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	Name of Faculty, Department or Unit


	Request No.


	Date



	Records search done by

Phone

     
     
Title



     

	Records reviewed by

Phone

     
     
Title



     



1. Records Search Checklist

	Function
	Done?

Yes          No
	N/A

	Scope of the request clarified with the IPO, if necessary


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I have read Appendix A and followed search strategies


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you review file listings in other areas of the faculty/department/unit and identified files that will need to be located and reviewed (i.e. offices of staff, electronic databases, e-mail)


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I confirm I have examined each record to ensure that it fits within the request; information is within the date, name and subject scope of request


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you search all known possible areas (including Gmail, Google Drive and any shared drives)


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you search USB sticks, mobile devices and hard drives on personal computers


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If appropriate, checked with contractors and have them forward responsive records to IPO


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Recommended to IPO if request should be given to any additional area(s)


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Additional Comments and Concerns (Recommendations) completed 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Third party consultations recommended to IPO, if necessary

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Once all records compiled, I have reviewed records (or had appropriate person review) of retrieved files for responsiveness before sharing with the IPO


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



2. General Requests require:
	Function


	Estimate

	Identify, locate and retrieve responsive records


	       Hours

	Total number of pages (printed double sided counts as 2, electronic how many PDF pages)
	       # of pages


Based upon the above, this faculty, department or unit

 FORMCHECKBOX 
 Has records responsive to the request




If you checked this box, complete the remainder of this form 


 FORMCHECKBOX 
 Does not have records responsive to the request


If you checked this box, provide detailed description of search below (or attach)

3. Additional Comments and Concerns (details of search, including names and titles of everyone that completed a search for records)
For example:  the scope of the search conducted, such as physical sites, specific databases, off-site storage areas, etc.        The steps taken to identify and locate all possible repositories where there may be records relevant to the access request:  keyword searches, records retention and disposition schedules, etc.

Document your Search for Records
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