Appendix E

Information Summary Questionnaire 
This questionnaire will assist in developing an ORS and in compiling all information required by the Information Management Unit for the Saskatchewan Archives for review purposes. If necessary, the organization may add additional questions to the ones provided in order to capture all pertinent information. 
For a version of this document in Microsoft Word that can be expanded and edited, please check the SAB website at www.saskarchives.com under “Services for Government.”
Step 1 - Organization Background Information (Ministry, Agency, Board, Commission, etc.) 
Collect the following background information to begin developing a record scheduling plan for your organization.
Name of Organization:

What is the mandate and mission of the Organization? 

Provide a brief history of the Organization and other relevant information (current org chart, etc.). If possible, include information regarding the outcome of recent reorganizations (e.g. if a large branch was split into several smaller ones or vice-versa). This information may be valuable in determining how functions and activities relate to each other. 
Identify and describe each program area for which the Organization is responsible as part of its mandate. 

Step 2 – Branch/Section/Unit Background Information
The purpose of the following questions is to gather information necessary to get a clear understanding of business processes, the types of functions/activities carried out and the relationships between these functions. Individuals reviewing/approving the schedule may require this information to better understand the classification system in the schedule.

Collect specific information about the program areas identified in Step 1 by consulting with and interviewing members of each branch/section/unit.  Key staff members to contact in this step may be executive directors, program managers, etc.
Contact Information

Name (contact person info):

Branch/Section/Unit:

Area Information

Mandate/Mission of the Branch/Section/Unit 

Provide a brief description of the purpose of this program or service area. Attach current branch/section/unit org chart, position descriptions, etc.
What are the functional responsibilities and activities of the branch/section/unit that relate to the overall Organization mandate? List them here and provide more information for each function/activity in the Record Series Descriptions in Step 3.  
Who are the key stakeholders/groups, internal and external, that the branch/unit works with?  Include any relationships with federal, municipal or other provincial governments. This information may be used to help understand where and how the records flow in and out of the organizations branches/units.  

Identify any other office relationships that have not been covered but may require mentioning.  For example: Whose customer are you? Whose services/support do you use? 

Does the program area have an approved ORS?  If so, please list the ORS number and the name of the branch/unit at the time of approval.
Does the program classify its administrative records in accordance with ARMS 2006?

NOTE: Functions identified in this step provide the basis for establishing your records series.  For more information about functions please refer to Sections 5 and 6 of the ORS Development guide
Step 3 – Record Series Background Information 

The purpose of this step is to gather information necessary to establish a record series in accordance with functions/activities identified in Step 2.

The following information will be helpful in analysing the record/records series: filing lists (if up-to-date), current records inventories, file indexes, electronic directories (e.g. shared drives, databases), approved ORS, etc. Interviewing staff is crucial in gaining understanding of types of records created in relation to the functions/activities.

For each function identified in Step 2, gather the following information concerning records and consider these questions when interviewing staff:

What records/record series are created in relation to the functions? Identify any subject files, case files within the record series.
What is the purpose of these records and how are they used? 

Determine the work flow - how the records are referenced, by whom and for what purposes, etc. Do they cross into other branches? If yes, please explain. Who creates the records? Who uses the information? 


Who is the owner of the records series? Identify the branch, positions, etc.   


How the official records are maintained within the records series (e.g. electronic, paper, paper and electronic, etc.) 

What classification numbers and/or naming conventions (if any) are the records filed under currently? 

Developing a Records Series (SEE 6.2 and 6.3 of ORS development guide)

Based on the records series background information identified above, arrange records related to same functions/activities into record series.  

Take each records series and begin describing it (point form is fine). List as much information/description as you can. From there, edit and condense the description into a scope note. The scope note is a general statement that describes the purpose of the records.
Now that the records have been grouped into records series and a description has been provided, assign a short title that best describes this function and grouping of records. Titles should be able to stand alone and be descriptive enough for a user to easily classify a record here. 

Next, provide examples of records you create, receive or use that would be filed in each records series. Identify groups/categories of information and provide samples of documents that could be found in the series.  

Please refer to Appendix D for an example of scope notes, record series titles, and the types of records to list in your ORS.

Step 4 – Retention and Personal Information

In order to determine retention periods for each records series, clarify the following questions:

How long do the records need to be kept to satisfy business needs? Include financial requirements, risk management, etc.

Is there an event/action/condition that triggers a retention date (e.g. upon completion of contract terms)?
Are there any industry standards that apply to the retention of the records?

Is there any legislation/regulation that would affect the retention and disposal of the documents in this record series? If yes, please list legislation and specific sections in the legislation/regulations.

Have any of the records in the records series been required for litigation purposes? (May require consultation with Legal Counsel)


Do any legal requirements affect disposal of the documents in this record series? (May require consultation with Legal Counsel)

Do the records contain personal information/personal health information? If yes, identify the type of personal information and in what record series it is filed.
NOTE: Personal information and personal health information are defined in The Freedom of Information and Protection of Privacy Act and The Health Information Protection Act.
Step 5 - Additional Information
The following questions may be helpful in making decisions on establishment and arrangement of records series in the schedule and may also provide better understanding of current records management practices. 
What best practices are followed when creating or using information (e.g. version controls, naming conventions, etc.)?
What information systems are used to manage the records (e.g. databases, special software, etc.)?
Is there a records classification/file system used other then an approved ORS (in the old format)?  If yes, please describe how the information is arranged.
