To: 

From:  <RECORDS MANAGEMENT DESIGNEE>

Subject:  Request for Staff Assistance with Records Inventory Requirement

Pursuant to the State Records Management Act (Government Code Sections 14740 through 14768) and State Administrative Manual (SAM) Chapter 1600 all state agencies are to conduct an inventory of all records, identify and protect essential records, and establish retention schedules consistent with legal authority for maintenance and disposal of records. 
 
The Records Management designees for each cost center and Branch Division/Unit have been asked to facilitate an inventory of all records used and maintained by <AGENCY NAME>.  Employees/users are asked to assist their designees by:
        identifying all records used and maintained (not limited to those with personal information) 
        identifying current use and maintenance criteria about identified records (includes retention-how long they are kept and where, classification-how they are treated, criticality-how important they are and security-how they are safeguarded, disposal-how they are purged)
 
Attached is a records inventory worksheet (Survey Part II) and corresponding instructions as it relates to the statewide data classification project.  These documents and additional tools to assist staff with this process, including a Frequently Asked Questions document, are available on the <AGENCY NAME> Intranet Web site and can be downloaded from the following link: <INSERT APPLICABLE URL> 
 
Please review the instructions for completing the Survey Part II worksheet (attached) beginning on page 7 of the ‘Records Inventory and Data Classification: Introduction & Instructions’ document first.  All records which are maintained for any period of time are to be identified. The types of records include those maintained electronically (on computer, network server and portable media) or in physical paper files.  These may include general correspondence, policies, procedures, instructions, <INSERT APPLICABLE AGENCY SPECIFIC INFORMATION>, and email maintained in MS Outlook.  To further assist you, keep the following key points in mind:
 
        A record series is a group of related records.  Not typically just an individual file, but rather a group of files that relate in someway. 
        Identify all records not just those containing personal and confidential information
        Items 4 and 9 do not need to be answered at this time. 
        Items 11 through 14 only need to be answered if the record series contains personal information.  
        Don't get hung up on retention or classification – just identify how the records are currently handled or treated.
        Use the tab key to navigate through the worksheet versus using the mouse click.
 
Please contact <INSERT DESIGNEE NAME> with any questions, and return your completed inventory worksheet by reply email to <INSERT DESIGNEE NAME> by no later than <INSERT DATE>. 
 
Thank you for your assistance. 
 
