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RECORDS SERIES INVENTORY FORM
Examples available online:  www.secstate.wa.gov\archives\grants

Records Series
Archival and/or essential 

records series only
(one series per column)

Applicant discussed this grant project proposal with Branch Archivist?   Yes          No              

DAN 
Disposition Authority #

Office of Origin
Office or department 

of creation

Inclusive Dates
Years only

Format 
Bound (permanent 

or post), loose pages, 
greenbar, time cards, 

rolled, folded, etc.

NOTE: One format per column - continue to next column for additional formats

Size
Specify - 3x5, 5x7, 8.5x11, 

9x15, 24x36, etc. (or)
Mixed: ALL under 11x17
Combo:  ANY 11x17+

NOTE: One size per column - continue to next column for additional sizes

Type
Single- or double-sided, 

or combination

# of Volumes, 
Boxes or Reels

State Archives 
box = 1 cu ft

Approximate 
Total Pages

1 cu ft box = 
2,500 pages

FOR STATE 
ARCHIVES STAFF 

USE ONLY
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