Series Level Appraisal Questionnaire 

Appendix 3 of Preparation for undertaking review of paper records
	1. Series and Title


	2. TNA Class and Title where available



	3. Metre run of series / number of files

a) For this year’s review

b) Total held for this series



	4. Date range



	5. Describe the functions carried out on this series 



	6. Describe the contents of the series and whether it covers policy/operational work and note runs of case files if a mixed series. If the series consists entirely of case files go to 10.



	7. Are related files available in other series or held in other formats? If so briefly describe material held elsewhere.



	8. By what method should the series be reviewed?

· File by file 

· Series level review

· Mixed series review 

· Selection criteria + file title

· Sift + review



	9. Give reasons for your proposal



	10. Case files. Describe the type of information recorded in the files. Indicate how routine or complex the information is. Indicate whether the information is available elsewhere. Assess the archival value of the series.



	Agreement of department



	Comments by TNA Information Management Consultant



	Date agreed




