 SEQ CHAPTER \h \r 1SAMPLE RECORD INVENTORY FORM
NONSHADED AREA COMPLETED BY RECORDS HOLDER/SHADED AREA COMPLETED BY PROJECT TEAM

	Date      

	Phone      
	Name       

	Office      

	Division      
	Branch      
	Room       

	Title      

	Location:
 FORMCHECKBOX 
 Work Station        FORMCHECKBOX 
 File Station
 FORMCHECKBOX 
 Both

	Purpose (Legal Requirement and/or reason records were created)      


	Description (Refer to instructions on back - the description must be comprehensive.)      


	     

	Contains the following kinds of documents (Check all that apply)

	 FORMCHECKBOX 
 
Nonrecords              
	 FORMCHECKBOX 
 

Office Administrative   
	 FORMCHECKBOX 

Grants & Support Agmts*    
	 FORMCHECKBOX 
 Interagency Comm

	 FORMCHECKBOX 
 
Program Mgt 
	 FORMCHECKBOX 
  
Program Development
	 FORMCHECKBOX 
 
Training (given) Materials
	 FORMCHECKBOX 
 Legal*

	 FORMCHECKBOX 
 
Contract Deliverables            
	 FORMCHECKBOX 

Contract Information*   
	 FORMCHECKBOX 
 
Regs/Legs*                           
	 FORMCHECKBOX 
 Investigation*

	 FORMCHECKBOX 
 
Original Signed 
Documents*
	 FORMCHECKBOX 
 
Personal Papers             
	 FORMCHECKBOX 

Policies/Procedures/Directives

	Are these convenience copies for your reference only?     FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

If yes, who has the official copy?

	Estimated volume              Current
     
(in Linear Inches)               Annual
     
	Date Range                  Start 
     
                                     End
     

	How long is this material needed for administrative use?       For legal reasons (if known)?      

	SHADED AREA TO BE COMPLETED JOINTLY BY EMPLOYEE & PROJECT TEAM

CHECK ALL THAT APPLY

	FILE INTEGRITY
 FORMCHECKBOX 
 File breaks

 FORMCHECKBOX 
 Missing documents

 FORMCHECKBOX 
 Related files elsewhere
	FINDING AIDS
 FORMCHECKBOX 
 None

 FORMCHECKBOX 
 Shelf list

 FORMCHECKBOX 
 File plan

 FORMCHECKBOX 
 Other
	FILE CONTROLS
Access 
 FORMCHECKBOX 
 Open 
 FORMCHECKBOX 
 Closed

Locks
 FORMCHECKBOX 
 Yes   
 FORMCHECKBOX 
 No

Staff     
 FORMCHECKBOX 
 Yes  
 FORMCHECKBOX 
 No

Trained 
 FORMCHECKBOX 
 Yes   
 FORMCHECKBOX 
 No

Written 
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

Policy/Procedures
	DUPLICATION
 FORMCHECKBOX 
 Original

 FORMCHECKBOX 
 Copy  
 FORMCHECKBOX 
 Signed Copy

 FORMCHECKBOX 
 Official

Other copy locations:

   FORMCHECKBOX 
 in Dept    
 FORMCHECKBOX 
 in OARM

   FORMCHECKBOX 
 in EPA    
 FORMCHECKBOX 
 out of EPA 

	MEDIUM
 FORMCHECKBOX 
 Paper   FORMCHECKBOX 
 Ltr   FORMCHECKBOX 
 Lgl

 FORMCHECKBOX 
 Microform

 FORMCHECKBOX 
 On-line
 FORMCHECKBOX 
 Diskette

 FORMCHECKBOX 
 Audiovisual

 FORMCHECKBOX 
 Maps/Drawings
	ARRANGEMENTS
 FORMCHECKBOX 
 Subject

 FORMCHECKBOX 
 Chron

 FORMCHECKBOX 
 Alpha/numeric

 FORMCHECKBOX 
 Alpha

 FORMCHECKBOX 
 Numeric

by:
	LEGAL STATUS
 FORMCHECKBOX 
 Official

 FORMCHECKBOX 
 Supporting files

 FORMCHECKBOX 
 Working papers

 FORMCHECKBOX 
 Reference material

 FORMCHECKBOX 
 Personal papers

 FORMCHECKBOX 
 Convenience copy
	STORAGE
 FORMCHECKBOX 
 Lateral

 FORMCHECKBOX 
 Vertical

 FORMCHECKBOX 
 High density

 FORMCHECKBOX 
 Book shelf

 FORMCHECKBOX 
 Box

 FORMCHECKBOX 
 Desk drawer

	CUTOFF
 FORMCHECKBOX 
 End of year 
 FORMCHECKBOX 
 On clean up days

 FORMCHECKBOX 
 Periodically                      FORMCHECKBOX 
 Never purged

 FORMCHECKBOX 
 Other      
	RESTRICTIONS
 FORMCHECKBOX 
 Vital                     
 FORMCHECKBOX 
 Confidential

 FORMCHECKBOX 
 Subject to audit    
 FORMCHECKBOX 
 Archival

 FORMCHECKBOX 
 Public disclosure        FORMCHECKBOX 
 Required    
 FORMCHECKBOX 
 Prohibited
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 SEQ CHAPTER \h \r 1Instructions

Complete an inventory form for each records group.  A records group or “series” is defined as file units or other documents arranged according to a filing system or kept together because they relate to a particular subject or function, result from the same activity, document a specific kind of transaction, take a particular physical form, or have some other relationship arising out of their creation, receipt or use, such as restrictions on access and use.

Date, Name, Office, Division, Branch and Phone: Self-explanatory.

Title: Each series should be given a title for brief reference.  Examples: general correspondence, EPA forms, leave records, office administrative files, etc.

Purpose: Self-explanatory.

Description:  Each description should contain enough information to show the purpose, use and subject content of the records.  Follow these guidelines:


(a) 
Avoid emphasizing form numbers, especially when describing case files.


(b)
Consider combining into a single inventory item a number of very small series of temporary records if they serve the same function and/or are proposed for the same retention period.


(c)
Avoid terms, such as “miscellaneous” or “various,” that add nothing to the description.


(d)
Give special attention to describing potentially permanent records, because NARA requires more detailed information on them.

Volume: Indicate the volume of records in linear inches.  NARA requires agencies to give volume figures of records proposed for permanent retention and also for nonrecurring records proposed for immediate destruction.

Annual Growth: Estimate annual growth for each series if the records are current and continuing.  NARA requires agencies to furnish the rate of growth of such records proposed for permanent retention but not those proposed for disposal.  If growth is not expected, indicate “none.”

Date Range: List the earliest and latest dates of the records in each series.  If the series is still being created at the time of the inventory, indicate the latest date by the designation “to date” or “to present.”

Disposition Authority: Enclosed in this packet is a list entitled “EPA Approved Disposition Schedules”.  Please review this list carefully.  Match your records to a records title on the list (if you can) and indicate the number.  If the purpose or use of the records has changed, please explain what the change is.  Example: regulations now mandate the files be maintained where before you kept them for administrative purposes only.  Conversely, laws no longer require the files be kept, but you are still keeping them for reference.
