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RECORDS MANAGEMENT FOLDER PROFILE INVENTORY FORM 

Folder Number ______________________  Organizational Code _______

Program Area ______________________________________________________________________________ 

Record Owner Name ___________________________ Record Owner Life/Guest # ______________________ 

Series Title ________________________________________________________________________________

Series Description  __________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Year Started (e.g., 1950) ___________ Year Ended (e.g., 1999)  _____________ 

Arrangement:


Alphabetical __  Chronological __  Geographical __  Numerical __  Subject __ 

IRB (CIRC) # ___________  

Is this record Epidemiological (Y/N)?  _______  

If yes, why?

Health __  Human Experimentation __   Medical __   Personnel __   Rights __  Safety __

Is this record Environmentally Significant (Y/N)? ________

Records Management 

Bldg. 477

P.O. Box 5000

Upton, NY 11973

RECORDS MANAGEMENT DOCUMENT PROFILE INVENTORY FORM

Organizational Code _____________   Record Owner Life Number ________________________

Record Type:
Paper __   Electronic __   Audiovisual __   Microform __

Record Status:  Active  __   Inactive __

Bldg. # _______        Room # ________          Volume (cu. ft.) _________

Is the record vital (Y/N)? ___    If vital, please select vital classification:  Financial __  Legal __  Operations __

Start Date ___________  End Date ___________   

Electronic 

IP Address _____________________   Server Name ________________________________________________

Hardware ________________________   Software _________________________________________________

Access Restriction ___________________________________________________________________________

Inputs _____________________________________________________________________________________

Outputs ____________________________________________________________________________________

Information Content __________________________________________________________________________

Size in megabytes ___________   Is the system backed up regularly? ________________

Migration Plan (Y/N)? _____   

System Manager BNL #  ____________________

Documentation BNL #    ____________________

Content Manager BNL # ____________________

Audio Visual type:

Audio Recordings __   Negatives __   Photographs __   Videotapes __   X-rays __

Number of units ___ Can you view or play them? ___

Microform Type: 


Diazo (Working Copy) __  Silver Halide (Master Copy) __

Composition:

Aperture Cards __   Fiche __  Film-cartridge __   Film-cassette __    Film - roll-to-roll __

Number of units ___ Can you view or play them? ___
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