
Records Inventory Training

How do we eat an elephant… 

One  bite at a time



Course Outline

1.  Find records in all locations

2.  Determine if you are the record holder

3.  Determine types of records 

4.  Determine goals and scope  

5.  Complete Records Inventory Worksheet



Where to look for records:
 Sticky notes
 Desk drawers
 Notebooks
 File cabinets
 Boxes
 Storage rooms

Find records in all locations  



Am I the record holder?

 You created or 
originated it.

 It includes 
administrative 
instructions for            
you to do something.

 You or your office keep 
this type of record as 
part of your job function. 

You have submitted an official
identical copy of the record

elsewhere



Determine types of records



Determine goals and scope

Is it so you can develop a 
retention schedule?

Map

Is it to find out what 
records you can get 

rid of?

Road

Mountain

Is it because you want
to make sure your 
record keeping is in

compliance with 
TAMUS, state and 

federal laws? 



Complete Records
Inventory Worksheet

 Gather documents by series number

 Determine retention period for records

 Arrange records from shortest retention 
period to longest retention period

 If records have expired per records 
retention schedule, prepare documents 
for destruction (covered in a different 
training course)

 Complete worksheet for each series 
number



Here is what we learned

Records Inventory Summary

First
Find records

Second 
Are you the record holder

Third
3 types of records

Fourth
Goals and scope

Fifth
Records Inventory Worksheet



Records Management Program

1. Records Management Basics

2. Records Inventory

3.  Records Retention Review 

4. Records Disposition

5. Electronic Records Management



Thank You!
Please contact AR-EHS           
(ar-ehs@wtamu.edu) or      
806-651-2270 for more 
information.

mailto:ar-ehs@wtamu.edu
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