Shawnee State University
Records Inventory
            
                                    
	
1
	
Division
	
Choose an item.

	
2
	Area (ex. Library,  Graduate Center)
	Click here to enter text.
	
3
	
Department
	
Click here to enter text.

	
4
	Location (Building, Room, Location within room)
	Click here to enter text.
	
5
	
Record Series Title
	
Click here to enter text.

	


6
	Description:
(physical description – Example: In black notebook, disc, 4X7 in forms, etc.)



Purpose of record series:
	

Click here to enter text.


	
	
	
Click here to enter text.


	
7
	
Arrangement:
	Click here to enter text.
	
8
	Are Records Still Created?
	
[bookmark: Check1][bookmark: Check2]|_| Yes            |_| No                

	9
	Quantity (Lin. Ft.):
	 
Click here to enter text.

	10
	Span Dates
	From: Click here to enter a date.  
To: Click here to enter a date.

	11
	Format:
	Click here to enter text.
	
12
	Retention Group
(committee use only)
	

	13
	Retention Period:
	How long are records currently maintained?
Click here to enter text.

	
	
	Plan for destruction?
Click here to enter text.

	14
	Inventory Taken By?
	Click here to enter text.
	15
	Date:(Month - Day - Year):
	Click here to enter a date.


