 SEQ CHAPTER \h \r 1SAMPLE ELECTRONIC SYSTEM INVENTORY FORM
	Date      

	Name      
	Phone      

	Office      

	Division      
	Branch      
	Title      

	System Name      

	Acronym and/or #

     
	Program Supported      

	Purpose (Legal Requirement and/or reason system was created)      


	     

	Main Subject Description (Refer to instructions on back...The description must be comprehensive)      


	     

	This system contains the following kinds of documents (Check all that apply):

 FORMCHECKBOX 
 System data   FORMCHECKBOX 
 System documentation   FORMCHECKBOX 
 System development   FORMCHECKBOX 
 Operation/Mtnc   FORMCHECKBOX 
 Input source data

	System Managers                           Name                                                    Office

For development documentation     
     




     
For systems documentation             
      



     
For operation/maintenance material 
      



     

	Hardware      

	Software      

	Date Range

Start       End      
	Record Value

 FORMCHECKBOX 
 Fiscal
 FORMCHECKBOX 
 Administrative

 FORMCHECKBOX 
 Legal  
 FORMCHECKBOX 
 Historical         FORMCHECKBOX 
 None

	Disposition Authority (if known)
	Disposition Recommendation      

	Approved schedule #      
	User Requirement      

	Has purpose / use changed since schedule was approved?

 FORMCHECKBOX 
 No     FORMCHECKBOX 
 Yes    If yes, Explain


	Legal Requirement (if known)
     

	
	Possible schedule number(s)      

	OTHER RECORDKEEPING REQUIREMENTS
Check all that apply

	Restrictions
 FORMCHECKBOX 
 Vital

 FORMCHECKBOX 
 Confidential

 FORMCHECKBOX 
 Subject to audit

 FORMCHECKBOX 
 Archival

 FORMCHECKBOX 
 Public Disclosure

     FORMCHECKBOX 
 Required

     FORMCHECKBOX 
 Prohibited
	Duplication
 FORMCHECKBOX 
 Original

 FORMCHECKBOX 
 Copy

 FORMCHECKBOX 
 Copy locations:

   
 FORMCHECKBOX 
 In Dept

     FORMCHECKBOX 
 In Agency

     FORMCHECKBOX 
 In OARM

     FORMCHECKBOX 
 Out of 
Agency  
	Major Output

 FORMCHECKBOX 
 Reports

 FORMCHECKBOX 
 Tables

 FORMCHECKBOX 
 Charts

 FORMCHECKBOX 
 Publication

 FORMCHECKBOX 
 Other:
	Frequency
 FORMCHECKBOX 
 Daily

 FORMCHECKBOX 
 Weekly

 FORMCHECKBOX 
 Monthly

 FORMCHECKBOX 
 Yearly

 FORMCHECKBOX 
 Other:
	Documentation
 FORMCHECKBOX 
 On-line

 FORMCHECKBOX 
 Hard copy

     volumes

     copies

     locations

	Update cycle:      
	Superseded information saved:   FORMCHECKBOX 
 No      FORMCHECKBOX 
 Yes

	Information transferred to other systems:     FORMCHECKBOX 
 No       FORMCHECKBOX 
 Yes (if yes, what systems):

	Control # E-                                   Revised 10/31/94

	An electronic or “information” system is the organized collection, processing, transmission and dissemination of information in accordance with defined procedures.  It includes the inputs and outputs that are generated, as well as the information on electronic media.  The system may contain budgetary, fiscal, social, economic, scientific-technical or program-related data and information, operated in support of agency programs and management responsibilities.

The Agency’s concern is with the government information in the system, i.e., information created, collected, processed, transmitted, disseminated, used, stored, and disposed of by the Federal Government.  Examples of electronic systems include: Audit Tracking System, ADP Budget Planning System, and Contract Payment System.  Examples of what are NOT electronic systems include: word processing memos and Freelance Graphics presentations.




INSTRUCTIONS

Complete an inventory form for each electronic system.  NOTE: Only one form should be completed for multi-user systems.  The person who maintains responsibility for the system should complete the form.

Date, Name, Phone, Office, Division and Branch: Self-explanatory.

System Title: The commonly used name of the system.

Acronym: The commonly used acronym of the system.

Program Supported: Self-explanatory.

Purpose: The reasons for and the requirements met by the system.

Systems Managers: Indicate all persons designed as back-ups, and/or the names and offices of the person(s) who can provide additional information about the system and the program it supports.

Authority: Indicate the laws, directives, etc. which authorize the system.

Main Subject Description: The description should include the following information:

(a) Sources of data: The primary sources or providers of data to the system [e.g., broadcast license holders, corporations doing business in the U.S.].  Does this system receive information from other systems, either from within or outside your agency?

(b) Information content: The principal subject matter, data coverage, update cycle, whether the system saves superseded information, major characteristics of the system, and whether the system contains microdata or summary data.

(c) Outputs: The principal products of the system [e.g., reports, tables, charts, graphic displays, catalogs, correspondence] and an indication of the frequency of preparation.  Is information from this system transferred to other systems?

Hardware, Software: Self-explanatory.

Disposition Authority: Enclosed in this packet is a list entitled “EPA Approved Schedules”.  Please review this list carefully.  Match your electronic system to a title on the list (if you can) and indicate the schedule number.  If the purpose or use of the system has changed, please explain what the change is.  Example: regulations now mandate the files be maintained where before you kept them for administrative purposes only.  Conversely, laws no longer require the files be kept, but you are still keeping them for reference.
