
Records Survey Form - [insert name of agency]

Agency Name:

Date of completion:

Responsible 

Unit

 Series Title Scope Note Date 

Range

 Description 

(Types of records)

Format Location Active Notes

Example:

Archival 

management

Reference 

Inquires 

Interactions between 

CINA and the public 

regarding access to 

CINA Historical 

Collections.

2013-2014 Emails and 

correspondence

Electronic 

and paper

Network 

drives, filing 

cabinet in 

Archivist's 

Office

 

Yes Includes reference inquiry, 

records supporting the 

provision of access and/or 

the response to the inquiry 

and correspondence with 

applicant.

Form completed by (name & 

position):
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