Microsoft® Office SharePoint® Server 2007 — 2010
Document Library for Retaining Records Worksheet

Fill this worksheet using the following topics:
Design the records repository site

Analyze document usage

After filling this worksheet, use it with the following
topics:
To be determined

Record type:

Record Category:

Library name:

Prepared by:

Date:

Plan metadata

Column name Type (record
metadata or
additional metadata)

Required?

New?




Plan policy

Is the policy from a policy template? Yes/No

Record the policy template name

If policy features are applied directly, record them:

Policy feature

Yes/No

Configuration notes

Auditing

Expiration

Label

Bar code




