Dartmouth College Records Management
Filing System Analysis Tool

Department: Date: Completed By:

1. Filing System:

2. Description:

3. System Media: [ Paper Filing [ Active Electronic [ Other:
[ Microfilm [ Magnetic Media Filing

4. Filing Arrangement: [ |Alphabetic [ Class/Alpha [ Other:
[ Numeric [ 1Chronologic

5. Material moving into the system:
What are the sources of documents or information that goes into this system?

Who does the primary filing or data entry?

Does anyone else ever add material or data to the system?

6. Material moving out of the system:
Is there an established series number and retention policy on this filing system?

Is material ever “purged” from the filing system?

Does a particular event indicate that material should move out of the system?

7. Retention Analysis: (include estimated time period during which reference to a file may be necessary)

Historic: | Yes No

Administrative value and life span:

Legal value and life span:

Fiscal value and life span:

8. Ciritical Evaluation (describe and justify):
Is this filing system functioning well?

Could the information in this filing system be stored and retrieved in a more efficient way?

Can files be removed from this system without adequate circulation controls?

Could this filing system be a candidate for imaging or other electronic conversion?




Filing System Analysis Tool Instructions:

Overview:

This form is used to analyze the filing systems, or “document repositories,” that are in use within an
organization. It is not designed to document final policy, but instead is to be used as a tool to gather
information. This information can then be used to assess the current system, identify needed changes, and to
formulating retention and disposition policies. To document final policy, use the “Record Retention and
Disposition Policy Documentation” form.

1.

Filing System. Create a name for this filing system. Example names may be “Purchasing Card Files” or
“Corporate Relations Subject Files.” This filing system should correspond to an existing Records
Management Series, or otherwise be “a collection of files with similar maintenance requirements that can
be treated as a group for retention scheduling purposes.”

Description. Use this space for a more detailed description of the filing system.

System Media. Check the appropriate item indicating what kind of physical media is used for the storage
of information in this system. Most will either be Paper or Active Electronic.

Filing Arrangement. Check the appropriate item to indicate how material is arranged in this filing
system. Most will be Alphabetic, but other filing arrangements are also common.

Material moving into the system. Every filing system will have source documents (for paper filing) or
information sources (for electronic systems). These documents can originate from a variety of sources.
Use this section to briefly describe how this information is obtained and moves into the file.

Material moving out of the system. Every well-functioning filing system must not only account for how
information moves in, but must also provide a mechanism for material to move out. Typically, material is
either disposed at the end of a retention period, transferred to Records Management for scheduled storage,
manually purged, or files are removed due to a specific event, such as graduation, the close of a contract,
etc. (If you do not know whether a series number has been assigned to this system, contact your Records
Custodian, or Records Management.) Use this space to briefly describe how material moves out of the
system.

Retention Analysis. Use this space to make an assessment of the reasonable historic, administrative,
legal, and fiscal life of the documents in this system. Are the documents typically historic? For how long
are they valuable in the operation of your office? What other administrative needs may there be for these
documents? Are there legal or fiscal planning reasons to maintain the documents? Does maintaining
them involve an increased legal liability? At what point is reference to the documents in the system no
longer reasonably necessary?

Critical Evaluation. Use this section to critically examine the efficiency and effectiveness of the current
filing system, as well as explore possible means of improvement.

Notes. Any additional notes can be included below. Include additional pages if necessary.
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