System inventory form

Note: Information in DIRKS on system assessments may also be useful. See DIRKS Step D at http://www.records.nsw.gov.au/recordkeeping/dirks-manual/step-by-step-through-dirks/step-d/step-d-assessment-of-existing-systems
	Name of person completing form:  e.g. J. Bloggs
	Date of inventory: e.g. 12/11/03

	Function:  e.g. Financial Management
	Name of system:  e.g. General Ledger

	Operating system:  e.g. Windows NT
	Software application:  e.g. Excel

	Date of system operation:  e.g. 1999-
(note any major upgrades)
	Location:  e.g. Finance Office

	Business manager responsible:





IT Support:

e.g. J. Bloggs  x123







e.g. M. Smith  x678

	Frequency of back-ups:






Location of back-up storage:

e.g. Daily








e.g. Safe in Finance Office

	Main records series managed by the system

Invoices

Purchase orders



	Are records covered by a 
General disposal authority?  YES / NO

If yes, give details.

e.g. GDA 7: 2.1.22
	Functional disposal authority?   YES / NO

If yes, give details.

	Description of the system:  

e.g. Maintains a chart of accounts for the organisation, including payments and receipts.




