GLOSSARY of Terms used with WGARM Record Survey*
RECORDS comprise information that is created, received, maintained and preserved in some form. The physical form or medium may include but is not limited to correspondence, memoranda, cables, completed forms, reports, publications, documents, films, photographs, maps, sound recordings, as well as electronic [computer] records.

RECORD SERIES is a group of homogeneous or related records which is normally filed and used as a unit by various functional divisions within an office or section, such as Purchase Order Files, Chronological Files or Personnel Records. The items or documents in a series are usually arranged in accordance with a filing plan/system or maintained as a unit because they relate to a particular function or subject, result from the same activity, have a particular form, or because of some other relationship arising out of the circumstances of their creation or use.

ACTIVE RECORDS are those regularly used for current business and must therefore be maintained in the main office area. The most valuable working records are those which satisfy the current administrative, legal, fiscal and operational needs of an agency. Active records may also be called “current records” or “working records.”

INACTIVE RECORDS are those which are no longer referred to for current business. Since they still have value and must be retained, they are stored in a separate area outside the immediate office area. Inactive records are occasionally required and are retrieved from storage when necessary. These records are sometimes called “semi-current” or “non-current” records.

RECORD STORAGE FACILITY is where inactive records are housed.

VITAL RECORDS are those which would be indispensable for ensuring the continuity of the following essential functions of an office in the event of an emergency or disaster (natural or man-made) cause damage to the premises,:

a. regeneration of the financial position and/or validation of the legal position of the office at any given time;

b. regeneration of additional information without which the organization cannot function;

c. securing the interest of staff members; or

d. fulfillment of obligations to countries, projects, and other outside interests.

Vital records usually comprise no more than 2%-5% of an organization’s total record complement. Vital records are not necessarily permanent records, because they may be vital only for designated periods [e.g., an agreement may be vital only for the time the agreement is in effect].

* Source: Consolidated from International Council of Archives "Dictionary of Archival Terminology", 1984 edition and WGARM Participating Agencies practice.
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