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University offices are asked to help complete an inventory of all University Records that the office creates or receives.  This inventory serves as the basis for the development of office-specific records retention schedules and allows the Archives to provide guidance on retention, disposition, and storage methods.  

PROCEDURES

To the extent possible, the following procedures guide the production of an office inventory:
· Identify the various Record Series that comprise an office’s files.  Series that are captured in the General Records Retention Schedules are not listed here.  
· Note on the inventory worksheet pertinent information for all University Records that this office creates or receives.  Omit transitory work products such as drafts and notes.  Transitory work products do not constitute University Records and should be destroyed when no longer needed or referred to.
· Include records that originate from other offices or outside agencies.  Also include records that originate in this office and that are distributed to other offices or outside agencies.
· Include records that are no longer accessed or that are accessed infrequently.  Also include records that are stored in remote locations.
· Identify Record Series that exist in any media, including electronic.
· Use multiple sheets if necessary.
· The completed worksheet will be used by the Archivist for Records Management  to draft office-specific records retention schedules.  

DEFINITIONS

Record Series Title: Formal name for a group of similar records that are arranged according to a filing system and that are related as the result of being created, received, or used in the same activity.  Examples of record series include Audit Reports, Committee Records, Employee Files, Liability Waivers, and Subject Files.  Please include informal names that are commonly used. 
Description: Explanation of the contents, characteristics, organization, and functions of a record series.

Media: The physical object on which information is stored. Examples include paper, CD, local server/database, remote server/database, and microfilm. When pertinent, please provide the type of software used for electronic records.

Active Life: The length of time during which records are regularly consulted in the course of business.

Current Retention/Disposition Practices: The length of time this office currently retains the records and whether they are destroyed or transferred to the Archives.


Current Volume: Quantity of records currently stored in the office and its storage areas.  Be as specific as possible.  For example, note the number of boxes and the size of those boxes, the number and size of filing cabinet drawers, or the total thickness of folders in inches.  For electronic records, provide the amount of electronic storage space in megabytes or gigabytes.

Annual Accumulation: Approximate quantity of records generated or received each year.  See “Current Volume” for instructions on how to report quantity.

Comments or Concerns: Additional information or questions you might have.
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