RECORD INVENTORY AND ANALYSIS WORKSHEET
State of Michigan
Records Management Services
	DEPARTMENT


	AGENCY



	CONTACT PERSON


	DATE

	RECORD TITLE



	PURPOSE OF RECORD (Why is it created, how is it used, what business process/function/activity does it document?)



	RECORD DESCRIPTION (What documents are in the files, what information is contained in the records, what is the format of the records?)



	SECURITY CLASSIFICATION:  (  PUBLIC  (  INTERNAL USE  (  CONFIDENTIAL  (  RESTRICTED 

	STATUTORY RETENTION PERIOD:  P.A. _____  YEAR _____

	WILL RECORD BE PRESERVED BY THE ARCHIVES OF MI?  (  YES  (  NO  (  DON’T KNOW

	RETENTION PERIOD:  
_____ YEARS IN OFFICE  _____YEARS IN OFF-SITE STORAGE  _____ TOTAL RETENTION

	CONDITIONAL RETENTION DEFINITION:



	NOTES:




