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Retired Records Inventory Management System 

 

• RIMS manages the retired records assets of the 

Department of State throughout their lifecycle.   

 

• Desktop access to RIMS by over 400 researchers 

involved in public and Government access requests – 

ensuring complete, accurate, and timely searches for our 

customers.  

 

 

What is RIMS 
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• U.S. Department of State:   

– Consists of nearly 500 domestic offices and 250 overseas posts. 

– The Records and Archives Management Division has 

responsibility for records management activities across the 

Department, including the Records Service Center. 

• Records Service Center (RSC):  

– State’s centralized records center receiving all non-consular 

retired records worldwide. 

– Processes up to 1,000 incoming retirements of records (lots) per 

year. 

– The Department uses a Records Retirement form (called a DS-

693) that lists metadata and includes a folder list of the contents of 

each box retired.   

 

 

Introduction/Overview 
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• Manual Processing   

– Paper filing of retirement manifests with manual updating 

– Poor tracking capability  

– Lack of an adequate management control mechanism 

• Manual Searching 

– Time-consuming 

– Incomplete results 

– Inconvenient for researchers   

• Oversight  

– Difficult to assess retirement practices of offices/posts 

– Difficult to review work of records center staff 

Problems that needed to be solved 
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•  RIMS provides an essential tool for Records Managers  

– Electronically manages retired records 

– Enables managers to easily monitor retirement practices   

– Powerful tool to conduct research projects and identify records 25 years or 

older 

– Reports for monitoring records center operations 

• Faster and complete searches - RIMS is now used for all retired 

records searches 

– Search time for FOIA and other requests is dramatically reduced, thus 

ensuring more timely and complete responses 

– Retired records are easily located preventing unnecessary search taskers 

to offices and posts 

 

 

 

RIMS Solves Management and Search Issues 
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• Implemented in phases:   

– Began scanning and data entry of metadata in 2011 

– Developed processing database  

– Completed search database in early 2012  

• Followed the IT systems development lifecycle 

• GANTT charts and project plans and pilot/testing for each 

stage 

• Full-spectrum requirements identified (not limited to RM 

only) 

• Collaborative effort with IT, records managers, FOIA, and 

other stakeholders 

Implementation of RIMS 
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• RIMS Components: 

– Data and Image Capture: 

– One Microsoft SQL server at the records center  

– Microsoft Access front end with PDF viewer for the scanned 

manifests. 

– Search and Retrieval: 

– One virtual server at the records management location in D.C.  

– Web-enabled search and retrieval front end includes Autonomy 

Search Engine and Microsoft ASP.NET Framework 

– Updates made on the processing front end appear in the search front 

end within seconds  

– Scanning: 

– Manifests are scanned into RIMS using Kofax scanning software 

System Architecture 
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• Contents 

– Metadata for all lots retired to the RSC from 1940s to the present – more 

than 46,000 records and growing 

– Full-text searchable scanned records manifests from 1970 to the present 

– more than 30,000 records so far 

• Capabilities 

– Tabbed user interface 

– Field sorting  

– Multi-field searching 

– Desktop access to over 400 users for RIMS search and RM desktop 

access to the processing front end 

– Links to records schedules, record retrieval forms, training slides and 

instructions 

 

Technical Specifications 
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• RSC uses the RIMS processing front end to 
automate and streamline processing and 
tracking of retired State Department records  

 

 

RIMS Processing Front-End 



10 

• Options are based on 

processing stages  

• Major processing modules 

include:  

– Logging in new lots 

– QC/editing of metadata 

–  Destruction processing 

– Retirement to an FRC 

– Accessioning lots to NARA 

•  Additional Modules include: 

– Records retrieval processing 

– Box run tracking 

– Reports (Admin Menu) 

RIMS Processing Front End 
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Log In Module 
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Edit Module 
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Other Modules 
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• Reports module 

allows management 

to run reports on 

various processes  

– Can proactively 

identify trends and 

weak spots and 

address them before 

they become 

problems 

– Reports based on 

government 

inspection criteria  

Reports Module 
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• Authorized users can search both the full-text DS-

693 forms and the metadata fields in the RIMS 

database.   

• By automating Searching, RIMS increases … 

 

 

RIMS Search Front End   

• Electronic results 
available in 
seconds 

• Links to request 
forms to complete 
and send 
immediately 

Speed 

• Searches all 
possible data at 
once, across 
multiple fields 

• Multiple people can 
access same 
information  

Accuracy 

• Searches at 
desktop 

• Saved results  

• Electronic results 
and box requests  

Convenience 
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Accessing RIMS Search Front End 
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• Search by keyword or phrase 

– Keyword 

 

 

» Case does not matter 

» Searches metadata and full-text DS-693 

 

– Phrase     

 

» Phrase is encased in quotation marks 

 

 

Searching RIMS – Basic Search 
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Basic Search – Limited to One Field 

• Type keyword or phrase 
• Select field to search  

• Will search metadata only 
• Search will execute as soon as field is selected 
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Refining a Search 

• Search within results by typing a different keyword or phrase in 
the search box 
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• Columns can be sorted A-Z or Z-A as well as added or 
removed from view. 

• Can view metadata by clicking on blue icon on extreme left of 
first result and view PDF by clicking on the PDF icon. 

 

 

 

 

 

 

 

 

 

 

Navigating the Results Screen  
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• Can search the PDF 
by using the inherent 
search capability 

• Lists instances and 
highlights search 
term(s) in context 

Searching within the PDF 
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Advanced Search 

Using Pre-Set Fields Adding/Removing Fields 
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Questions? 
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Contact Information 

Point of Contact Phone and Email 

Tasha Thian 
Agency Records Officer 

202-261-8424 
thiantm2@state.gov  

Blane Kauthen 
Records Program Manager 

202-261-8394 
kauthenbd@state.gov  

Andy Blumenthal 
Division Chief  

202-261-8853 
blumenthalan@state.gov  

Mary Beth Weaver 
Project Manager 

703-923-6461 
weaverme@state.gov  
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