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Archives and Special Collections: Records Management
Cowles Library
2725 University Avenue l Des Moines, IA 50311
Records Survey
Please answer the following questions by filling out the form on page 2.
If needed, copy additional forms.

[bookmark: _GoBack]
1. What “record series” do you maintain?  
A record series is a group of similar records, arranged according to a filing system and related as the result of being created, received, or used in the same activity.  Simple, descriptive terms are best, like: “General correspondence,” “Committee minutes,” “Annual reports,” or “Administrative files.”   


2. How long do you retain records?  Are they discarded after a specific time, kept permanently in-house, or should they be transferred to the University Archives?  


3. Are any records “closed” or have access restrictions?   Do any records have sensitive or confidential information?   What records would be vital to completely rebuilding your office/department following a disaster?





	Please follow the below example for each record series that you’re transferring.
Example


	Record Series: Gift Files 
Brief description: Document the funding of financial gifts to the university and the administration of these funds. Included in this series are financial records, correspondence, memoranda, reports, special stipulations or provisions, and other related information. 

	Retention 
 Office: 5 years 
 University Archives: Permanent 
	Access restrictions:  Financial records closed to public
	Sensitive information: Some correspondence confidential (marked red) 
	Vital records: none


Owner (Department/Office/Committee): _____________________________________________

Location (Building/Room #): ______________________________________________________

Contact Person
	Name: __________________________________________________________________
	Email: __________________________________________________________________
	Phone: __________________________________________________________________

Any department-wide committees? ________________________________________________

What electronic systems are used in your office? _____________________________________

-------------------------------------------------------------------------------------------------------------------
Record Series: _________________________________________________________________
Brief description: _______________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
Retention
· Office: _________________________________________________________________
· University Archives: _______________________________________________________
· Access Restrictions? _________________________________________________
· Sensitive information? ________________________________________________
· Vital records? _______________________________________________________  

--------------------------------------------------------------------------------------------------------------------
Record Series: __________________________________________________________________
Brief description: ________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
Retention
· Office: ___________________________________________________________________
· University Archives: _________________________________________________________
· Access Restrictions? ___________________________________________________
· Sensitive information? _________________________________________________
· Vital records? ________________________________________________________ 

----------------------------------------------------------------------------------------------------------------------
Record Series: ____________________________________________________________________
Brief description: __________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Retention
· Office: ____________________________________________________________________
· University Archives: __________________________________________________________
· Access Restrictions? ____________________________________________________
· Sensitive information? __________________________________________________
· Vital records? _________________________________________________________ 
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