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The ISO investigation/Project case folders will be located in the ISO Office right side overhead locked file cabinet.  Electronic versions of the documents will be filed using the same numbering scheme presented here.
The case folders will be filed using the following key (Each case folder will have this information input as the case number):

The naming scheme is as follows:

· XX-XX-XX-XXX, for example CS-XX-XXX, CS is the first set of X’s

· CS = Computer Security Investigation

· IS = Internet Security Investigation

· CL = CLETS Security Investigation

· VA = Vulnerability Assessment

· RA = Risk Assessment

· SP = Security Program

· DS = Data Security Investigation

· XX-XX-XX-XXX, for example XX-06-XX-XXX is the second set of X’s.

· The XX used here is for the month, the 06 indicates the month of June.

· XX-XX-XX-XXX, for example XX-XX-07-XXX is the third set of X’s.

· The XX used here is for the year, the 07 indicates the year 2007.

· XX-XX-XX-XXX, for example XX-XX-001 is the third sequence of X’s.

· The XXX used here is a sequential number, 001 indicates the first item of this type. Each Information security investigation can be tallied on a monthly basis with the use of this numbering system. The yearly statistics can also be obtained from this system.

