Field Definition Value
Flowe Chart R, Reference number on flow charts #
Soft ware Sotware application in which record originates or is
Applicaion connected

Oocurment Type

Mame of document tye

Responsible

Pastion responsible for decsion making on this
record

Team Leader

Team Leaders for application in which recard is
producad or stored

File Type Type of file, typically determined by estension
Inde:f &= First index an which record will inde

Inde:f e=) Second index an which record will inde:s
Inde: e=] Third index on which record will index

Oocurment Humber

Mumber given to the document from the system or
provded

Document D3 e

Date stamped or stated onthe document

Wl the record be "moved " for approval or reven

R outing befre being "store d" { Stae s for wendor system’y
Wl the record be approwed before another action
Approwal Bhken’t
Pricrit y Relative value ofthe record to the organization
Felative wilume ofthiz record inthe organiz ation
Freq.Mmolume (1=low, f=ery high’
Security How secure does this record need to be?
hat determines the retention ofthis document,
R aertion duration?

“ersion - Maltipl e

Wil there be mukliple wrsions ofthe record’?

Yersions - Sawed

lFthers are multiple versons, will they all be sawed

Drigindion From where does the recond orginate ™
To which application or program should this record be
Integraionto avgilable

Irtegraionfrom

From which application or programuill thiz file or
record be made awvailable’?

Disposition of What should happen with the orgiral document, file,
rigin= or record s
Sample Does an example exizt for referenoe?

Should the cortent within the document ba
Searchable s=archable™



