
 
 
                INDIVIDUAL UWO RECORDS INVENTORY WORKSHEET 

NUMBER FROM INVENTORY LIST ______ 
 
 
1. RECORD SERIES NAME:  
 
 
2. AMOUNT OF RECORDS (USE LINEAR FEET AS A GUIDE):  
 
 
3. RECORD FORMATS: 
 

      PHYSICAL □ 

      ELECTRONIC □   LIST ALL MEDIA TYPES AND FILE FORMATS:   
 
      

      OTHER □ 
 
 
4. RECORD SERIES LOCATION (INCLUDING LOCATION ON SERVER)       
  
 
 
5. RECORDS USE: 
 
      HOW OFTEN ARE THESE RECORDS CONSULTED?  
   
 
      HOW LONG DO YOU THINK THESE RECORDS SHOULD BE KEPT? 
  
 
 
6. UNIQUE FEATURES OF THIS RECORD SERIES: 
      
 
 
 
 
 
7. OTHER PHYSICAL DESCRIPTIONS: 
 
 



 
 
DESCRIBE IN MORE DETAIL THE RECORD SERIES: 
  
  
WHAT TYPES OF MATERIALS DOES THE SERIES CONTAIN? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
WHAT IS THIS SERIES USED FOR?  
 
 
 
 
 
 
 
 
 


	Series Name: Library Director's Subject Files
	Amount: 2 linear feet per year
	physical: Yes
	Electronic: Yes
	Other: Off
	Formats: 
	Other Text: 
	Location of Records: Polk Library 204A
	How Often: On a weekly basis
	How Long?: Date when no longer needed for ongoing administration. 
	Unique: Includes primary documentation of the administration of Polk Library.
	Other aspects: Files are organized alphabetically by topic.
	Describe: The files include periodic activity reports, both narrative and statistical.
Special reports
Research materials
Topical correspondence

* Please note that these files do NOT include files related to individual program activities, human resource files and accounting records.
	Used For: These records are consulted to support administrative analyses, program and project planning, procedure development and programmatic activities of the library.
	Number From: 1


