Agency/Organization Letterhead
[Date]

[Appointee Name]
Work Address
City, State, Zip
Work Phone

Subject: Appointment as [Agency/Organization Name] Information Security Officer
Dear [Appointee Name]
You are formally appointed as the [Agency/Organization Name] Information Security Officer.  This appointment shall remain in effect until otherwise directed by executive leadership or another individual has been appointed as the Information Security Officer.
The Kansas Cybersecurity Act requires that our organization appoints an Information Security Officer.  With this position, you report all matters related to information security to executive leadership.  We as an organization must ensure that Kansas citizens’ information is protected and that they can access the systems and services they need in a timely fashion.  There is a great level of responsibility that comes with this position.
Your key responsibilities and duties as the Information Security Officer include:
· Administer the agency information security program
· Serve as the organization’s information security subject matter expert
· Ensure organization executive staff is aware of information security risks
· Attend Kansas Information Security Office sponsored events and conferences
· [bookmark: _GoBack]Assist and facilitate annual internal assessments of the cyber security program
· Deliver a copy of the annual internal assessment to the CISO by October 16th of each even-number year
· Ensure the agency complies with any state, federal or local laws, statutes, regulations, policies or directives that govern the protection of information

Sincerely,

[Agency/Organization Executive]
cc:
Rodney Blunt, CISO
Jeff Maxon, KISO IAM
