RECORDS INVENTORY & DATA CLASSIFICATION SURVEY

PART I:  RECORDS MANAGEMENT
A. OFFICE/OWNER INFORMATION
	<AGENCY NAME>
<Note drop-down fields should be modified as applicable to the agency-unprotect this form to modify>
	BRANCH: 
 FORMDROPDOWN 

	DIVISION/:

 FORMDROPDOWN 


	COST CENTER:   FORMDROPDOWN 

	PERSON RESPONSIBLE FOR RECORDS:      

	ADDRESS:   FORMDROPDOWN 

	TELEPHONE:       


B. POLICY & PROCEDURES
	1.
	Privacy Policy Statement Posted
Is your department’s/agency’s privacy policy statement posted in each of your offices (headquarters, branch offices, outstation hearing facilities, etc.)? 


	
	 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No   

If no, identify the office(s) which lack posting. 

     

	2.
	Rules of Conduct
a) Do you have written rules of conduct or procedures for staff involved with records containing personal information?

b) Do these rules apply to all employees who design, develop, operate, disclose, or maintain records containing personal information? 


	
	 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No  

If yes, attach copy or reference below.

     
 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No  



	3.
	Access Guidelines for Record Subjects

Do you have written regulations or guidelines on how individuals can get access to their own records (i.e. to inspect, get copies, request amendments or file statements disputing information in the records)?


	
	 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No  

If yes, attach copy or specify code reference below.

     

	4.
	Public Records Act Disclosures  

Do you have copy of written procedures for how you respond to Public Records Act requests?


	
	 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No  

If yes, attach copy or reference below.

	5.
	Procedure for Reporting Privacy/Security Incidents    

Do you have a written procedure for reporting privacy/security incidents that may involve confidential, personal or sensitive information? 

	
	 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No  

If yes, attach copy or reference below.
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