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Current Status of Agency X’s Shared Drive
CATEGORY

Information Technology

SUBJECT

Status of agency Shared drive, commonly referred to as the S drive

BACKGROUND

The S drive, as part of the computer technology operated and maintained by Agency X, is a valuable resource for all employees. It has been used as an electronic repository for over 20 years.
CURRENT STATUS of SHARED DRIVE
Currently, information on the S drive is a random combination of agency records, non-record materials, and personal files. This information is captured by both electronic folders and individual files. The files include Word documents, spreadsheets, JPEGs, PDFs, and PowerPoint presentations. The folders and files are in alphabetical order on the S drive, but identified by such arbitrary titles as the following: Betty 5, Civil Project, Events, Forms, June Backlog 2016, Photos, Rita’s Files, Visiting Agency X, and Wellness. There are no identifiable naming conventions for either the folders or files. 

While the S drive is accessible to all employees in the agency, no one appears to be responsible for its content or operation. The Information Technology staff is rarely consulted about the S drive, except when management requests more storage capacity. Duplicate files abound, as do numerous versions of such. There have been no recent attempts to apply retention rules to any of the accumulated records on the S drive, some of which contain Protected Health Information (PHI) or Personally Identifiable Information (PII). Neither has a purge of existing non-record materials and personal files been attempted.   
Onboarding staff are introduced to the S drive upon orientation, but receive no subsequent training on its use. There are no existing policies or procedures in place to control access to and content on the S drive. The agency director wants a second S drive added to the organization’s IT infrastructure as soon as possible. 
           Signed
Chief Internal Auditor 
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