09000020



12076000		26	LG Folder File Bank consisting of:

				Canceled GIL Folders	-  12076100

				PIF GIL Folders	-  12076200

				Active GIL Folders	-  12076300

				Active DL Folders	-  12080000

				Canceled DL Folders	-  12080100

				PIF DL Folders	-  12080200

				Appraisal Case Folders	-  12145000
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COIN RIM REPORTS





1.  COIN RIM 1 - Records Holdings and Dispositions for All File Series.  This report provides a listing of the disposition actions which took place with all file series record items.  The data provided for each item includes number of folders, cubic feet of records created, file utilization, the disposition actions taken, cubic feet of records which underwent disposition action, holdings location and cubic feet of actual holdings.



2.  COIN RIM 2 - FILING EQUIPMENT - MAJOR FILE SERIES.  This report provides an inventory, by major file series item number, of the number and type of filing units housing the major file series records.



3.  COIN RIM 3 - FILING EQUIPMENT - BY DIVISION.  This report provides an inventory of the number of filing units, by type, within each division.



4.  COIN RIM 4 - EXECUTIVE SUMMARY FOR ALL FILE SERIES.  This report provides totals on records holdings and disposition actions for all record series items.  The report provides current holdings in active and inactive storage areas, total in cubic feet of records destroyed, retired, or relocated from active and inactive storage areas and the total number of folders contained in the record series items that are interfiled in the major file series file banks. 
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REPORTS TO BE UTILIZED TO OBTAIN CERTAIN FOLDER COUNTS



RCS ITEM	  NAME OF 	NAME OF	DATE OF	RECEIVING

 NUMBER 	RECORD SERIES	 REPORT 	 REPORT 	       OFFICE 



03139300		DEA Folders	COIN EDU 272 DEA Folder	August	   23*

			Holdings (Record Counts)



03140100		XC-Folders	Claims Folder Statistics 	July		   23*



06016000		PG Folders	VSD Workload Trends	July		   27*

			Fiduciary and Field

			Exam Activity-RCS 

			20-0206 (3EY1).  

			(Use the totals indicated 

			in the "Awards on the Rolls"

			column.)

		



07690051		JT Folders (In	Update only when folders are retired or destroyed.  Folders

		Training)	counts from 1991 COIN EDU 252 should be accurate since the

			 program has ended.

		

07690052		JT Folders (No	Update only when folders are retired or destroyed.  Folders

		Training)	counts from 1991 COIN EDU 252 should be accurate since the

			 program has ended



08009100		Claims Folders	Claims Folder Statistics 		July	   23*



09000010		USGLI Folders	Insurance Sub-system		August	 290A**

			Run 810 - Policy Holders



09000020		NSLI Folders	Insurance Sub-system Run 		August	 290A**

			810 - Policy Holders



12076100		LG Canceled	COIN GIL/PLS 80-01-		August	   23*

		GIL Folders	Loan Guaranty Dockets on

			Station Excluding Pending

			Cases



12076200		LG PIF/GIL	            " 		  "	    "

		Folders
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RCS ITEM	  NAME OF 	NAME OF	DATE OF	RECEIVING

 NUMBER 	RECORD SERIES	 REPORT 	 REPORT 	  OFFICE 



12076300		LG Active GIL	COIN GIL/PLS 80-01	August	23*

		Folders	Loan Guaranty Dockets on

			Station Excluding Pending

			Cases



12080000		LG Active DL	"       	"	    "

	 	Folders



12080100		LG Canceled DL	            "       	  "	    "

		Folders



12080200		LG PIF/DL	            "       	  "	    " 

		Folders



*     Automatically generated to field stations 

**   Generated by VARO&IC Philadelphia and St. Paul
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AVERAGE FOLDER THICKNESS FOR SELECTED RECORD SERIES



			AVERAGE

			THICKNESS

RCS ITEM NO.	DESCRIPTION	(INCHES) 



03139200		R&E Folders	  .50

03139300		DEA Folders	  .50

03140100		XC-Folders	 2.00

03140200		XC-Folders (Inactive Sep)	 2.00

06016000		PG Folders	   .50

07690051		JT Folders (In Training)	  .30

07690052		JT Folders (No Training)	  .30

08009100		Claims Folders	2.00

09000010		USGLI Folders	  .50

09000020		NSLI Folders	  .33

12076100		Canceled GIL Folders	  .30

12076200		PIF GIL Folders	 1.00

12076300		Active GIL Folders	   .75

12080000		Active DL Folders	   .75

12080100		Canceled DL Folders	   .75

12080200		DL PIF Folders	   .75

12145000		Appraisal Case Folders	   .25



                                                                      16E-1

�

March 29, 1993			M23-1, Part I

				Appendix F

				Change 86





TYPES AND STANDARD MEASUREMENTS OF

FILE EQUIPMENT AND FILE DIMENSIONS TABLE





 

TYPES OF FILE EQUIPMENT



		ALPHA

		CODES	   DESCRIPTION OF TYPE 



	  	A	2-drawer, letter-size file cabinet

		B	4-drawer, letter-size file cabinet

		C	5-drawer, letter-size file cabinet

		D	2-drawer, legal-size file cabinet

		E	4-drawer, legal-size file cabinet

		F	5-drawer, legal-size file cabinet

		G	10-drawer, tabulating card cabinet

		H	Other tabulating card cabinet

		I	Other card cabinet except tabulating card cabinet

		J	Mechanical shelving, including Conserv-a-file

		K	Shelving

		L	Microfilm storage cabinet

		M	Microfiche storage cabinet



                                                                                

		STANDARD MEASUREMENTS OF FILE EQUIPMENT



File Space Available in

One Unit (Linear Inches)		Equipment Description



        48            		2-drawer, letter- or legal-size file cabinet

        96 			4-drawer, letter- or legal-size file cabinet



       120			5-drawer, letter- or legal-size file cabinet

                                                                               



FILE DIMENSIONS TABLE



	Numerical

	     Code                 Size of Record

	01	4x6

	02	5x8

	03	9x11

	04	9x15
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