
 

Records Inventory & Classification: The start of any good records management program, whether one is going to 
develop their own records retention schedule one has to know what records they have and are responsible for. To 
this end one conducts a records inventory that is a complete and accurate listing of their records, whether paper-
based, microform, or electronic. 
 

https://library.osu.edu/projects-initiatives/osu-records-management/records-management-overview/records-lifecyle/
https://library.osu.edu/projects-initiatives/osu-records-management/what-is-a-record/transient-records/
https://library.osu.edu/projects-initiatives/osu-records-management/records-management-overview/7-elements-of-an-effective-records-management-program/#dpr
https://library.osu.edu/projects-initiatives/osu-records-management/records-management-overview/7-elements-of-an-effective-records-management-program/#dpr
https://library.osu.edu/projects-initiatives/osu-records-management/records-management-overview/7-elements-of-an-effective-records-management-program/#vital

