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United Nations Archives & Records Management Section

Records Inventory Worksheet

Return completed survey to Mcritchley@OIP.org
	
Department, Division, Branch:
	

	 
Section, Unit:
	

	
Location:
	

	
Contact Name:
	

	
E-mail Address:
	


	Describe the main work or purpose of this unit
	


	
	
	
	
	
	
	Is This a Key Departmental Record?
	

	Description

(Record series name/number)


	Volume of records (linear ft.)

	What information is contained in these records


	Who creates and/or uses these records?

Why?

	How old are the records? (Give range of years)


	How long after creation or receipt of these records do you use them?


	Yes or No


	Why?


	Is this the official copy (Y/N)?


	How often referenced each year


	What Dept. / Units or outside organisations receive or 

keep a copy of this record?



	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


