Cabinet for Health and Family Services (CHFS) 
Information Technology (IT) Policies
Category: 070.000 Administrative

070.202 Non-Work Related Files

Policy: Non-work related files shall not be stored on CHFS servers. Examples of these types of files are listed below. IT reserves the right to routinely delete these files from servers.

Scope: This policy applies to all CHFS employees and contractors, including all persons providing contractor services.

Policy/Procedure Maintenance Responsibility: The Office of Administrative and Technology Services (OATS) Division of Infrastructure and User Support (DIUS) is responsible for the maintenance of this policy.

Applicability:  All CHFS employees and contractors shall adhere to the following policies.
Exceptions: Any exceptions to this policy must follow the procedures established in CHFS IT Policy #070.203.
Files that should not be kept on servers include but are not limited to personal pictures, music files, personal movies, emails, etc. The key word is PERSONAL files, should not be kept on your “U” drive

FILE TYPES: (not limited to)

Music: 

MP1, MP2, MP3, MP2V, MPA, MPE, MEG, MPG, MPGA, MPS, MPV, MPV2

Images: 

JPEG, BMP, GIF, PNG, ZIF, WIF, TIFF, TIF, JPG

Movies: 

AV, MPEG, AVI, MOV, M1V, M2V, M3U, VPG

Review Cycle: Biennial
Timeline:

Revision Date: 
06/27/2011
Review Date: 
06/27/2011
Effective Date: 
03/1/2005

Cross Reference #
· There are no COT policies related to this policy.
· CHFS IT Policy #070.203 – Exceptions to Standards and Policies.
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