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Project Management Pack is an extensive library of material used to help manage 
your projects from start to finish. Project Management Pack also includes the 
Records Management Toolkit for developing a detailed records management 
program. 
 
Project Management Pack is part of the Proposal Kit Professional Bundle. 

http://www.proposalkit.com/htm/business-proposal-kit-professional.htm
http://www.proposalkit.com/htm/business-proposal-kit-professional.htm


Department / 
Business Unit: Finance

Location
Records 

Management
Vital Records? Frequency Medium

Content Management  
Metadata

Enterprise Search Security Level

(List all related metadata for 
search on separate form)

(Y/N) (High, Medium, Low)

(Y/N)

FI-15

Accounts 
Receivable 

Customer Invoices Vouchers – claims for 
payment, purchase 
orders, requisition for 
goods and services, 
accounts payable 
invoices etc

Server A 
C:\\Finance\Receipts 
and Off Site Archives Yes yes Daily

Physical Paper / 
Electronic No N/A High 12467 2 7

FI-2

Accounts 
Receivable 

Insurance Certificate Insurance Server A 
C:\\Finance\Accounts 
Receivable 
Off Site Archives Yes yes Monthly 

Physical Paper / 
Electronic

Yes

N/A High

13000 4 8

FI-3

Accounts 
Receivable 

Reseller Agreement Reseller Contracts Server A 
C:\\Finance\Accounts 
Receivable 
Off Site Archives Yes yes Daily

Physical Paper / 
Electronic

Yes

N/A High

25000 5 6

FI-4

Accounts 
Receivable 

RMA Request Return Merchandise 
Authorization Requests

Server A 
C:\\Finance\Accounts 
Receivable 
Off Site Archives Yes yes Daily

Physical Paper / 
Electronic

Yes

N/A High

13000 4 5

FI-5

Accounts 
Receivable 

Tax Exempt Certificate Server A 
C:\\Finance\Accounts 
Receivable 
Off Site Archives Yes yes Monthly 

Physical Paper / 
Electronic

Yes

N/A High

1500 6 6

FI-6
Expenditure 
Records

Expenditure sheets Expenditure sheets Server A 
C:\\Finance\reports 
Off Site Archives Yes yes Rarely Electronic No N/A High 19000 5 13

FI-7
Expenditure 
Records

Cash books/sheets Cash books/sheets Server A 
C:\\Finance\reports 
Off Site Archives Yes yes Daily Electronic No N/A High 21200 2 31.5

FI-8
Expenditure 
Records

Petty cash Petty cash 
records/books/sheets

Server A 
C:\\Finance\reports 
Off Site Archives Yes yes Daily Electronic No N/A High 980 4 20

FI-9
Expenditure 
Records

Petty cash receipts Petty cash receipts
on site in room H6 and 
Boxes at Storage Unit Yes yes Rarely 

Physical Paper / 
Electronic No N/A High 700 17 12

FI-10

Expenditure 
Records

Shipping and Post Postal cash book/sheets; 
postage/ courier 
account/cash records; 
register of postage 
expenditure; postage 
paid record; postage 
b k / h

Server A 
C:\\Finance\Expenditur
es\ log books & Off 
Site Archives Yes yes Monthly 

Physical Paper / 
Electronic No N/A High 200 4 4

FI-11

Expenditure 
Records

Cash Report Summary cash books Server A 
C:\\Finance\Expenditur
es\ reports & Off Site 
Storage Unit Yes yes Monthly Electronic No N/A High 198 6 5

FI-12

Expenditure 
Records

Creditor Report Creditors’ history 
records; lists/reports

Server A 
C:\\Finance\Expenditur
es\ reports & Off Site 
Storage Unit Yes yes Monthly Electronic No N/A High 207 6 3

FI-13

Statements Account Statements Statements of accounts 
outstanding; outstanding 
orders

Server A 
C:\\Finance\Statement
s & Off Site Archives Yes yes Monthly Electronic No N/A High 500 5 4

FI-14

Statements Account Payable 
Statements 

Statements of accounts – 
rendered/payable Server A 

C:\\Finance\Statement
s & Off Site Archives Yes yes Monthly Electronic No N/A High 700 2 6

FI-16 Receipts and 
Revenue Records

Employee Salaries 
Receipts

Wages/salaries vouchers Server A 
C:\\Finance\Receipts Yes yes Rarely Electronic No N/A High 790 16

FI-17 Receipts and 
Revenue Records

Receipts Copies Copies of vouchers Historical Boxes in File 
Room 6A Yes yes Rarely 

Physical Paper / 
Electronic No N/A High 6500 19 23

FI-18

General ledgers General ledgers General and subsidiary 
ledgers produced for the 
purposes of preparing 
certified financial 
statements or published 
information Historical Boxes in File 

Room 6A Yes yes Daily
Physical Paper / 
Electronic Yes N/A High 4500 11 14

FI-19

General ledgers Creditors General ledgers Creditors’ ledgers Historical Boxes in File 
Room 6A
Server A 
C:\\Finance\2007 - 
2011\GL Yes yes Daily

Physical Paper / 
Electronic Yes N/A High 7890 23 11

FI-20

General ledgers General ledgers 
Contracts

Other ledgers (contracts, 
costs, purchases etc)

Historical Boxes in File 
Room 6A
Server A 
C:\\Finance\2007 - 
2011\GL Yes yes Daily

Physical Paper / 
Electronic Yes N/A High 456 17 3

FI-21
Related records Related records Audit sheets – ledger 

postings
Server A 
C:\\Finance\Expenditur
es\ reports Yes yes Daily Electronic Yes N/A High 643 7

FI-22
Journals Price Journals Journals – prime records 

for the raising of charges Historical Boxes in File 
Room 6A Yes yes Monthly 

Physical Paper / 
Electronic Yes N/A High 765 14 5

FI-23 Journals Routine adjustments 
Journals

Journals – routine 
adjustments

Historical Boxes in File 
Room 6A Yes yes Monthly 

Physical Paper / 
Electronic Yes N/A High 2234 36 11

FI-24

Balances and 
reconciliations

Balances and 
reconciliations annual 
report

Year-end balances, 
reconciliations and 
variations to support 
ledger balances and 
published accounts

Server A
C:\\Finance\annual 
reports Yes yes Daily Electronic Yes N/A High 9870 24

FI-25

Salaries and 
Related Records

Salary Records Employee pay histories Server A
C:\\Finance\Payroll
Historical Data in HR 
File cabinet Yes yes Monthly 

Physical Paper / 
Electronic Yes N/A High 10890 15 24

FI-26

Salaries and 
Related Records

Salary Records Salary rates register Server A
C:\\Finance\Payroll
Historical Data in HR 
File cabinet Yes yes Monthly 

Physical Paper / 
Electronic Yes N/A High 14500 14 17

FI-27

Salaries and 
Related Records

Salary Records Salary ledger 
cards/records

Server A
C:\\Finance\Payroll
Historical Data in HR 
File cabinet Yes yes Monthly 

Physical Paper / 
Electronic Yes N/A High 4677 6 10

FI-28

Salaries and 
Related Records

Salary Records Copies of 
salary/wages/payroll 
sheets

Server A
C:\\Finance\Payroll
Historical Data in HR 
File cabinet Yes yes Monthly 

Physical Paper / 
Electronic Yes N/A High 4323 7 12

FI-29

Receipts and 
Revenue Records

Books Receipt books; office 
copies of receipts – 
cashiers’, cash register, 
fines and costs, sale of 
publications, general 
receipt books/records

Accounting Software Yes yes Daily Electronic Yes N/A High 12347 12

FI-30
Receipts and 
Revenue Records

Books General remittance 
books/records

Accounting Software
Copies in C:\\general 
receipts  Yes yes Daily Electronic Yes N/A High 13000 9

FI-31

Receipts and 
Revenue Records

Books Receipt books/records of 
imposts (stamp duty, VAT 
receipt books, etc)

Accounting Software
Copies in C:\\general 
receipts  Yes yes Daily Electronic Yes N/A High 6743 9

FI-32

Receipts and 
Revenue Records

Books Irregular remittance 
books

Accounting Software
Copies in C:\\general 
receipts  
 Off site archives Yes yes Daily Electronic Yes N/A High 4325 5 4

FI-33

Revenue Records Cash registers Copies of register 
transactions 

Invoice software 
Copies on Server B
C:\\ Cash Registers  & 
Off Site Archives Yes yes Daily Electronic Yes N/A High 10900 6 28

FI-34

Revenue Records Cash registers 
Reconciliation sheets

Reconciliation sheets Invoice software 
Copies on Server B
C:\\ Cash Registers & 
Off Site Archives Yes yes Daily Electronic Yes N/A High 12000 8 24

FI-35

Revenue Records Cash registers audit rolls Audit rolls Invoice software 
Copies on Server B
C:\\ Cash Registers & 
Off Site Archives Yes yes Daily Electronic Yes N/A High 345 9 2

FI-36
Revenue Records Cash registers 

summaries/analysis 
records

Summaries/analysis 
records

Server A
C:\\Finance\Reports & 
Off Site Archives Yes yes Daily Electronic Yes N/A High 3456 2 14

FI-37

Revenue Records Cash registers Reading books/sheets Invoice software 
Copies on Server B
C:\\ Cash Registers & & 
Off Site Archives Yes yes Daily Electronic Yes N/A High 14890 11 11

FI-38

Revenue Records Revenue records for 
Cash

Revenue cash 
books/sheets/records; 
receipt cash 
books/sheets

Invoice software 
Copies on Server B
C:\\ Cash Registers & 
Off Site Archives Yes yes Daily Electronic Yes N/A High 3467 1 5

FI-39

Receipts and 
Revenue Records

Daily revenue records Daily revenue dissections Invoice software 
Copies on Server B
C:\\ Cash Registers & 
Off Site Archives Yes yes Daily Electronic Yes N/A High 14500 2 19

FI-40

Receipts and 
Revenue Records

Revenue records reports 
and reviews

Periodical revenue 
dissections Server A

C:\\Finance\revenue 
Records
Historical Data in File 
cabinet in room 6H Yes yes Monthly 

Physical Paper / 
Electronic No N/A High 467 17 3

FI-41

Receipts and 
Revenue Records

Debtors’ records and 
invoices

Copies of invoices/debit 
notes rendered on 
debtors (invoices 
paid/unpaid, registers of 
invoices, debtors ledgers, 
etc)

Server A
C:\\Finance\revenue 
Records
Historical Data in File 
cabinet in room 6H Yes yes Monthly 

Physical Paper / 
Electronic No N/A High 345 15 3

FI-42

Receipts and 
Revenue Records

Debtors’ records and 
invoices

Source 
documents/records used 
for raising of 
invoices/debit notes

Server A
C:\\Finance\revenue 
Records
Historical Data in File 
cabinet in room 6H Yes yes Monthly 

Physical Paper / 
Electronic No N/A High 446 21 4

FI-43

Receipts and 
Revenue Records

Debts and refunds Copies of invoices and 
copies of source 
documents

Server A
C:\\Finance\revenue 
Records
Historical Data in File 
cabinet in room 6H Yes yes Rarely 

Physical Paper / 
Electronic No N/A High 9678 7 7

FI-44

Receipts and 
Revenue Records

Debts and refunds Records relating to 
unrecoverable revenue, 
debts and overpayments 
(register of debts written 
off, register of refunds, 
etc)

Server A
C:\\Finance\revenue 
Records
Historical Data in File 
cabinet in room 6H Yes yes Monthly 

Physical Paper / 
Electronic No N/A High 9900 16 12

FI-45

Stores and 
Services Records

Stores forecasting 
records

Goods forecasting 
records Server A

C:\\Finance\Service 
Records
Historical Data in File 
cabinet in room 6H Yes yes Monthly 

Physical Paper / 
Electronic No N/A High 11900 17 12

FI-46

Stores and 
Services Records

Stores records Delivery dockets
Server A
C:\\Finance\Service 
Records
Historical Data in File 
cabinet in room 6H Yes yes Monthly 

Physical Paper / 
Electronic No N/A High 19090 16 45

FI-47

Stores and 
Services Records

Stores records Stock/stores control 
cards/sheets/records Server A

C:\\Finance\Service 
Records
Historical Data in File 
cabinet in room 6H and 
off site storage Yes yes Daily

Physical Paper / 
Electronic Yes N/A High 9870 23 20

FI-48

Stores and 
Services Records

Stores registered Issue 
records

Stock/stores issue 
registers/records Server A

C:\\Finance\Service 
Records
Historical Data in File 
cabinet in room 6H Yes yes Daily

Physical Paper / 
Electronic Yes N/A High 356 34 3

FI-49

Stores and 
Services Records

Stores Inventory records Inventory 
sheets/records, including 
inventories, stock 
reconciliations

Server B
C:\\Inventory
Historical Data in File 
cabinet in room 6H Yes yes Daily

Physical Paper / 
Electronic Yes N/A High 3434 18 13

FI-50

Stores and 
Services Records

Purchase order records Purchase order 
books/records

Invoice software 
Copies on Server B
C:\\ Cash Registers & 
Off Site Archives Yes yes Daily

Physical Paper / 
Electronic Yes N/A High 1654 3 11.5

FI-51
Stores and 
Services Records

Railway/courier 
consignment 
books/records

Railway/courier 
consignment 
books/records

Server A 
C:\\Finance\Shipping & 
Off Site Archives Yes yes Monthly 

Physical Paper / 
Electronic No N/A High 456 2 1

FI-52

Stores and 
Services Records

Travel Receipts Travel Receipts Server A 
C:\\Finance\Expense\T
ravel & Off Site 
Archives Yes yes Monthly Electronic No N/A High 641 3 1

 Totals:    340,900.00     470.00     580.00 

( What is content medium? 
Is it paper, microform, 

electronic, or a 
combination?)

server, shared drive, file 
cabinet.  Include content 

map if applicable

Records Inventory Worksheet

Document 
Volume 

Volume of Records

Linear Feet Storage (GB)

Records Series 
ID / Unique ID

Records 
Series/Content 

Type
Title Description Should this series 

of content be 
managed? 
(yes/no)

(yes/no)
(How often is content 

accessed?  Daily, 
monthly, rarely?)
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This sample has been truncated to only show a portion of 
the content.  The complete editable version of this 
document is included in Proposal Kit Professional at: 
 
http://www.proposalkit.com/htm/proposal-software-products.htm 
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