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2.  Office  
1.  Preparer
RECORDS FILE PLAN AND INVENTORY
This form is to be used to capture information on the records and non-records in an office and it will help aid in creating an office's File Plan. Once this form is filled out, it will serve as an office's file plan.  See Page 2 for instructions. 
3.  Preparer's Supervisor
4.  Records Management Coordinator (RMC) (Approver)
5.  Record Disposition Information 
RECORDS FILE PLAN AND INVENTORY INSTRUCTIONS
This form is to be completed by all Records Custodians (GSA employees) and sent to the designated Records Management Coordinator (RMC). The RMC will review and forward this form to the designated Senior Records Officers (SRO). Fill out a line item for every record series. 
 
Important Note: You must use the GSA Disposition Schedule found at https://insite.gsa.gov/portal/getMediaData?mediaId=614910 to fill out and complete this form.  Do NOT use the PDF version to copy and paste from.
 
A records series is the grouping of records as it relates documents or information being grouped by a particular subject or function, resulting from the same activity, documenting a specific kind of transaction, regardless of physical form (i.e. paper, microfiche, digital photograph, MS Word document, electronic, etc.), or that have some other relationship arising out of their creation/receipt or use.
 
         Field 1.   Type Preparer information:  name, telephone number, e-mail address and date of inventory.  
 
         Field 2(a).  Type the name of the office maintaining the records.  
 
         Field 2(b).  Type your Division or Service Center name. Do NOT use symbol abbreviations or acronyms. Type the name out in its entirety.
 
         Field 3.  This form needs to be reviewed by you’re a custodian’s supervisor and the supervisor’s name and signature need to go into this filed with the date.
 
         Field 4.  This form needs to be reviewed by the Records Management Coordinator (RMC). Put the RMC’s name and have them sign and date this field.
 
         Field 5.  Records Disposition Information
 
         Field 5(a).  The Records Symbol comes from GSA’s record schedule. A Records Symbol example is 2A105C. If you do not know the Records Symbol put "unknown". 
 
         Field 5(b).  The General Records Schedule (GRS) number is found in the records symbol title in GSA’s Records Schedule. This will be the number in parenthesis such as 
         (GRS 14/13b) or (N1-269-89-2).
 
         Field 5(c).  Records Series Title (records name), put the name of the record as named from GSA’s File Plan (Records Disposition Schedule) or the General Records 
         Schedule (GRS). 
 
         Field 5(d).  Provide one or two sentences describing the record’s purpose. The description should contain enough information to show the purpose, use and subject 
             content of the records. 
 
         Some guidelines to follow in describing your records: 
                  (a) Avoid emphasizing form numbers, especially when describing case files. 
                  (b) Avoid terms, such as "miscellaneous" or "various," that add nothing to the description. 
                  (c) Give special attention to describing your records, and 
                  (d) When in doubt; more information is best.
 
         Field 5(e).  For example: Temporary. Destroy 6 years after final action by GSA or after final adjudication by the courts, whichever is later. If you do not know the          
         disposition instruction put "unknown."  However, if you know that the records are new and are not scheduled put "unscheduled". Feel free to consult with your designated Records 
         Management Coordinator (RMC) for help.
 
         Field 5(f).  The format of the records relates to the medium type, such as are the records paper, electronic, book, Microfilm, etc.
 
         Field 5(g).  Provide the location of where the records are located. If they are paper records, provide the room number or room area where the records can be found. If the 
         records are electronic, provide the file path location of where they can be found. For example H:\CIO Share_Drive\ICE\Records\Project Folder
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