
Information Asset Register

Conservation Works
Asset 

ID

Name of Asset What does it do? Location Owner Volume Personal 

data

Legal basis Access Shared with Format Retention Status Key asset

e.g. Payroll, 

Finance Ledger, 

Marketing 

database

e.g. Stores data required for 

the purposes of paying 

employees monthly salaries 

directly into their bank 

accounts

e.g. Shared network drive, 

SQL database

U:\HR\Section 

files\PRIVATE\Payroll

e.g. [Name] Head of 

Human Resources & 

Information Asset 

Owner

125 

records

No;

Yes;

Yes (inc. 

Sensitive)

See comment for 

options

Restricted to 

[named individuals] 

or [all staff within 

Human Resources]

Details of any third 

parties the data is 

shared with.

E.g. DCC Payroll 

service

e.g. Emails, 

spreadsheets, 

database, PDF 

files

How long are 

the records 

retained for

e.g. 7 years

In use;

Archived;

Development;

Destroyed

Yes;

No

It is 

business 

critical?

Works Team 

Contacts

Emergency contact details for 

the team

T:\PRIVATE\Works Team 

Contacts.xls

Jon Stones

(Conservation Works 

Manager)

<15 Yes 2. Protection of 

vital interests of 

the data subject

SEC-Estates (Works 

team only)

None Excel Only for 

current staff

In use Yes


