Records Management Procedures
Subject:   Examining Current Filing System and Techniques for Possible Change


Responsibility
Action
Department Liaison
1.
Discuss with Department Head difficulties and problems encountered in retrieval of documents from files and other ineffeciencies.

a.
Note what does work.

Department Head/Liaison
2.
Contact Records Management about concerns.

Records Management
3.
Prepare survey of records retrieval and needs, as well as usages.

a.
Who are users?  What is their accessibility?

b.
How is current filing done?

c.
What is accessible on micromedia?  On electronic media?

4.
Discuss what ways department would like to see changes.
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