Electronic Records Inventory Form

	The purpose of this form is to inventory electronic records to enhance electronic data management (naming conventions, information control, and records retention).


Agency: ______________________________________ 
Records Group #: __________________
Contact / Phone Number: ________________________
Date: _____________________
E-mail Address: ________________________________


Records Analyst: ________________________________
	System Name:      

	Date of Creation:      

	Language:      

	Users:      

	General Description:

     

	Purpose / Function  (Tie to Agency Mission):

     

	List and Descriptions of Outputs:

     

	List and Descriptions of Tape Generation and Data Backup:

     

	Application Developers:      

	Version History:      

	Predecessor System:      
(Is this system the only one? Only electronic?)

	Complementary / Related Systems:      

	Data Model:      

	Data Dictionary (Within? Where?):      

	Designed to Replace Paper Records:      

	Records Series:      

	Data Structure:      


