
Series Level Appraisal Questionnaire 
	1. Department file/prefix reference and full title


	2. TNA series reference and title (where a TNA series already exists)


	3. Metre run of series / number of files / date range
(In Annex A add the number of files in this series for each year)

	
	Metre run
	Number of files
	Date range

	a) For this year’s review
	
	
	

	b) Total held for this series – if an accruing series
	
	
	

	4. Name of creator (responsible business unit/function - refer to Civil Service Year Book)
 

	5. Describe the business function/s reflected in this series


	6a. Was the department the lead for this function/s? (Yes/No)
6b. Was the business area that created this series the lead for this function? (Yes/No)


	7. Describe the contents of the series, whether it covers policy/operational work, whether it contains core or common files and note runs of case files if a mixed series. If the series consists entirely of case files go to 6a


	7a. Case files (please refer to Operational Selection Policy 48). Describe the type of information recorded in the files. Indicate how routine or complex the information is and whether the information is available elsewhere. Assess the archival value of the series and indicate whether the case files should be selected or not


	8. Are related files available in other series or held in other formats (for example, digital)? If so briefly describe material held elsewhere.


	9. By what method will the series be reviewed (please choose from list below) and why?
a)  Series level review
b)  Selection criteria + file title   
c)  Mixed series review 
d)  File by file review
9a. Please state why this method is the most appropriate


	10. If series level review is recommended, is the recommendation to:
   a)  Select all
   b)  Select nothing
   c)  Select some files within the series
If c), describe which types of files will be selected


	11. List the selection criteria that apply to this series using either the generic Records Selection Criteria or your departmental specific Records Selection Criteria if you have them. Please also refer to relevant Operational Selection Policies. (If you are choosing to select nothing or dispose of part of the series please still use the relevant criteria in Category 6)


	12. Is a new TNA series required? (Yes/No)
If yes, please complete a new series template and forward to your Information Management Consultant


	TNA Information Management Consultant comments


	Date agreed



Annex A: Number of files by year

	Year
	Number of files

	
	



