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From: Commanding Officer, Marine Corps Air Station New River
To: Distribution List

Subj: 2022 ANNUAL AUDIT OF MARINE CORPS AIR STATION NEW RIVER
ESSENTIAL RECORDS

Ref: {a) ASO 5210.2B
Encl: (1) Essential Records Inventory 2022

1. Purpose. Marine Corps Air Station (MCAS) New River’s
Essential Records Program operates under policies, plans, and
procedures to identify, use, and protect Essential Records to
meet operational responsibilities under emergency or disaster
conditions.

2. Background. Essential Records are those identified for
emergency functions and those that preserve the rights and
interests of Marine Corps personnel. Essential Records must be
current, complete, accessible, usable, and adequately protected
in order to assist the organization in restoring and/or
sustaining near-normal operations during and after a natural
disaster, emergency, or attack. This is a program element of
MCAS New River'’s emergency management function.

3. Action

a. Essential Records include all plans, policies, financial
documents, directives, appointment letters, delegations of
authority, organizational charts, mission and function
statements, books, papers, maps, photographs, machine readable
materials, databases, the Continuity of Operations Program, and
other documentary materials, regardless of physical form or
characteristics.

DISTRIBUTICN STATEMENT A: Approved for public release;
digtribution is unlimited.



ASBul 5210.2

FEB 2 7 2022

b. Essential Records may be in paper form, microform,
magnetic tapes, disks, and etcetera. Essential records
maintained and eventually stored in other than paper form to
support access are to be available at the Alternate Headgquarters
Site (AHS) or alternate Emergency Operations Center (EOC).

c¢. A copy of the software program and the guides,
passwords, and other information required to use the records
must accompany them to the designated AHS or alternate EOC;
equipment must be readily accessible and in working condition at
all times in the event of an emergency.

d. MCAS New River departments and subordinate commands are
responsible for updating the Essential Records Inventory with
the following as shown in enclosure (1):

(1) BAn inventory of Essential Records identified by each
MCAS New River department and subordinate command;

(2) A list of equipment, telecommunications, and
computer software and programs needed to access electronic
records;

(3) Paper copies, compact disks, external hard drives,
webgites, share drive access mappings, to support the inventory
of the Essential Records.

4. Reserve Applicability. This Bulletin is applicable to
Marine Corps Air Station New River,

5. Cancellation Contingency. This Bulletin is cancelled upon
submission of the next Air Station Bulletin 5210,

By direction
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