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ARMY ADDRESSES AND OFFICE SYMBOLS ONLINE (AAO)
USERS MANUAL

Welcom.e.to t.he Records, Management and * us ArmyAddresses and Office Symbols Online (AAO) |
Declassification Agency’s Army Addresses ent and Declassification Agency

and Office Symbols On-Line Web Site. LI

Home RMDA Help User Manual Administrator
Welcome

This site contains the latest approved (office
symbols and official mailing addresses)
submitted by the organizations.

UNCLASSIFIED/IControlled Unclassified Information(CUI)/FOUOQ data

YOU ARE ACCESSING A U.5. GOVERNMENT{USG) INFORMATION SYSTEM(IS) THAT IS PROVIDED FOR USG-AUTHORIZED USE ONLY.

Th e AAO S h 0 u I d n ot b e u S ed as a Veh | C | e fo r By using this 15(Which includes any device attached to this 15), you consent to the following conditions:

H The USG routinely intercepts and mmeniters communications on this IS for purpeses including, but not limited to, penefration testing, COMSEC
ap p rOV3.| . CO ntaCt yO U r ReCO rd S Ad m | n | StratO r monitoring, network operations and defense, personnel misconduct{PM)}, law enforcement(LE), and counterintelli CI) i igations. At any

. . . time, the USG may inspect and seize data stored on this IS. Communications using, or data stored on, this IS are net private. are sub]em to
fo r o ffl C e Sym b o I ap p r oval p rl o r to enterl n g routine monitoring, interception, and search, and may be disclosed or used for any USG-authorized purpose. This IS includes security measures
(e.g., authentication and access controls) to protect USG interests-notfor your persenal benefit or privacy. Notwithstanding the above, using this IS
H does not constitute consent to PM, LE, or Cl investigative searching or monitoring of the content of privileged communications, or work product,
th em I n tO th e AAO related to personal representation or services by attorneys, psychotherapists, or clergy, and their assistants. Such communications and work
product are private and confidential. See User Agreement for details.

Yo u m ay S ear C h fo r | n fo r m atl 0 n y an d W h er e Welcome to the US Army Records Management and Declassification Agency's Army Addresses and Office Symbols Web Site. This site contains
the latest office symbols and official mailing addresses submitted by organizations. You may search for an address or office symbol, and where

i 1 1t appropriate, submit changes, additions and deletions. Assistance with this web site or any functional issues may be directed to
ap p ro p r I ate’ S u b m It C h an g eS 1 ad d Itl o n S an d usarmy_belvoir.hgda-oaa-ahs. mbx.rmda-army-addresses@mail. mil.

d el etl 0 n S . The Records Management and Declassification Agency, US Army Resources and Programs Agency, Office of the Administrative Assistant to the
Secretary of the Army, provides this web site as a public service. It is to be used by the public for viewing and refrieving information only. Al
information on this computer system is considered public information and may be distributed or copied.

This government computer system uses software programs to create summary statistics, which are used for website planning and maintenance,

US erS Wl I I b e as ked to en ter th el r n am e' p h O n e determining technical design specifications, and analyzing system performance.
1 H For security purposes, and to ensure that this service remains available to all users, this government computer system employs software
n u m b er an d em al I ad d reSS W h en req u eStI n g programs to monitor network traffic, to identify unauthorized attempts to upload or change information, to cause damage, or to deny service to
. authorized users.
C h an g eS to th e Ar m y Ad d r eS S eS O n - LI n e " Except for authorized law enforcement investigations, no other attempts are made to identify individual users or their usage habits. Server logs are
scheduled for regular destruction in accordance with National Archives and Records Administration General Schedule 20

Unauthorized attempts to upload information or change information on this service are strictly prohibited and may be punishable under the
Computer Fraud and Abuse Act of 1986 and the National Information Infrastructure Protection Act.

Enter Army Addresses

POC: Eve Roberts @ 703-428-6435 2
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SEARCHING THE DATABASE:

To begin a search, select the appropriate HQDA Agency/Command Name from the drop down
list.

Records Management Division - Component Programs Branch

Select a Command or an Agency from the drop down list in section A. To narrow the search further, select a sub-command. If unsure, select All to search the entire
database. Enter the search criteria in section B, and click the Search button. Click the Restart Search button if starting over with a new Command or Agency. Click on
View All to view all of the information for selected Command or Age| Select a Command
All

HQDA Offices

HQDA Agency/Command Name Army Commands

Army Service Component Commands
HQDA Agency/ACOM/ASCC/DRU/Unified/Other Direct Reporting Units

Other Commands
Unified Commands

Major Subordinate

Additional Search Criteria ‘ ‘

| Search H Reset Search ‘

10/25/2017 POC: Eve Roberts @ 703-428-6435 3
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SEARCHING THE DATABASE (continued):

Then, select a HQDA Agency/ACOM/ASCC/DRU/Unified/Other. If unsure, select ALL to
search the entire database. Click the Reset Search link if starting over with a new
Command or Agency.

Records Management Division - Component Frograms Branch

Salect a Command of an Agency from the drop down list in seclion A To narrow the search furthed, salest a sub-command. If unsure, selest All 1o search the sntife
database. Enber the search criteria in secton B, and click the Search bution. Clhck the Restart Search bution if starting over with a new Command or Agency. Click on
Wi All to siirw all of the infarmation for salecied Command or Agency.

HQDA Agency/Command Name | Army Commands Vl

HQDA Agency ACOMASCC/DRUUNMed Other L e aEo e o e 1 o]

U.S, Army Forces Command (FORSCOM)
Major Subordinate 1)) 5. Army Training and Doctrine Command (TRADOC)
.S, Army Materiel Command (USAMC)

Additional Search Criteria |

| Search || Reset Search |

_‘_; Major Subordinates are only listed for Army Commands.

10/25/2017 POC: Eve Roberts @ 703-428-6435
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SEARCHING THE DATABASE (continued):

Use the Additional Search Criteria to narrow the search, (for example, Commander, public
affairs, division or an office symbol) and click Search.

Records Management Division - Component Programs Branch

Select a Command or an Agency from the drop down list in section A. To narrow the search further, select a sub-command. If unsure, select All to search the entire

database. Enter the search criteria in section B, and click the Search button. Click the Restart Search button if starting over with a new Command or Agency. Click on
View All to view all of the information for selected Command or Agency.

HQDA Agency/Command Name

|Army Commands A |

HQDA Agency/ACOM/ASCC/DRU/Unified/Other

| U.5. Army Training and Doctrine Command (TRADOQC) V|

Major Subordinate

| U.5. Army Chemical School (ATSN) v|

Additional Search Criteria

|ATSN| x|

Search Rgt Search

Once you are satisfied with your entry, click Search. Click the Reset Search link if starting over with a
new Command or Agency.

10/25/2017

POC: Eve Roberts @ 703-428-6435
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ADDING AN OFFICE SYMBOL/ARMY ADDRESS:

To add an office symbol that is missing, first select the proper HQDA Agency/ Command
Name from the drop down list. Then, selecta HQDA Agency/ACOM/
ASCC/DRU/Unified/Other, if listed, select a Major Subordinate then click search.

Records Management Division - Component Programs Branch

Select a Command or an Agency from the drop down list in section A. To narrow the search further, select a sub-command. If unsure, select All to search the entire
database. Enter the search criteria in section B, and click the Search button. Click the Restart Search button if starting over with a new Command or Agency. Click on
View All to view all of the information for selected Command or Agency.

HQDA Agency/Command Name | HQDA Offices V|

LD A L LR ULt A dminisirative ASsistant (o the Secietary of the Aimy,

@ v]

Major Subordinate  Sgjact 5 Major Subordinate v

Additional Search Criteria ‘ ‘

| Search H Reset Search |

_'_13 Major Subordinates are only listed for Army Commands

10/25/2017 POC: Eve Roberts @ 703-428-6435 6
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Office of the Administrative Assistant to the Secretary of the Army www.oaa.army.mil

ADDING AN OFFICE SYMBOL/ARMY ADDRESS (continued):

Click the Add button located at the upper right portion of the page. This will take you to a
page where a request for an addition can be made.

Records Management Division - Component Programs Branch

To add information that is missing, click the Add button. This will take you to a page where a request for an addition can be made. For information that needs to be
comrected, move the cursor over the information and click. You will be taken to a page where a change or deletion request can be made.

Add

Click on New Search to start with a new Search.

Title/Installation Building Mailing Address
Administrative Assistant to the Secretary of the 105 ARMY PENTAGON

Army i FEJIHEL WASHINGTON DC 20310-0105
Deputy Administrative Assistant to the Secretary AR AL 105 ARMY PENTAGON

of the Army 5 DA PENTAGON WASHINGTON DC 20310-0105
Executive Officer SAAA-XO PENTAGON DUl el e U

WASHINGTON DC 20310-0105

. 105 ARMY PENTAGON
Executive Support Office SAAAEX PENTAGON WASHINGTON DC 20310-0105

) 9301 CHAPEK ROAD
Resources Operations Center AARO 1458 ET BELVOIR, VA 22060-5527

. ) 9301 CHAPEK RD
Director, Resources Operations Center AARO-Z 1458 FT BELVOIR, VA 22060-5527

10/25/2017 POC: Eve Roberts @ 703-428-6435
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ADDING AN OFFICE Add Information
SYMBOL (continued):

Enter the Organization's information in Section A, the requestor's information in Section B, and click on the Continue button.

Section A: Address Information “Indicates a Required Field

Enter the organization’s name, HQDA Agency/Command Name [HHQDA Offices v
official ma|||ng address in HQDA Agency/ACOMIASCC/DRU/Unified/Other [ Administrative Assistant to the Secretary of the Army, V|
R Major Subordinate
Section A, and the | V]
geqL_jeStgr s information in T“"*|Records Management Division |
ection B.
Symbol |AAHS—RD |*
The Requestor is the person Building | Casey |
making the changes Mail Address [7701 TELEGRAPH RD
blexandria, VA 22315

After enterlng the data and Section B: Requester Information

. . Requester Name *
you are satisfied the ’ [Jane Doe |
information is correct, click Business Telephone Number [703_428-0000 E

Submit.

Business Telephone Extension | |

DSN | |

If you DO NOT want to add
this address information, click
Cancel.

Email Address |jane.d0e.civ@mai|.mi| | *

If you are satisfied the information is correct, click the Continue button below. You will have another chance to verify that the information is
correct before transmitting to RMDA. If you do not want to add this information, click the Cancel button below.

d Submit || Cancel |

10/25/2017 POC: Eve Roberts @ 703-428-6435 8
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ADDING AN OFFICE SYMBOL — CONFIRMATION PAGE:

If you have no more addresses or office symbols to add, click Done. If have more additions,
select More to continue and follow the steps above.

Add Information

Thank You!
Your request has been submitted and will help us improve our database.

To submit more change requests click the ‘"MORE' button. If you have no meore changes, click the 'DONE’ button to end your session. Click
Mew Search to start a new Search.

Mote: Please note that changes submitted are not automatic and may take up to 5 working days to be reflected.

@ > D
\Done Mnre/

Home | Records Keeping Branch Main Page | Links | Records Management and Declassification Agency
The Adjutant General | Amy Human Besources Command | Army Home Page

Contact Us | Privacy & Security Motice | About ARIMS | DoD Web Policy

10/25/2017 POC: Eve Roberts @ 703-428-6435 9
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MAKING CHANGES:

To make changes to an existing Army address or office symbol, first select the proper
HQDA Agency/ Command Name from the drop down list. Then, select a HQDA
Agency/ACOM/ ASCC/DRU/Unified/Other. Click Search.

Records Management Division - Component Programs Branch

Select a Command or an Agency from the drop down list in section A. To narrow the search further, select a sub-command. If unsure, select All to search the entire
database. Enter the search criteria in section B, and click the Search button. Click the Restart Search button if starting over with a new Command or Agency. Click on

View All to view all of the information for selected Command or Agency.

HQDA Agency/Command Name | HQDA Offices ') |
HQDA Agency/ACOM/ASCC/DRUIUnified/Other [T (= (dac s e e e e e R A A ™ |
Major Subordinate | Sejact 5 Major Subordinate v

Additional Search Criteria | |

‘ Search H Reset Search |

_Li Major Subordinates are only listed for Army Commands

10/25/2017 POC: Eve Roberts @ 703-428-6435
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MAKING CHANGES (continued):

Click on the Title/Installation that you would like to make changes to.

Records Management Division - Compeonent Programs Branch
To add information that is missing, click the Add button. This will take you to a page where a request for an addition can be made. For information that needs to be
corrected, move the cursor over the information and click. You will be taken to a page where a change or deletion request can be made_
Add
Click on Mew Search to start with a new Search.
Title/installatinn Building Mailing Address
Administrative Assistant to the Secretary of the 105 ARMY PENTAGON
q m AR FEEEr WASHINGTON DC 20310-0105
Deputy Administrative Assistant to the Secretary A A A 105 ARMY PENTAGON
of the Army s DA PENTAGON WASHINGTON DC 20310-0105
n 105 ARMY PENTAGON
Executive Officer SAAA-XO PENTAGON WASHINGTON DC 20310-0105
- 105 ARMY PENTAGON
Executive Support Office SAAA-EX PENTAGON WASHINGTOMN DC 20310-0105
. 9301 CHAPEK ROAD
Resources Operations Center AARO 1458 FT BELVOIR, VA 22060-5527
. . 9301 CHAPEK RD
Director, Resources Operalions Center AAMRO-Z 1458 ET BELVOIR, VA 22060-5527
o 9301 CHAPEK RD
Executive Officer AARO-XO 1458 FT BELVOIR, VA 22060-5527
P 9301 CHAPEK RD
Force Structure Division AARO-FS 1458 FT BELVOIR, VA 22060-5527

You will be taken to a page where a change request can be made.

10/25/2017 POC: Eve Roberts @ 703-428-6435 11
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MAKING CHANGES (continued):

www.oaa.army.mil

The View Information page displays the data currently in the system. You may choose to
change the information by clicking Request Change.

View Information

his page displays the data currently in the system. If any information is incorrect, select Request Change to enter the correct information. If

information should be removed, select Request Delete. This will allow you to submit a request, which will be transmitted and processed by
RMDA.

[Address Information

Title Administrative Assistant to the Secretary of the Army
Symbol SAAA

Building PENTAGON

Mail Address 105 ARMY PENTAGON

WASHINGTON DC 20310-0105

Back To Search Results quest Change)Request Delete

10/25/2017 POC: Eve Roberts @ 703-428-6435 12
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Office of the Administrative Assistant to the Secretary of the Army

MAKING CHANGES (continued):

"91

www.oaa.army.mil

The Change Information page displays the current information. Section A is pre-filled for your
convenience. Modify all information that is incorrect, complete Section B, and click Continue.

Change Information

This page displays the data currently in the system. Fields in Section A are pre-filled for your convenience. Modify all information that is
incorrect and click the Continue button.

Section A: Address Information “Indicates a Required Field

Title |Administrative Assistant to the Secretary of the Army |‘

—
Building PENTAL

105 ARMY PENTAGON
WASHINGTON DC 20310-0105

Mail Address

Section B: Requester Information

Requester Name |Jane Doe P

Business Telephone Number 703-428-0000
Business Telephone Extension I:l

DSN

Email Address |iane_doe_civ@mail_mil =

If you are satisfied that the above information should be deleted, click the Continue button below. You will have another chance to verify that
the information is correct before transmitting to RMDA. If you do not want to delete this information, click the Cancel button below

Continue | |\§ancel |

10/25/2017

POC: Eve Roberts @ 703-428-6435 13
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Office of the Administrative Assistant to the Secretary of the Army

MAKING CHANGES (continued):

The Change
Information —
Verification page
contains a summary of
the information that you
have provided. Review
this information carefully
to ensure its accuracy. To
make changes, click
Modify.

If the information shown
Is correct and you wish to
continue, click Submit to
have this request
transmitted and
processed by RMDA.

www.oaa.army.mil

Section A: Address Information
Title

Symbeol

Building

Mail Address

Section B: Requester Information

Requester Name

Business Telephone Number
Business Telephone Extension
DSN

Email Address

Change - Verification

This page contains a summary of the information that you have provided. Review this information carefully to ensure its accuracy. To make

changes, click on the Modify button below. If the information shown is correct and you wish to continue, click the Submit button below to have
this request transmitted and processed by RMDA.

Administrative Assistant to the Secretary of the Army (AASA)
SAAA
PENTAGON

105 ARMY PENTAGON
WASHINGTON DC 20310-0105

Jane Doe

T03-428-6435

jane.doe.civ@mail mil

Please note that once you click on the Submit button, you will NOT be able to change this information by clicking on the Back button on your
page.

| Modify || Submit

Once you click Submit, you will NOT be able to change this information by clicking the Back button on your page.

10/25/2017

POC: Eve Roberts @ 703-428-6435 14
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DELETING EXISTING INFORMATION:

To delete Army address/office symbol, first select the proper HQDA Agency/ Command
Name from the drop down list. Then, select a HQDA Agency/ACOM/ ASCC/DRU/Unified/

Other. Click Search.

Records Management Division - Component Programs Branch

Select a Command or an Agency from the drop down list in section A. To narrow the search further, select a sub-command. If unsure, select All to search the entire
database. Enter the search criteria in section B, and click the Search button. Click the Restart Search button if starting over with a new Command or Agency. Click on

View All to view all of the information for selected Command or Agency.

HQDA Agency/Command Name | HQDA Offices [V

HQDA Agency/ACOWASCC/DRU/Unified/Other | R T Y et e e R R R e e e R T AL AR

Major Subordinate | Select g Major Subordinate v

Additional Search Criteria | |

| Search H Reset Search ‘

_Li Major Subordinates are only listed for Army Commands

10/25/2017 POC: Eve Roberts @ 703-428-6435
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Office of the Administrative Assistant to the Secretary of the Army

DELETING EXISTING INFORMATION (continued):

Click on the Title/Installation that you would like to delete.

C

Title/Installation

/
Administrative Assistant to the S ecretD ry of
Armg

Deputy Administrative Assistant o the Secretary
of the Army

Executive Officer

Executive Support Office

Resources Operations Center

Director, Resources Operations Center

Executive Officer

Records Management Division - Component Programs Branch

Click on New Search to start with a new Search.

Building
SAAA PENTAGON
SAAA-DA PENTAGON
SAAA-XO PENTAGON
SAAA-EX PENTAGON
AARO 1458
AARO-Z 1458
AARO-XO 1458

Mailing Address

105 ARMY PENTAGON
WASHINGTON DC 20310-0105

105 ARMY PENTAGON
WASHINGTON DC 20310-0105

105 ARMY PENTAGON
WASHINGTON DC 20310-0105

105 ARMY PENTAGON
WASHINGTON DC 20310-0105

9301 CHAPEK ROAD
FT BELVOIR, VA 22060-5527

9301 CHAPEK RD
FT BELVOIR, VA 22060-5527

9301 CHAPEK RD
FT BELVOIR, VA 22060-5527

To add information that is missing, click the Add button. This will take you to a page where a request for an addition can be made. For information that needs to be
corrected, move the cursor over the information and click. You will be taken to a page where a change or deletion request can be made.

Add

10/25/2017

POC: Eve Roberts @ 703-428-6435
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DELETING AN OFFICE SYMBOL (continued):

The View Information page displays the data currently in the system. To delete the record, click

Request Delete.

View Information

This page displays the data currently in the system. If any information is incorrect, select Request Change to enter the correct information. If
information should be removed, select Request Delete. This will allow you to submit a request, which will be transmitted and processed by
RMDA.

Address Information

Title Administrative Assistant to the Secretary of the Army
Symbol SAAA

Building PENTAGON

Mail Address 105 ARMY PENTAGON

WASHINGTON DC 20310-0105

oaa.army.mil

Back To Search Results Reguest Change

10/25/2017
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DELETING AN OFFICE SYMBOL (continued):

The Delete Information page displays the data currently in the system. This information cannot
be changed. Fill Section B and click Continue to delete the record.

Delete Information

This page displays the data currently in the system. Fill out your informatien, and click Continue button to have this record deleted.
Section A: Address Information

Title Administrative Assistant to the Secretary of the Army
Symbol SAAL

Building PENTAGON

Mail Address 105 ARMY PENTAGON

WASHINGTON DC 20310-0105

Section B: Requester Information *Indicates a Required Field

Requester Name |.Jane Doe P

Business Telephone Number |703_428_0000 |’

Business Telephone Extension I:l

DSN | |

Email Address |iane_doe_civ@mail_mil P

If you are satisfied that the above information should be deleted, click the Continue button below. You will have another chance to verify that

the information is correct before transmitting to RMDA. If yo t want to delete this information, click the Cancel button below.
ContinueJ,P Cancel ‘

10/25/2017
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DELETING AN OFFICE SYMBOL (continued):

The Delete Information
— Verification page
contains a summary of
the requestor’s
information that you
have provided. Review
this information carefully
to ensure its accuracy.

To make changes, click
on the Modify button. If
the information shown is
correct and you wish to
continue, click the
Submit button to have
this request transmitted
and processed by
RMDA.

Delete - Verification

This page contains a summary of the information that you have provided. Review this information carefully to ensure its accuracy. To make

changes, click on the Medify button below. If the information shown is correct and you wish to continue, click the Submit butten below to have
this request transmitted and processed by RMDA.

Section A: Address Information

Title Administrative Assistant to the Secretary of the Army
Symbol SAAA

Building PENTAGON

Mail Address 105 ARMY PENTAGON

WASHINGTON DC 20310-0105

Section B: Requester Information

Requester Name Jane Doe

Business Telephone Number 703-428-0000
Business Telephone Extension
DSN

Email Address jane doe civ@mail .mil

Please note that once you click on the Submit button, you will NOT be able to change this informatien by clicking on the Back button on your
page.

| Modify || submit |

_‘_j Once you click Submit, you will NOT be able to change this information by clicking the Back button on your page.

10/25/2017
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