Information and Records Audit Instructions
	Your Name and Business Area:
	

	Are you are completing this questionnaire on an/a - 

	Individual Basis?
	
	

	Team Basis?
	
	If Team, how many people are represented? 
	

	Instructions

1. Analyze and list your business processes. For each separate process please fill out a separate Audit Questionnaire. List the Document and Records associated with each process and answer the questions about those Documents and Records. Please use only one questionnaire form per business process. 
2. You may print out the Audit Questionnaire and fill it out by hand. However, we would prefer that you copy the information back into Microsoft Word so that we may receive your responses in an electronic format. This will save us considerable time in processing the data.
3. Please email your completed Audit Questionnaires to Gregg Long GmLong@unumprovident.com prior to your scheduled Audit interview.

	Definitions for answering Question #1 on the Audit Questionnaire:
Email – any business related messages (and any attachments) that you create or respond to using the Company’s Microsoft Exchange/Outlook email system. Email is not a document or record type – it is a communications medium.
Unstructured Electronic Documents (Non-Email Documents) – any documents that are created in Word, Excel, PowerPoint, Adobe, Access, and like programs. These documents are generally stored on LAN drives (P, J, N, O, etc) or in other document repositories such as UPCentral, SharePoint, PC Docs, etc

System Records (Structured Electronic Documents) – information (besides that of Email and Unstructured Documents) that is created or contained in business or mainframe system that you or your area maintains or administers (these records are usually in a system such as BEST, NaviLink, Walker, Polaris, Magic, iREQ, etc.)

Hardcopy records – any information that your team retains on a physical media (paper, CD, tape) either in your office or on file with Records Operations.

	Questions:
If you have any questions about this process or the forms please contact your Information Coordinator or Gregg Long. It is very important that you understand the purpose and scope of the Information Audit and the terminology involved to ensure that we get the best possible responses to our questions.



	General Requests:

	If your area has any department specific policies, guidelines, or procedures that involve record or information management, please forward those documents to the Information and Records Management team for review.


