THE UNIVERSITY OF THE WEST INDIES

INVENTORY OF RECORDS

DEPARTMENT: __________________________________ DATE: _______________

LOCATION:___________________________CONTACT: ______________________

MEDIUM:  _______________________  RECORD SERIES: ____________________
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______DRAWER:  ______   BOX: ______ OTHER: ​​​_______________
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NOTES ON INVENTORY FORM

RECORD SERIES TITLE

The record class or series is that group of documents or files which is always treated together.  Examples of these are personnel files, invoices, contract negotiations.  They may contain many documents as well as correspondence, but the individual files would not be subdivided and separated.

DATES

The earliest and latest date of files in that record series.  In some case, where the series is arranged chronologically, this is easy to determine.  In others, as with personnel files, it is necessary to examine a sampling of older files to make a guess.  This is especially true of stored files, about which nobody can remember anything.  

FILING INCHES

Estimate the number of inches (or feet or centimeters) being used, on a shelf or in a drawer, by the files.  If on microfilm or microfiche, how many rolls or sheets.  If on diskettes, how many disks, of what size, are used for each series?  If on the mainframe, there may be a system that bills each department for its use and storage space.  If not, it will be necessary to meet later with the information systems group to discuss departmental size and storage on-line.

EQUIPMENT

Note the type and size of filing equipment, reader printers, terminals, and personal computers.  Include brand names and model numbers.

MEDIUM

Is the information stored on paper, microfilm, diskette, hard disk, a mainframe held internally or externally, a video cassette?

FILING/CONTROL SYSTEM

How are files arranged:  alphabetic, numeric, chronological, terminal digit, alphanumeric, etc?  Disk and on-line directories will have to be examined, as well as microfilm that is not blip-coded.

DOCUMENTS AND CONTENT

List the type of forms, getting blank copies of each, and documentation within the files of the record series.

STORAGE/DUPLICATION

Are other files, including duplicates, from that series stored in any other location?  Where?

