OFHEO PAPER-BASED RECORDS INVENTORY AND ANALYSIS WORKSHEET

INVENTORY 

DATA:
Location:
Department/Section:
Building/Floor/Room:

Record Series Name:



DESCRIPTION OF FILES/USE AND PURPOSE:



Filing Instructions:
Indexing Instructions:



Volume:
Inclusive Dates:
Present Retention:



Office of Origin:


Office of Record:

Other Offices Receiving Copies:



Analyst Name/Date:



RECORD ANALYSIS AND APPRAISAL:
Legal Requirements:



Preliminary Retention Recommendation
Final Retention Recommendation

Office:


Office:

Records Center:


Records Center:

Remote Site:


Remote Site:

Total:


Total:

Analyst Name/Date:



DEPARTMENT INTERVIEW:
    

Operational Value:


Expires After:

Audit Requirements:


Expires After:

Potential Legal Value:


Expires After:

Historical/Archival Value:



Other Comments/Recommendations:



Interviewee Name/Date:


Legal Dept. Name/Date:
Tax Name/Date:

Interviewee Name/Date:


Accounting Name/Date:
Research/Historical Name/Date:

ELECTRONIC INFORMATION SYSTEMS (EIS) INVENTORY AND ANALYSIS WORKSHEET

INVENTORY DATA:
Location:
Department/Section:
Building/Room:

System Owner Name:
System Administrator Name:

EIS Name/Address:
EIS Popular Name:

DESCRIPTION OF EIS USE AND PURPOSE:



Applicable Requirement:

Office of Record:

System Software:

System Input:

System Data:

System Output/Reports:

System Documentation:

Application Priority:

Volume:

Access Rules:

How Secured:

Software Capture Time:

Input Capture Time:

Data Capture Time:

Output/Reports Capture Time:

Documentation Capture Time:

Software Disposition Authority:

Input Disposition Authority:

Data Disposition Authority:

Output/Reports Disposition Authority:

Documentation Disposition Authority:

Software Total Retention:

Input Total Retention:

Data Total Retention:

Output/Reports Total Retention:

Documentation Total Retention:

Software Disposition Methodology:

Input Disposition Methodology:

Data Disposition Methodology:

Output/Reports Disposition Methodology:

Documentation Disposition Methodology:

Vital Records?

If VRs, Which Type?

VR Protection Method:

VR Protection Duration:

VR Protection Frequency?

Privacy Act System of Records?

PASOR Notification #:

Analyst Name:

