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Records Analysis Section
800 E. Broad St., Richmond VA 23219
(804) 692-3600
	
                                             RECORDS SURVEY
                                                                                                       (RM-19 Form January 2026)



	Note: This form can be completed by anyone in the agency’s division/department/section. The form must be signed by the agency’s Records Officer and Agency Head/Deputy before submission to the assigned LVA Records and Information Management Analyst.



	1. Agency

[bookmark: Text34]     
	2. Division / Department

[bookmark: Text35]     
	3. Section / Sub-Unit

[bookmark: Text36]     

	4. Survey Completed By

     
	5. Date of Survey

     
	6. Telephone No. and Ext

[bookmark: Text38]     
	7. E-mail Address

[bookmark: Text39]     

	8. Schedule Status

|_| Create a New Schedule
· Proposed Name:      
|_| Update an Existing Schedule Name
· Proposed Name:      


	9a. Series Status

[bookmark: Check23]|_| Create a New Series 
· Proposed Name:      
[bookmark: Check24]|_| Update to an Existing Series
· Record Series No:      
· Corresponding Schedule No:      
· Proposed New Series Title Name:      
	9b. Series still in use?

|_| Yes     |_| No


	
	9c. Date Range of Records

     

	9d. Record Series Description Describe the purpose or function of series. Include possible document types and any other pertinent information concerning this series. Format the description in alignment with the following example.
Example Description 1: This series documents employee work assignments, titles, phone numbers and/or addresses. This series may include, but is not limited to, logs, registers, and reports.

[bookmark: Text43]     


	10. Are these Essential Records? Essential records are those deemed immediately necessary to begin recovery of business after a disaster.

	[bookmark: Check31]|_| No
	

	[bookmark: Check32]|_| Yes, explain:
	[bookmark: Text49]     




	11. Cite any authority governing retention and/or disposition of series. Include a copy of any pertinent agency, state, or federal law, regulation, or policy.

[bookmark: Text53]     

	12. Access to Records 

	[bookmark: Check37]|_| No restrictions

	[bookmark: Check38]|_| Protected under the Government Data Collection and Dissemination Practices Act (Code of Virginia §2.2-3800 et seq.)

	[bookmark: Check39]|_| Exempt from public disclosure under the Freedom of Information Act (Code of Virginia §2.2-3700 et seq.)
[bookmark: Text54]	Specific provision:      

	[bookmark: Check40]|_| Other legal restrictions. Include a copy of the pertinent Code or Act to substantiate restrictions.
[bookmark: Text55]	Explain:      






	13. Recommended Retention and Disposition

[bookmark: Check43][bookmark: Check44][bookmark: Text56][bookmark: Dropdown1][bookmark: Dropdown3]	a. Total length of retention:  |_| Permanent  OR	|_|         after   or manually type cutoff retention here if not listed:      
[bookmark: Dropdown7]       b. Disposition method of non-permanent records:	


	14. Explanation of Requested Retention and Disposition

[bookmark: Text59]     

	15. Agency Records Officer Print and Sign Name

     

	16. Agency Head or Deputy Print and Sign Name
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