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AFMAN 37-123, 31 August 1994, is supplemented as follows:

SUMMARY OF REVISIONS

This revision adds the requirement for MacDill Form 21, Records Management Status/Control; deletes
reference to Records Information Management System (RIMS) software (para 2.1.); and deletes reference
to AFR 4-20, Vol II (para 3.).

1.2. See AFI 33-322, Records Management Program, for the specific duties and responsibilities.

2.1.3. (Added) . Form Prescribed: MACD Form 21. Each Functional Area Records Manager (FARM) is
responsible for annotating MACD Form 21. The form is a records management tool to easily track Staff
Assistance Visits, appoint a Privacy Act Monitor, and list other pertinent information for each office of

record. A current form will be kept in the FARM folder and a copy forwarded to the 6th Communications
Squadron, Base Records Manager (6 CS/SCBR).

NOTE: Figure 3.1. Sample File Drawer. Strongly recommend the use of alpha rather than numerical
characters. By using alpha characters, you lower the chances of misfiling, i.e., 2-A is less likely to be mis-
filed, whereas 2-1 may be misfiled in item 21.
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