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	COLORADO STATE ARCHIVES ELECTRONIC PUBLIC RECORDS REGISTER

http://coloradoc2.prod.acquia-sites.com/archives/e-registers
INTRODUCTION

As part of a pilot project to develop an automated inventory system, the Colorado State Archives is accepting electronic Public Records Register data from selected Agencies. Please call the Archives to enroll in this project. We encourage your participation, and welcome your comments.

Your Electronic Register (E-Register) submission will consist of:

EFORM XXXX.doc  --  This Microsoft Word EFORM file, filled out with your data and with XXXX replaced with a meaningful identifying name for this Register. Copies of the EFORM file may be downloaded at the E-Register Website. 
ELIST XXXX.doc OR ELIST XXXX.xls --  An attached ELIST file providing information on each of the containers you will be depositing with this Register. Please replace XXXX with the same identifying name as your EFORM file. This ELIST file must be a Microsoft Word Table or Excel Spreadsheet that is in the exact format specified below in Part D.  Templates are available on the E-Register Website.

Instructions for data entry are found below and online at the E-Register Website. Please use the TAB KEY to move from one data entry box to the next data entry box. Required data is marked with **. Please do not use any RETURNS when entering your data. They will be removed during data processing. Use punctuation (periods, commas, dashes, etc.) as separators if necessary. If you have no entry for an item, please leave it blank.  There is a place to note any comments at the end of each Part. 

IMPORTANT: A single E-Register can be used for only one Record Series. You may transfer records from more than one Record Series in a single container, but separate E-Registers must be completed for each Record Series in that container.

When data entry is completed, please send both files in the same e-mail to the address below. (Delivery of both files by disk rather than by e-mail may be arranged.) Archives staff will contact you when your E-Register EFORM and ELIST files are received. Please note that all information must be adequately filled out in both files for the deposit to be accepted. Archives staff will contact you with any questions to be resolved. Once your E–Register is accepted, a deposit date for the transfer of records can be arranged.

Multiple Deposits: After your first deposit under this Register is completed you will receive a Register ID. As long as no information has changed on this E-Register, you may use the Register ID for multiple deposits under this E-Register using instructions sent to you at that time.

Erin McDanal

303-866-4893

erin.mcdanal@state.co.us


	
	Required data is marked with **.

PART A.

DATE AND AGENCY INFORMATION

1.  Enter the date you are submitting this Register. Please use one of the standard date formats: January 4, 2007; 01/04/2007; or 1/4/2007.
	

	X
	**Register Submittal Date
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

	
	2. Enter your Agency Type, selecting one of the following:  Executive Branch, Judicial Branch, Legislative Branch, County, Municipality, or District.

	X
	**Agency Type
	 FORMDROPDOWN 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

	
	3.  Enter the Official Name for your Agency in the first line below. Also enter the Official Name of your Parent Agencies (if any) in the additional lines, proceeding from your immediate Agency upwards in your organizational hierarchy. Please spell out any abbreviations. Examples of Official Agency names in the correct E-Register format are available at the E-Register Website.

	
	
	
	
	
	Example
	

	X
	**Official Name of Your Agency
	     
	
	
	State Archives and Public Records
	

	X
	**Official Name of Parent Agency 1
	     
	
	
	Division of Information Technologies
	

	X
	**Official Name of Parent Agency 2
	     
	
	
	Department of Personnel and Administration
	

	X
	**Official Name of Parent Agency 3
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	**Official Name of Parent Agency 4
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	

	
	4. Enter your Agency's Street Address, City, State (e.g. CO), and Zipcode.
	

	X
	Street Address
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	City
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	State
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	Zipcode
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	

	
	5.  Enter your Agency's Records Officer's Name, Phone and Email. The Records Officer is the person officially designated as responsible for your Agency's Records Management.
	

	X
	Records Officer First Name
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	Records Officer Last Name
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	Records Officer Phone
	     
	Ext.
	     
	
	
	
	
	
	
	
	
	
	

	X
	Records Officer Email
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	

	
	6.  Enter your Name, Phone and Email. (If you are also the Record's Officer, just enter "SAME" for First Name.) You will be recorded as the Agency staff member preparing this Register (the "Lister").
	

	X
	**Lister First Name
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	**Lister Last Name
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	Lister Phone
	     
	Ext.
	     
	
	
	
	
	
	
	
	
	
	

	X
	Lister Email
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	

	
	7. Enter any Comments that will be helpful for the Archives in processing your Agency Information.
	

	X
	Agency Information Comment
	     

	
	
	

	
	PART B. 

SCHEDULE AND RECORD INFORMATION

1. Enter the source of the Schedule for the records in this Register, selecting from the following choices:

Your most current Agency Records Disposition/Retention Schedule. This is the form that has been previously completed by your Agency and approved by the Archives. Agency Schedules for the years 2000 and later are in the process of being entered online, accessible from the E-Register Website.

State Agency Records Management Manual. Use the current online version: www.colorado.gov/dpa/doit/archives/rm/rmman/index.htm
Municipal Records Retention Schedule. Use the current online version: www.colorado.gov/dpa/doit/archives/rm/MunicipalRMM/

School Districts Records Management Manual. Use the current online version: www.colorado.gov/dpa/doit/archives/rm/schools/

Colorado Judicial Records Management Manual. Use the current version available from the Clerk of the Colorado Supreme Court. 

Other. Use this category only if one of the above sources is not appropriate for your Agency.

	X
	**Schedule Source
	 FORMDROPDOWN 

	
	
	
	
	
	
	

	X
	**Schedule Source Details
	     

	
	
	
	
	
	
	Enter Schedule Source Details if the Schedule Source is "Other." You may also enter Schedule Source Details as needed to help Archives staff further understand the Schedule Source. For example, if your Agency Records Dispostion/Retention Schedule is in draft form, you may indicate that here.

	
	

	
	2. Enter one Schedule Number that applies to all the records listed in this Register. The Schedule number is also called the "Archives No." and is found at the top right of the Agency Records Disposition/Retention Schedule (e.g. 07-120, where 07 is the fiscal year the schedule was approved and 120 is an index number assigned by the Archives.) In a Records Management Manual, the Schedule Number is identified by "Schedule 1," "Schedule 2," etc.

	X
	**Agency Schedule Number
	     
	OR
	**Records Management Manual Schedule Number
	     
	

	
	

	
	3. Enter one Record Series Number and corresponding Title that applies to all the records listed in this Register. Please note that you will need to complete a separate E-Register for any records that pertain to a different Record Series. The Record Series Number and Title is listed under ITEM NO. and DESCRIPTION in an Agency Records Disposition/Retention Schedule. In a Records Management Manual, the Record Series Number and Title are found as paragraph headers. For assistance with determining the Record Series Number and Title, please see examples online at the E–Register Website or contact the Archives staff member listed in the Introduction.

	X
	**Record Series Number
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	**Record Series Title
	     

	
	

	
	4. Enter one Record Subseries Identifier and corresponding Title that applies to all the records listed in this Register. The Subseries Identifier and Title are found as an indented number/letter and phrase under the Record Series. For assistance with determining the Record Subseries, please see examples online at the E-Register Website or contact the Archives staff member listed in the Introduction.

	X
	Record Subseries Identifier
	     
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	Record Subseries Title
	     

	
	

	
	5. Enter the Record Retention Category (Permanent or Non-Permanent) for the records. This must apply to all the records in the Register Listing. If there are any non-permanent records, the entire register must be listed as non-permanent. Please note that Non-Permanent records are no longer accepted by the Archives due to space limitations without the prior approval of the State Archivist.

	X
	 **Record Retention Category
	 FORMDROPDOWN 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

	
	6. If the Records are Non-Permanent, enter Record Disposition Instructions. Also, enter an Archives Record Retention Period, which is the length of time after the record date that the Archives will retain non-permanent records before contacting the Agency to confirm the Record Disposition Instructions. Retention periods are listed in the Retention Schedule for each Record Series.

	X
	**Record Disposition Instructions
	     

	X
	**Archives Record Retention Period in Years
	     
	and Months
	     
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

	
	7. Enter a Record Description that describes or defines all the records to be deposited with this Register. The description should be in conformity with the Record Series and Subseries Titles shown above, but should be more specific to include the kinds of information in the records and the function (purpose) of the records. Include as much information as will be helpful up to a limit of 450 characters including spaces (about 5 lines) for future retrieval of records. (The Record Description has also been called "Content Description" in previous forms.)

	X
	**Record Description
	     
	
	
	

	
	

	
	8. Enter the Access Category for the records to be deposited, selecting one of the following: Open to the Public, Restricted Access (enter Specific Access Restrictions below), or Mixed Access (enter Specific Access Restrictions below). 

	X
	**Access Category
	 FORMDROPDOWN 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	**Specific Access Restrictions
	     

	
	
	
	
	
	Enter Specific Access Restrictions if any records are restricted. It is important to be as complete as possible in describing the restrictions to ensure proper handling of the Records by Archives Staff. Please note that you must also indicate any Restricted Access in the ELIST file on a line-by-line basis. (See Part D.)

	
	

	
	9. Enter any Comments that will be helpful for the Archives in processing your Schedule and Record Series Information.

	X
	Schedule and Record Information Comment
	     

	
	

	
	PART C. 

GENERAL CONTAINER INFORMATION

1. Enter the type of container you will use for the deposit of records listed in this Register. Select either Archives Box, Volume, Separate, Tube or Other. An Archives Box is the preferred type of container, although records may be deposited as oversized volumes or separately as in oversized maps. Please do not deposit records in file boxes or banker's boxes. Information on ordering Archives Boxes is found at the E-Register Website.

	X
	**Agency Container Type
	 FORMDROPDOWN 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	**Container Details
	     

	
	
	
	
	
	
	
	
	Enter Container Details if the Agency Container Type is "Other." You may also enter Container Details as needed to help Archives staff further understand the Container Type.

	
	

	
	2. Enter the Record Format Category for the records to be deposited, selecting one of the following: File Folders, Bound Documents, Unbound Documents, Microfilm, Photographic Prints, Photographic Negatives, Audio Tapes, Movie Film, Microfiche, Optical Disk, CD/DVD-ROM, Electronic (online), Cards, Other.

	X
	**Record Format Category
	 FORMDROPDOWN 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	**Format Details
	     

	
	
	
	
	
	
	
	
	
	Enter format Details if the Record Format Category is "Other." You may also enter Format Details as needed to help Archives staff further understand the Record Format.

	
	

	
	3. Enter the nature of the arrangement of records in the containers, selecting one of the following Record Arrangement Categories: Alpha, Numeric, Alphanumeric, Chronological, Other.

	X
	**Record Arrangement Category
	 FORMDROPDOWN 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	X
	**Arrangement Details
	     

	
	
	
	
	
	
	
	Enter Arrangement Details if the Record Arrangement Category is "Other." You may also enter Arrangement Details as needed to help Archives staff further understand the Record Arrangement.

	
	

	
	4.  Enter any Comments that will be helpful for the Archives in processing your General Container Information

	X
	General Container Information Comment
	     

	
	

	
	PART D.

ELIST DEPOSIT INFORMATION

1. In addition to submitting this EFORM file, you will also need to submit an associated ELIST file that provides specific information about the deposit to be made under this E-Register. Please name the file ELIST XXXX.doc or ELIST XXXX.xls, with XXXX replaced with the same identifying name as this EFORM file. 

The ELIST file must be a Microsoft Word Table or Excel Spreadsheet that contains a Data Table with the following seven required columns in this order: Agency Container Identifier, Archives Location Identifier, Description of Container Contents, Restricted Access, Records Begin Date, Records End Date, and Comment. Please follow the instructions below for each required column to enter the appropriate data. 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	REQUIRED

COLUMN
	COLUMN LABEL
	
	INSTRUCTIONS

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Column 1
	Agency Container Identifier
	
	Use this column to enter your agency’s identifying number shown on the outside of each container or item to be deposited with this Register. There must be no duplicate numbers in the same deposit. Also, it is helpful for the Archives to have your containers numbered sequentially. Include as many records in a single container that will fit comfortably, allowing for easy retrieval but not leaving undue empty space. For oversized volumes or for oversized separate items, include the Volume Number/Letter or Item Number (e.g. Map 2) as the Agency Container Identifier.

	
	Column 2
	Archives Location Identifier
	
	Reserved for Archives Use. Do not enter data in this column.

	
	Column 3
	Description of Container Contents
	
	Describe as completely as possible the container's contents. If you would like to provide separate descriptions of the items contained in the container (for example, a list of folders), you may do this on separate lines, duplicating the Agency Container Identifier on each line. The better the items in the box are described, the more retrievable the records will be. Examples are available online at the E-Register Website. Please note that if the container contents are inadequately described, we may not accept your deposit.

	
	Column 4
	Restricted Access
	
	For any records with Restricted Access, you must enter "YES" in this column. You can use Column 7 (Comments) to provide an indicator as to the nature of the restriction (eg. "Financial," "Sex," "Juvenile").

	
	Column 5

Column 6
	Records Begin Date

Records End Date


	
	Use Columns 5 and 6 to enter the beginning and ending dates of the records grouped together under this description. Please use one of the standard date formats: January 4, 2007; 01/04/2007; or 1/4/2007.  You may enter only the month or year if that is all that is known. Enter only dates - any text such as "approximately" or "about" should be entered as a comment in Column 7. 

Dates are an important aspect of the record's ability to be retrieved, so please be sure to enter either the begin or end date for the records, if possible. Non-permanent records must have either a begin or end date so that the retention period can be calculated for the records.

	
	Column 7
	Comment
	
	Enter any information about a specific item on this listing that will be helpful for the Archives in retrieving your records. Use this column to provide information on the nature of restricted access for the record, or an explanation of a date.

	
	

	
	2. Your attached ELIST file may contain up to 8 additional Optional Columns as appropriate for your agency. Please limit Optional Columns to information that is important for retrieval of records by your agency or the public. **If you are using Optional Columns, you must enter your column labels below.  If any of the labels are not self-explanatory, please also enter a description of the data in the column in the space provided. 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	OPTIONAL COLUMN
	COLUMN LABEL
	
	DESCRIPTION OF DATA IN COLUMN

	
	
	
	
	

	X
	Column 8
	     
	
	     

	
	
	
	
	

	X
	Column 9
	     
	
	     

	
	
	
	
	

	X
	Column 10
	     
	
	     

	
	
	
	
	

	X
	Column 11
	     
	
	     

	
	
	
	
	

	X
	Column 12
	     
	
	     

	
	
	
	
	

	X
	Column 13
	     
	
	     

	
	
	
	
	

	X
	Column 14
	     
	
	     

	
	
	
	
	

	X
	Column 15
	     
	
	     

	
	
	
	
	

	
	

	
	3. Multiple Deposits: After your first deposit under this Register is completed you will receive a Register ID. As long as no information changes on this E-Register, you may use the Register ID for multiple deposits under this E-Register using instructions sent to you at that time.




