Agency Security Classification Management Program 
Data Reporting Sheet
Fiscal Year:  _______      
Bureau or Independent Office:  ______________

This document is used to record the creation of classified documents in your office.  Please complete the information applicable to any original or derivative classification actions.  The reporting requirement applies to each office that handles, stores or processes classified national security information.  Each Bureau or Independent Office must submit a completed AID 500-8 to SEC by September 1 each year for inclusion in an accumulative report that is submitted to the Information Security Oversight Office.  Detailed instructions on what to include on this form are located on the reverse.
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Guidelines for AID 500-8 Data Collection

What to Count

The data collected on the AID 500-8 is used to report on the Agency’s classification management program.  This report is prepared by SEC on an annual basis and submitted to the Information Security Oversight Office (ISOO) at the end of each fiscal year.  The following guidelines are provided by ISOO for the completion of the SF-311.  Please follow the same guidelines when completing the AID 500-8.

The SF-311 requires an annual count of the number of “classification decisions contained in finished products for dissemination or retention, regardless of the media.  Do not count reproductions or copies.”  “Regardless of the media” includes finished products that are not necessarily on paper, such as, but not limited to, the following:
· official correspondence circulated by e-mail 

· reports and/or intelligence products circulated or posted electronically

· books

· maps

· photographs

· presentations including slides and transparencies

· inputs and outputs from database records that are considered to be finished products 

ISOO realizes that most classified e-mail messages are not finished products.  For example, routine analyst-to-analyst exchanges of information and analytic interpretation on a classified topic would not be considered a finished product.  However, if these same exchanges are required by law and regulation to be retained for record purposes, that would be considered a finished product.

What Not to Count

Again, do not count anything that you do not consider to be a “finished product for dissemination or retention.”  This means that most of your e-mail messages probably do not need to be counted.  If you have an e-mail message that fits the definition of “finished product for dissemination or retention,” you count it as one document without counting how many addresses it went to, or how many times it appears in e-mail threads.  This is consistent with the directions on the SF 311 form, where it says “Do not count reproductions or copies.”  If there is a classified e-mail with classified attachments, generally both would be counted.  If the e-mail is merely a transmittal vehicle for a classified attachment and contains no classified information itself, the e-mail would not be counted, but the attachment would.  This presumes that the sender is also the originator/author of the classified attachment.  
Counting Original Classification Decisions

When possible, use an actual count for determining the number of original decisions.  
Counting Derivative Classification Decisions

When possible, use an actual count for determining the number of original decisions.  
