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Annual Revalidation of Chancellor's Office Confidential Information Access List

Pursuant to memoranda issued by Chancellor Reed and EVC/CEQ West, a fist of

employees at the Chancelior’s Office who require access to confidential information (ir
electronic or hardeopy forim) must Be malntained and revalidated annually. This memo is
to request your assistance in the annual revalidation process.

Enclosed . is the current list of all CO employees within your division who have been
designated to have atcess to confidential personal information.

Please re-validate and update your employees” access and return the fist to Human
Resource Services by Wednesday, May 3ist. Your revised list should  indicate all
additions and defetions. Please manually cross out any employees who should not be
included on the list and write in any employees who should be included,

On June 1st, Richard West will be sent the proposed office-wide list (including all CO
divisions) for review.and approval. '

As a reminder, it is the responsibility of the department manager to ensure that a
confidentiality form is completed by each of their listed employees and delivered to HR
Services. An electronic version of the form in use at the CO is avallable on the CO
intranet wehsite,

As new emplovess join the Chanceilor's Office, existing emplayees assurme different
responsibiifities and/or leave the Chancellsr's Office, it is the hiring manager's
responsibifity to add of delste names from the approved list by notifying HR Services at
the time the change occurs,

Thank you for your prompt attention to this request,
cc: Lor Erdman

 Mike Mclean
Jantce Lim

Office of the Chancellor



