[Organisation name]  ·  Scope and data inventory schedule
Scope and data inventory schedule
What is in scope, what is excluded, and how each source is screened before release.
	Organisation
	[Organisation name], [registered address], company no. [number], ICO registration no. [number]

	Project
	Licensing de-identified operational data to micro1 Inc. (Company Data Partnerships program)

	Document owner
	[Name, role]

	DPO or data protection lead
	[Name]

	Version and date
	0.1 draft  ·  [date]

	Status
	[Draft / with DPO / approved / superseded]



Guidance: This schedule is the evidence for data minimisation. Agree it with micro1 before any export, attach it to the contract, and update it for each new release. Start narrow: operational material you are comfortable with, rather than everything.
Inventory
	System and owner
	Data and people involved
	Date range and volume
	In scope?
	Filters, exclusions and screening

	[Email: system, owner]
	[Internal and external mail; staff, customers, suppliers]
	[ ]
	[Y/N]
	[Exclude: HR, legal, board, personal folders. Screen for health and criminal terms.]

	[Chat: system, owner]
	[ ]
	[ ]
	[Y/N]
	[Exclude private messages, welfare and social channels]

	[CRM]
	[ ]
	[ ]
	[Y/N]
	[ ]

	[Ticketing]
	[ ]
	[ ]
	[Y/N]
	[ ]

	[Knowledge base / SOPs]
	[ ]
	[ ]
	[Y/N]
	[ ]

	[Documents / file stores]
	[ ]
	[ ]
	[Y/N]
	[Exclude contracts, client deliverables, privileged advice]



Standard exclusions
Unless the DPO agrees otherwise in writing, the following are excluded:
1. HR, payroll, recruitment, occupational health and disciplinary records.
1. Special category data (health, ethnicity, religion, sexual orientation, trade union membership, biometrics) and criminal offence data.
1. Children's data.
1. Legal advice and legally privileged material.
1. Client-confidential material, where a client contract or NDA restricts use (see document 06, part C).
1. Data originally collected on the basis of consent (see document 03).
1. Passwords, credentials, bank details, card numbers and government identifiers.
1. Attachments, images, audio and video, unless separately processed and reviewed.
1. Records of people who have objected (see document 07).
Screening before release
	Check
	Method
	Owner
	Done

	Keyword and pattern screen
	[Health, criminal, financial and identifier terms; regular expressions for card numbers, NI numbers etc.]
	[ ]
	[ ]

	Objection list applied
	[Remove all records for people who objected]
	[ ]
	[ ]

	Client restriction list applied
	[Remove records for restricted clients]
	[ ]
	[ ]

	Sample review of de-identified output
	[Sample size and method; see document 08]
	[ ]
	[ ]



Exclusion decision log
	Date
	Decision
	Reason
	Approved by

	[ ]
	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]
	[ ]
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