Quiz
Introductory Text: Let's finish up with a few questions to make sure we're all on the same page. 
This quiz won't be graded; it's just for your own knowledge, to find out how much about Records Management you've picked up from the previous information!
  
There are 7 multiple-choice questions, each with 4 or 5 possible answers. 

Quiz Question 1:
The officially-approved list of record types that your agency may create or receive, with instructions on how long you must keep each type, is called a...
a. Record Series
b. Agency Records Policy
c. File Plan
d. Records Retention Schedule

Answers: 
The correct answer is D: Records Retention Schedule.  
Text response: 
Correct! An approved Records Retention Schedule is your official source for information on what you may, may not, and must do to legally preserve the the public records in your care. [After this answer, users can move on to the next slide.]
The incorrect answers are:
a. Record Series:
Text response: These are the various record types listed in the Records Retention Schedule.
b. Agency Records Policy: Your agency may also develop internal policies about records, but that's not the document that legally authorizes you to transfer or destroy agency records.
c. File Plan: A File Plan is a specific kind of internal agency policy, on how to arrange records within the office and how to apply the instructions found in the Records Retention Schedule.
Text response for all: Not quite! Please go back and choose another answer. 
[After each incorrect answer, the system should send them back  to the quiz question, so that there's no way to escape the slide without eventually getting the correct answer.]



Quiz Question 2:
Which of these formats might contain Indiana government records?
a. Microfilm
b. Audio-cassette
c. Paper form
d. E-mail
e. All of the above

Answers: 
The best answer is E: All of the above. 
Text Response: Correct!
All of these media and formats (and many others) may contain public records. The same type of information might be stored in any one of these forms - and the retention, confidentiality, and public access laws which apply to that information will remain the same. [After this answer, users can move on to the next slide.]
The non-quite-correct answers are:
A. Microfilm
B. Audio-cassette
C. Paper form
D. E-mail
E. Text response
Text Response for all: You're not wrong, but there was a better answer on the list. Please go back and choose again.
[After each incorrect answer, the system should send them back  to the quiz question, so that there's no way to escape the slide without eventually getting the correct answer.]
	


Quiz Question 3:
Here's an example of a situation that could really happen: 
· Tony receives a paper application for his agency's grant program. 
· Steve, his co-worker, also receives an application that day, but his is submitted through the agency website. 
· Natalie, their supervisor, prints out copies of both applications to use as examples while training a new employee that afternoon.
Whose documents may legally be destroyed first?
a. Steve
b. Tony
c. Natalie
d. We can't answer that question, because we haven't reviewed the records retention schedule for this particular type of information.

Answers: 
The correct answer is C: Natalie.
Text response: Correct! Natalie's documents would be eligible soonest, because they're not records at all. We'd need to examine a retention schedule to know how long Tony and Steve need to keep their records (though we do know that it would be the same time period for both of them), but since Natalie's documents are exact duplicates, they're considered non-record materials. So Natalie may destroy her documents as soon as they're no longer useful to her. [After this answer, users can move on to the next slide.]
The incorrect answers are:
a. Steve: 
Text response: Not quite! There's nothing special about an electronic application that would make it eligible for destruction sooner than a paper one received on the same day. Please go back and try another answer.
b. Tony: 
Text response: Not quite! There's also nothing special about a paper application that would make it eligible for destruction sooner than an electronic one received on the same day. Please go back and try another answer.
[After each incorrect answer, the system should send them back  to the quiz question, so that there's no way to escape the slide without eventually getting the correct answer.]



Quiz Question 4:
Choose the best source of help for this situation: "I need to know how long to keep these files before I can destroy them."
a. Indiana Archives
b. Public Access Counselor
c. Records Retention Schedule
d. State Forms Management

Answers: 
The correct answer is C: Records Retention Schedule. 
Text response: Correct! A Records Retention Schedule lists the types of records an agency creates or receives, and tells you how long you're required to keep them. [After this answer, users can move on to the next slide.]
The incorrect answers are:
a. Indiana Archives: 

Text response: Not quite! The Indiana Archives preserves records scheduled to be kept forever for historical purposes. Please go back and try another answer.

b. Public Access Counselor: 

Text response: Not quite! The Public Access Counselor assists agencies and citizens in determining which records are confidential and which are open to the public. Please go back and try another answer.

c. State Forms Management: 
Text response: Not quite! The State Forms Management division designs and approves the design of blank forms for state agencies; a blank form is not a record until someone fills it out. Please go back and try another answer.

[After each incorrect answer, the system should send them back  to the quiz question, so that there's no way to escape the slide without eventually getting the correct answer.]



Quiz Question 5:
Choose the best source of help for this situation: "We need a box back from temporary storage."
a. State Records Management Division
b. Indiana Archives
c. Imaging and Microfilm Lab
d. State Records Center

Answers: 
The correct answer is D:  State Records Center. 
Text Response: The State Records Center provides temporary storage for paper records, which can be returned to the agency at any time upon request. [After this answer, users can move on to the next slide.]
The incorrect answers are:
a. State Records Management Division: 

Text response: The State Records Management division writes agency retention schedules and advises state employees on how to understand those schedules.
b. Indiana Archives: 

Text response: Not quite! The Indiana Archives preserves records scheduled to be kept forever for historical purposes, which are not returnable to the original agency.
c. Imaging and Microfilm Lab: 

Text response: Not quite! The Imaging and Microfilm Lab creates digital or microfilm copies of agency records. Please go back and try another answer.

[After each incorrect answer, the system should send them back  to the quiz question, so that there's no way to escape the slide without eventually getting the correct answer.]



Quiz Question 6:
Choose the best source of help for this situation: "I need a signature on the notice giving us permission to  destroy these records."
a. Indiana Archives
b. Public Access Counselor
c. Agency Records Coordinator
d. State Forms Management

Answers: 
The correct answer is C: Agency Records Coordinator. 

Text response: Correct! Your Agency Records Coordinator is the person who'll need to sign your Records Destruction Notification before you can shred, throw away, recycle or delete any records. [After this answer, users can move on to the next slide.]
The incorrect answers are:
a. Indiana Archives: Not quite! The Indiana Archives preserves records scheduled to be kept forever for historical purposes. Please go back and try another answer.

Text response:
b. Public Access Counselor: 

Text response: Not quite! The Public Access Counselor assists agencies and citizens in determining which records are confidential and which are open to the public. Please go back and try another answer.
d. State Forms Management: 

Text response: Not quite! The State Forms Management division designs and approves the design of blank forms for state agencies; a blank form is not a record until someone fills it out. Please go back and try another answer.
[After each incorrect answer, the system should send them back  to the quiz question, so that there's no way to escape the slide without eventually getting the correct answer.]

Quiz Question 7:
Choose the best source of help for this situation: "I'm an agency records coordinator, and I need to make changes to our records retention schedule."
a. Imaging and Microfilm Lab
b. Indiana Archives 
c. Public Access Counselor
d. State Records Management Division

Answers: 
The correct answer is D: State Records Management Division. 

Text response: Correct! State Records Management works with agencies to update retention schedules, then submits them for final approval from the Oversight Committee on Public Records.
The incorrect answers are:
a. Imaging and Microfilm Lab: 

Text response:  Not quite! The Imaging and Microfilm Lab creates digital or microfilm copies of agency records. Please go back and try another answer.
b. Indiana Archives: 

Text response: Not quite! The Indiana Archives preserves records permanently for historical purposes; they're featured in retention schedules, but they don't write them. Please go back and try another answer.
c. Public Access Counselor: 

Text response: Not quite! The Public Access Counselor assists agencies and citizens in determining which records are confidential and which are open to the public. Please go back and try another answer. Please go back and try another answer.
[After each incorrect answer, the system should send them back  to the quiz question, so that there's no way to escape the slide without eventually getting the correct answer.]
