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How to List Records in a Records Description List 
(RDL) Template 
 
This fact sheet should be used by agencies that have been provided with a Records Description List (RDL) template 
by PROV staff. 

An RDL template records each unit and a description of what is stored inside.  

It is directly imported into PROV’s archival management system and made available in the online catalogue. 

 
Listing Items: 
 
Ensure items are packed in unit containers in original order (the order in which the records were kept when in use) and list 
the items on the RDL accordingly. 
 
Fill in RDL template with relevant information (Figure 1). 
 

 
 
Figure 1 
 

Ensure that the information entered into the template (Figure 2.2) aligns with the information written on the record (Figure 
2.1).  
 

 
 
Figure 2.1  
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Figure 2.2 

 
In some cases, however, it may be difficult to locate details on the record regarding its contents (Figure 3.1). 
 

 
 
Figure 3.1 

 
To complete the RDL template it may be useful to look through the file to get an understanding of the information contained 
within so that as much information as possible can be entered into the RDL template (Figure 3.2). 
 

 
 
Figure 3.2 
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Listing Volumes: 
 
List the year and original volume number (if this exists). Ensure that volumes are kept in original order. 
 
List the title of the volume (as written on record) in the RDL template (Figure 4.2 and 4.3). 
 

              
 
Figure 4.1                                                                                                                                                   Figure 4.2 

 
Ensure that details on RDL match the details of the record: 
 

 
 
Figure 4.3 
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Listing Index Cards:  
 

 
 
Figure 5.1 

 
Ensure that the categories on the cards match the unit details in the RDL (Figure 5.2 – 5.5) 
  

 
 
Figure 5.2 

 

     
 
Figure 5.3         Figure 5.4 
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Figure 5.5 
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