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Records Inventory

Office/Department:

Name of office or department maintaining the records.

Record Type/File Title:

The file title or title for groups of records listed here.

Brief Description:

A brief description of the file or records contents.

Personal Information Bank:

Yes or No. Is this group of records or file a PIB for your office. If the item is only a copy of a PIB of another office, it will be listed as the PIB for that office and not for your office. On the directory of records – personal information banks, your copy will be listed in the Copies in Other Offices section.

Contains Personal Information:
Do the records or the file contain personal information?

Retention Period:

The current retention period or suggested retention period appears here.

Disposition:

How the records will be disposed after they are no longer required by the office. The dispositions include shredding, recycle, archives, and deletion.

Rationale/Remarks:

Any comments about the records and/or rationale for the retention and disposition of the records.  Identify the format (electronic, microfilm, etc.) of the record(s) if they are not paper records. 
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