MEMORANDUM
TO: All Employees

CC: Harvey Specter
FROM: Your Name, System Manager
DATE: November 14, 2017

SUBJECT: Input and Output Security Controls
As of December 1, 2017, Gray and Personal Trainers will be implementing new input and output security controls in the new system. 

A. Output Security Controls

All report will include suitable title, report number or code, printing date, and time period covered. Reports will have pages that are numbered uninterruptedly, identified as Page nn of nn, and the end of the report will have to be labeled clearly. Control totals and record counts will be reconciled alongside input totals and counts. Reports will be carefully chosen at random for an exhaustive check of accuracy and comprehensiveness. All handling of faults or disruptions will be logged so they can be examined. When printed output is shared from a central location, explicit measures will have to be utilized to guarantee that the output is submitted to authorized recipients only. This will apply mostly when reports are composed of sensitive information, for example payroll data. All delicate reports will be stored in protected areas. All pages of confidential reports will be labeled appropriately.
B. Input Security and Controls
Input control will be the focusing on every phase of input design, beginning with the source documents which will be used for promoting data accuracy and quality. Every piece of information will be traceable back to the input data that lend to it. All source documents that originate outside Gray and Personal Trainers will be logged when they are received. Each and every time source documents pass amongst departments; the transfer will be recorded.
Once data is entered, Gray and Personal Trainers will maintain source documents in a safe place for some quantified length of time. Gray and Personal Trainers have come up with records preservation policy that meets all legal requirements as well as business necessities. Audit trail files and reports will be stored and saved. Then, if a data file is impaired, the information will be used to restructure the lost data. System sign-on procedures will prevent unapproved persons from accessing the system, and users ought to change their passwords recurrently.
Best,

Your Name
