OHIO DEPARTMENT OF ADMINISTRATIVE SERVICES

INFORMATION MANAGEMENT

RECORDS INVENTORY WORKSHEET

Agency Division/Institution Section/Unit

Address Inventory Taken By Date

Records Series Title

Record Series Description

Cubic Foot Measurements (1 cu. ft. = 1728 cu. in.) Medium Codes
Letter Size Drawer 1.5 cu. ft. Microfilm 90 16 mm Reels 1.0 cu. ft. P - Paper
Legal Size Drawer 2.0 cu. ft. 4 X 6” Card File, Single Row 12” 0.2 cu. ft. M - Microform
Record Center Carton 1.0 cu. ft. 5 X 8” Card File, Single Row 127 0.3 cu. ft.

Shelving, 4 ft. Letter Size 2.3 cu. ft. Tab Card Drawer, Single Row 25” 0.3 cu. ft.

Shelving, 4 ft. Legal Size 3.0 cu. ft.

Location Inclusive Dates of Records Volume Medium Reference Activity Rate
Number From To (cubic feet) Code
Ist - 3rd Years 4th - 5th Years After 5 Years
Month/Year | Month/Year
Comments
Date

ADM 3516 (Rev. 2/99)

Authorized Agency Official




RECORDS ANALYSIS WORKSHEET Agency Series No.

(Attach additional sheets if necessary)

ADMINISTRATIVE
Is this record series referenced after 5 years? O Yes 0ONo 0O Don’t Know
LEGAL
Has legal counsel been sought concerning any statutory or regulatory requirements
affecting the retention of this record series? O Yes [ONo 0O Don’tKnow
O Revised Code Section No. Retain ____ Years
[0 Administrative Code  Section No. Retain Years
O Other Retain ___ Years
FISCAL
Is this record series audited? O Yes 0ONo 0O Don’tKnow
O State Audit  Years —_ [ Federal Audit  Years —
HISTORICAL
Does this record series have historical value? O Yes 0[ONo [O Don’tKnow
CONFIDENTIAL
Does this record series contain confidential information as defined
by ORC 149.43? O Yes [ONo 0O Don’t Know
VITAL
Does this record series contain vital information? OYes ONo 0O Don’tKnow
MICROFILM
Is this record series microfilmed? O Yes ONo 0O Don’tKnow
If not, could microfilm be used? OYes 0ONo 0O Don’t Know
Recommended Retention Period Retention Justification
In office area No record series should be scheduled for destruction for

more than 5 years after its creation, or 5 years after the
close of a transaction or case file, or 5 years after an event
without justification.

In Records Center

O Agency Records Center O Off-site Records Storage Facility

Completed By Date Authorized Agency Official Date




