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REPLACES PREVIOUS EDITION, WHICH IS OBSOLETE
7a. MASTER FILE - INFORMATION CONTENT DESCRIPTION
7b. RECOMMENDED RETENTION FOR MASTER FILES
14. INCLUSIVE DATES OF INFORMATION IN THE SYSTEM
TO
16. DOES THE SYSTEM CONTAIN PRIVACY ACT INFORMATION (PII)
16c. DOES THE SYSTEM HAVE A PIA?
17. ARE THE RECORDS IN THE SYSTEM CONSIDERED VITAL OR ESSENTIAL RECORDS (REQUIRED TO STAND-UP OR SUPPORT THE AGENCY DURING CATASTROPHIC SITUATIONS)?
SYSTEM CAPABILITY
18. DELETION 
19. METADATA - METADATA IS CAPTURED AND MAINTAINED BY THE SYSTEM IAW 36 CFR 1236.2
20. SEARCH AND RETRIEVABLE (INFORMATION IS SEARCHABLE AND RETRIEVABLE THROUGHOUT ITS LIFECYCLE (APPROVED RETENTION) IAW THE DLA RECORDS SCHEDULE)
21. PRESERVATION HOLD (INFORMATION CAN BE PLACED ON HOLD WITHIN THE SYSTEM TO PREVENT DELETION TO SUPPORT LEGAL, FOIA, AUDIT OR BUSINESS REQUIREMENT)
22. RECORDS CUTOFF
Instructions
1.         System Name and Acronym:  Provide the full name and acronym for the system.         
2a.         DITPR Number:  Provide the DITPR number for the system, if applicable.
2b.         DLA Record Series (if scheduled):  Provide the current record series number if the system is already scheduled.
3.         Date prepared.  Date the inventory is prepared.
4.         Inventory personnel.   Personnel that participate in collecting and providing the information about the system.
5.         System Description/Purpose:  Provide a description of what records and information the system creates and/or maintains to support the program / functional office.
6/6a.         Sources (Input) of Data:  Identify the sources of input data (i.e., scanning, manual input, system-to-system, etc.) and provide recommended retention.
7/7a.         Master File - Information Content Description: Describe the type of information created, modified, maintained, archived, retrieved, or distributed by the system or application.  Identify multiple types of information in the system and what it is used for, if there are different uses.  Different types of information may have different retentions. Provide recommended retention for each type of information.  Add a new line for each type of information.
8/8a.         Major Outputs:  Describe the types of information produced by the system (i.e., reports, statistical charts, etc.). Provide recommended retention.
9/9a.         System Documentation. Describe the type of system documentation and its recommended retention.
10.         Hardware/Software Environment (i.e., On-Premise, Cloud, Oracle, SAP, etc.) – self-explanatory.
11.         System Access Information/Location:  Provide URL or path to access the system/application.
12a.         Information System Program Manager.  Provide the name of primary system program manager.
12b.         Organizational Name. Provide the organization name for the system program manager.
12c.         Organization Code. Provide the organization code for the system program manager.
13.         Functional Program(s) supported by the system – Owner of the information/data in the system.  Provide a Point-of-Contact.
13a.         Stakeholders supported by system.  Identify other stakeholders or indicate “Enterprise Wide” if used by all of the DLA Enterprise (i.e., DTS, EAGLE, EBS, etc.).
14.         Inclusive Dates of Records and Information in the System.  Range of dates (oldest to newest (present)) that are maintained within the system (i.e., 2011 to present, etc).
15.         Volume of Records and Information.  Size of electronic information maintained within the system in megabytes (MB), gigabytes (GB), terabytes (TB), etc.
16.         Does the system contain Privacy Act Information?  If yes, answer 16a-16c.
16a.         What type of PII?  Social Security, Names, addresses, medical, other?
16b.         Does the system have a System of Records Notice (SORN)?
16c.         Does the system have a Privacy Impact Assessment (PIA)?
17.         Are the records considered vital or essential records?  Required to stand up or support the agency during catastrophic situations.
17a.         If yes, to 17, provide examples of how they are vital.
18.         System Capability- Automated or Manual Deletion or Not able to Delete.  Is the system capable of implementing the disposition identified in block 7-9?
18a.         If not able to delete, explain why, and how it will be addressed.
19.         System capability- Metadata.  Identify if the system preserves contextual information describing the history, tracking, and/or management of an electronic document IAW 36 CFR 1236 and if it is accomplished automatically (Yes), is not able to capture the information (No) or if users can enter the metadata manually.
20.         System Capability – Search and Retrievable – Yes -Records and information are searchable and retrievable throughout their lifecycle based on approved retention; No – records and information are not searchable/retrievable throughout their lifecycle based on approved retention.
21.         Preservation Hold – System provides the capability for information to be placed on hold to prevent deletion to support legal, FOIA, audit or business requirement).
22.         Records cutoff.  When are the records cutoff so that the disposition clock begins?  This will be Calendar Year, Fiscal Year or Event based (i.e., contracts, etc.).  Event based requires a response to Question 20a.
22a.         If event based (i.e., contracts, etc.) what is the process for entering the event date to the system so the disposition clock will begin?) once the event has occurred.
Notes:  Provide any other information that may be beneficial to the scheduling of the system and its information.
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