                                                              U. S. AGENCY FOR INTERNATIONAL DEVELOPMENT

DESCRIPTION OF ELECTRONIC RECORDS

You must provide a system and technical documentation with this form.  Contact your Bureau Client Analyst in M/AS/IRD if you have any questions or concerns.

Office Unit/Division Name

     

System Owner

     
Phone No.

     
Location (Bldg & Room No.)

     

1. Electronic System Name

     

2. Inclusive dates of records in the system: 

     


3. What is the purpose/function of the electronic records system and the legal authority for the creation  of  the system?

     

4. How is information entered into the system, i.e., what are the system inputs?

     

5. How are records arranged or sorted once they have been entered into the system?  What is the primary/key unit of analysis for each file, i.e., one record is created for each       (records units)?  What are the applications this system supports?  (primary sources or providers of data to the system)

     

6. What are the system outputs, i.e., screens of information, printouts, publications, final studies, tapes used for other electronic systems, etc. (the principal products of the system are, e.g., reports, tables charts graphic, display, correspondence)

     

7. Is the data in this system duplicated in either paper or electronic form elsewhere in the office or in USAID?  If yes, please explain.

     

8. How often are the records in the system updated or changed?

     


9.  How long does the information in the system need to be maintained for current agency business?  Please explain briefly.
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10. How long does the information need to be maintained for legal, fiscal or other administrative reason?  Please explain briefly.

     

11. When does the information cease to have value to your program, or to USAID?  Please explain briefly.

     


12.   Are there any restrictions on the release of the information or data?  If so, what are they?

     

13. What hardware is used for this system?

     

14. What software is used on this system?

     

15.  What database or system documentation is available. i.e., operator or user manuals, data dictionaries, code      books, file layouts, system design and analysis manuals, etc?  What other documentation is available for this system?    

     

16.   Are the records in  this system necessary to protect the rights or interests of the Government or individuals affected by the government?  If yes, please explain.

         

17.   Does the system produce a public use version of data?  

      

18.   Please explain the update and backup process for this system.  

      

19. Does this system have a Privacy Act listing?  If yes, please provide a copy of the listing.

     

20. If using magnetic tape, can you produce files from this system that meet the specification under Item 21 in the instructions.  If not, what other media(s) do you use to produce files.  

      

Preparer’s Name
Date  
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INSTRUCTIONS

Instructions for items other than those that are self-explanatory, are as follows:

Item 1-
Use commonly used name and acronym of the system, i.e., American Electronic time and Attendance System (AETA), New Management System (NMS), etc.

Item 2 -
Inclusive dates for the file(s), and the subject(s) of the file(s) if any.

Item 3 -
Provide reasons for the system and the requirements it meets.

Item 21 –If you are archiving on magnetic tapes, can you produce files that meet the specification in the following:

· independent logical files

· hardware and software independent files

· ASCII or EBCDIC

· No internal control characters

· Blocked no higher than 32,760 bytes

· ½ inches magnetic tape

· 7 or 9 track open reel at 800, 1600, or 6250 bpi

18 track 3480 class cartridge at 37,871 bpi.

· 

