Word Search Puzzle


Records Roundup

Activity:
Records Management Word Search puzzle

Advertising

· Bulletin Board Posting

· Internal web announcement.

Supplies Needed:

· Word puzzles (enough so there is one for each employee)

· Labels (include - Employee name/Division/Department)

· Inter-office envelopes

· Word puzzle answers

· Small token for completing the puzzle

· Grand prize 
Committee Process:

· Set timeframe when puzzle needs to be returned to committee
· Send out puzzle to employees
· Send employee small token for returning the puzzle
· Review returned word puzzles
· Eligible for grand prize if the returned puzzle is complete and correct.
· Draw for grand prize and announce winner at end of RIM month
Word Puzzle is on next page.

“Records Roundup” Word Puzzle

Complete the following “Records Roundup” word puzzle and return to your Division’s Records Representative by 4pm on Tuesday, April 13, 2004.

If completed correctly, your entry will be placed in a drawing for an “Electronic Label Maker”.

This “Records Roundup” word puzzle is littered with terminology associated with Records Management.  Words will appear across, down, or diagonally.  The words will be either forward or backwards.  Once you have located a word, circle that word.  Keep in mind that part of that word may be used with another word.
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T M A R G O R P U B L I C R E C O R D Y

WORD LIST
ARCHIVES


OFFSITE



LIFECYCLE

AUDIT



PAPER



LITIGATION

EMAIL



PROCEDURE



MICROFILM

ELECTRONIC


DISASTER RECOVERY

PUBLIC RECORD

HISTORICAL


DISKETTE



RECORDS MANAGEMENT


INACTIVE


INVENTORY



RETENTION SCHEDULE
Employee Name: __________________________________



Department/Division: _______________________________
