Sample IT No-Label Tape Standard
Purpose
this standard is established to set forth Company policy pertaining to the use of standard labels on magnetic tapes used by systems run on the Corporate Computer Utility. 

Internally Developed System
Any system developed wholly for use within the Company that uses magnetic tapes must be designed so that all tapes used in the system have Corporate standard internal labels. 

Outside Source
Certain systems are necessarily designed to receive data from, or send data to, an outside organization. If that data is recorded on magnetic tape, and if the outside organization cannot provide, or accept, tapes containing Corporate standard internal labels, no-label tapes may be used by the system. However, an attempt should be made to have the outside organization use Corporate standard internal labels on their tapes. 

Notification Letter
When a system uses tapes received from, or sent to, an outside organization, and those tapes do not have Corporate standard internal labels, the manager of the systems development group involved shall write a letter to the manager of the department or unit that requested development of the system. This letter shall advise that Computer Operations will not be held responsible for destruction of data on any such tape because of the tape being accidently mounted when another tape was called for. The letter shall further urge that an attempt be made to get the outside organization to use Corporate standard internal labels on their tapes. 

Data Security
Computer Operations will be responsible for the protection and retention of data recorded on a tape that is mis-mounted only if that tape has Corporate standard internal labels. 

General format of notification letter pertaining to the presence of tapes with no internal labels used in a particular system run on the Corporate Computer Systems. 

Business Unit
MAGNETIC TAPES NOT HAVING Corporate STANDARD INTERNAL LABELS 

System XYZ, which is being developed at your request, makes use of an input (output) tape that does not contain Corporate standard internal labels. This tape is received from (sent to) ABC-Vendor Company as a normal step in the periodic operation of the system. 

Use of such a tape as provided by, or sent to, an outside organization is discouraged by Corporate Computer Operations. Existing Computer Center controls over the inadvertent loss or destruction of data are based on the presence of Corporate Standard Internal Labels. Any assistance you can provide toward getting ABC- Vendor Company to create (accept) tapes with Standard Internal Labels will reduce the risk to your department and to Corporate.
