IUPUI University Library

Special Collections and Archives

Administrative Unit
________________________________________________________


Contact Person
​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​________________________________________________________


Title


________________________________________________________

Office Address
________________________________________________________

Phone Number
​________________________________________________________

Email address

________________________________________________________

Organizational Records Survey

	Records Title   
Examples:
Correspondence


Director’s Files


Subject Files
	

	Records Description

A brief description about the types of materials included in the files and also exceptions.
	

	Office of Official Record

Is your office responsible for maintaining this record?
	 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

	Status


	 FORMCHECKBOX 
  Official Records

 FORMCHECKBOX 
  Copies

	Records Type/Format
	 FORMCHECKBOX 
  Paper     FORMCHECKBOX 
Microfilm     FORMCHECKBOX 
  Computer Files   FORMCHECKBOX 
  Other ________________________

	Dates (Inclusive)
	

	Filing Method
	 FORMCHECKBOX 
  Alphabetical     FORMCHECKBOX 
  Chronological

 FORMCHECKBOX 
  Other_________________________

	Location of Records

 
(Building, Office, State)
	

	Volume in c.f. (current)


1 banker box = 1.0 c.f.
	

	Annual Accumulation in c.f.


How many records are generated yearly?
	

	Records Usage
	

	
	How current are the records that you use?
	

	
	How often do you use these records?
	______/times a month


Return completed form to:

Brenda L. Burk, Philanthropic Studies Archivist

IUPUI University Library

Special Collections and Archives

755 West Michigan Street

Indianapolis, IN 46202

Email:  bburk@iupui.edu

Fax:  (317) 278-2331

