Carrying out a records inventory

Sample questionnaire for business managers and action officers

Some of the questions are taken from DIRKS Step D Sample interview questions.  For further questions, see http://www.records.nsw.gov.au/recordkeeping/dirks-manual/tools-and-tips/sample-interview-questions
	Question
	Response

	1. What functions and activities is your business area responsible for?


	

	2. Do you interact with other business areas when performing your activities? (This will help you to find out whether there are other related records)

	If yes, list business areas…

	3. What business information systems do you use?


	

	4. What records do you create and why?


	(List major records series on records inventory form)



	5. Are they captured into the [corporate records management system]?


	YES / NO / DON’’T KNOW

List any records that are not captured.

	6. Have any records been sent to (commercial) off-site storage?  If yes, are there lists of these?
	

	7. How long do these records need to be kept to meet your specific business needs? (Ask only if records are not covered by disposal authorities.  Check if there are legal requirements for keeping records.)


	

	8. What indexes or other tools for controlling and finding information in these records do you have?


	


Please complete the Records Inventory Form for the main records series for which you are responsible.  Provide as much information as you are able as this will minimise the need for further follow-up.  

