Forest Service Handbook
National Headquarters - Washington Office
Washington, DC

Forest Service Handbook 6209.13 — Freedom of Information Act/Privacy Act Handbook
Chapter 20 - Privacy Act of 1974

Amendment: 6209.13-1994-1

Effective date: December 08, 1994

Duration: This amendment is effective until superseded or removed.
Approved by: Jack Ward Thomas, Chief

Date approved:

Responsible Staff:

Last Change:

Superseded Document(s): 6209.13-91-2, October 17, 1991; 1, February 1988; New, March
1986; Title page, 00--1 thru 27.2, ID 6209.13-94-1, ID 6209.13-94-2

Digest: Following is an explanation of the changes throughout the directive by section.

Zero Code: Makes minor editorial formatting changes throughout the chapter. Adds definitions
for Attorney Work Product and Incident Investigation Documents, formerly in interim directives
6209.13-94-2.

11: Revises exhibit 02 to address situations on when to release records.

11.1 - 11.66: Adds direction in section 11.1 concerning application of Exemption 2 to release
information related to an agency's personnel rules and practices. Recodes direction on
Exemption 3 to section 11.2 (formerly section 11.1); Exemption 4.

11.22: Adds paragraph on requirements of National Historic Preservation Act of 1966 pertaining
to Cultural Resource Information.

11.4: Adds direction concerning the application of exemption 5 to documents related to
incident investigations, formerly in interim directive 6209.13-94-2.

11.53: Removes direction concerning application of Exemption 6 to Use of Information for
Political Purposes (formally section 11.43) and retains and revises direction on Use of
Information for Commercial Solicitation.
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11.7: Adds a new section to address direction on the foreseeable harm standard.

12.33 - 12.35: Adds a new section with procedures for releasing documents to Congress
(section 12.33) and recodes subsequent section 12.34, Permitting Requester Access to Original
Records (formerly section 12.33) and section 12.35, Creation of New Records (formerly section
12.34).

12.5: Revises direction on determining the date of receipt of a request or appeal.

13.04: Incorporates direction in Interim Directive 6209.13-94-1 which adds the delegated
authority for signing Freedom of Information Act requests for law enforcement records to the
Regional Special Agents in Charge and the Washington Office Staff Director of Law Enforcement
and Investigations.

14.1: Adds direction for responding to a request for a list that requires a search through a unit's
personnel folders.

14.73 - 14.73a: Revises criteria for non-profit organization status as related to fee waiver.
14.9: Clarifies billing procedures for search and duplication fees.

16.04 - 16.04b: Recodes reporting responsibilities of agency officials (formally in section 16.1 -
16.2).

20.4 - 20.43: Adds Privacy Act responsibilities for Freedom of Information Act/Privacy Act
Officers in the Washington Office (section 20.41a); Field Units (section 20.41b); System
Managers (section 20.42); and Employees (section 20.43).

21.3: Revises exhibit 01 - Forest Service Privacy Act Systems of Records.

22.1 - 22.4: Adds direction in section 22.1 on special exemption under Privacy Act to address
information related to a civil action or proceeding and recodes subsequent sections 22.2, Two
General Exemptions (formerly section 22.1); 22.3, Specific Exemptions (formerly section 22.2);
and 22.4, Obtaining Exemption (formerly section 22.3).

24.63: Adds instruction for transmitting correspondence related to access and amendment of
records.

27 - 27.1: Removes direction on obsolete Form OF-203, Privacy Act Information Request
(formerly section 27.1). Recodes direction to section 27 on submission of Report FS-6200-F,
Privacy Act Biennial Report (formerly this was an annual report and direction was in section
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27.3). Revises samples of responses and recodes exhibits to section 27.1 (formerly section
27.2).

This Handbook is now available electronically in the National Information Center in the same
format as the paper copy. Henceforth, amendments to this Handbook will be issued to Forest
Service units electronically on a document basis.
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21.3 - Exhibit 01

FOREST SERVICE PRIVACY ACT SYSTEMS OF RECORDS
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Chapter 20 - Privacy Act of 1974

Amendment: 6209.13-1994-1

Effective date: December 08, 1994

Exhibit 0l1--Continued

LSDAIFS-3

SYBTEN NAME:
USDA /FS-3. Uniform Allowance
System

SYSTEM LOCATION:

The records in this svsiem are
manta:ned at the USDA. Forest Service
Headguaricrs. P.O. Box 2417,
Washingtion DC 20013: Regional Offices:
Forest Supervisor’'s Offices: Nationa)
Finance Centcr, P.O. Box 600000, New
Ortleans. Louisiana 70180: and
Contractor's Office. The addresses of
Forest Senice Regional Offices and
Forest Supervisor's Offices may be
found in 36 CFR 200.1. Subpart A. or in
the telephone direclory of the applicable
locality under the heading Uniled Slates
Government. Department of Agrrculture,
Forest Service. The address of the
Contractor may be obtained by writing
to Fores! Service Headquarters at the
above listed address.

CATROOMIS OF WDIVIDUALS COVERED BY
sYsTER

All Forest Service employees entitled
to and receiving sliowances for uniforms
required in their work.

CATEQORIES OF AECOADS IN THL SYSTEM:

This system consists of compiete files
on advances, accruais, and payments lo
individuals within the Forest Servica for
uniform allowancss. Information in
these fies will include the smployee's
name, social security numbar, employss
location. allowance calegory(ies), year
to date amount of sales, backorders,
management code, and current statys
[active or terminaled).

AUTHONTY POR MANTENANCE OF STYSTEME

S US.C. 301. 5 U.S.C. 8901 throvgh
5003: end 7 CFR 2.75.

FOUTINE USES OF RECORDS MANNTANMED W
THE SYSTEM, INCLUDING CATEGORISS OF
USERS AMD PURPOSE OF SUCH USEE:

(1) Information from this system of
records deveioped by the Contractor
and the National Finance Center is for
Forest Service internal processing
purposes in conneciion with the uniform
aliowance program.

{2) Dhsclosure 10 the Depariment of
Justice for use in litigation when USDA,
or any component thereof: or any
employee of USDA in his or her official
capacity: or any employee of USDA in
his or her individual capacity where the
Department of justice has agreed to
represent the emplovee: or the United
Siates. where USDA determines that
litigation is likely to afTect USDA ar any
of i1ts componentas. is a party to litigation
or has an interest in such litigation, and
the use of such records by the
Depariment of Justice is deemed by
USDA to be relevant and necessary to

the litigation. provided, however. that in
each case, USDA delermines that
disclosure of the records to the
Dcepartment of Justice is 8 use of the
information contained in the records
that is compatible with the purpose for
which the records were collected,

(3) Disclosure in a proceeding before a
court or adjudicative body before which
USDA is authorized to &ppear. when
USDA or any component thereof. or any
employee of USDA in his or ber official
capacity; or any employee of the USDA
in his or her individual capacity where
USDA has agreed to represent the
employee; or the Uniled States. where
USDA determines that litigation is likely
to affect USDA or any of its
components. is a party to litigation or
has an interest in such litigation and
USDA determines that use of such
records is relevant and necessary to the
litigation, provided, however, that in
each case, USDA determines that
disclosure of the records to the courtis a
use of ihe information contained in the
records that is compatible with the
purpose for which the records were
collected:

{4) Referral to the appropriate agency.
whether Federal. State. locsl. or foreign.
charged with the responsibility of
investigaling or prosecuting a violation
of law. or of enforcing or implementing
the statute, rule, regulation, or arder
issued pursuant thereto, of any record
within this system when information
available indicates a violstion or
potential violation of law, whether civil,
criminal. or regulatory in nature, and
whether arising by general atatute, or
particular program statute, or by rule,
regulation, or order issued pursuant
thereto;

{5) To answer Congressional inquiries
made at the request of the individual
{from whose record information is
disciosed.

Records are maintained on magnetic
tapes. disk. or other format, as well as
on input forms prepared ty coversd
employees which may be stored in file
folders.

RETREVABRITY:

Records are indexed by name and
social security number of individual
employees.

BAFEOUARDS:

Records are kept on magnetic tape
and disk files. They are kept in & Jocked
computer room and tape library which
can only be accessed by euthonzed
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personnel utilizing & special access
code. File folders are kept in locked file
cabinets or in secure sreas with access
o authorized personnel only.

RETENTION AND DISPORAL

Records are retained or disposed of in
accordance with the retention periods
conlained in Forest Service Handbook
8208.1t. Records Management
Handbook.

BYSTEM MAMAGEIR AND ADORESS:

Director, Personnel and Civil Rights
Staff, USDA-Forest Service, P.O. Box
2417, Washington. DC 20013.

NOTIMCATION PROCEDURE:

Individuals may request information
regarding this syatem of recotds. or
information as tc whethet the system
contains records pertaining to them from
the system manager listed in the
preceding paragraph. A request for
information should contein name.
address. snd particulare involved {e.g..
the date of action giving rise 1o the
inquiry, complaint. etc.).

RECORD ACCESS PROCEDURES:

Individuals may obtain information as
to the procedures for geining access to
recards in the system which pertain to
them by contacting the system manager
as set forth in the preceding paragraph.
The envalope and letier should be
marked “Privacy Act Request.”

CONTESTING RECORD PROCRDURRE:
Use the same procedures as jor record
access.

RECORD SOUACE CATROORED.

Information in this system comes
primarily from individuale who request
payments of uniform allowances.
Information may also be furnished by
the smployse's supervisos.
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21.3 - Exhibit 0l--Continued

p USDA/F5-4
System name: Certification of Enginecring Personnel, USDA/FS

System location: Forest Service Headquariers Offices of the Chief,
Regional Foresters. and Forest Supervmors m histed in 36 CFR 200.2,
Subpart A, where individoal is or was employed.

Categories of imdividmals covered by the system: At the Forest
Service employees who bave taken examinations in one or more of
the certification categories.

of records in the systes: Cousists of the same, social

necumynu:nbcr work location, written and oral exammaton results,

and certificates issued for each Forest Service employee defined in
the preceding paragraph

Anthority for maintenance of the symtem: 3 U.S.C. 30]; 7 CFR 2.60.

Rosutine wses of records maintained in the systom. including catege-
ries of esers and the parposes of such maes: Disclosure may be made
10 a congresnonal office from the record of an individual
wlnmqniryﬁmthtwmmuthtmmof

Wﬂmhmmmm-l
disposing of records in the systom:

Storage: Examination results and supporting documents

Retrievability: Manuval system is indexed by ssme, social socarity
sumber, aad location.

Sedeguards: Records are maintained in standard filing system. The
recorda sre located m offices that are locked during nos-office hours,
They are available ouly 10 suthorized personnel.

Retention snd disposal: Rocords are maintamed for the duration of
individoal's employment and theresfter filed in the Federal Records

won, D.C., 20013, or the Forester, or Forest
Supu\’:grmchu'geofthemtwhaelbemwnww-

) Nmmmﬂoyu(pnamt)mym
information as to whether or not the system contains records pestain

ing w0 thetn from the » Wmmmgcrhndnthepn-
ceding paragraph. A request for information should be in writng and

USDA Forest Service
Page 6 of 41



Forest Service Handbook 6209.13 — Freedom of Information Act/Privacy Act Handbook
Chapter 20 - Privacy Act of 1974
Amendment: 6209.13-1994-1
Effective date: December 08, 1994

21.3

Exhibit 01--Continued

Syvtem samte  Cartified cost Collectors, USDA/FS
Sysam lsestion: Office of the Regional Fovester,
£30 Sessome St., San Francisco, CA, 94111,
Casagerios of individesis covared by the sysiem: Forost Service

mhﬂw&emmbpﬁ-

Catugories of repurdy in the gystemr Name sad date of individual's
oertification.
Antherity for maintenance of the systmm: 16 U.S.C. 476

Forest Service,

Pelicias and practices for storing, retrieving, acosssing, retaising, snd
dinpasing of recurds in the systam:

Sterage  Records are msintaimed in file folders at the spplicsble
atdrom tisted sbove.

Rotrievability: Racords sre indesad by orgeaication aad seme of
imbivicual cortified.

Salegnards: Records are kept in & locked office,

Retention snd dispessd: anﬂw

Systiin mungir(s) snd adbress of Timber
mmmus_s—rwumu

Anthority for maintessnce of the system: 16 US.C 476

Bautios wtte of records maintained in the sysiem, incinding catege-
rins of woers and the payposss of such s Nooe

mumhmmg—;m—
daposing of Tecords in the systesc

Starage:  Recorts are maintsined in file folders st the spplicabie
m anww-dmof

u—-&mﬂwn.wm
Ratention ond dlspesai: Records are sapintsined uatil ssperseded.

Record sscasy procederey: Use same peocedures ss for reqoesting
Notificstion.

Contosting recerd procodurext Use same for
g procedures reqaest.

Casagurios of indivijgunis covgred by the sytam  Forest Service
employees who bave completed the necessary tratnmg o quoalify.
Catageries of recards in the sysiom: Name, date of certifica-
ton, sand orgamization. Includes record of ification action.
Anthority for melvtenancs of the sysiem: 16 US.C. 476
M—dn-t“ihhn—.uln

ries of -lﬁ--'ﬁ-wf‘dmwmemyhem
to a congressonal office record of an individual in response
wnm&mmwmwnn:wof

that individuoal.”
Pobities and for stering, recrieving, stesssing, retuiming, snd
dispesing of recerds La the systoex: !

Storage: megm:ﬁdﬂmnhwe
adidress listed above.

Records indexed aad of
mr are by orgasimton anme
Hlm&mheplnlwm
Roantion snd dispemal: Records are mmintained wmil superseded.

Record access precsduras:  Use s for i
procedures as TEquesting

Contssting record Use sane - for
.. procederes: procedures request-

sz.. S.W., Wahingion,

.C., 20230, end disseminated 10 all Regionsl Air Officers at above

mentioned JocAtions.

Catageries of individmsis covered by the system: Filots who have
ensstinfactorily, while working under s costract for serv-

of records i the syste: The racord contains the pilot's
mame, FAA pilot's boense pumber and the Region or sres winch
reported the vosstisfactory performence.

luﬁ-ﬂyhd-—-mdhq_ 3 USC %07 CER
60.

Routine mtte of rocords maintuingd ia the system, lnclnding cutego-
rigs of wers and the payposss of sch mees: None.

Pelicias sad practices for storing, retrigring, accamning, retpiping, sad
dispesaing of rucords in the systear

Swrage The records are maintained in file foldens.

Ratrievebility: Records s msdexsd by the stone of the mxdividual,

Safsgesrds: Records ere kept in the general files m 2 Jocked office.

Rasenticn ond dispesal: Records are updated carrestly ss noeded
and then filed in the Nationsl Archives in accordance with mandard
procecures. Names may be added or deleted from the list, ss sppro-

printe.
System mepeger(s) snd sidresx The DuumrdAvan-p-
wamt, Porest Service, US Departmest of Agnicuitere, 12th

USDA Forest Service
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Exhibit 0l--Continued

Independence Ave., SW., W-hnﬁm.DC‘.MﬂIhw
fﬂﬁzlulv;hnl as listed in 36 C.F.R. 2002, Subpart

individyal should contain name, FAA pl.lol boense nomber,

maton as t0 Previous pa'formmgmforthc
agency.

Anthority maintessnce of the symom: 35 US.C 7901 and €2
U.S.C. #4551,

Routine apes of records ssiintxined ln the system, |

Policies and practices for storieg, retrieviag, ascomsing, retaisiag, and

dispoging of records in the symsom:

Smrage: File folders.

Retrievabllity: Rﬂ:ldlmnﬂﬁu‘lbymd’mpbyuﬂd/or
program number.

Folders are maintained in locked file cabinet or draw-

ers. Quly Program Advisor has access to information.

Reumtion and disposal: Record & maintsined through any teat-
mmmd/mnhhhunm&uwy.ndmmm
of treatment by texring op or shredding devices, if svsilable.

Sm-ﬂ'(l)-dh CONCERN

Record scoam procedwres:  To indormation of
gaining access, emphmm CONCERN nmmhers
shown in published brochure or posters.

USDA/PS—10
Systes name: Employee Development Record, USDA/FS.
Symem Joestion: Records wre maintained at all official duty sta-
mdh“ﬁ)ﬂommdhw
offices are listad in the telephone directories for the city of wows in

Department of Agriculture, Forest Service
of imdividusle covered by the rymam: ATl Forest Service
Section refer-

other tramimg amignment, snd copees of accikient and infury reports.
Mhmd&cm 5USC 301; 7T CFR

m—dmwhh_w“
ries of neers and the purposes of suchk mex: Responding o reference
checks by potential employers of sopervisors, and referral to aelec-
tion groups cousidering candidates for special traiting.

Puolicies and practices for storing, retrieviag, accoming, retuining, and
disposing of records [ the systes:

Storege:  Folders are kept by the pumediate sapervisor osually in
his desk or immediate office.

Ratrievability: By name.

Safepmards: Records are kept in a locked room or & Jocked file

Retention and dispossl: Maintained a5 long m =n employee i
mmtapmnmnFouahmtmwmﬁswm

Eppon! an employes is tramsierring to sacther joca-
ton in mewmu% is separated, the
n mutilated end

msterial i the Employee Development
destroyed.

W‘:;Amu.sw Wahmmbcw

m_hmndfﬁunh-

a2 the duty station oo hia empioyment
Record accms iate supervisnr, or unit head or
Officer of a District, Forest, Region, Research Froject,

Comtesting record proosdures: Same s for requesting Access.

Record somwrve esteguriess  Information in this folder comes from
the employes and his supervisor.

USDA/FS—11

System same: Employee Emergency Information, USDA/FS.

System locstion: Records are maintained at all official dwry sta-
tioss of Forest Service (FS) employees. Addresses of the individual
offices wre listed in the telephone directories for the city or town in

Puolicies and practices for sturing, retrieving, accoming, retaining, and
disposing of records n the systom:

Stermgx  Records are maintxined in work supervisor's offace.

USDA Forest Service
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Exhibit 0l1--Continued

tranafers,
ot adivess: Head of the Operating Office at
thdﬂym
mﬂymnﬁ

precsdure  Individual empioyee
maies revimon 10 the record Any individoal may request mforms-
mwdmmofm or information e to whether
the symom COStRins records perwmining 1o her/him from the Symem
Mansger at the addres listed sbove.

Revord scows precodwex Use same procedures s for roquesting

Contnting recard precsdures Use samme procodures as for request-
img Nosification.

Focwrd sswrcs categavins: Information 10 this system comes exclo-
wvely from the empioyee.

5

it

suree cotugeriex The imformation in this sysem comes
y&w&M&wa&mMa
SEPLIVINOry persomncl

offices. The addresses for the Regaoaal
Headiquarters offices are listed in 36 CFR 200.2, Subpart A_
M;H“Mhhm Foremt Service

who sre essicnal nd
m“ profi or para-professonal n-ped

Categories of recards a the systasr This system contmins the scries,
grade, and skills of esch Porest Service ampiloyee who is identified
by the preceding paragraph.
zaﬂ-ﬂyh‘—ndhm S USC 301, 7T CFR

Routine wses of records mmiwtnined tn the system, inciading categn-
riss of nsers mnd the purposss of sech wmex: Dudoummybemade
mlmpﬂno;;lmoﬁee&mth:mrddmmvdndmmc
0 an Iquiry the congremsconal office made ar the request of
that individual.” °

Palicies sad practices for storing, retrieviag, accessiag. retaining, s
disposing of records i the systam:

Storage: Sthmnwedcnlh:FCCmmm-m
upendSmxdlheGmm reports.
sywtem is indexed by organizanonal umit. name,

Rerigvabllity: The
grade, scTies, O key word for o parocuiar sicll

Safegmarde Records are muntsined in standard filing systems and
on mag-tspe. They are availabie only 10 authorized persomnel The
hen unoccupied.

Recention sod dispssal: Records are mamtained for the dursnion of
the individual's empioyment and purged from the system.

Notification procedare: Any Foremt Service employer (past or
present) may request informanon as to whether or not the symem
contains records pertaining o bim from the sppropriate symem man.
ager listed in the precesding paragraph. Request for mformanon
shouid be in wnting. The request should mchude the indivadoal's
name, address, and his organizational umit

Racord access u i

4 ] procgdmres: Use mame procedures ss for requesting
Contasting racerd procedures: Use mme procedures s for request-
ing Notification.

Record sswrce categories: Information m this system comes primar-
ﬂyﬁmScdemmmmkmuﬂm

sory evaluston of the indivudnal as recorded in the empioyee's
pensonne] folder.

USDA/PS-14
System sams
Gnnn;?efm Individual Nstiooal Forest System, USDA/
Srn-u‘

The records i this systern are maintained in the Regiosa! Forest-
er's office for grazing permitices with special limims, in the headquar-
ters offices of the Forest S for all permines records. and
offices of District Rangers for duplicate records of those kept by
Fores: Supervitors. Records are also stored on tape at the

sty telepbone directory of the spphcable
ouiiy wader the hewnding U.S. Government, Deparonent of Agncul-
ture, Forest Service.

Catagories of individuals covered by the sysoam

Parties who bold permits 10 grazxe hvemock oo Forest Service
administered iands are included m this system of records.
Catagorien of records in the syvoam:

The system comtuns miormation on aames and post office sddress-
es of permittess; number, kind, and brands of livestock cwnerd; acreq,
by kind. of snd owned which i decisred s buse property; oomber

USDA Forest Service
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Exhibit 01--Continued

sad kinds of livestock permitied: race sad 3ex of permittee; type of
permim. periods of wec, graring alotments (krcm) involved, sad
whether Or not an escrow waiver Of term permat privileges eXiki.
Almo inciuded are acres of lsnd owned or lessed @ addition to besc

, wnd of dry feed produced or porchased, Buresy of Land
mmwwmm (pumber and
imd of livestock, periods of ose), names of mgn’uwhomm

in livestock, identification of SIANDE permits

,%
i
Hy

|

i tmnaferred to closed fles for 3-year pen )
Federal Records Center for permanent retention

1, USDA-Forest Sarvice. P.O. Bax
2417, Washington, D.C. 13; and/or the appropriate Regional For-
APETVIROT.

Netification procedurs:
Any party may information ss to what the system contains
ining to bi from the Syncm Munager.
ffic locstions v known, reqoests be made o the
Forest Supervisor involved.
Retard accete precedures:
Use the mme prooadure s for requesting Notification.
Contasting record preceduras:
Use the seme procedure as for requesting Nocificgtion.
Recard source cutegariex:
Information i the system oomes ) gazmg perout-
toes, Of graxiog and from Forest Service con-
ooming grazing =nd Race and sex of
permitiee & mcinded by District Ranger based on
USDA/T5—15

bout the indvidual scaion F imckoeni
issund, compensation for imjury forms, performesce aad

ment confirmation recommendations to other aod
data o the Office of Warker's Compensation in the event
of » compensanon for mjury claim. “Disclosure may be mede to a
congreamicnal office from the record of an individual to

Retrisvebility: Stored alphabetically by neme of person.

Sy_—(l)ﬂﬁ-bnm of Maapowrr
nd Youth Conservation USDepumd’Amhm:.

USDA/PS5—16

Systom smme: Mincrs! Lessees and Permittees, USDA/FS

System lecation: A1 the Forest Service beadguariers offiocs of the
Chief, Regional Foresiers, s Forest Sopervisors m hmed in 36
CFR 2002, Sobpart A

Catagorisn of individusls covered by the symum: Parties who bave
spplied for or bold mmeral bemees O permuts wsoed by the Buresc of
Land Management o7 the Forest Service covering Nanaesl Farest
System lands.

Catagories of recerds in the sysosm: The sywtem consists of mtry-
Secretarial. Premdential and Congressiosal corre-

Asnthority for of the symma: 16 US.C 520 end 30
U.S.C 181, 33! and 601.

Restine wses of records maintained in the systam, incinding camnge-

court, magistrate, or admitistrative wribunal, Or to opposmg COUnSe!
napsmndmgbdmmydthemdnymdwhmm
constitutes ¢ in thai{ proveeding or which s
m;hlnthm mymmnyuuﬁew
congressional office from the rebord of an inclividual =
an inquiry from the congremions] office made ai the request of that
individual. "

Stwrape: Records gre mentamed i file folders.

USDA Forest Service
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Petrievabliity: Racords are indesed by the same of the individual
lamme, prrasittes, OF pRIChaser.

Sefeguardm  Rooords are kept ia & locknd office.

Botentien end dispenni: Rocords are madutsinad indefinitety.
Dum Wmnhduﬂuiunh
5. Department of Agricuirere,

Cantosting recory precedarex: Usc same procedures ss for requast-
img Notification.
Faterd soures casaguriax Informetion i tirs symem comes from

developed during the procassing of applications, evalm-
:mmduwmmmmmwm
imdividual,
USDA/F5=17
Sysien mme:
Misersi Operaeors, USDA/FS
Sysiem lecation:

Al the Forest Servioe

Antherity for wiintesimcs of the syvienc
16 US.C. 478, 486, 518, 351; 36 CFR Purt 228,

Hesting ness of recoris maistained in the rymem, incinding catage-
risw of wers and the purpeem of soch s

UsC um(m

Policke snd practice for staring, retrisving, accenting, retuixing, md
dispening of recerds in the systan:

Geology Masagemaent, Forast Service,
Dq-— Agricaiture, P.O. Box 2417, Washingtoa, DC 20013.
Notiflention procedore:

Notification procsdmre:  Any ixdividual may request mformation
mdemGiﬂfm-mmm

sysem coutxina records paum;:ohmﬁmmSymMmp
Awforml' onmation perasung 0 &0 oxbividual sbould
name, sddress, snd State m which anning claims are ooxted

Racard scraam mocetarer: Use mme prooedures as for reqoestag
Notificaton.
Coutesting record precetiures:  Usce same procodures as for reques-
ing Notification.
Racord soures calngerier: [nformation in this system » provaded by.
USDA/¥5—19

s,—— Person [wweremed in Forestry and Reisted Prograums,
location: Al Porest Service field locatione. Addremss of

m«m
Goversmest, De-

USDA Forest Service
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a.r--m-lz:hnd ' swvw
Agriculture, hﬂq:ndﬂu:. m
mso«mbhh:aﬁwn-nh&um

m imdividetls crvered by the systmc Individumls who
mmmwmo&amr«—mm
iag timber mansgement afferrs

dnﬂth&r-y_ Comtains the writer's name,

who the lenier was addressed 10, sshject matter, record of
fimal di of letter, mcluding of response =nd dute of
TERDOTIC

Amtherity for maintsmance of the 7 US.C. 1010-1031a, 16
US.C. 460, 471.554, 614 694, and 1131-113& and 33 US.C. ™!,
Rostine nses of records malstwinsd in the symsm, inclmiing catogo-
viss of users and the purposes of such wmer Disclosure may be madc
10 & congressonal office from the record of an individnal in responsc
o @ Equry from the congremicasl office made xt the requem of

Policies and practices for morieg, retrisving, acomming, retnining. and

dispssiag of receris in the systan:

Swrage: Records are mainteined in a data terminal in s locked

room.

Ratrisvebility: Recordh are indexnd by amme of imdividoal corre-

spoadent

Sefeguards: Records are kept m a dats terminal @ & locked room.

Ratntios and dispemat Records are retsined in the data base for 1

year. Az apnoal printowt ¥ then prepared and stored in & file

Om-—-(ll sddreps: Director of Timber
Sewce.U.s.unnnt Agriculare,

.
from this symem, or imformstion as to whether
records pertaining to birowell from the System Mansger.

Managesoent, i
-h;mbc\mbd.h-plm

I-—i-_‘-m Ust same procedures s for requmting
Notificarion.

Contasting vecard precaderes: LU sume procedures as for requost-
img Notification.

Racord sowrer catagerier [nformation s obtaned from lettens
-ddre-addnealymtheFauSumedemun-
agement or referred to it by otbers for reply.

Systm L
l.nvolvanmv.. Forest Su'vm. U.S.

Notification.

Contestiag recerd prewcsdares: Use same procedures as far reqocst-
ing Notification.
mation to agency b mectings, beanngs, and by correspoadence.

USDA/F5-~21

USDA/FS

Systam location: Headgowrtcrs, Sewtooth Natioss] Recreation
Amlaahm.m.uuo
of individuals coverad by the symam; Any peron who
certficabon from the Ares concermng oee af

hﬁmdmmnmmmmmﬂ

USDA Forest Service
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USDA/F5—13
Synan zawT Ml“hvmyhopm(k-ﬂ. USDA/FS
Syvam bestionx Thin system of records o by the
Porest Service Headquarters Office R:omﬁuSlBSwjzt?zES:

of mch meex:  “Disclosnre may be made
to a congressonal from the record of sn individusl m retpoose
to m qury from the congressional office made at the request of
thaz fodiva T

Policies and practices for stering. retrioving, sccamsing, retaining, and
dispesing of rectrds in the systest:
Sweragr Dun i stored ob magnetic tapes and oo F$-6]00-2

(Empicyes Career Phn)ndAD-ll (Request, Au-
thorzzation sad Record of mc)hr-.

certification examms, observed trimn
noods, and nesds through the deveiopment of the program
of work.
USDA/TS-24

Systom namr:

Special Use Permits, Easements, and Licenses, USDA/FS

System lecation:

Records m this maintained st Forest Service

Rangers are i the telepbone directory spphicabie locality
under the heading Ugited States Government, Department of Agn-

Any person hoiding a special nse permii essememt or bcense
mgmmmmdeﬂFmSymlndorhnd
administered for National Forest purposes.

C*l-dm-thﬁ-m

16 US.C4T2 and 33i; 36 CFR 251.50 through 231.64.

Reutine wees of recards mmintained in the systen, incinding cotego-
rie of esers oni the purpases of such wser:

Ducloscre may be made 10 a coggressional office from the record
of mn individual in 0 an quiry from the congresmonal
office made at the request of that individual.

Duclonnmybemndzwmmnnlunﬂecmmfo

urpose of collecting delinquent debts as authorized by 31 U.S.C.
371;Dndanm of the individual's oame: address, taxpayer idesnfi-
cation number (SSN), and Other mformanon necesary 10 establish
the identity of the individual: the amoust. steius., apd story of the
claim: and the agency of progrumn ander which the claim arose may
be made 10 2 consumer reporting agency as anthorized by 31 US.C
37111 if & dedt which arose under the lerms of a pernul. easement, or
license remams delinquent for more thas 60 days Such duclosares

may inciode yer mailing addresses obtained from IRS a suthor-
oxd by 26 U.S. 6103(m)

Polickes sad practices for storing, retrievizg, accesting, retaiming, aad
disposing of records is the systoms:

Searage:

Priparily verucal file foldern Some cate files or parts of fles may
be maintained oz microfilm, sperture cards. et

Retrievability:

Piles are maintuined onder varions sub-parts of Titlke 2700 of the
Forex: Service filing system, identificd by the kind of case (special
Dpe permut, emsement, license, eic)., permitiee’s name. and date of

permit (ctc.) msuance. Applications and penling permits are main-
umedmmcnmemnﬂaneplm Pendmg or Appixcs-
ton.

Safeguards:

Normal sscurity for routine file macerial. Locked office or fle
room.

Retention snd dimposal-

Upon trminanon of use Or activity, case » ciowed Transferal 1o
chosed files art end of fiscal year. Majorry of cases pre retamex
permancatly although sowme msved wder Ranger Dimrxct or Foress

USDA Forest Service
Page 13 of 41




Forest Service Handbook 6209.13 — Freedom of Information Act/Privacy Act Handbook
Chapter 20 - Privacy Act of 1974
Amendment: 6209.13-1994-1
Effective date: December 08, 1994

21.3

Exhibit 01--Continued

S

Sepervisor matharity are specified for dspoml fram S 10 30 yesrs USDA/F5=-26

depending upoa type of e Sysen nwe:

Systom suscguris) snd addre: _ Trospass and Clams, USDA/FS

D e DO T ey, S

tre. P.O .
Forester, Forem Supervisor, or Dmnict Ranger whose ad- A1 the Farest the Chief snd the

dresses are the same as under Sysiem Locaoon.

Netificstion procedare:

Any mdividual may request informaton regarding the system of
records, or mformation a3 (0 whethet it comams records about hom/
hwmmmmnmmmmw'.wu

essement, or license was wsusd ldentifying information
Mndud:lhhndofme(wﬂ:mumt.m
license), permittee’s name, date of isusnce, and ion of permried
upe OF activity.

Raconl access procederes:

Use sume procedures as for requesting Notification.

Contesting recerd procadures:

Use smme procedures as for requesting Notification.

w—um
by the mdividual, Forest Service

ndndmmnmdthcmyorm.ndFdemmh-
ot and technical experts.

|
5
i
|
5
f
a

record s
transfermed t0 closed files where it m retained for 3 yean and thes
destroyed.

621 N. Kenr St, ll'slm
Fuum%
prochlinre: individual may request information
mhﬂfﬁmhﬂmmm:ﬂnmhwtd
Racord scosm Use s w for requesting
4 ] precedares procodures
MMM Use seme procedures as for requesi-

h-i--—'h Information s ths system cames from
the temyporary empicyee and his soparvisors.

claim tide to Nationa! Forest Symem lands pursuani to the Adjust-
ment of Land Titles Act, Quiet Claom A, Color of Tite Act
Wocomsin Land Title Act or the Real Property-Quwet Titie Act
Categories of records in the systeas:

7 U.S.C 2283; 16 US.C 502, 356c and 574; 29 U.S.C. 2409 and
2671~ nzao 31 U.S.C 3701, 3711, 3721, 3723, and 43 U.S.C. 872, 1068
and 1221.

Records are maintained in file folden.

Reerievabllity:

Records are indezed by same of individual cimmant or respasser.
Safsguerds:

Records are kept in a locked office.

USDA Forest Service
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[

Sm—

(La., the duse of the actica giving rise to the cisim or trespes, dwte
cleian or trospase was filed, corrapondence, etc. )

Tocard acows wesvinrex
Use samte procedures as for roquosting Notificsticn.
Cumtusting recard preceduses
Use same procedures s for requasting Notification.
Becard ssures cotageries:
Jodormation ip this system cones primarily from clsimant's wit-
mowcs, ageucy employees, axd ixvestigative personnel.
USDA/P5=T7
Syssa mame  Youth Cosservation Corps (YOO Earclee Medical
Records. USDA/TS )
locatiox: Forost Service Office for siministra-
tom of the YCC Addresses of these offices arc the same s
Esed wnder 3§ CFR Subpart A

o the lett:
the imnsace of & licenee, great or other beeefits (2) Disclosure to a
Mm,i:mmmmhmyﬁhm

formation o an individuoal CODAID DAMDE, o
danm whean work was performed, program under which enrolled,
location wiere work was performed.

Racerd socess Use wmne - for r
A ) precedmres: procodares requesting
Contesting recerd Use e - for -
Rocerd svares casageries: Information in this system comes primar-
dy from the individasl himwelf, medical doctor, and camp official
comipiling acoxdent or injury information.
USDA/FS—2
Sywen aamax Youwrh Conservation Earoliee Pa
Corps (YCC) yroll
Sysam lecation:  YCU Ademinstrative Services Center. Buresu of

Reclamanon, P.O. Box 11363, Salt Lake City, UT, 34147,

Cotagurien of individusis coversd the systgss Current and
former YOC Earolles. i

Categerien of records ia the symame UC-%07, Pyy Notificstion
Form information on magnetic tapos.
Antharity fur saintessns of the symase: 16 USC 170,

from the individual oo whom the record
camp stafl.
USDA/F5—=29
Systsm mme  Youth Conservstion Corpa (YCC) Enrolles Recorda,
USDA/FS

Systsm
tion of the YCC Camp.
listed under 36 CFR 200.2, Sabpart A.
of individesis covered by the sy Current and
former YCC Enrollees

USDA Forest Service
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1 permisson
Applicznon Form, Mestical History Form and any Accident Forms
mm@mdm:ﬂhmdm:b

precadmre:  Any individual may request
regarding this system of records, or information se o whether the
sysiem contains records portaming 10 him, from the organizational
unit for whick he performed work A request for information per-
taining to an individus) should conzain: name, addrem. dases when
work wms performed, soder which enrolled, and location
where work was perf

Systmn mame: Youth Comservation Corps (YOCO) Recruitment
Symem, USDA/FS
Systam lecation: Office of the YOC recruiter in each Stmte Ad-

Catagaries
a.udundl!whoﬁkm
Department of the Interior, or
m-n-dm

Catogories of records in the symas: mmmdqpln-
tion forms sabenitted by eligible youth.

Anthority for msintensnce of the symem: 16 US.C. 170}

aither wpb;w' YOCanp‘ sobstituic
t e wphwdml

List to be matd in case of ; of those selected

m-mtounplopenmdbythem of the

Loterior, Stmes. un.cma.ndolhunb-mmfwnnm
YCC Enrallee Fiie sobsysem.

Pelicies sad practioss for storing, retrieving, scomsing. retuining, s
dispeging of records in the sysosm:

Bearnge: Medium of momge 8 the applications themasives

mr Applications are filled alphabetically by same of

m Rocords arc kept m office files svailable to responsible
mwy
Records on oom-eelected applicants are
dewaldnﬁm
-dmh and sddress %:_rsm. dﬂmer
Forest Service, W Dcm-ndbum Office of

Rocord scosm Use mme = for requisting
procadures: procedures

recerd Use for request-
~C_~ precadures: sEme procedures

file by the State recruiter concerning the applicent’s seiection, BORSt-
Jocticn, or dectmstion.
USDA/TE=31
Systsm ssme: Youth Cowmservation Corps (YCC) Rawewrch Files
USDA/FS

System lecstion: Instituie for Social Rescarch, Universty of
H-:h:pn.AnnArburML“lm
Categories of individuais covared by the system: A ramdom ssmiple
of 600 1973 YCOC enrolless.
Catagories of records in the systam: The file coatains
mumﬂuhnnmmlﬂvahlﬁ
Asntharity for maintenance of the sysssm: 16 U.5.C. 1705
Routing wes of records muintained in the systum, incieding comge-
rien of nears snd the purposss of such asas Nonc
Polices sad practios ior storing, retrisving, scosmsing, retuining, sad
dispesing of records in the sysesm:
Seersge: File s oo & magnetc tape.
Retrigvabllity: Data cu cach person s identified by o case womber.
It can be rettieved by maiching the case nomber with & mailing bt
Comtrining cage numbers, name and ackiress.
Saefeguards: mbckadﬂhMody&zSymwnd
other research have access to the maiiing list
Retawtion sad dispossl: Fiies are being rewined mdefmitely ko
possible future loagitudinal studies of long rnge henefit
Systmn meamager(s) and addreas: Dmu&hgwcod.l-nmefu
Social Research, The University of Mmmmm.am
Notification precsdmre: Any individual may request i
regarding this system of records. or information

SYREm contains records 10 him from: Director. Drvison of
Manpower and Youth U.S. Department of
3 Forest Service, W D.C, 22%0; Doector,
of Maopower Traming and Youth Activitics, Departmen: of

the Imenior, Office of the . Washingros, D.C., 20240. A

wnder
wMMdmeMm

Recwrd scosss precudures: Use sume procedurcs s for requestng
Notifican

an—im Use ssme procedures as for request-

direciory
Lamd Surveyors and Eaginecrimg om-

USDA Forest Service
Page 16 of 41




Forest Service Handbook 6209.13 — Freedom of Information Act/Privacy Act Handbook
Chapter 20 - Privacy Act of 1974
Amendment: 6209.13-1994-1
Effective date: December 08, 1994

21.3

Exhibit 0l--Continued

mﬁnﬁum-u.mdm-dm

mt_db_ 5 US.C 00L; 7 CFR
0260

m—d““hb_hﬂw
rigs of wears end the purposes of such wex (1) Promoung Profestion-

sl Registration and involvement in and/or Technical
mnﬂﬂ)% sssistance (tarough the directory listing)
t0 empioyess currentl Prof remmnd(J)Pm—

vidmg recognition of caaployees’ effors m these endes

Swrage The directory (records) in the form of a spirai-bound
booklet w maintzined a1 the applicable address(s) listed sbove Also,
dmmlvhmmmuhdnm'ymnm
for bis persocal nae.

Recrievability: mw(w&)-mwm
dmnlmthelmudbylm:d individual lsted therem.

Rotentics smd : The directory (record) is maintsined for
the durstion of "8 or society affiiapon. All
3on 1 cmployee i 0o konger employed

sbove, Telepbooe or sppropriste Forest Supervisor
of the address previowsly L A request for informanon g
© an individual sbould contain: Name and addresm, Unit
Engineer, ¢tc.

Racwd stcom prevedawss: Any mdividual may obtain information

Camngurias of recerdn in the systam: Files coutsinng mvestigative
and other reports, i -

cofrespondence, aotes,
brmmes, names, sdcresses, social security records and dates of birth
Amhority for naiatosance of the symam: 16 U.S.C. 339
Restiae wses of recerds maintained in the system,

Retrievability: Fikes are maintsined onder 5340 designanon, identi-
fied by the mdrvidoal’s name.

Safeguards: Stfl are imstructed to allow accem 10 smthocized
persom only. Thcﬁlququhddﬂe

gu.mnm 5 us.cC SSZ:k*-Z)ﬁ‘;mT:m
_23(; SZI-(C)(J). {d. %]L (INONG), (143 .

beng taken.

Awthority for maigtsasnes of the system 40 U.S.C. 187, 16 US.C.
515.317, 16 U.S.C. 483488 16 U.S.C 569, 16 U.5.C 355 40 US.C.
2138s. 7 US.C. 1010, IOII(C). 7 U.S.C. #428a(n). 43 US.C. 315g-1, 16
U.s. Sa, 16 U.S.C. 1131-1136, 16 U.S.C. 4601.9, 16 U.S.C. 434a,

contmitices
m(lO}Smnﬂbﬂmfa(n)mm
Circnlar A-95 ad (b), for complisace with the

USDA Forest Service
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dinpusing of records in the syvtom:
Records sre meintained in file folders ot the spplicable

field and the Washingtan
»  Racords are indexed by name of individual -

volved @ isnd adjustment case.
Sefegmards: Records are kept in 8 locked official government

A
?iF
E
’

n ,"Stadirn Di
Supervisons are hsted in 36 C.F.R. 200.2, subpart A; and sddremes
for District Rangens are in the telephone directory of the spplicable
¥ the bheading, U).S. Government, Depsrement of Agn-

Swrage: Rocords sre stored in individeal file folders.

Ratriovabilicy: Moserial is filod alphabetically by mame

Sefeguards: All informatica ia the file is s matter of public record
and subject to the Freedom of Information Act Specml safeguards
are not required.

cer.

Notifieation precedure: Any individual may requem informanon
regarding this system of records, or mformation = o whether the
fYRem covisite records pertaming 10 kim by contactmg the appro-
PALE SYREm IBARSEET.

Record sctess precedures: A request for information pertining 10
an individual should contain: Name, address. and any svailabie par.
tculars involved in the specific case, that is. dates of correspondence,
subject marter, €1 Cetera

Cowtesting record precodures: Use sxme procedures s for motifice-

oon.

F s i Phdqnmmddmf ﬁu:lq
orest ;T:rv-ar or are
bsted m 36 C.F.R. 200.2, subpart A.

Categories of iadividanls coversd by the systam; Employeos cert-
e s administrators of tinber sale costract.
Categories of records o the system: Name grade, sad date of
individoal's cerification. Inciodes record of certificance action
Astharity for melataneacs of the systam:; 16 U.S.C 476

Rostine mes of recerds nainteingd s the symam. incimling comge-
ries of weers sud the purpsem of such sss: Nooe

Policies sad practicss for sioring, retrisving, soraming, retuising, sad
disposing of records (n the systemx

Storwge:  Racords sre maintained i file folden.

Retrievability: Records are indezod by organization sad pame of
v hed

Sefeguards: Records are kept i a locked office.
Retwation sl dispomat Rocords are mminta-nod satl superseded.
System masageris) s sddress: Director of Tinber Management
at sddresses listed above

Netification precedure: Roguests should be directad to the system

experience and training.
USDA/P5--37

sors. and the Forest Manager, Savannah River Plani, Aiken, S.C.
29801; the addresses for these offices are listed @ 36 CFR 2002
sbpart A

Cuingerion of individasles covered by the systesc Employess certi-
fied 10 Eppraase umber for sale
Catogories of recoris in the systam; Name, grade, sad date of
individoal's certification. Includes record of certification scnon.
Amtharity for meistenance of the system: 16 USC 476

Routine mas of reconds maistalned fn the system, incinding casage-
ries of aners snd the purpesm of such meax Nome.

Policies sd practicm for sturing. retrisving, accossing, reteiwing, snd
dinpesing of records in the yystem:

Searagr Rocords are mamtamed in Kle folders

USDA Forest Service
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—

Retrievahliity: Racords are idesed by organizstion snd meme of
actreatanl cortied

Systsm mamsger(s) sd sbivess Direcior of Timber Management
of sdoressss listed above.
Netification precedure: Send mquests for information to the system

USDA/FE—38
Systam tame:  Certified Check Scaler, USDA/FS.
Sysemm Records in are mainesined st the
Southern Office, 13 Forest Offices and 1 Forest
Manager The sddrem of the 3 Office &
Forest Service, USDA, 1720 Peachtroe B
30M9. The Forest Supervisor Offices sre listed in 36 C.F.R 2002,
subpart A, under Region £, Southern

Cotegaries of records in the systam  Name, grade, and dave of
empioyees certification. [nchudes record of certification.

Anthority for maintanancs of the systam: 16 U.S.C 474

Routine nses of records smintuined in the syvtum, inchuiteg casage-
rint of uagrs amd the purposes of such msw:  Nooc

Palictes and practices for slering, retrieving, sccwsiag. retaiming, snd
dispesing of recerds in the systess

Storage:  Records are maintained ia fle folders.

Retrievability: Records sre indezed by ization and name of
Safegeards Rocords arv kept ia & bockad office.
Reotstion snd dispesnl: Recorch are mamtamed until superseded.
Systom memeger(s) and adiress  Director of Tanber Masagement
at addresss listed above.

Netification precsdare Sead requests for informetion to the appro-
priste Fystem manager.

i Offices
a0 limed in 36 CF.R. 200.2 AL
‘ The ddress for the Forest
is: Forest Maoager, Saveemah River Plant, P.O. Box A, Aiken, 5.C.

Categuriss of individusis covared by the systame  Employees quali-
find to mark snd make volmme estuetes of treos for sale
Catagries of records in the systemc Name, md date of
e of Toas o . e,
Amtharity for malstenanes of the systese: 16 U.S.C. 476
Routine wums of records maintatand s the systom, inchmiing catege-
rins of nawre swd the purposes of such msax Nooe.
Policies and pracsicas for meriug, retrioving, accessiag, retaining,
dispusing of recerds ia the sysses: -
R e i file folders at the spplicable
v ) e by organizatios and mame of
Sefegaards: Rocords are kept i a Jocked office.
Rosention snel disposnt: Racords are memonned wntil superseded.
Sysus meuager(s) asd addres:  Director of Timber Management
st ackirespes limted above. o
Netification gwecsdwrw: Send requosts to the approprime sysiem
Rosard srms precsimren  Same ss above.
Cantesting resard precsdwex Same &0 shove.

Recerd seurce categeriss: Forem Service Revords of adsxisiatration
xpereoce md treining.

USDA/FS=4
Sysesm samez Certified Power Sew Operator, USDA/FS.
Syssm loeation: At headquarters of 15 Forest S, wor Offices
ia Regicm 8, Southern jon, as listed in 36 C.F.R
and one Forest Manager Tbe addres for the Forest Manager
;;FMM_MWMP.QMIA.AMS.C
Catogories of individuals covered by the symam: Empioyees who
M..‘m
Categories of recevds in the system: Name, and date of
indivichaal's certification. Mnhmadofosuﬁum‘mm
Antherity for muintonance of the systeme 16 U.S.C, 476.
Routies wses of records muimtuined in the system, imcindiag cmtege-
rins of waers amd the purposes of such mewr  None
Pulicies and practices for seering, retrisving, scossming, retaiming, md
dispesing of reterds in the syviem:
Séorsgs: Records are maintained i file foldenn

H
E.s
i
M

: Forest Service, USDA. 1720 Peachtree Road, NW_, Atltnta. Gu
30309. The Forest Snpervisor Offices are listed in 36 CF.R 2002
m&mwa,%mﬁmmﬁgwm
Forest m: Forest Manager, Savannah River Plam, Box
A Ak S 2980,

Cu-—hw;sh.&vm":eby&u_ Forest Service
empioyees wh ve compieted DECemAry tramng to qualify =
pesticide applicalon.

Catagories of records in the systemc N and dere of

lwl:ﬂﬂ&r Records are indexad by organization and seme of
Sefsguarde  Records are kepe in o Jocked office.

Systym mamager(s) and address: Director of Range, Timber, and
Wiidlife, Forest Service, USDA. 1720 Peachree Road. NW., Atian-

or
SYSLeTn CODUAM recofds peftaining 1o him from the sysiem menager.
A request for information should contam the oame, grade. dme of
certification, and orgamzation.
Record acrams procsderwr  Use samne Procedures as for
R . Tequos g

Cauntasting record precedarer Use same for .
ing oot ) procedores ss o
Application experieace and trainmg otexised from sformstios m

USDA Forest Service
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—

file information @ this sl
ww n FYNER may came

USDA/TF5—42
Sysiam smme: Certified Prescriptionists, USDA-FS.
Systam becatien: A1 iste Regiooal headquarters and

Supervisor
w—muﬂmuukmmxmmram
Fores: Manager is: Foremt Manager, Savannah River Plant, P.O. Box
A, Aiken S.C. 2980].

Casgorinn of imdividesis covered by the symbem: Forest Service
empioyees who heve compicted the nooesssry traming to gualify ss
Prescripticosts.

Cotageries of revards in the symum: Name. grade. snd date of

certification sl organization. Includes record of certification acnon-

Aathority fer maintsnance of the sywhems: 16 US.C. 476

m—umwnmmww

riss of seery and the purposss of sich e None

Palicies and prectices for storing, retrisving, stcoming, retaining, and

dispesing of recends in the system:

Swrsgs: Records are maintained m file folders at the appiicable

address hsted sbove.

Ratrievability: Records are indexed by orgenizstion and meme of

individial certified

Sefsguarix. Records are kept in & Jocked office.

Resention and digpamal: Records are maintmned until superseded.

Sysos memagers) sad sddress  Forrst Supervisors snd Forest

Hnlaulheddl-wﬁudm

Netificetion pregedmre; Any amployer may request information

w&mdm&an{m-umh
rystem contmms recoeds pertamning to him from the rystem m‘

Amunformfumdwnidmmndmd

non.

Recard aczem precodarec  Use mme procodures as for requesting
fats

Comtasting recerd precodures: Use same procedures as for request-
ing nodficsoon.

experience and obtained fram informanon in the employee's
fiie Informaton in the symem may aleo came fram writ-

USDA/PS—43
System mame Emcrgency Fire Mobikization Pian Directory, USDA/
Managemen: safl,
Fu-chuU.s.Dmt::nk?w Washmgioo, D.C.
20250, and by the respective - Forest Supervisor's
Office, Ranger Distract Office where the individual is empioyed.

C-'bdﬂvhh"dbyhn_ Employers and
cooperaion who are mvolved i wikdiand fire sapprossion.

oumes, warking tithes, fire-job qualifications, home addresses and
telephone sxmmbers of theae individnals

maimtwance of the sy 16 US.C 351, 5 USC
30i; 7CFR .60

Safegasris Records do wot contmn information thet s comsdered
highly confidential so they may be kept o s genaral file and v ADP
MOCAgE Sywhema.

Recanl searce information m this symbem comhes
tmarily from the ndividual, from other in-gervice documents, or
IPErVIROry
USDA/PS—44
Systam mame= Pilot Qualification Revord, USDA/FS.
Syvam Records in this system are maintsined at the
Farest Service of the nine Regionai Addreses

Systsm manager(s) and sbivess: Regional Avistion Officers locsted
at the nddresses listed above
Netificgtion precedwre: “Any ndmdull-ynqmdam-

USDA Forest Service
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Service Manuals.
for stoving, retrisving, accossing, reteining, smd.
dispesing of records in the systeamc:

i .

The informarion in this system will be
mdmmdy;om—d’-dlumfmnmwmhdmwed. .
d“ Director of Personnel Manage-

orest Service, U tongmnltm-e.Rm‘im
RP/E. PO Box 2417, Wﬂhnpon.DC. 20013.

System Office of the Director of Lands, Forest Service,
USDA, W, D.C. and those of the Director's designoes
locater i ench Forester's office and offices of Forest

educational sppraisal courses
dﬂmqnhﬁm.m ch-
-nllilno;'frypuofm g":pprml
ence, sampie of work, lnyothetmformuon t
o ork sppraiser mighs
Authority for mrintemance of the system: 40 U.S.C. 257, 16 US.C
315-517, 7 U.S.C. 428a (a), 42 U.S.C. 4601 (6), (B), 4621, 4622, 4651,
4633, snd other applicable aachange ixws

! USDA/FS-47 :
&_Fs_menmAMySmUN

Sy‘haﬂmmwrdsmhrﬁmmw-nhc

Experoment Sta-
tioms mu‘y.‘l'henddunfmth:badqw-
ters @ Forest Service, U.S. Department of ) 12th and

S. Agricaltare,
Independence Avenoe SW., Washingion, D.C. 20013, The address of
;ﬂo&ber:ms;vmoﬁeumybefowdmxmml.
abpart or in telephone of the licable locali

under the beading. United Sumdnmyﬁavm Dq-rmw dAg:'ly
culture, Forest Service.

Noa-temporary
employees Schedule sers grades GS-1
throu;hGS-l!nﬂaﬂOmﬂMmtmﬂdﬂGM-lidumsh
QM-15, who are presently covered by the Faorest Service Meri
Hmﬂnmlm&dmmmuimthnhwnﬂn
meent Availability System.
deﬁhbmmmmm

ton on the sbove employess’ availability for laeml t—
geographic availability, duration of current mmu;m

indicste
term project assignments away from the regular work site and avail-
ability 16 be nominated by management for competitive promotonal
opportenities.

Anthority for maintesance of the system: 3 CFR 335.102

Routine wies of records maintained i the rpstem, incinding catego-
riss of uaers snd the purposee of sach wses: Disclosure may be made

Policies and practices for storing, retrieving, scosssing, retsbsing, and
disposing of records [n the system:

Storage: Records may be stored at FCCC in magnetic tape. disk of
ahufommnwdlnmmlmﬁgmadbymvu:dm-
ployess which tmay be stored manually in folders.
Retrievability: Records are indexed by mbya:_’l-lnm.ml
mnmmmw svailability, sad
category of organizational interest.
Safeguards: Records sre kept in either locked filing cabinets or in
compuier files which are accessible only by special code

. Resention and disposal: Records will be mainuined oo individuais

ployees who have volunr.lry lptl:cumor file for lateral resssign-
ment 1o h eiect a Placement Availabiliry
Syumlmrduwﬂ]bedmoyedoumd:vﬂuhwhnluwm
mtional units which have a Placement Availsbility System.

Sywtem ﬁ'-:Dnu:tnrdPamndeunm:.
Foremt Service, U.S. Department of Agriculmare, Room 910 RP-E,
P.O. Box 2417, Wuhmstun. D.C. 20013, or the appropriate
Persomme! Research Siation Assisant Di-

Officer or the appropriate
rector for Administrative Sappoft Services.

Netificstion procedare: Any employee may roquest mformation
mmmdm m-mm;

SOEDAgLT.
mame and social security nnmber and organizational aait

USDA Forest Service
Page 21 of 41




Forest Service Handbook 6209.13 — Freedom of Information Act/Privacy Act Handbook
Chapter 20 - Privacy Act of 1974
Amendment: 6209.13-1994-1
Effective date: December 08, 1994

21,3 - Exhibit 0l1--Continued

— 1—

Bosard accams procedurey: Use same procedures s for reqoosting cants maimmingd by YOO administraton i Waeshisgton, D.C. and

&uhdmﬁd it mw-.-:--h

Camtesting recerd v records may be smended wates 30t mchaded in " ; parents of mamacoess-
or apdated &t any tme s the Tvi m&ﬂyﬁ Nmﬁwh_m‘mh:m:;dﬂnm;d
of mn employee's rooord may be comosted by tha: individeal. mities near YCC camrps from those involved im CC program
aarvicing persomnel office will provide 3 others who woukd be aware of the people in the communitics Jocal ©

Recond The information in the records i for- YOO Cwmmpe who are knowisdgeablc sbout the program and could
mished by the individual employee. the employee's immediate saper- P!W*:}Mmmhm-mmw
visor aml/0f umit SUPErvisor Ties wre self-explanatory

USDA/PS—48

Symam mmer: YOC Longerm Benefit Evaluation, USDA/FS. USDA/FS—49

Symam Mecetion: Rocky Mountain Forest and Range Experiment
Station, 240 Went Prospers Street, Fon Collins. CO 80521 SYETEM NAME:

Categirias of individuais osverwd by the systewr. Former YCC en- USDA /FS—49. Roater of Forestry and
e wﬂw“&“m'“‘uma m‘“‘"‘."""‘ spriicants Lo the Natural Resources Expertise.

SYSTEM LOCATION:

persom, sighed t of person’s willingnes to participate in The records in this system are
wndy, :lqmﬁunm pumber for cach person mnml -g‘nnym maintained &t the office of the USDA.
aamber » Oh QUESTIONIEIT XX phase Farest Service. International Forestry
stndy by w Qmmm ”uwﬂt:mu ‘"’z Staff. P.O. Box 86080, Washingion. DC
the parents 10 the community, aod 0 society i peneral. This infor- 20013-8090.
mation will pertair 10 the following broad clames of benefin:
o Incressed awareness and sppreciation of the eovironment. CATRGOAIES OF INDIVIOUALS COVERED BY THE
b. Improved work babits and work kil v SyaTIe
¢ Lmproved g?ny 0 got along with others. The system includes records of
d. Lncressed S e eorollec's batic ocieatanon 1o lfe individuals from local, State and Federa}
wwarcoms of and direction wward Life gosls, mare acally B, agencies. the private sector. and the
- o i university colmmu.nny who are seeking
Oubey reiszed benefin of lemer significance. . internationai assignments in forestry or
. ‘ -:)mﬁ: wolicit demograpiuc informarion (race, sex. natural resources with the Forest
dunm.’- “"““"‘h 16 USC. 1701-1706. Service. the United Siates Agency for

o
International Development. the United
the catnge-
Ranrine nass of recerds wmintrined in Mu v States Peace Corps. or other cooperating
Colormio Sttt Univermty and the U.S. Depariment of the Interi- agencies and organizations.

mu-ﬂ%uw&qmmum CATEHIORIES OF RECOWDS N THE SYSTEN:
sooel Officr made #t the request individual. The system consists of a summary of
““rm-dr:m“ retrieviag. sccatsing. recminine. wnd each appiicant's qualifications. a resume
on will be kept 0 % or dats or other documentation providing
Sturage: “".m p ;"m & will be kﬂ"“ﬁ’f detailed information relative to
memof, "'“’i. sddrescs d'wy_ An ID camber will be edocation and/or experience, and

and wil! be used 10 determine who has or related correspondence. The system will
s w0t returned the questownaire ﬂdm:’ trace the o re- also contain the addresses and phone

respoodenis wil ot be numbers where individuais can be
audy contacted.

heve scoem to the information AMTHONTY POR MANTENANCE OF THE

small locked rooen Peopic who will " "
will be those directly invoived with the cvaluation sady; the two YTRM:
incipel mvestigmions, the project director, fwo rescarch asmstant 5 U.8.C. 1302: 7 U.5.C. 1738: and 22
o the compuler progrmmer sod keypencher. ALl pervoanel e o U.S.C. 2388-2388. 2392, 2513.
the dars ROUTINE /SIS OF RECOADS MAINTANGED N
Retantios and disposni: The names and addremes willl be destroyed STEM, INCLUSWNG aomes
”Ml‘i'nly 198). The remaiming stststical data will be makin- m::mnrmmuc;‘wcuu:;:
Symsm smweger(s) mnd addras: Director, Human Resource Pro- (1) Information from this system of
USDA, Forest Service, 12th sod Independence, Washmgion, records is used by authonzed agency
.C. 20013, . ) _ officials to identify and locate qualified
N-M; -‘ui,: Any w may r-:n: nformll;:: forefltry and natural resources
regarding Tysicm records. ormanon whether professionals for international
SYStem COWtAmS Tecords pertmining to him by contactmg the system assi
gnments. information 19 made
manager. )

T T iom o 1he procestan . available to agency contrachng offices
hh— -n:n. to the m:um. Write to Sysicn mmnager WSy to determine if Federal empioyees with
the sbove required qualifications are availabie for

Coutating record procwdures: Use the amne procodures m for specific internauonal assignments. or to
record acomss. initiate development of an acquisition
_ Rotard somrce categaries: Names anxi sddroses of mﬂ:hn from and to faciliiate competitive selection in
o d‘-mnn::t each mzﬁy:‘:: of HIT::- from _ ml‘ the issuance of agency acquisitions.

Referral of information s also made 1o
authorized individuals of other Federal
agencies or international organizations
seeking techrucailv gualified individuais
in the fields of forestry and natural
resources. and io current U.S. Agency

USDA Forest Service
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for International Development
contractors secking quahfied
professionals 1o perform authorized
mnternanhonal {orestry and nalurai
resources tasks for United States
Government agencies:

{2) Disclosure 1o the Department of
Justice for use in htigztion when USDA.
or anv component thereof. or any
emplovee cf USDA in his or her official
capacity. or any empioyee of USDA in
his or her \ndividual capacity where the
Department of justice has agreed to
represent the emplovee; or the United
States. where USDA determines the
liigation 13 likely to affect USDA or any
of 1ts components. 18 a party to htigation
or has an interest in such hirgation. and
the use of such records by the
Depariment of Justice is deemed by
USDA ta be relevdnt and necessary to
the lingation. provided. however. thatin
each case. USDA determines that
disclasure of the records to the
Department of Justice i8 a use of the
information contatned in the records
that 1s compatible with the purpose for
which the records were collected.

(31 Disclosure 1n a proceeding before a
cour! or adjudicaive body before which
USDA 1s authnnized to appear. when
USDA or any component thereof: or any
empioyee of USDA in his or her official
capacity: of any employee of USDA in
his or her individual capacily where
USDA has agreed to represent the
employee: or the United States. where
USDA determines that litgation is likely
to affect USDA or any of its
componenls. ts 8 party to {iugation or
has an interest in such lingation and
USDA determines that use of such
records s relevant and necessary o the
litigar:on. provided. however. that in
each case. USDA determines that
disclusure of the records to the court iz a
use of the information contained in the
records that 1s compatibe with the
purpose for which the records were
collected.

{4] Referral to the appropnate agency.
where Federal. Siate. ioea). or foreign.
charged with the responsibality of
invesigatng or proseculing a violMion
of law. or of enforcing or implementing
the statute. rule. regulation. or order
1ssued pursuant therelo. of any record
withmn this system when informaton *
available indicates a violation or
potential violation of taw. whether civil.
crminel. or reguiatory tn nature. and
whether ansing by general statute. or
particuiar program statute. or by rule.
requlation. or order issued pursuant
thereto.

{5} To answer congressional inquines

RECORD SOURCE CATEQOMTES.

{nformation in this system comes from
applicanits for agency acquisiion or
Federal employees interested in
international foresirv or natwral
resources development assignments

made at the request of the individual
from whose record information s
disclosed.

POUICILS AND PRACTICES KON STORING,
RETIMVING, ACCESSING, RETAINNG, ANO
DISPOSING OF RECORDS I THE SYSTRM:
STORAGE:

Records are maintained in file folders
at the agency address hisied above:
qualification summaries are maintained
in gn automated database for easy
retneval.

AETHEVABLITY:

Paper records are indexed
alphabetically and/or by idenufication
numbet. Automated records may be
retneved by expenence. education,
language capabulity. empioyment status
or other criteria required for the
successful conduct of proposed
assignments or aCQuIsItions.

SAFRGUARDS:

All recorda containung personal
information are maintained in secured
file cabinets and in secured computer
rooms.

RETENTION ABD DISPOSAL:

Until the Nanonal Archives and
Records Admin:stration determines an
sppropriate retention and disposal
schedule for these records. they will be
retdined indefinitely in accordance with
Forast Service Handbook 8208.11.
Records Management Handbook

SYSTRMS MARAGER AND ADORESS:

Special Projects Coordinator. Forestry
Support Program, international Forestry
Staff. USDA Foresi Service. P.O. Box
96090, Washinglon, DC 2001 3-8090.

NOTWICATION PROCEDUNE:

Individuais may request information
regarding thie sysiem of records. or
information as to whether the system
cantains records perteining to them from
the Specia! Projects Coordinator.
Forestry Support Program (address
above). A request for information should
contain name. address. and particulars
involved (for example. the date of action
gving rise to the inquuiry or complant).

Individuais who wish to gain access
to or amend records pertamtng to
theraselves ahould submit a wntten
request to the Special Projects
Coordinator. Foresiry Support Program
(address above). The envelope and
letter should be marked “Privacy Act
Request.”

LONTERTING RECORD PROCEDURES:
Same as record access procedures

USDA Forest Service
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OTHER AGENCIES'

PRIVACY ACT

SYSTEMS OF RECORDS

E Missour Street. Phoeniz. Arirana 85014:
Farmars Home Administration State Office.
Federal Building. Room 3433 230 North Firs:
Avenus, Phoenix, Aricons 85025: Soil
Conservation Service State Office, 230 North
First Avenue. 3008 Federu! Building. Phoenix.
Arizona 85025 Forest Service Nationa!
Forest. Tonto National Foresl. 102 S. 28th
Gtreel. Phoenix. Arizona 85038: Forest Service
National Forest, Prescott National Forest. 344
8. Cortex, Prescott, Arizona B8301: Forest
Service National Forest. Apache-Sitgreaves
National Forest. Federa! Building. P.O. Box
040, Springerville, Arizone 85038. Forest
Service Nationa! Farest. Coronsdo National
Forest, Federa) Building, 301 W. Congress,
Tucson. Arizona 85701 Forest Service

VSDASOP-1 National Forest. Kaibab National Forest. 800
B th Street, Williams, Arizona 80048
SYSTEM WAMNE: ARKANSAS—Forest Service Nationa!
Personnel and Payroll System for mamu N.;ZU;J)‘ ?ML Fr&:lpo
A Empl AfOP. Reserve way Streets. P.O.
usb oyees. USDA/ Box 1270. Hot Springs Nationa! Park,
SYSTEM LOCATION Arkansas 71001; Agricultura) Marketing
Office of Personnel, USDA, Service Milk Market Office. 3518 W.

Washington, D.C.: the National Finance
Centet, New Orleans, Louisiana: the
GCSA Federa! Data Processing Center,
Anchorage, Alaska; the San Antoanio
Dalta Service Center, San Antonio,
Texas; and the personnel offices at the
following locations:

ALABAMA—Scll Conservation Service
State Office. Soil Conservation Butlding. 865
Opelika Road, Auburn, Alabams 33830
Farmers Home Administration Stats Office,
Arcnov Building. Room 717, 474 B Gourt
Btreet. Montgomery, Alabame 30104; Forest

Roosevelt R, P.0O. Box €225, Littie Rock
Arkansas 72204; Farmers Home
Admipistration State Ofice, 5520 Federal
Office Building. P.O. Box 2776, 700 W.
Capitol Litile Rock. Arkansas 72203; Forest
Servics National Forest, Ozark-S1. Francis
Natounal Forest, 805 W. Main P.O. Box 1008,
Russeliville, Arkansas 7Z80L Soil
Consarvation Service Stats Offics, Federa}
Office Building. 700 W. Capitol St Little
Rock. Arkensas 7Z203.
CALIFORNIA—Animal and Plant Health
Inspection Service. PPQ Wester Region 820
Central Avenue, Bullding ZB, Alameda.

; Service National Forest. Nationa! Forests i California 94501; Forest Service Natiooal
Ahb:u_ 1785 H;hl.l.nd Avenus. F u Forest, Modoc Notifnul _Fuut. 1 N Main ,
Montgomery, Alabams 36107, Street. Altwrus, Californis 8610); Agricultura:
ALASKA-Forest Service National Forest, ~ Research Barvice. Western Region. Regional
; Chugach Nationa! Forset, Suite 258, 2271 E. Administrstive Office. 1333 Broadway. Buite
! Northern Lights Bonlevard, Ancharege. 400. Oakland, Californis 94612 Forest

Alasks 99608: 50ll Conservation Bervice
State Offics. £221 E Northem Lights
Boulevard. Anchorage. Alaska 90802 Forest
Service Regional Office, Pederal Office
Building. P.O. Box 1828 juneau. Alaska 99802;
Forest Service Nationa) Forest. Tongass
Nabonal Forest, Ketchikan Area. Foderal
Building. Ketchikan, Alasks 99601 Farmers
Home Administration Stats Office. F.O. Box
1288, Palmer, Alaska 996845: Forest Bervice
National Foreat. Tongass N | Forest.
Stikine Area, Box 300, Petersburg. Ajsska
99833; Forest Service National Forest,
‘Tongass Netiona) Forest, Chatham Area, P.O.
Box 1900, Gitka, Alasks 99835,
ARIZONA—Forest Service National
Forest. Cocomino National Forest, 2323 B
Greenlaw Lane, Flagstafl, Arizons 80001;
Forest Service. Rocky Mountsin Forest and
Range Experiment Station, Foreatry Sciences
Laboratory, Northern Arizona University.
Flagstafl, Arizona 86001; Agricultural
Marketing Service Milk Market Offioe. 1121

USDA Forest Service
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Bervice. Pacific Gouthwest Forest and Range
Experiment Station, 1080 Addisan Sweet. P.O.
Box 245, Berkeley. California #4701; Forest
Bervice National Forest Inyo National Forest.
873 N. Main Steel. Bishop. California 83514
6oil Conservation Service Stale Office. 2828
Chiles Rd., Duvis, California 95018: Porest
Service National Farest, Six Rivera National
Forest, 807 F Sireet. Eureka. California 95501
Forest Service Nationa) Forest, Sierra
National Forest, Federal Building. Room 3017,
1130 O Street, Fresno, California $3721; Foremt
Service National Foresl. Los Pedres Natiooal
Forest. 42 Aoro Camino. Goleta, California
93117: Farest Service National Farest. Tahoe
National Forest. Highway 49, Neveda Ciry.
California #5600; Fores! Service National
FaresL Angeies National Forest. Room 0.
130 5. Robles Avenue. Pasadens. Californis
#1101; Farest Service Nshonal Forest
Eldorgdo Nationsl Forest. 100 Fornl Road
Placervilla. California 95807; Forest Service
National Forest. Sequoie National Forest. 900
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W. Grand Avenue, Porterville, Californie
83257; Forest Service National Foresl. Plumas
National Foreer 159 Lawrence Street, P.O
Box 150G, Quincy, Califorrua 85971; Foreat
Service Nauone! Forest, Shaste-Trinity
Nauonal Forest 2300 Wasbington Avenue.
Redding. Cahfornia 96001: Farest Service
Nationai Forest. Sap Bernarcino Natons!
Farest. 144 N. Mountain View Avenue. Sag
Bernardino. Californis 92408: Forest Service
National Forest. Cieveland Newoonal Forest,
880 Frogt Sueel Room 6-5-6. San [hego,
California £218& Food and Nutntian Service
Western Regional Office, 550 Kearny Street.
Room 400, Sun Francisco. California 84108,
Farest Service Regional Office. 630 Sansane
Street, San Franciaco, California 94111; Forest
Service National Forest. Stanistans Natcnal
Fores\, 19777 Greenley Road, Sonaors,
California 9537 Forest Service, Lake Tahoe
Basin Mapsgement Unit, 87C Fmeraid Bey
Road. P.0O. Bax B465. South Lake Tahoe,
California 95731: Forest Service Nationa!
Forest, Lasaco National Forest, 707 Nevada
Btreet, Susanvilte, Cakiornia 96130: Fores!
Service Netional Forest. Mendocino National
Foresl. 420 E. Laurel Streel. Willows,
Californie 99988 Fgrmers Home

Administra tion State Office, 459 Cleveland
Street. Woodlend, California 85635: Forest
Service National Porest, Klemath National
Forest 1312 Fairlape Road, Yreka, California
08097,

COLORADO—Forest Service National
Forest. Grand Mesa-Uncompshgre-Gunnigon
National Forests. 2250 Highway 50. D=lta.
Colorado 51418 Agricultural Marketing
Bervice Milk Market Gffice, 2000 5. Parker
Road. P.O. Box 440880, Aurom. Colorado
90044; Farmers Home Administration State
Office. 1 Diamond Plaza. Room 231, 2400 W
28th Avenue. Denver, Colorado 80211; Soil
Conservation Service Stete Office. 1 Diamond
Plaza, Room 313, 2450 W. 26th Avenue
Denver, Colorado 80217 Forest Serviee
Natiopal Forest. San juan National Forest,
Federz] Botlding. 701 Camino Del Rio,
Durango. Colorado B1301; Forest Service. ~
Rocky Mountain Forest and Range
Rxperimen! Station, 240 W. Prospect Sareet,
Fort Collins. Colorado 80624 Forest Service
Nations! Forest. Arapabo-R velt Nations]
Forest. 240 W. Prospect Street. FL. Colline.
Colorudo 8052f Porest Service Nationai
Forest. White River National Forest, Old
Pederal Building. Box 848, Glarwood Springs.
Cotoredo 81002 Forest Service Regtonal
Otfice. 11177 W. 31 Avenue, P.0O. Box 25127,
Lakewood. Colorado 80225: Farest Service
Nationa! Forest. Rio Grande National Forest,
1803 W. Highway 100, Moate Vista. Coloredo
B81144; Fores! Service Nationa] Forest, Pike-
San lsabel Natronal Forests, 1920 Vailey
Dmnve, Pueblo, Colorsdo 81008 Farest Service
Natonal Forest. Routt National Forest, Hunt
Building. 137 10th Street, P.O. Box 1188, .
Steambost Springs. Colorsdo 80477; Food and
Nutrition Service Mountain Plains Regional
Office, 2420 W. 26th Avenwe, Deaver.
Colorado 80211

CONNECTICUT —Fores! Service
Nertheastern Forest Experimen| Btation.
Center for Bioiogical Cantrol of Northern
Forest losecs and Dhsasse, 51 Mill Pand
Road. Hamden Connecticut 08514; Soil
Cobpservabon Servion State Office, Manefield

Professional Park. Route 44A. Storrs.
Connecticut 06268

DELAWARE—Farmers Home
Administration State Office. Rebscot!
Building, 151 E. Chestnut Hill Road, Suite 2.
Newatk, Delsware 19713,

FLORIDA—Agriculture Marketing Service
Milk Merket Office, 2826 E. Cakland Perk
Boulevard, P.O. Box 11368, Ft Lauderdale.
Florida 3333¢ Fammers Home Admirustration
State Offica. Federal Building. Room 2i4. 401
S.E First Avenue, P.O. Box 1088, Gainesville.
Florida 32802 Scil Conservation Service
Swate Office. Federal Building. 471 S.E 1t
Avenue, Ganesvitle. Florida 32802: Forest
Servios National Forest Service National
Forest. National Forests in Florida, 2566
Segate Driva, P.O, Box 13548, Tuliahassce,
Plonida 32308,

GFORGIA—Agricultural Marketmng Sarvice
Milk Market Office, 3610 Intersiate 85, N.E-
Suite 109, P.O. Box 49025, Allants. Georgis
80359, Forest Service Regional Ofice. Sotte
812 1720 Peachiree Road. N'W ., Atlanta,
Georgta 90367; Farmers Home Admimstration
State Office, 355 E. Hancock Avenue.
Stephens Federal Building Athens, Georgia
80601:; Soi! Conservation Service Stete Office,
Federa! Building. 355 E Hancock Avenve
Athens. Georgis 3081%; Forest Service
National Fores'. Chattaboochee-Ocanee
Neational Forest, 801 Broad Streel, S.E
Gainesville. Georgia 30501: Food and
Nutrition Service Southeast Regiona! Office.
1100 Spring Streel. N.W., Atlanta, Georgia
30987,

HAWAL—SouU Conservation Service Siate
Office, 300 Ala Mosna Boulevard. Honolulu
Hawaii 96850; Furimers Home Administrabon
State Office. M5 Kekuanaoa Street. Hilc,
Hawaii 96720

DAHO—Farmers Home Administration
State Office. Federal Building. Room 429, 304
N. 8th Streel, Bowse, ldaho 83702 Forest
Service Natonal Forest. Boise National
Foresl, 1750 Front Streel Bowe. 1daho 3702
Soll Conservation Service State Office. 304 N,
6th Streel, Baise, Jdaho 83702 Forest Service
National Forest. Challis Natonal ForesL.
Porest Service Building, Highway 83, P.O. Bon
404, Challis, ldabo 83226 Forest Service
National Forset ldabho Panhandie Netional
Porests. 12 broowood Drive. Coeur d"Alene,
idahe 83814: Forest Service National Forest,
Nezperca Nabooal Forest, 310 E. Main Street.
Grangeville. kiaho 83530 Forest Service
Nauonal Farest. Payettz Naticnal Forest,
Forest Service Building, P.Q. 1028, McCall.
ldaho B3634: Forest Service National Forest,
Clearwater National Porest. Rt 1, Orofinc.
Jdabo 83544: Forest Service Nationa! Forest.
Canbou Nagona! Forest. 250 5. 41h Avenue,
Picatallo. 1dabe 83201; Forest Servioe
National Forest. Targhee Natonai Forest, 420
N. Bridge Strest, P.0. Box 208, St. Anthouy,
Idabo 83445; Forest Service National Forest.
Sabmon National ForesL. Forem! Service
Building. Salmoa. kdaho #3467 Forest Service
National Forest, Sewtoolh National Forest,
1525 Addison Avenue. B Twin Falls, idaho
83301,

ILLINOIS—F nrmers Home Administration
State Office. 7108 W. Springfield Avenue.
Champaigo. [llinois 81821: Soil Conservation
Service State Office, Springer Federal
Buikting. 301 N. Randolph Street. Champaisn,
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Likinois 61820, Agriculturel Marketing Service
Milk Market Office. 800 Roosevelt Rd.
Buildung A. Clen Ellyn. Lilineis 60137 Food
and Nutrition Service Midwes? Region.!
Office. 50 E. Washingtor Street, Clucar
1ltinois BOBC2: Fores! Service Nat,oniai FOtes!,
Shawnee National Forest. 315 E. Fopiar
Street, Harmsburg. lhinois 62048, Agricaitural
Rescarch Service, North Central Regional
Admimistrative Office. 2000 W' Pioriv:*
Parkway. Pooria. Hlinois 81613
INDIANA-—Forest Service Nauona! Fores.
Wavne-Hooeler Netional Forest, 1615 | Sueet
Bedfard, Indiana 47421; Farmers Hor <
Administration State Office, Suite 1700 5613
Crawlordsville Rosd. Indinnspoiis. odians
48224: Soll Conservation Service S1a1e O ice
Corporate Square-Wes!. 5810 Crawfordesiie
Road. Indlanapotis. Indiana 6224
IOWA-—Farmers Home Admunisirabar
State Office, Peders! Building. Room 873. 210
Walnut Street. Des Moines, lows 50308 So:l
Conservation Service State Office. Federsi
Butlding, Room 823, 210 Welou! Streel. Des
Moines, lowa 50008
KANSAS—Agricultural Marketing Sermoe
Milk Market Office 7819 Conser Pi. P.O. Box
4608, Overland Park, Kansss 88204, Soi!
Conservation Service State ©ffice. 780 5.
Broadway. Salina, Kanses 87401 Farmers
Home Administration Siate Office, 444 SE -
Quincy 5t., Topeka, Kanses 66652
KENTUCKY --Forest Service. Northeastern
Forest Experiment Station. Forestry Sclence
Laboratory. 204 Center Streel, Beres
Kentucky 40403 Farmers Home
Administration State Office, 333 Walier
Avenue, Lexington. Kentucky #0504; Soil
Consarvation Service Siste Office. 333 Waller
Avenue, Lexington, Kentucky 40504
Agriculbural Marketing Service Miik Market
Office. 3820 Bardetown Rd., P.O. Box 18030
Louisville, Kentucky 40218, Forest Service
Nationa! Porest, Danie] Boone National
Forest. 100 Vaught Road, Winchester.

Administration State Office. 3727
Government Street. Alexandne, Louvimians
71391; Boil Conservation Service State Gffice.
3737 Governunent Street, Alexandna
Louisians 71301; Agricalturel Markehng
Bervice Mitk Market Office, 3001 Ridgeinke
Drive, P.O. Box 7250, Melrine, Lovimans
70010; Agricultural Research Service
Southern Regional Adminiscative Qffice, 701
Loyola Ave., P.O. Box 53328 New Orieana.
Louisiana 70153; Forest Service Southemn
Experiment Station, T-10210 U.5. Fosta)
Service Bailding, 701 Loyola Avenve. New
Orieens. Louisiana 70113 Office of
Administrative Systems. Netional Finence
Cecter, Human and Material Resources
Branch, P.0. Bax 60,000 New Orleans.
Louisiana 7016G, Forest Service Natans)
Porest, Kisatchie National Forest 2500
Shreveport Highwey. Puneville, Lonisiana
71360

MAINE~Feswers Home Administration
Siste Office, USDA Ofiice Building, Oronc.
Maine (4473; Soil Conservation Servioe State
Office, USDA Building, University of Mawe,
Orono. Maine 04473,

MARYLAND— Argicultural Research
Setvica. Northesstern Regional
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Administrative Office, Room 107, Bullding
003, BARC-W, Beitsvilia, Maryland 20705:
Soll Conservation Service State Office.
Hartwichk Building, Rooon 522—4521 Hartwick
Road Coliege Park Maryiand 20740,
Agncultural Research Service.
Admrustrative Management. Personnel
Division. Federa) Center Building. Room 333,
Hyatuville. Maryland 20872. Anuma) and
Plant Health Ingpection Service, PPQ Non-
Reponal Admmistrative Operstions Office,
Federn! Building. Room 823. Hyattsville.
Marvland 20782

MASSACHUSETTS—Soi] Canservetion
Service State Office. 451 West Strecl,
Amherst. Massachusetts 01002 Agncultural
Marketing Service Milk Market Office, 8¢
Canal Soreel. P.O. Box 1478, Bosion,
Massachusetts 02205: Farmers Home
Administrabon State Office. 451 Weat Street
Amberst. Massachusaits 03002 Food and
Nutrition Service. New England Regional
Dffice. 33 North Avenue. Burlingion,
Maszsachusetis 01803,

MICHIG AN—Agricultural Marketing
Service Milk Market Office. 2004 W, 11 Mile
Road. Berkley, Michigan 48072 Forest Servios
Nationa) Forest Horon-Manwtee Netiocal
Foreat, 421 5. Mitchell Street Cadillac.
Michigan 49001. Farmers Home
Admunistratian Staie Offics. 1405 5. Harrison
Rosd Room 200. East Lansing Michigan
4m2y; Soi! Conservation Service Stats Offica,
1405 S. Harmison Road, Bast Lansing.
Michigen 48823 Forest Service Nationa)
Forest. Hiawatha Nationa) Forest. 2727 N.
Lincoin Road, Escanaba, Michigan 40829,
Forest Servics National Forest, Ottawa
National Forest. U.S. 2 East. Lronwood,
Michugan 49933

MINNESOTA—Forest Service Nationa)
Forest Chippews National Forest. Cass Lake.
Mannesots 56313: Forest Service Nationa}
ForesL Supenor Nationa! Forest. Box 338,
Duluth. Munnesota $5000: Agricultural
Marketing Service Milk Market Office. 4570
W_771b Street. Suite 210. Minneapolis.
Minaesots 55435: Animal and Plant Health
lnspecnon Service Preld Servicing Office.
Butler 5q.. W., $th FL. 100 N_ bib Streat.
Mmaoeapolis. Munnesota 55403: Farmers
Home Administratior Stata Office, 252
Federal Office Buliding and U8 Court House,
SL Peul Minnesats 65101; Food Safety and
nspection Service. Personne] Operabons
Branch Butier Sq.. W.. 4th Floor. 100 N. 8th
Sireet. Minneapolis. Munnesota 55403: Forest
Service. North Centrel Farest Expeniment
Station. 1992 Folwell Avenue., St Paul.
Minoesota 58108 Soil Conservation Bervice
Siste Office. 200 Federal Building and US
Courthouse. 318 N. Roberts 5t.. SL Paul.
Minpesoia 53101 Forest Bervice.
Northeastiern Area Siuale and Private
Forestry 1002 Folwell Avenue. 51 Psul
Minpesota 55108,

MISSISSIPPI—Animal and Plant Health
inspection Service. PPQ Southeastern Region.
3505 25th Avenue. P O. Box 350. Gulfport.
Minsiasipi 39503: Farmers Home
Admunistration Suale Office. Foderal Builchng,
Room 831. jeckson. Mussiseippi 3389; Boil
Conservation Service State Office. Federal
Building. 100 W. Capiial St. Jackson.
Missisappi 3828¢; Forest Service National
Farest. National Foresta in Misssissippi. 100

W. Capitol Gtreet, Scudte 1141, Jackson,
Mississippd 39200,

MISSOURI—Farmars Home
Administration Saate Office. 355 Vandiver
Dr.. Cohnobia. Missowr 83202: Soil
Conservation Service Btate Offics. 355
Vandiver Dr.. Cotumbie, Missouri 85202:
Agricultura) Swbilization and Conservation
Bervios, Kansas City Mansagement Office,
4930 Ward Pky.. Kansas City. Mussouri 84114
Forest Service Natonal Forest. Mark Twain
National Forest. 401 Pairgrounds Road, Rolia.
Misecari 85401 Marketing
Service Mitk Market Office. 7350 Schuetz
Road P.O. Box 1486 Maryiend Heghta,
Misaouri 83043; Farmers Home :
Administration Pinancs Office. 1520 Maricel
SL 5t Louis, Missouri 93103

MONTANA—Forest Service Natoral
Forest. Custer Natonal Forest P.O. Box 2586,
Billings. Montana 58100: Farmers Home
Administration State Office, Federal Building.
P.O. Pox 850, Boreman. Montanas 59715
Forest Service National Fores!, Galiaty
Natooal Forest Federal Building, P.O. Box
130. Bozeman Montang 5971%. Soil
Couservation Servics Stata Office. Federal
Building, 32 E. Baboock. Boxeman, Montana
59715; Forest Service Netonal Forest
Deerlodge National Porest. Feders) Bullding
P.O Box 400. Butte. Monians 58703: Forest
Service National Forest, Beaverbead Nabonal
Forest. 510 N. Montana Suest. P.O. Box 1288,
Dillion. Montans 5872%; Forest Service
Nationa! Forest Lawis and Clark National
FPorest. Casco Building. 1801 Second Avinue,
N. P.O. Box 871, Great Falis. Montuna 58403,
Forest Service National Forest. Bitterroot
National Forest 318 N. Third Streel.
Hamilton. Monisna 50840: Forest Servica
Nsticnal Forest. Helens Nations! Forest,
Federal Office Bullding Drawer 10014,
Helena. Monlana 56628: Forest Servioe
Nationa! Foreal. Flathead National Forest.
1905 Thurd Avenue, B, P.O. Box 147,
Kalispell. Montana 56901; Fores! Service
National Farest. Kootenal National Forest
West Highway 2, Libby, Montana 50923;
Forest Service Regional Office. Paderal
Building, P.O, Box 7080. Missouls. Mobtana
59007; Forest Service National Forest. Lolo
Nations! Forest, Bullding 24, P Missoula.
Misscula. Montana 50801 Forest Service.
intermountain Forest and Range Experiment
Suation. Forestry Sciences and Northern
Pares! Pire Laborstories. Drawer G. Missouls.
Maontana 50808 Forest Service, Aerial Fire
Depot. Box & Awurport Termmal, Missoula
Mantana 59802

NEDRASKA—Forest Service National
Porest. Nebraska National Porest. 270 Pine
Bireet. Chadron. Nebrasks 86337 Farmers
Home Administration $tate Office. Foderal
Buliding. Room 308. 100 Centennial Mall
North. Lincoln, Nebraska 8a8508: Sol!
Conservation Gervice Stats Office. Federa!
Building. 100 Centennial Masll. N., Lincoln,
Nebrasia 88301,

NEVADA—Forest Servios Nations! Forest.
Humboldt Natonal Porest. 976 Mountain City
Haghway. Elko, Nevada 80801: Soil
Conservation Service State Office. U.8. Post
Office Building Rootn 234. 50 S. Virgirua
Street Reno. Neveada 83505 Forest Service
National Forest. Toivabe National Forest. 111
N. Vugirda Streel. Room 801. Reno. Nevade
L%
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NEW HAMPSHIRE—Forest Servioe.
Northeastern Forest Expeniment Station.
Lounis C. Wyman Farestry Sciences
Laboratory. P.0. Box 640. Durham. New
Hampshire 03824; Solf Conservabon Service
State Office, Federal Building Durham New
Hampshire 03424; Forest Service Nanonal
Forvet. White Mountain National Forest. 710
Man Streel Federa! Bujiding, P.O. Box 838
Laconia. New Hampshire

NEW JERSEY—Anmal and Mant Health
inspection Service, PPQ Northeastern Regron.
Bilason I1 1at Ficor, 308 S Levola Road
Moorestown, New ersey 080587; Food and
Nutrition Service Mid-Atianuc Regprons)
Offrce. Mercer Corpotate Park. Corporete
Boulevard. P.O. Box CNOZ150. Robbinswile.
New jersey 08091; Soll Conservanon Service
State Office. 1370 Hamilton bireet. Somersel.
Neow Jersey 08873; Farmers Home
Adminustration State Office. 1 Vahlsing
Center, Robbinsville, New Jereey DotEN -

NEW MEXTCO—F orest Service Natisaal
Forest. Lincoln National Forest. Federa!
Building. 11th and New York Avenue.

Now Mexico 85310 Farmers
Home Administration State Office. Federa!
Bullding, Room M14. 317 Cald Avenue. SW_
Albuquerque. New Mexico 87102 Forest
Service Regional Office. 517 Cold Avenue,
5.W_, Albuquerque. New Mexico 87102
Forest Servica Nstionz| Forest. Cibola
Nations] Forest 10308 Candelana. NE.
Albuquerque. New Mexico 87112 Sou
Conservation Service State Office. 517 Gold
Avenue, SW. Albuquerque. New Mexaico
87103; Forest Service National Forest. Santa
Pe National Forest. 1220 St. Francis Dnive.
P.0. Box 1850, Sania Fe. New Mexico 87501
Forest Service National Forest Gils Nsticnal
Forest. 2810 N. 8ilver Street. Slver City. New
Mexico 88001: Forest Service Natonal Forest
Carson National Forest, Forest Sermce
Buiiding. P.O. Box 538, Taos. New Mexco
&7571.

NEW YORK~—Agnculturel Research
service. Pium Lsland Agimal Disease Center.
P.0. Box 848, Greenport Long Island. New
York 11044; Agriculture] Marketing Service
Milk Markst Office. 708 Thund Avenos., New
York, New York 10017: Farmars Home
Administrstion Siats Office. U S Courthouse
and Federal Building Reoom &71. 100 5.
Chpion Street. Syracuse. New York 13202
50il Conservation Service State Office. james
M. Hanley Federal Building. 100 S. Clinton
Streel. Syracuse, New York 13280

NORTH CAROLINA —Farest Service.
Southeastern Forest Experunent Statica 200
Weaver Boulevard. Ashevilie. North Carolina
28004; Fores! bervioe Nations| Forest.
National Forests in Nerth Carolina 50 S
French Broad Avenue. P.O Box 2750
Asheville. North Carclina Z8802: Farmers
Home Administration State Dffice. Room 514
310 New Bern Avebue. Raleigh. North
Carolina 27801: Soil Conservation Sernce
State Office. Federal Office Buiding. 310 New
Bem Avenus. Rateigh North Caroline W11

NORTH DAKOTA -~Fumers Home
Administration State Offica. Federal Building
Room 208. 37d and Rosesr Avenue. Bumarck,
North Dakots 88501, Soil Conservatior
Sarvioe State Office. Federal Budlding Rosser
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Aveanue snd Third Street. amarch. North
Dakote 58502

OHIO—Agticuitural Marketing Sefvice
Milk Market Ofhce. 7851 Freeway Circle,
Middleburg Heights, P.O. Box 30128,
Cleveland. Ohio 44130 Agricultural
Marketing Service Milk Market Office. 5850
Sharon Woods Boulevard, P.O. Box 29728,
Columbns, Ohio 42339, Permers Home
Administration State Office, Pedera! Building.
Room 507. 200 N. Hhgh Street, Columbus.
Obio 4371% Soft Conservation Service State
Office. 180 N. High Streel. Columbus. Obio
423215

OKLAHOMA —Farmers Home
Admenmtretion State Office, Agricaitwal
Cantey Office Building, Stillwater, Oldahoma
4074 SoH Coneervation Service State Office.
Agricainmral Center Building. Parma Rd. end
Bromicy Sovel. Stillwater. Oklahoma 74004
Agnicultural Marketing Service Milk Market
Oflice, 4325 E. 516 Street, P.O. Box 470543,
Tulse, Okdaboma 74147,

OREGCON—Forest Service National Forest,
Waliows-Whitman Nationa! Forest, Fecderal

Building and Court House, Harmisburg.
Peansylvania 17108; Agncultural Research
Service Easlemn Regiooal Resasrch Center,
800 E. Marmaid Lo Phiiadelphia.
Pennaylvania 19118. Forest Service
Northeasier: Ares Stote end Private
Forestry. 570 Reed Road. Broomall,
Pennsyivanis 19008 Forest Service.
Northeasters Forest Experizaent Station, 370
Roed Roed, Broomall Pennsytvames 19008
$oil Conservatan Service Technical Servioe
Conter, 187¢ Sproul Road. Broomal!.
FPenngyivanis 10008 Forest Service Natone!
Farest. ABegheny Nahonai Farest. Spindon
Bulicing. P.O. Box 847. Warren. Pennaylvamy
16385.

SOUTH CAROLINA—Forest Sernce
Forest Menager, Sevannab River Forest
Station, P.O. Box A, Aiken, Sowth Carolms
20801: Farmers Home Admunistration Stete
Office, Strom Thormond Federal Building,
Room X7, 1835 Assernbly Streel 2nd Fioor.
Columbia. Sovth Caroline 29201: Fores
Servioe National Forost. Francis Manon-

Building. Main and Auburm. Box 807, Baier,
Oregon 97814 Fores! Sarvice National Forest.
Deschutes National Forest, 217 N.E. Revere
Aveaue. Bend, Oregorn 07701; Forest Service
National Forest. Siuslaw Natiooal Forest
P.0. Box 1148, Corvallis. Oregon 8733& Foresi
Gervica National Forest Willametie Nebona)
Forest, Box 10607, Eugene, Oregon 07440
Forest Service National Forest, Siskiyou
National Foresl Box #440. Grants Pasa.
Oregon 97526, Forest Service National Forest,
ML Hood Natwonal Foresi. 2955 N.W. Division
Streel. Cresham, Ovegon 97030; Farest
Service National Forest. Malheur National
Foresl. 138 N.E Daytoo Streel. Joha Day.
Oregan ¥7345: Foreet Servioe Naticnal Faresl,
Winema MNatiooal Forest, P.O. Box 1390,
Klaemath Falis. Oregon 97801: Forest Service
Nationa! Forest. Fremont National Porest,
Box 551 Lakeview. Oregon 97630 Fores!
Service National Forest, Rogue River
National Forest. Federal Buildang, 333 W, 8th
Street. P.O. Box 520, Medford, Oregon 97502;
Forest Service Nstional Forest Umatilla
National Foresl. 2517 SW_, Halley Avenue,
Pendieton. Oregon 67901: Parmers Home
Admimstration Siate Office. Federa] Boflding.
Rooro 1580, 1220 SW. #rd Avenue, Portland,
Oregon 97204: Forest Sesvice, Pacific
Northwest Forest and Range Experiment
Sistion. 809 NE. 8th Avenuve, Portiand.
Oregon 87232 Forest Service Regional Office,
318 SW Pine Street. P.O. Box 9823, Portland.
Oregon 97208 Soil Conservation Bervice
State Office. Federe! Building. 1220 SW. Third
Avenue. Portiand. Oregon 97204 Gotl
Conservatoe Servios Technical Center, 511
N.W. Broadway. Portiand. Oregon 87208
Agnculture] Marketing Service Milk Market
Office. Tarbell Building: 9735 5.W. Shady
Lane, Tgard. P.O. Box 22808, Portiand.
Oregon 67223 Fores! Servioe National Forest.
Ochoon National Foresl. Federa) Buildsg.
P.O. Bax 490, Prinevilie Oregon @7754: Forest
Service Nsbonal Forest. Umpqua Nstional
Farest. Bax 1008, Roseburg. Oregon #7470
PENNSYLVANLIA—¥armers Home
Admmistretron State Ofiioe, Federal Bulding.
Room 728, 228 Walnul Su, P.O. Box 905,
Harrisburg, Pennsyivania 17108; Soil
Conservation Servioe Stale Office, Federa)

‘Samier Natwnal Forests, 1835 Assembly
Street. P.O. Box 2227, Columbia. South
Carolins 232, Soll Conservation Service
Btate Office, Stromm Thurmond Federal
Buiiding, 1635 Assembly Steet. Columbna.
South Carolina 20203

SOUTH DAKOTA--Forest Service
Netional Forest. Black Hills National Forest,

Forest Service Office Building, P.O. Box 782,

Custer, South Dakots 57730. Farmers Home
Administraton State Office. Huron Federal
Building, Rooro 208, 200 4th Street. SW.,
Huron, South Dakols 57350 Soil
Connervation Service Stete Office, Federal
Building, 200 4th Street. SW.. Huron. Soutb
Dakota 57350. ’

‘TENNESSEE-—Forest Service Nationa!
Forest, Chevokee Nationsl Forest. ZB00 N.
Ocoee Street. NW_, Box 200, Cleveland.
Tennessee 37311; Farmers Home
Administration State Office, 538 U S.
Courtbouse Buiiding. 803 Broadway Streel,
Nashville, Tennessee 37203; Soil
Conservation Service Swate Office, US.
Courthouse. 801 Broadway Street Nushville.
Tennessee J7200.

TEXAS—Animal and Plant Health
Inspection Service, PPQ South Cantral

Regian, 2200 Bocs Chica Boulevard, Suiie 400.

Boca Chiac Tower Building, Brownsville,
Texas 78521; Agricaltursl M Service
Milk Marke! Office, 11117 Shady Trail P.O
Box 29529, Daliss, Texas 75228; Food and

Nutrition Service Southwest Regional Office.

1100 Commerce Street. Room 5D 22, Dallas,
Taxas 78242 Farest Service National Forests.
National Forests in Texas, P-O. Box 969,
Federal Buildmy. Lufico. Texas 75001,
Farmers Hosoe Administration Swie Office,
W .R. Poage Federal Building. 101 5. Main
Street, Temple. Taxss 78501; Soi
Conservation Service Staie Office, W R.
Poage Fedérs] Buiiding. 101 S. Main Streel.
P.O. Box 886, Temple. Texas 78500 50i
Conservation Service Technical Service
Center. Pt Warth Federal Center Buniding 23
Falix and Hewyphtll Streets, PL. Worth, Texas
78115.

UTAH—Forest Service National Forest.
Dixie National Forest &2 North 100 East,
Gedar Gity, Utah 84720 Forest Service.
intermountain Foreet! and Range Expenment
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Federsl Bullding, 807 25th Street.
Ogden. Utah 84401, Fores! Service Regionai
Office. Pederal Office Building, 324 25th
Street, Opden, Utah 84401, Fareat Service
National Foreal. Manuv-LaSa! Nauonal Fores!
509 W. Price River Drive. Price ltah 8450
Foresl Service National Forest, Uit
Neatonal Forest, 88 W. 100 North. Provo Utah
34007; Forest Service National Porest
Fishlake Natior«l Forest. 115 E 900 North
Richfield, Utah 84701 Farmers Home
Administration State OfTice, Federal Buiiding
Room 5311. 125 S. State Street. Salt Laxe City
Utah 84138 Forest Service dahonal Forest.
Wasatch-Cache Nationa] Farest 8205 receral
Building, 125 S Stete Streel, Salt Lake Caity.
Utah B4138. Forest Service, Geomnelronics
Service Cepter, 2222 W, 2300 Soulh. Sah Lake
Caty, Uteh 8411% So1l Conservabior. Servicr
State Offvce. 8012 Federa] Building. 125 8§
State Street, Salt Lake Ciry. Utah 84147,
Foresi Service Nationa) Forest. Ashley
Nationa! Forest. 437 E Maip Street vernal
Lftah 84078

VERMONT —Forest Service, Northeastern
Forest Experiment Station. George O Aiken
Sugar Maple Lubeorsiory. 705 Spear Street
P.0. Bax 988. Burtington Vermon! 03402 Sl
Conservation Service State Office. 1
Burlingion Square. Burimgion. Vermont
05401; Farmers Home Admunistretive Staie
Office, 141 W. Main Sueet P.O Bon 588
Montpelier. Vermont 05602 Forest Service
Notianai Forest. Green Mountain Navonal
Forest. Federal Building. 151 Wes! Stres:
Ruttand. Vermont 05700

VIRGINLA —Agricultural Marketing Service
Milk Market Office, 300 N. Lee 5. Room 3320
P.O. 710. Alexandria. Virgiua 22313 Forest
Service National Forest. George Washington
National Forest 210 Pedera Building.
Harrisonburg. Virgirua 22801 Farmers Home
Adminastration State Office, Federal Building
Room 8213, 400 N. Eighth Street. P.O. Box
10106, Richmond. Virgina Z1240; So:!
Conservation Service State Offices. 400 N
Eighth Streel. Richmoad Virginia 23244,
Forest Service Nationa! Farest. Jeflersoc
Nationa] Forest. 210 Prankhin Road SW.
Hoom 854, Calier Setvice 2000. Roanoke.
Virginia 24003.

WASHINGTON—Farest Service Natona|
Foresl. Colville Nationa! Foresl, 895 5. Mawn
Colville. Washingion 89114; Forest Servioe
Natonal Foresl, Okanogan Nationa! Forest.
1240 5. 2nd Avenue. Okanogan, Wasmngton
88840, Forest Service National Forest,
Olympic National Forest, Federal Butdng,
P.D. Box 2288, Olympia, Washingion 88507
Forest Service Natiooa) Forest, Mt Baker-
Snoqualmie National Forests, 1022 Firs!
Avenue, Seattle, Washington 86104: Soil
Conservation Service State Ofbice. 380 U5
Courthouse, W. 820 Riverside Avenne.
Spokane, Washingion #201: Forest Service
Nationa! Forest, Gifford Pmchot Nationa)
Forest, 500 W. 12th S!.. Vanocowver.
Washingion 98660, Farmers Home
Administration Stete Ofhce. Federsl Office
Building. Hoom 319, 301 Yakima St..
Wenalchee. Washington 08801, Fores!
Service National Foreel. Wenaichee Mational
Forest. Box 811, Wenatchee. Washmgion
98801
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SAFROUARDS:

Records are kept in locked files,
locked offices and/or in eacured
computer lape stofage rooma.

REYENTION AND DISPOSAL:

Records are maintained indefinitely
until employees are separted from the
Department and are then retired or
transferred 1o & new employing agancy
or destroyed in conformance with
appropriate General Services
Administretion retirexment and/or
destruction Schedules.

SYSTEM SANAGENIE) AND ADORERE:
Director, Office of Personnel {JSDA,
Washington, D.C. 20250.

NOTIMCATION PROCEDURE:

Employees mey request information
from this system from the appropriate
personnal office having cusiody of his/
ber records. A request for information
should be addressed to the Director.
Personnel Division, (name of
sppropriate Agency) USDA at the
address shown nnder Lacation and
should coptain:

Name of requestor, employing agency
in USDA or agency to which information
was furnished, addrese of agency and
particular information requested.

ALOORD ACCESS PROCEDUAES:

Any individual may obtain :
information as to the procedures for
gaining access W and contesting &
record in the system which pertains to
him/her by submitting a written request
to the appropriate offices referred to in
the preceding paragraph

CONTEETING RECORD PROCEDURES:
Same as Record access procedures.

RRCORD SOURCE CATEQOMES:

information in this system comes from
the employee applicants, permiteees,
cooperatora, contractors, employee's
personnel offices, supervisors.
references, tnvestigative personnel.
colleges and universities and former
employers.

Racord scces Use saine ures as for uestin,
sotificaton procadures proced req s

Castesting record procedwres: lpdividual records may be amended
or updaied &t any ume, us the individual employee denires Any
of an employee's record may be contesied by that mdividual.
servicing personne! office will provide procedural advice

Record source cxtegories: The informauon i the records is fur-
nished by the individual employee. the employee’s immediste super-
Visof and/Or unn SUpErvisor..

USDA/OAS-1
System name:
Admimistrative Bilhings and Collectiom. USDA/OAS
System location:

USDA, Office of Adminiirative Sysicms, Naticoa! Fmance
Center, New Orleans, Louisiana TO160.

Categories of individuals covered by the system:

Individuals (USDA, former USDA or non-USDA employees) who
are indebled 10 the Department for any resson Some examples of
indecblodnes are: Lost or damaged property, salary overpayments,
outstanding travel advances, violavons of transfer-of-stahon agree-
meny, and misime of Federal facilities

Categories of records tn the system:

The avomated system estabimhes 8 master fide contammg debior’s
name, address, social secunity pomber O gned vendor bert,
smount of indebladness. amount of cufrent collection, end amount of
wtal billing, Afer & short while, these records are transferved 10 2
history file for inquiry use.

Asthority for maluteasnce of the systom:

S US.C 301;7CFR 2.75.

Routine wses of records maistained ja the eystom, including entrgo-
rics of asers and the purposts of snch wers:

(1) Informanon will be forwarded :ﬁm.h:r qmcy(;ﬁ [
USDA emplovee accepts employment such agency, or-
mdonwﬂr-hcb:nfcnedwtheomnlAmnngofﬁoefm
review in cases involving possible frand

Policies aad practiots for sioring, retrieviag, sccaming, retuining. and
diaposing of records in the system:

w . .

Records are maintsined 0n magnetic tape files, disk files, and in file
folders a1 the Nationa) Finance Cener addressed sbove.

; - .

Records are ndexed by social security sumber; euvalent identify-
ing number in case of non-USDA empioyecs.

: . .

File foiders arc kept in locked cabincts. Magnetic tape files and
disk files are in Jocked computer room snd hbrary wiich can be
actessedd by anthonzed personnel only. Disk files are psssword pro-
tected 10 ot sccess 10 suthorized personne) oaly.

Ratention snd disposal: "

Master history magnetic tape files arc retained mdefmitely. Man
rmﬂlmmndﬂ?edformgc-nddm“bythgfedcrﬂ
Records Center in accordance with General Senvaces Adminismanon
regulations.

System manager(s) and sddreas-

Director, National Finance Center, Office of Adminitrative Sys
sems, USDA, New Orleam, Loumians 70160

Netificstion procedure:

Any individua! puy reques! information regardmg thn system of
records, or information as to whbetber the sysiem contams records
pertaining 10 him/her from the System Manager. A reques: for mfor-
fabon pertaining 10 an individual should be in writng snd should
contain: Name, address, social security pumber, snd particulars in-
volved (i.c., dates of clamns, copees of commespondence, &tc. )

Recard sccess proceds .

Any individual may obtain information s to procedures for .
ingnmlonrmﬂinthesymwhchmlom/hﬂ Y
submittin ‘gnwnﬂmrequcﬂtothcﬂyuunma.

Any individual may obtain information s 10 the prooedures for
contesting & recosd o the sysiem which pertams to him/her by
submitting & wTitten request 10 the System Manager.

Recerd somrer categories:

USDA Forest Service
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Informanon in this system comes pamanly from USDA employ-
ces. former USDA coiployees. non-USDA employees. agency claim-
ants, and USDA or other invesugation personnei.

USDA/OAS-2
System namse:
Travel and Tramaporiaton Svaem, USDA/OAS.
Sywtem jocation:

USDA, Office of Adminstrative Systems. National Finance Center
(NFC). New Orleans. Lowmana 70161

Categories of individuals covered by the system:

Individuals who have funds sévanced to them for offical travel
use, individuals who have U'S. Government Transporution Requests
assigned to them for purchasing tickets to be used for officia) travel,
and indivaduals who perform officia) USDA travel and are rem-
bursed with Government funds are included wn this system

Categories of records in the system:

Thus sysiern conssts of complete files on advances to and repay-
ments by individuals, assignment and use of Government Transporu-
bon Requests by individuals, and payments for official Iravel o
indaviduals,

Awthority for maintensnce of the system:

SUSC YL, 7TCFR 278

Rostine mses of racords wmaintaised in the system, incleding catego-
ries of ssers and the purposes of sach wses:

Informancn from this 1ystem of records is used for internal proc-
esxng purpoecs at the NFC.

Policies and practices for moriag, retrieviag, acttesing, retaining, aad
disposing of records I the system:

Storage:

Records are maintained on computer tapes. disks and in file folders
at the Nationa) Finance Center addressed sbove.

Retrievabllity:

Records are indexed by Social Security Number and by name of
individual,

Safegmards:

Magnetic wpe Mlles and disk fiies are kept in a Jocked computer
rooe and ape hibrary which can be accessed by suthonzed person-
oel only. File folders are maintained in secured arcas with access by
suthorzed personnel only. Disk files are password protected to limit
access 1o suthorized persoanel only.

Retemtion aed disposai:

Muster hsilory magbetic tapes are retained indefinitely. Manual
records are trapsferred for sorage and disposivon by the Federal
Records Center b Accordance with General Services Administration
regulations.

Srviem masager(s) and address:

Durector, Navonal Finance Center, Office of Adminstrative Sys-
temmt, USDA, P.O. Box 60,000, New Oricana, Louisiana 70160.

Natification procedure;

Any individual may request information regarding thn system of
recorda, or mformauon ma 10 whether the systemm COnuns records
pertasning to him/ber from the Sysiem Manager,

Record scoem procedures:

Any mdividual may obtain information as to the procedures for
gamng access 1o 8 record 1o the system whuich pertans to him/ber
by submitung a wmniten request to the Systetn Manager.

Record soutor categories:

Informaton in tho system comes pnmarily from individuals who
request advances prior to travel. submit Travel Vouchers for reim-
buncment afier travel v performed, or request Governmen! Trans-
porwtion Request for use in purchasing passenger tickets. Some of
the information i3 obtamned from the pnyro!l and persomnel systems
main d by the N | F Center

USDA/OAS-)
System naaae:
Imprest Fund Psyment Sysuem, USDA/OAS
Systzm location:

USDA, Navonal Finance Ceoter, New Orleans, Loumiana 70610.

Categories of iadividuals covered by the system:

All USDA umprest cashiers and aliernates and USDA employees
designated as chicfs of fieid pany

Categories of records Is the symtom:

The automated system establishes master files contanmg the name,
social secunty oumber, employment address and iclephone, and
amount of advance for each castucr, alternate caalner. and cluef of
field Panty. kt abo icludes records of disbursements, reunbursements,
accountability reports and venficavon, and audit of funds

Awthority for maintensuce of the rystes:

SUSC. 301, 7CFR 175

Rowtine uses of records maintained in the systewm, including categn-
ries of meers and the purposcs of sech ssex:

Information from this system of records will be referred to the
Treasury Drsburmng Office, Kansas Crty, Kansas, for approval and/
or payment. Other uses include wternal procesang by NFC.

Policies and practices for storiag, retrieving, scoemting, retaising, sed
digposing of rerords in the system:

Storage:

Records arc maintsined on Microfim cartridges. magneuc wpe
files, dusk files, and in e folders.

Retrievability:

Records are indexed primarnily by social secunty numbet of the
individual cashier, alternate cashier, or chuef of ficld party; apd sec-
ondarily by imprest fund number.

Safcguards:

Records are maintsined on magnetic tape files, disk files, and n file
folders. Tape files and duk ﬁ.l= are kept in a lockad computer room
and tape library which can be accessed by authorized personnel onty.
File folders are kepl in secured aress with access by authonied
personnel only. Dhsk files are password protected 10 hmut sooem o
authorized personnel only.

Retestion and disposal:

Record will be retuned mdefinitely.

System mansger(s) and address:

Drrector, National Finance Center, Office of Adminsirauve Syy
tems, USDA, P.O. Box 60,000 New Orleans, Loursiana 70160

Notification procedure:

Any individual may request
records, of asCertan whm\ef the system cofituny records pertaning
to him/ber {rom the Sysiem Manager. The request shouwld be in
wnung and should contaun: Name, address, socul secunty pumber,
and paruculars involved (ic., date and type of document in queshon,
eK.).

Record scoess procedares:

Any individual puy obtain informaton on procedures for gunmg
sccess (o 8 record in the system that pertains to him/ber by subaut-
ting & whtien request to the System Manager.

Coatasting record procedures:

Any individual may obtam informaton on ures for contest-
ing a record tn the system that pertaira to hun/her by submurung a
written request to the Systern Manager.

Record soarce categories:

Information in this syuem s derived from documents subautted by
USDA agencies and the tressury Dubursing Office, Kanas Crry,
Kansas

information regarding ts sysiem of

USDA/OAS—4
System name
Uniform Aliowance System, USDA/OAS.
System location:

USDA, Office of Administrative Systetm, Natiooal Fmance
Center, New Orleans, Eouisiana 70160.

Categories of iadividusis covered by the system:

Al USDA employees entitied to and receiving aliowances for
uniforms required in their work.

Categories of records in the rystem;

This systemn consists of compicte files ou advances, aceruals, snd
payments 10 individuals withwn the Department for uniform alow-
anca

Anthority for maintenamer of the system:

SUS.C. Wl 7TCFR 1175

Roatine meed of records maintained in the systess, incinding catago-
ries of wsery and the purposes of such asex:

Iloformation from thus system of records by NFC & for wnternal
prociamng purposes.

USDA Forest Service
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Policies and practices for storimg, Petricving. scosaping, retaining. and
disposing of records in the sysem:

Searage:

Records are maintained on computer tapes, disks and in file folders
at the Navona! Furnance Center addressed above.

Retrievabllity:

Records are mdezed by social sscuniy number and by name of

Sefegusrds:

Magnenc wpe fies and disk files gre kep! 1n 8 locked computer
room and lape library which can be accemed by suthonzed person-
nel only. informanon on disk files sre password to hmit
access to suthorized personnel only. File foiders are kept in fiic
cabipets I aecured areas with access limuted 10 authorized personnel
only.

Retemtios and disposal:

Master hsiory magneuc tapes gre retuned mdefinitely. Manual
rocords are tramferred for storage and duspositon by the Federal
Records Center in accordance with General Services Admnmeration
regulations.

Syvtrss maaager(s) and addresc

Dtrector, Navonal Finance Center, Office of Admunsrative
Sysiem, USDA, New Orleans, Louisiana 70160,

Notificatios procedure:

Any individua! may request informanon regarding this system of
records, or miormabon as to whether the system coptains records

i 10 hm/ber from the Dhirecior, National Finance Center,
ol Admunsuauve Sysiems, USDA, P.O. Bor 60,000, New

Orleans, Lourmans 70160

Record acctm procedures:

Any individual may oblup mformation & 10 the procedures lor
SAINING ACCEss to & record 10 the systetn wiuch penans w0 um/her
by submutung a request Lo the System Manager.

Costesting record procedares:

Any individual may obtain information as to the procedures for
contesting » record 1n the system which penans w hum/her by
submittng 8 request 10 the Sysien Manager.

Racord sture tategories:

Information in this sysiem comes primarily from mdmviduals who
requesi payments of uniform aliowances

USDA/OQOAS-5
Symem pame:
SF-1099 Reporting System. USDA/OAS
System Jocation:

USDA, Office of Administrative Systems, National Finance Center
(NFC), New Orleans, Lowsiana 703160

Categories of individuals covered by the system:

Individuals (excluding USDA employees) who receive payments in
the form of rents, royaltes, pnzes or awards; individuals (exciuding
USDA anployeu) who reuuve peyments for non-personal scrvce
for services which are sub-

)ectloSF 1099 rcporu.ng muumu

Catagories of records in the sysiom:

The sutomsted sysem establihes s master file containing the indi-
vidual's mame. address, social secunty pumber (or employer identifi-
cabon aumber), ZIP code, amount of payment, and other informsuon
oecesaary W accurately adentify covered payment transactions apph-
cable w0 SF-1099 reporting requirements

Anmthority for maintesnance of the systom:

26 U.S.C. 601] and 6109, and 26 CFR 301.6109-1.

Rowtine wses of records maintained in the sysiem. inclading eatogo-
ries of emers and the parposcs of such wees:

(1) Informanon from this system of records will be forwarded w0
the Internal Revenue Service for income tax purposcs. (2) Informa-
on will be used for internal processing purposes by NFC; (3) Infor-
ummuusohemfmedmtheGmrdAwounungOﬂ'ux[or
review 0 cases mvolving fraud.

Pulicies and practicss for storing, retricving, scomsing, retaining. and
disposing of records ia the symam:

Starage:

Records sre maintained on wape files, disk files. and i file folders
st the Nanooa! Finance Center addressed sbove

Recrievabibity:

Records are indeacd by social sccunty number or employee Wdensi
ficatron pumber.

Safeguards:

Magnetic tape files and disk files are ip a locked computer room
and wupe hbrary which can be accessed by suthonzed personnel only
File foilders arc mantamed 16 secored areas with sccess by author-
ized personnei only. Dhsk files are password protecied to humut mccess
to authonzed personnel only

Retestion end disposal:

Master hustory tape files are retuned indefinitely Manua! records
are transferred for sworage and drsposion by the Federal Records
Ceunter in accordance with General Servicet Admnistration reguls-
oons

System manager(s) and address:

Dnrector, National Funance Center, Office of Admumsirative Sys
tems, USDA, New Orleans, Lowsiana 70160

Notification procedure:

Any mdividual may request informauon tegarding this system of
records or mformauon as 10 whether the sysiem conuwuns records
peruanung 10 lum/her from the System Manager. A request for infor-
maluon pertatnung 1o an tndividual shouid be in wnung and should
contun: Name, address, socml secunty number or employee idenuif-
cauon number and particulars involved (Lc., r&ansacton dates, copIcs
of felevam transaction documentation, elc.).

Record access procedures:

Any individual may obwun information as 1o the precedure for

g access 1o a record in the system which pertans w hum/her

Y submutung 8 wriiten request 10 the Sysiem Manager

Coatesting record procedures:

Any individual may obwo information as 10 the procadures for
contesung a1 record tn dthe system whuch pertains to hum/her by

boutung & written req to the System Mansger.

Record source categories:

Information in ths symew comes pnmarnly from individuals who
provide covered poods or aervices Lo agencies of the USDA

USDA Forest Service
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QSA/QOVT-~)
SYSTEM MAMS-

Travel Charge Card Program

SYSTEN LOCATION:

Records on employees are located at
the finance office of the locsl
installaton of the Department or
Agency which employs the individual
Reoords necessary for the contractor 10
perform under the contract are located
al the contractor’s facility.

CATERORES OF BEDIVIDUALS COVERED BY THE
SYSTEM: .

Current Federal employees who use
Government assigned charge cards
while in travel status.

CATRGOMES OF AECORDS I THE SYSTERE
Records tn the system include name.
address, social security numbes,
employment information. telephone
numbers. information needed for
identification verification. travel
suthorizations and vouchers. charge
card applications. charge card receipts.
terms and conditions for use of charge
cards. and monthly reporis from
coptractor(s) showing charges to
individual account numbers, balances.
and other types of account analysis.

AUTHONTYY FOR MANTENANCE OF THE
SYaTEM

5 U.S.C. 5707 and implemenung
Federal Trave] Regulations. FPMR 101-
7.

SURSOSE{S)

The purpose of this system is 10
provide Government agencies with (1)
pecessary information on the
commercial travel and wransportation
payment and expense controi system
which will provide travelers charge
cards for official travel and related
mavel expenses on a woridwide basis.
{2) attendant operational and control
suppor. and (3] management
information reports for expense cantrol
purposes.

ROUTINE USE OF RECORDS MANT AMED W THE
SYSTEM, MCLLIOING CATEGORIS OF USERS
AND THE FURROSE OF BUCH UBES:

a.In the event that a record indicates
a violabon or potential violation of law.
whether civil. crimina!. ot regulatory in
nature. and whether arising by general
statute or particular program siatute, ot
bry regulation. rule. or arder issued
pursuant thereto, the relevan records in
the aystem of records may be referred.
as a roulne use. to the appropriate
agency. whether Federal. Siate. or local.
charged with the responsibility of

tnvestigating or prosecuting such
violation or charged with enforcing or
implementing the statute or rule.
regulation, or order issued pursuant
thereto.

b. A record from th:is system of
records may be dusciosad to a Member
of Congress or to s Congressional staff
member i response to an inquiry of the
Cangressiona! office made at the reques!
of the individuai about whom the record
is maintained

¢. A record from this sysiem of
records may be disclosed 10 the
contractor to provide the contractor
writh the necessary informetion for
insuing credit cards.

d. A record from this aystem of
records may be disciosed to a Federal
agency. in response to ils request in
connection with the hiring or retention
of any employee to the extent that the
fnformation ia relevant and necessary 10
the requesting agency’s decision on the
matter.

e. A record from thus system of
records may be disclosed to an
suthonzed appeal or grievance
examiner, formal compiaints examiner.
equal employment opportunity
investigaior. arbitrator. ot other duly
authonzed official engaged in
invesugation or settlement of a
grievance, complawt. or appeal filed by
an employee. A record from this system
of records may be disciosed to the
Office of Personnel Management in
accordance with the agency's
responsibility for evaluation of Federal
personnel management.

f. The information contained in this
sysiem of records may be disciosed to
officials of labor organizations
recogiuzed under 5 U.S.C, chapter 71
when relevant and necessary to therr

‘duties of excluéive representation

concerning personnel policies. practices.
and matters afechng working
condivons.

8. A record from this system may be
cisclosed 10 a Federal agency for the
accumuiation of reporting data and
monitoring of the system.

h. The contrector mey disclose
records in this system of records 1n the
form of listings. reports. and records of
all common carrier transactions
including refunds and sdjustments to
Generel Services Admunistration {GSA)
in order to enabie GSA to sudit carmer
charges to the Government.

POLICHES AND PRACTICES FOR STOMING,
RETRIEVING, ACCERSING, RETANENG, AND
DISFOSING OF RECOMDS I THE SYSTEM.

STORAGE

These records are maintained in file
folders. on lists and forms. and 1n
compuyter processible storege media.

USDA Forest Service
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RETREVABRITY

These records are retneved by name.
Social Secunty Number. and/or credi
card number

SAFEQUARDS:

When ot in use by a0 authonzed
person, paper records will be stored I
lockable file cabinets or in secured
rooms with access limited to tnose
personnel whose official duties require
wcceas. Access to computenzed records
is limited. through use of access codes
and entry iogs. to those whose official
duties require access. There will be
restricted access to credit card accoun!
numbers.

RETENTION AND DISMORAL.

Records in this system are to be
retained for 3 years and then destroved

SYSTEM MAMAQER{S) AND ADORE §3:
Durector of Transportation (FT)

General Services Administranon

Washington. DC 20406.

HOTHICATION PROCEDURES:

Individuuls washing 1o inquire
whether this system of records contains
information about them should contac:
the Fuinance Officer at the agency where
the individual was emploved while
performing travel. individuals must
furnish the following informanor for
their records 1o be located and
identified: Full name and department or
agency and component 8t whick
emploved

Lndividuals wishing to request access
to thetr records should contact the
Finance Officer where employed whiie
perform:ng the travel Individuals mus:
furnish their full name and department
or agency and component with which
employed in order for their records to be
located and identified

CONTESTIMG MECORD PROCEDURES:

Individusls wishing to reques?
amendment 10 their records should
contact the department or agency
Finance Officer at the activity where
emploved when travel was performed
Individuals must furnish their full name
and the name of the employing agency.
including duty station. at which they
were employed when travel was
performed.

Information tn this system 1s obtained
from charge card applications. monthiy
reports from the contractor. trave;
suthorizations and vouchers. and from
data interchanged between agencies
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OPM/GOVT—}
System name:
General Personne! Records
Systemn jocation:

Records on current Federal employers are located at the Pe:
Office or other designated office of the local msteliation r;?n:ihcel
ment or Agency which currently employs the individua)
Where agencies determine that duphicates of these records neeg 10 be
located n n second office, e.g., an administrative office closer to
| where the empleyee actualiy works. such copies are covered by this
; sysiem. Former Feder_ﬂ employees’ Official Personnel Folders (OPF)
arc jocated a1 the National Personnel Records Center, General Serv-
xes Adminisirztion. 111 Winnebago Strect, St Louis, Missoun
63118 Records not considered long term® records retained on the
nght-hand side of the OPF but which are also included in this sysiem
for fun'ner_ Federal employees, may be retained by agencies for a
penad of time after the empioyee Jeaves service.

The use of the phrase “long term™ to descnbe night-hand side OPF
records is used throughout since these records are not actually per-
manently retained. The tetn “temporary” is nsed when refetencing
Jeft side OPF records and all other records covered by this notice.

Categories of individuals covered by the system:

Current and former Federal employees as defined in 5 U.5.C. 2105.

Categories of records in the system:

Each category of record may nclude identifying information such
as name(s), date of irth, home residence, maiting address, Social
Security Number, and home telephone. This system includes caatents
of the Official Personne} Folder as spevified in Federal Personnel
Manua! Supplement 293-11. Records in this system include:

1. Records reflecung work expenence, educational ievel achieved,
and specialized education or traming occurmng outside of Federal
service,

b. Records reflecting Federal service and documenting work expe-
rience and specialized education or traming received while em-
ployed. Such records contain information about: Past and present
pasitions held; grades salanes. and duty station locations; and notices
of ali personnel actions such as:Appointments, transfers, reassign-
ments, detasls, promotions, demotions, reductions in force, resigna-
ttons. separations, suspensions, Office approval of disability retire-
ment applications, retirements, and removals.

c.Records relating to enrollment or declination of enroliment or
decitnauon of enroliment in the Federal Empioyees Group Life in-
surance Program and Federally sponsored health benefit programs,
s well as forms showing designation of beneficiary.

d. Records of a medical nature including records compiled during
an agency initated fitness for duty examination or request for ap-
proval of disability retirement. Such medical records are to be re-
tained in separaic envelopes from the Official Parsomnel Folder
(OPF) and inciude records of medical examinations that are 1o
remain as a permanent record in the OPF (see “Retention and dispos-
al” section below).

Note: This system does not cover agency dispensary records or
records of drug or alcohoi abuse counseﬁng or other such counseling
records. Nor does it include performance appraisal related documents
mantained in an envelepe in the OPF, These latter recrds are consid-
ered covered by the OPM/GOVT-2, Empioyee Performance File
Svsicm Records

¢. Records relating to an Intergovernmental Personnel Act assign-
ment or Federal-pnivate eachange program.

Note: Somne of these records may also become part of the OPM/
CENTRAL-?,  Intergovernmental Personnel Act Assignment
Records, system.

[ Records relating 1o participation in an agency Federal Executive
or SES Candidate Development Program.

Note: Some of these records may alwo become part of the OPM/
CENTRAL-S, Federal Executive and SES Candidate Development
Program Records, or OPM/CENTRAL-13, Senior Executive Serv-
sce Records, systems.

. & Records reiating 10 Government-sponsored training or participa-
toon in an agency's Upward Mobility Program or other personnel
{ programs designed to broaden an employee’s work experiences and
- for purposes of adv. {c.g., an ad Talive jmietn program).
h. Records contmined in the Central Personnel Date File (CPDF)
i mainiained by (he Office and exact substantive representations there-
.of in agency manual or automated ‘Pcrsannel information systems.
i These dawu ciements include many of the above records along with
; handicap and minority group designator codes. A definitive list of
CPDF data elements s contained in Federal Personnel Manual Sup-
plement 292-1.

1. Records connected with the Senior Executive Service, muin-
tined by agencies for use in making decisions affecting incumbents
of these positions, ¢.g.. relating to sabbatical leave programs, training,
roassignments, and detals, that are perhaps smque 10 the SES and
which may or may not be filed in the employee’s Official Personnel

| Folder. These records may also serve as basis for reports submitied
to OPM's Eatcutive Pensonnel and Management Development
| Group for purposes of impiementing the Office’s oversight rasponsi-
{ bihues concemning the SES

j Records concerning an employee's activities on behalf of the
iabor organization representing agency employees. including sccount-
ing of official time spent and documentation in support oF per diem
and travei expenses.

Note: Alternatjvely, such records may be retmned by an agency
payroll office, and thus subject to the agency's internal Pavacy Act
system for payroll records

. To the extent that the records listed here are aiso maintmuned in
an agency aulomated personnel or microform recrods system, those
versions of the above records are considered to be covered by this.
sysiem nouce. Any additional copies of thess records (including
performance appraisal and conduct related documents maintained by
first Jine supervisors and managers) maintned by agencies at fileds
administrative offices remole from where the ongnal records exst
are considered part of this system.

Note: 1t is not the intent of the Office 1o hmit this system of
records to the OPF oniy. Records may be filed in other folders,
located in offices other than where the OPF is located. Further, as
indicated in the records locanon section, some of these records may
be duplicated for maintenance at a site closer to where the employes
works (e.g.. in an admimstrative office or supervisors work tolder)
and still be covered by this system

I. To the cxtent that the records listed here are also maintained in
an agency automated personnel or microform records system. those
versions of the sbove records are considered to be covered by this
system notice. Any additiona! copies of these records (including
performance appraisal and conduct-related documents mamtained by
first line supervisors and managers) maintained by agencies al ficld/
administrative offices remote from where the onginal records cxst
are considered part of this system.

Note. —It is not the intent of the Office to hmt this system of
records to the OPF only. Records may be filed in other folders
which are located in Offices other than where the OPF 15 iocated.
Further, as indicated in the records location section, some of these
records may be duplicated for maintenance at a site closer to where
the employes works (¢.g.. in an administrative officc or supervisors
work folder) and stil! be covered by this system.

Authority for maintenance of the system:
5 U.S.C. 1302, 2951, 3301, 3372, 4118, B347, and Executive Order
9397, 9830, and 12107,

Purpose(s):

The Official Personnel Falder {(OFPF) and other gencral personnel
records files arc the official repository of the records, reports of
personnel actions, and the documents and papers required in connec-
tion with these aciions effected during an employee’s Federal servicc.
The personnel action reports and other documents, some of which
are filed as long term records in the OPF, give legal force and effect
to personnel transactions and cstablish employee nghts and benefits
under pertinent laws and regulations governing Federal employment.

These files and records are maintained b agencies for the Ofice
and in accordance with Office regulations and nstructions. The Offi-
cial Personnel Foidcr is maintained for the period of the empioyee’s
service in the agency and is then transferred to the Navoaal Person-
nel Records Center for storage or, as appropnate, Lo the next em-
ploying agency. Other records arc either retained at the agency for
various lengths of time in accordance with General Services Admin-
istration records schedules or destroyed when they have served their
purpose of when the empioyee leaves the agency. They provide the
basic source of fectual data about a person's Federa) employmem
while in the service and after his or her separation. Records in this
system have various uses by agency personne! offices. tnciading:
Screeming qualifications of employees: determining status, eligibiity,
and employee’s rights and bencfits under pertinent laws and reguia-
tions governing Federa) employment; compunng length of service:
and for other information needed in providing personnel services.
These records and their automated or microformed equivalents may
also be used to locate individuals for personnel research.

Temporary documents on the left side of the OPF may lead {or
have led) to a formal action, but do not constitute a record of it, nor
make & substantial contnbution to the employee’s long term record.

Routine uses of records mai d in the i ding catego-
ries of nsery and the parposes of soch wses:

These records and information in these records may be used:

a. To disclose information to Government training facilines (Feder-
al, State, and local) and to non-Govemnment traiming faciltties (pnvate
vendors of lrainmg courses or programs, private schools. etc.) for
traning purposes.

b. To disclose information to educational institutions on appoint-
ment of & recent graduate (o a position in the Federal service, and 1o
provide coltege and university officials with information about ther
students working under the Cooperative Education, Voluntecer Serv.
icc, or other similar programs where necessary 1o 2 student’s oblamn-
ing credit for the experience gained.

¢. To disclose information ta officials of foreign governments for
clearance before a2 Federal employee s assigned to that country

d. To disclose information to: The Department of Labor. Veterans
Administration, Social Security Administraiion, Department of De-
fense, Federal agencies thal have special civilian employee retirement
programs; or a national, State. county, municipal, or other publicly
recognized chariable or Social Secunty Adminstranon agency (€.2.,
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State unemployment compensation agencies), where necessary to ad-
judicate & clam under the rehrement, insurance or health benefits
programs of the Office of Personnel Management or an agency cited
above. or to an agency to conduct an analytical swudy or audit of
benefits being pad under such programs

e. To diclost to the Office ol Federal Employees Group Life
Insurance information necessary 10 venfy election, declination. or
waiver of regular and/or options) life insurance coverage or ehgibil-
1ty for payment of a clasm for life insurance

f To disclose to health insurance carners contracting with the
Office of Personnel Management 10 provide a health benefits plan
under the Federal Employees Health Benefits Program. mnformation
necesssary to Wlentify enrollment in # plan. to verify eligibibty for
pavment of & claam for health benefits, or 10 catry out the coordina-
tion of audit of bencfin provisions of such contracts

g To disclose informaton 1o a Federal. State, or local agency for
deterrrunation of an individual's enutlement 1o benefits in connection
with Federa! Housing Administration programs

h To consider snd selecl employees for incentive awards and
other honors and to publicize those granted This may mclude disclo-
sure 1o other public and private orgamzations. including news media,
which grant or pubiicize empicyee awards or honors

i. To consider employees for recogmuion through quahty step
mcreases, and 10 publicize those granied This may include disciosure
10 other public and pnvaic orgamzations. including news media.
which grant or publicize employee recognition

J. To disciose information 1o officials of labor organizations recog-
nized under 5 U.S.C. chapter 7] when relevant and necessary to their
dutics of exclusive Fepresentation conceming personnel pohcies, prac-
uces. and matters affecting working conditions

k To diclose pertinent information to the sppropriate Federal.
State, or local agency responsible for invesuigatmg. prosecuting. en-
forcing. or unplementing a statule, rule, regulation, or order, where
the disclomng apency becomes aware of an indication of a violation
or potents] violation of civil or criminal law or tegulation

1. To disciose information to any source from which additional
information s requested (to the extent necessary to identify the
indrvidual. mform the source of the purpose(s) of the request. and to
wentifs the type of iInformation requested), where necessary 1o oblin
informanion relevan to an agency decision concerniog the hinng or
retenuon of an employes, the msuance of & securny clearance. the
conducting of a secunty or suitability investigation of an individual.
the classifving of jobs, the letting of a contract, or the 1ssuance of a
Leense, grant, or olher benefnt

m._To dnclose to an agency in the execulive, legisiatve, or judicia)
branch. or the Distnct of Columbia Government 1n fesponse 10 1l
request. of at the imuanon of the agency maintaining the records,
tnformauon in connection with the hinng of an employee. the ssu-
ance of a secunty clearance. the conducting of a secunty or sunabil-
iy invesbganon of an individual; the classi{ying of yobs: the letiing of
a contract; the 1ssuance of a hcense, grant, or other benefit by the
requesting agency. or the lawful statutory. sdminmistrative. or invesi-
gative purpose of the agency 10 the exteni that the information 1s
reicvant and necessary 1o the requesting agency's decisian on the
matter. (See 46 FR 3714, July 17, 1981 )

n. To diciose informaton to the Office of Mansgement and
Budget st any stage m the legislative coordination and clearance
process v connecton with private rehief legisiauon as set forth in
OMB Crrcular No. A-19.

o. To provide wformation to a congressiona! office from the
record of an individual in response 10 an inquiry from that congres-
monal office made a1 the request of that individual.

p To diciose information 1o another Federal agency. 10 a court,
or a panty i hugstion before acourt or 1n an admansstrative proceed-
g bewng conducted by a Federal agency, either when the Govern-
ment s party 10 a8 judicial proceeding or th order to comply wath the
wsuance of a subpocna

q By the Nauonal Archives and Records Service (General Serv.
wes Administration) in recotds management inspechions conducied
under authenity of 44 U.S.C. 2904 and 2906

r. By the agency maunwuning the records or by the Office to locate
individuais for personnel rescarch or aurvey response. and n the
production of summary descriptive statistics and anslvuical studies 1n
support of the function for which the records are collected and
mauntaned. or for reiated work force studies While published sians-
ucs and stwdies do not contn individual identifiers. in some in-
stances the selection of elements of data included in the study may be
siructured In such a way as to make the data individually identifiabie
by mference

s. To provide an official of another Federal agency information
necded 1n the performance of official duties related to reconciling or
reconsiructing daa files. m suppon of the functions for which the
records were collected and mammwined

t. When an individusl to whom 8 record pertmins 15 mentally
incompeient or under other legal disability, informanon in the indi-
vidual's record may be disciosed to any person who 13 responsible for
the care of the individual, 10 the extent necessary 10 assure payment
of benefits 1o which the individual 15 entitled

u To disclose to the agency-appointed representative of an em-
ployee ali notices. determinations, decmmions. or other written commu-
nications 1ssucd to the employee. 1n connection with an examination
ordercd by the agency under-

{1} Fitness-for-duty examnation procedures, or

{2} Agency-filed disabihity reurement procedures

v. To disciose, 0 response to a request for discovers or for
appearance of a winess, information that 15 relevant 16 the subject
matter nvolved tn a pending judicial or edmimstrative proceeding

w. To disclose 1o 8 requesting agency. orgamzation or indradual
the home address and other relevant informanon concerming those
individuals whe, 1t 15 reasonably believed, might have contracted an
illness, been eaposed to, or suflered from a health hazarg while
employed 1n the Federal work force

x. To disclose specific cwvil service employment informaton re-
gquired under law by the Department of Defense on mdivrduals iden-
ufied as members of the Ready Reserve, 10 assure continugus mehib.
zation readiness of Ready Reserve units and members

y. To disclose informetion 10 the Depanment of Deienst. National
Oceanic and Atmospheric Administraton. Unned Suwatey  Public
Health Service, Veterans Admamistration. and the United Staies Coast
Guard needed to effect any sdjustments 1 retired or rewmned pay
required by the dual compensation provisions of section 4332 of nle
5, United States Code

2. To disclose information to offictals of the Mertt Sysiems Protet -
uon Board. including the Office of the Special Counse: when re-
quested 1n connection with appeals. special studies of the civii service
and other ment systems. teview of Office rules anz regutabons,
invesugations of alicged or possible prohibited perscnne! pracuces.
and such other funcuons, promulgated 1n § US.C. 1202 and 12006, o1
as may be authorized by law.

sa. To disciose information to the Equal Employment Opportunny
Commission when requested in conpccuion with investiganons o
alleged or possible discnmination practices tn the Federal sector.
examination of Federal sffirmanve emplovment programs. comph-
ance by Federal agencies with the Uniform Guidelines on Employee
Sclection Procedures. or other funchons vesied in the Commission
by the President’s Reorganization Pian No. 1 of 1973

bb. To disciose information to the Federal Labor Relations Au-
thonty (including its Genera! Counsel) when requested tn connection
with investigation and resolution of allegations of unfarr jabor prac-
tices. 1n conhection with the resolution of exceptions 1¢ arbitrator’s
awards where a question of matenal fact % raised and matters before
the Foderal Service Impasses Pancl

cc. To disclose te prospective non-Federal emplovers. the follow-
g nformancn sbout a current or former Federal emplovee

{1) Tenure of employment,

(2) Civil service suatus,

(3) Length of service in the sgency and the Government. and

(4) When separated. the date and nature of acuon as shown on the
Notification of Personnel Action Standard Form 50

dd. To disclose snformation on employees of Federal health care
facihties 10 pnivale sector (1.c., other than Federal. Swute. or local
government) agencies, boards, or commassions (¢.g . the Joint Com-
mission on Accreditation of Hosputals) Such disciosures wili be made
only where the disclosmg agency determines that it i 1n the Govern-
meni’s best nterest (c.g.. to assist an the recraiing of saff ar the
community where the facility operates or 1o avaid any sdverse pub-
beity that may result from a pubbic cnucism of the facihiy's falure 10
obtain such approval) 10 obtain accreditation or other approval rating
and only to the extent thal the information disciosed s relevant and
ncocssary for that purpose

ec To disclose informat:on 1o any member of an agency’s Per.
formance Review Board or other board or panel (c.g. one convened
1o select or review nominces for awards of ment! pay increases).
when the member 15 ot an official of the employing agency. mfor-
mauon would then be used for the purposcs of approving or recom-
mending selection of candwdates for exccutive developmen' or SES
candidate programs, issuing a performance appraisal raung. issuing
Eerfon‘mnce awards. nominating for Mentonous and Distinguished

aecutive ranks. and removal, reduction-n-grade. and other person-
nel sctions based on performance

. Ta disclose information to the Federal Acquisiion Institute{FAT)
sbout Federal employces 1n procuremeni occupanons and other oc-
cupations whose incumbents spend the predorminant amount of their
work hours on procurement wsks, provided that the Fal shali oniy
use the data for such purposes and undet soch conditions as pre-
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scribed by the notce of the Federal Acquisitton Personnel Informa-
tion System as pubhshed in the Federal Register on February 7, 1980
{45 FR 8399) See 46 FR 8812, January 27, 1981).6

gz To disclose information contained wn the Central Personnel
Data File inciuding the name. socal secunty number. date of binh,
sex. annuatized salary rate, service computation date of basic active
service date. separaton or retirement date. veteran's preflerence. re-
urement stztus. occupalional senes. position occupied. work schedule
{full ume. part hime. ar ntermittent), agency indentifier, geographic
location (duty station locanon), standard metropoltlan service area,
special program dentifier. and submrtting office pumbe; of alt Feder-
al employees 10 agencies parucipaung (n the “Federal Employee
Receiving Government Assistance™ Matching Project conducted by
the President’s Counctl on Integnty and Efficiency to help climmate
fraud and abuse n the bencfit programs administered by agencies
within the Federal government and to collect dehrs and overpaymeni
owed (o the Federal government

hh.To disclose information contuned in the Central Personnel
Dau Fie including the name, social securuy number, daie of birth,
sex, annualized salary rate. separation Of refiremen! data reurement
status, occupancnal senes, posinon occupied, work schedule (full
ume. part ime Or 1ntermittent), agency wdentifier, geographic locatron
(duty stanion location), standard mcirapoiitan statistical area, special
program identefier. and submuting office number of Federal empioy-
ers 10 requesiing States (and by those States to local governments)
for use in computer matching to help ehminate fraud and abuse in the
benefit programs admnmsiered by the Sttes and to collect debts and
overpayments owed (O those governments and thewr components.

Policies and practices for storing, retrieviag, accessing, retainiog. and
disposing of records io the system:

Storage:

These records sre mantaned 1n file folders. on lsts and forms,
microfitm or microfiche, and in computer processibie storage media

Retrievabiliry:
These records are retneved by varous combinations of name, birth

date. Social Secunty Number, or sdennfication number of the ind:-
vidual on whom they are maintained,

Safeguards:

Paper or microfiched/microfiimed records are located in lockable
mela] file cabingts or in secured rooms with access himited to those
personnel whose official duties require access Access 10 computer-
1zed records 1s imited. through use of access codes and entry logs, 10
those whose official dutes require access

Retention snd disposal:

a. Quas:-Permanent Records. The Official Personne! Folder {OPF)
1 relmwned by the empioying agency as long as the ndividual 1s
employed with that agency. Medical records are kept separate from
the OPF while the individual is emploved by an agency. When the
indivadual transfers 1o another Federal agency or to another appoint-
ing office, the OPF. with permanem medical records mserted therern
1n 2 separate envelope, 14 sent 1o the agency or office. Other medical
records covered by this sysiem. 1.e., fitness for duty examinations. are
consudered temporary in nature. Such records, when not submitied to
the Office for retenuon 1n a dusability reurement file (or submstted.
but the Office does not approve reurement). shall be destroyed no
later than six months after closing action on the case or sooner at the
discretion of the agency.

Within 90 days after the indwvidual sepacates from the Federal
service, the OPF 15 sent to the Nauonal Personnel Records Center
for quasi-permanent storage 1n the case of a retired employee or onc
who dies in service, the OPF s sent to the Records Center within
120 days

&.Other Records These records are retained for varying penods of
ume (from onc 1o five vears) Generaliy they are maintaned for a
mammum of one year. or unul the employec transfers or separates
from Federal sarvice

c. Records conuamed on compuicr processible media within the
Central Personnel Data Fiie (and ;n agency automated personnel
records) may be retained indefinitely as & baws for longitudinal work
hustory statistical studies

System manager(s) and address:

Asustant Durector for Workforce Informatton. Comphance and
Invasugauons Ciroup. Office of Personnel Management, 1900 E
Street, NW . Washington, D.C. 20415

Notification procedure:

Individuals wishing to inquire whether this system of records con-

wns mformaton about them should contact the appropnate OPM or
agency office. as foliows

a Current Federal emplovees should contact the Personnel Officer
or other responsible official {as designated by the employing agency),
Depaniment or Agency with which employed, Local Agency instal-
lation, regarding records 1n this system

b Former Federal employees should contact one of the Office’s
regional or area offices (see list of regional office addresses in the
Appendiz). or. as explained in the Note below, the Nauonal Person-
nel Records Center (Civihan). 11) Winnebago St.. St Louws. Mmsoun
63118, regarding the records in this sysiem

indwiduars must furnish the following nformation for
records Lo be tocated and idenafied

a Full name

b Daie of birth

¢ Soctal Securnty Number

d. Last employing agency (inctuding duty station) and appronimate
date of the empioyment (for former Federal employees)

€. Signature

Record access procedures:

Individuals wishing to request access to their records should con.
tact the appropniate OPM or agency office. as specified in the Noufi-
cauon procedures secnon
information for their records to be located and identified

a. Full name

b. Date of hith

c. Social Security Number

d. Last employing agency (inciuding duty stauon} gnd appronimate
date of the employment {for former Federal employees)

c. Signature

their

indwviduals must furnsh the following |

Individuals requesting access must also comply with the Office’s
Privacy Act regulations regarding vertfication of identity and access

to records (5 CFR 297 201 and 297 201)

Note.—An individuat who 1s a former Federal empiover may
direct a request to the Natonal Personnel Records Center INPRC)
for a copy of a specific OPF dacument or for a transcrspt of his or
her own employmen! history compiied fromr documents in the Offical
Personnel Folder tOPF) The transcript ncludes the individual's
name; date of birth: Social Secunty Number: past and present grades.
position titles. duly stanons, and salanes, and dates of personnc:
actions

Under no circumsiances shall an individual direct a request to
NPRC for access 1o copres of all records mantained 1n his/her OPF
Though NPRC stores and services the OPFs of former Federal
employees covered by this system that record remains 1he property

of the Office of Personne! Management. and such requests will be -

handled and processed by the nearest OPM office 1o where the

requester hives. (See st of OPM regional office addresses i the
Appendix )

Conteating record procedures:

Current employees wishing to request amendment of their records -

should contact theiwr current agency Former emplovees should con-
wact the system manager and not the nearest OPM office individuals
must furnish the following mformanon for their records to be located
and identified:

a. Full name

b. Date of birth.

c. Social Secury Number.

d. Last employing agency (including dutv station) and approximate '

dates of the employment (for former Federal employees)

e. Signature

Individuals requesting amendment must also comply with the Of-
fice's Privacy Act regulavons regarding venfication of identins and
smendment of records ($ CFR 297.201 and 297.208)

Note.—Under no circumstances shail former employees direct a
request for amendment to records in the QPF to the NPRC or to
OPM regional or area offices. NPRC only stores and services the
OPFs on former Federal employees covered by this svsrem and
OPM regional or arca offices process only access requests Process-
ing under the amendment provisions of the Privacy Act will be
handled only by the Sysiem manager

Record source categories:

Informacion in this system of records 1s provided by

a The individual on whom the record s mamntained

b. Physicians examning the mdividusl

¢. Equcanonal institutions

d. Agency officiais and other individuals or entitses.

e Other sources of mformation for long term records mainlaned
n an empioyecs OPF, 1n accordunce with Federal Personnei Manual
Chapter 293
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OPM/GOVT—2
Sysiem mame:

Employee Performance File System Records

System lotation;

Records are mamtained in this system may be jocsted as follows-

aln an Emplovee Performance File (EPF) mmnwuned i the
sgency office responsible for maintenance of the employet’s Official
Personnel Foider (OPF) or other sgency-designated office This in-
clude+ those insiances where the sgency uses an envelope withan the
OPF an lieu of » separate EPF folder

b.in the OPF or Semor Eaxecutive Service sppoinices where the
agency elects 10 have the file mantsned by the Performance Review
Boards requrred by § US.C 4314{cK i), or admmmsirative office sup-
porung the Board

c.In any supervisor/manager’s work folder muntuned in the ofTice
by the empioyee's immediate supervisor/manager or, where sgencies
have determined that records management is beties served. 1n such
folders muntuned for supervisor/managers in s central administra-
uve office

¢. in any agency's sutomated personnel records system

¢. In any agency’s microformed EPF.

Note:Onginals or copies of records covered by this system may be
located 10 more than onc location, but if they become pan of an
agency internal system, ¢.g., administrative Of ncgousted gnevance
file, those copies then would be subject to the agency’s iniernal
Privacy Act implementation guidance insofar as they are used wiathin
the agency's system

Categories of individuals covered by the system:

Current and former Federal employees (including Semor Execu-
tive Service appointees) Records on former employces will generalhy
be retained no longer than one year afier the employce leaves his/her
employmg agency

Cusegories of records in the system:

Records in this system, wherever they are maintained, may. but are
pot required to. include any or all of the following:

& Annual summary performance apprassals 1sseed under employee
(mcluding Semor Executive Service and Ment Pay) appraisal svsiems
and any documeni which indicstes Lhat the apprasal 15 beng chal-
lenged under administrative procedures {e.g.. where the employee
files a grnevance over the spprausal received)

b. A document {enher the summary apprusal form itself or a form
affixed thereto)} which identifies the job elements and the standards
for those elements upon which the appraisal is based

c. Supporing documentation for employee apprusais, as required
by agency appraisal sysiems of implementing instructions, and which
may or may not aciuslly be filed with the appraisal of record, e g .
productivity employee counschng. indsvidual development plans. or
other such records as specified 1w agency tsuances and mamtamed.
eg. in a work folder by supervisors/managers at the work site

d. Records peruuning 1o Senior Executive Service (SES) apprassals
generated by Performance Review Boards, including statements of
witpesses and wransenpts of heanngs

¢ Wnitten recommendations forawerds, removals, demotions. dent-
als of within grade INCTeasss, FEASHIgGNMENtS, ITAAING, PaYy INCTCALES,
cash bonuses, or other performance-bases actions (e.g.nominations of
mdividuals for Mchtonous or Dustinguished Eaecutive} wcluding
supporiing documentation

{. Suatements made {¢ither on or sppended to the performance
appraisal document) by the employee (c.g.. » sisement of disagree-
ment with the apprusal or recommendation), in accordance with
agency performance appraisal plans and implementing instructions,
regarding an appraisal given and any vons made based
on them

Note. Where 8 recommendation by a BUpCTvIsOr/manager or i
stattment made by the employee regasding the sppramal wssued (or
copy thereof) becomes pant of apother Government-wide or wterna!

ency file (c.g.. an SF 32 filed tin an OPF when the acuon s

ecled of documents of satements of disagreement placed 1n a
gnevance fic), that documenis then becomes subject 10 that system’s
nouce and appropnate Office or agency Prnvacy Act requirement.
respectively, for the system of records covenng that file)

g Records created by Eaxecutive Resource Boards regarding per-
formance of an individual 1n an eiecutive development program

h.Records pecded 10 suppont removal for unsansiactory perform-
ancé dunng the supervisory or managerial probationary penod.
dunng 1he supervisory or managenal probstionary od. dunng the
SES appointment probationary period, or dunng the employee’s in-
aal penod of probation afier appointment

i.Notices of commendations {which are not considered a permanent
OPF document), recommendations for traning such as an Individuai

Development Pian, and sdvice and counseling records. that are based
on work performance

1 Copies of supervisory apprasals used in considering emplovees
for promotion or cther pasiion changes onginaled n conjuncuion
with sgency ment promotion programs whenspecifically authorized
for retention 1n the EPF or work foider.

k. Performance-related matenial that may be maintained 1n the
work folder to assist the supervisoty/manager 1n accurately assessing
employce performance. Such matenal may wcivde transcripis of em-
ployment and trasming history, documeniauon of special hicenses.
cernficates, or authorizauons necessary in the performance of the
employee’s duties. empioyee locator informauon, information regard-
g specific empioyee problems, and other such records that agencies
determine (o be appropriste for retention in the work folder.

1. Siandard Form 7B cards

Note: To the extent that performance records covered by this
system are munwuned tn either an EPF. supervisor/manager work
folder, or an agency’s automated or microform secord system, they
are conhdered covered under this system of records

This notice does not cover these records (or copies thereof) when
they become part of a grievance file or 8 3 CFR Part 432, 732, or
7% file (documents muntuned in these files are covered by the
OPM/GOVT-) system of records, while gnevance records are cox-
ered under an agency-specific system), or when they become pan of
an appeal or discmination complaini fiie as such documents are
contudered to be pant of either the system of appeal records under
the control of the Merit Systems Protection Boarg or discrimination
complaints files under the control of the Equal Employment Oppor-
tuniny Commssion

Where an agency relains copies of records from this system
another system of records, not covered by this pr another OPM,
MSPE. or EEQC governmeni-wide sysiem nouce. the agency s
solely responsible for responding 10 any Privacy Act mssves rmsed
ooncern(;l;,g those documents

The ice has sdopted s position that when supervisory/managers
retun personal “'supervsory™ notes, 1e, information on employees
over which the sgency exercises no control and does not fequire or
specifically describe 1n its performance apprasal sysiem, which
remain solely for the personal use of the author and are not provided
to sny other person. and which are retuned or discarded at the
suthor's soie discrenon, such notes are not subject to the Pnvacy Act
and are. therefore, not considered pan of ths system Should an
agency choose 10 adopt a pasition that such notes are subject to the
Act, that agency is solely responsible for dealing with Pnvacy Act
matters. including the requisite system notice, concerming them

Astbority for maintenance of the system:

Sections 1104, 3321, 4305, and 5405 of utle 2. USC Code. and
Executive Order 12107

Fm:

Thesc records are muntained 10 ensure thar ajl appropnate records
relatng to an employee's performance arc retained and arc
availabie:([)To agency officials having a need for the information. (2)
10 employees; (3) to suppon actions based on the records, (4)ior use
by the Oftice of Personnel Managemeni in connection with its per-
sonne! management evaluation role in the Executive Branch: and (5)
o Wentify 1ndividuals for personnel research

Roatine wees of records maintained in the system. including estego-
ries of neers and the purposes of sach wees:

a. To duclose information (0 officials of the Ment Sysiems Protec-
tion Board. including the Office of the Specul Counsel. when re-
quested In connection with appeals. special studies of the civil service
and other merit systems, review of Office rules and regulations.
i gats of alleged or possible prohibited personnel practices.
and other functions sspromulgated in 8 US.C. 1205, 1206, 1209 or
for such other functions as may be authonzed by law

b To disclose mnformation to the Equal Employment Opportunity
Commission when requested 1n connection with investuganons mio
alleged or possible ducnmination practices in the Federal sector,
cxamination of Federal AMirmative Action programs. compliance by
Federnl agencies with the Uniform Gwdelines on Employee Selec-
uon Procedures. or other functions vested in the Commusion by the
Presdent’s Reotganization Plan No. | of 1978

¢. To disclose information 10 the Federal Labor Relanons Author-
ity (including 1ts Genersl Counsel} when requested in connection
with the invesugation and resolution of allegatrons of unfur labor
pracuces, 1n connection with the resolution of exceptions to arbitra-
1or's awards where s question of matenal fact ts raised and matters
before the Federal Service Impasses Pane!

d To consider and select employees for incentive swards. quality
Step InCreases, ment pay or other pay bonuses. and other honors and
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te publicize those granted. This may ancluede disclosere to pubbe and
privale vrgamzations, including news media, which grant or publicize
emplovee 1w ards o honors

e To diclose mformanion 1o an arbitration o resoive disputes
under a negotiated prievance procedure or 1o officials of labor orga-
ruzations recognized under 8 USC Chapter 71 when reievant and
necesary 1o their duties of exciusive representation

f To disclose 10 an agency n the executive. hegislative, or judicial
branch. of to the District of Columbia Government in response 10 its
reguest, or at the miganion of the agency mantaining the records,
information sn connccton with: The hiring or retennon of an em-
plovee. the issuange of o secunty clearance: the conducting of a
security or suitabify investsgation of an individual: the ciassifying of
jobs: the letting of a contract or the ssvance of a heenwe; grant. or
other benefit by the requesting agency: or the fawful statutory, ad-
minstralive. Or investigative purposes of the agency to the extent
that the infurmation 15 relevant and necessary 1o the decssion on the
matier

g To diclose. 1 response 10 a requestfor discovery or for appear-
arce of a witness, information that 1s relevanr 1o the subject matter
mvolved 1n a pending judicial or adminstrative proceeding

h. To provide information 10 a congressional office from the
record of an individual in response WO an inquicy from thas congres-
stonal office made at the reguest of thar individual.

1. To disciose information to another Federal agency. to a court. or
a party sn liigation before a court or mn an adminisirative proceeding
being conaucted by a Federal agency when the Government is party
10 a Judicwl proceeding or in order 10 comply with the issuance of 2
subpoend

J- By the Navonal Archives and Records Service {General Service
Administratise) in records management inspechion conducted under
authoniy of 4 ULS.C. 2004 and 2900

L By the Office of Personnel Management or employing agency 1o
jowale indinaduals for personnel research or survey response and in
the producton of summary descriphve statisiics and analyncai stud-
ws 10 support of the function for which the records are coliected and
mamiained. or for related work foree studies While published stans-
tws and stodies 4o not contain andeadual adentifiers, i some in-
stances the selection uf elemenis of data inciuded in the study may be
structured i such a way as 1o make the data indiadually dentfizble
ty inference

1. To diswlose pertinent informanion 1o the approprute Federal
uncluding officers of inspectors General), Stare, or iocal government
agenuy responsible for investigating. prosecuting. enforcing. or imple-
menting a statule. rule. regulation. or order. where the agency main-
taming the record becomes aware of an indication of a violatnon or
potential vioketion of crrminal faw or regulation

m. To disclose mformation to any member of member of an agen-
c¢v's Performance Review Board or other board ot panel (e.g., one
convendd 1o selet of review nominees for swards of meri pay
increases). when the member s nor an afficial of the employving
agency. information woudld then be used for the purposes of approv-
ing or recommending performuance awards. nommating far Mernon-
ous and Distinguished Executive ranks, and tremoval, reduction-in-
grade, and other personne! actions based on performance

n. To dixlose information 10 private sector (i.e.. non Federal,
State. or local government) agencies. otrganizations, boards. bureaus,
or commnstons. Such disclosures may be made only when the dis-
closing agency determines that the records are properly constituled
in accordance with Office of Personnel Managemenl or agency re-
quirements, are accurate. relevant. timely. and conmplete, and the
disclosure 15 1n the best interests of the Governmenlie.g.. where the
agency’s cooperation with the private sector entity. through theex-
change of individual records, directly benefits 1he agency:s complie-
uon ofits mission, enhances the ageney's personnel management func-
tions, of increases the public coniidence in the agency’s or. the Feder-
al Government's role 1n the community. Further, only such informa-
tion that s clearly relevant and necessary for thepurposes of accom-
phshing the intended uses of the snformanon as cernfied by the
recelving private sector entity, are 10 be furnished.

Policies and practices of storing. retrieving, accessing, retaining, and
disposing of records in the system:

Storage:

Records are maintained in file folders, envelopes, and on magnetic
tapes, disks. microfilm, or microfioche

Retrievability:

Records are retrieved by the name and Socia) Secunry Number of
the individual on whom they are maintained.

Safeguards:

Recards are maintained in file folders or envelopes. on magnetic
tape. disks, or microforms and are stored in iockable desks, metal

(iling cabinets or in a secured room with access himited to those
whose offictal dutiestequire access. Addinonal safeguarding proce-
dures include the use of sogn-cui sheets and restricuons on the
number of employeesable 10 acuess automaied records through use of
access codes and logs.

Retention and disposal:

a. Summary performance appraisals (and related records as the
apency prescribes} pertaining to SES appoinices are retained for five
years and un uther employees for three vears, except as shown in b
below. and are disposed of hy shredding, burming, erasues of disks or
in accordance with agency procedures regarding destruction of per-
sonnef records. including giving them to the data subject

b. Appraisals of unacceptable performance and related documents,
pursaant 1o 5 U.S.C 4303(d). are destroved after the empiovee com-
pletes one year of acceptable performance from the date of the
proposed removal or reduction in grade notice. (Destruction 1o be no
later than 30 days after the yearis up).

€. When a carecr appointee in the Senior Execunve Service ac-
cepls a Presidential apporntment pursuant 0 § U.SC. 3932ic). the
employee’s performance folder remains active so long as the employ-
ee remains empiocyed under that Presidential appomiment and eiects
to have certain provisions of title % relating to the Service apply.

d. When an incombent of the Senior Executive Service transfers to
another posttion in the Service, either with the same or a ddierent
agency, all performance documents five vears or less are transferred
in the periormance folder or envelope aiong with the individuai’s
Official Personnel Folder.

< Somer performance-related records (e.g.. documents maintained
o asstst rating officials i apprasing performance or recommending
remedial actions or fo show that the emplovee 1s currentiy hicensed
or cernilied) may be destroved alter one year

f. Where any of these documents are needed in connection with
administrative or negoniated grievance procedures. or quasi-judicial
or yudicial proceedings. they may be retained as needed beyond the
retention scnedules 1dentified above

g Generally, agencies retain records on former empiovees for no
longer than one vear after the employee leaves.

Note: Where an agency retuins an automated or microform version
of any of the above documents, retention of such records ionger than
shown is permitted (except for those records subject ¢ 5 US.C
4303d) s for agency use for histoncal or statistical anaiysis, but
only so long as the record is not used in a determination directly
affecting the individual about whom the record periains fafier the
manual record has been or shouid have been destroyed.

System manager(s) and address:
Deputy Assistant Director for Work Force Informaunon, Office of

Personnel Managemen:. 1900 E  Street, NW. Washingien, D.C
M5

Notification procedure:

Individuuls wishing i0 inquire whether this system contaims infor-
manon about them should contact their servicing personne! office,
supervisor/manager. Performance Review Board office. or other
apency-devignated  office  maintaining  their  performance-reiated
records where they are or were employed. Individuals must furnish
the following information for their records to be located and dent.
fied

2. Full aume. .

b Social Securnty Number.

c. Position occupied and unil where employed

Records access procedure:

Individuals wishing access to their records shouid conact the
appropniate office indicated tn the Notificalion procedure section
where they are or were employed Individuals must furmsh the
following tnformation for their records to be located and wentified:

a. Full name.

b. Social Security Number.

¢. Position occupied and unit where employed.

individuais requesting access to records must also comply with the
Office’s Pnvacy Act regulanions regarding verification of wdentity
and access to records (3 CFR 197.201 and 297.203)

Contesting record procedures:

Individuals wishing 10 request amendment of their recards should
contact the apprepnate office indicated i the Notificaton proce-
dures section where they are or were employed. Individuais must
furnish the following informanion for their records 1o be iocated and
identificd

a. Full name.

b. Social Security Number

¢, Position occupied and unit where employed.
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Individuals requesting amendment musi also comply with the Of-
fice’s Privacy Act regulations regarding venficauon of wdentity and
amendment of records (5 CFR 297.20) and 297.208)

Records source tategories:

Records in this svstem are obtaned from

a. Supcrvisors/Managers

b. Performence Review Boards

c. Executive Resource Boards

d. Other mdwaduals or agency officialy

¢ Other agency records

{ The individual about whom the records pertam

OPM/GOVT—2
System mame:

Records of Adverse Acuons and Actions Based on Unaccepuable
Performance

System location:
These records are located i personnel or designated offices in
Federal agenaics in which the actions were pr

Cutegories of individuals covered by the gystem:

Current or former Federal employees (including Senior Eaxecutive
Service employees) agunst whom such an acuon has been proposed
or taken 1n accordance with Paris 432, 752, or 754 of the Office’s
regulations (5 CFR Parts 432, 752, or 754)

Categories of records in the system:

Thas systeen contmns records and documents related 1o the process-
ing of adverse actions and actions based on unaccepusble perform:
ance. The tecords tnclude copies of the nouce of proposed action,
matenals rebed on by the agency 10 suppon the reasons in the
notice; replics by the ctmployec. suatements of winesses, beanng
noticey,; ris; and agency decisions.

Note -~ This system does not include records. including the action
fle itself. compied when such actions arc appeaied to the Meri
Systems Protection Board (MSPH) or become pan of & discnmina-
ton compluni record al the Equal Employment Opportumity Com-
mison (EEOC) Such sppea! and discnimination complant file
records are covered by the appropriaie MSPB or EEOC sysiem of
records.

Axthority for maistenance of the symem:
S U.S.C 430), 7504, 7514, and 7543,
Purposeis::

These records result from the proposal, processing. and documen-
tation of these actions either waken by the Office or agencies agans:
employees 1n accordance with Parts 432, 752, or 734 of the Office’s
regulations (3 CFR Parts 412, 752, or T54).

Roatine wees of records mnintuped in the rystem, incloding catego-
ries of seers and the purposes of sach wnes:

These records and informaton in these records may be used:

& To provide informauon to officials of labor organuzations recog-
nized under § U.S.C. Chapier 71 when relevant and necessary to
their duties of exclusive representation concerning pefsonnel polkies,

and mauery affecung work condstions

b. To ducjose perunent informanon 10 the appropnaic Federal,
Suate. of jocal agency responsible for mvesugaung, prosecuting, en-
forcing. or mnplementing a statute, rule. regulation. or order. where
the disclotang agency becomes sware of an mdication of an violauon
or polential violatuon of cvil or cnminal law or regulation.

¢. To duclose information to any source from which addiuona!
mformanon i requested in the course of processing any of the
covered actions or in regard 1o any appeal or sdministrative review
procedure, to .1he extent necessary 1o dentfy the mdividusl, inform
the source of the purpose(s} of the request, and wdentfy the type of
mformabon requested

d. To disclose mformation 1o & Federal agency, m response (o s
request, th connection with the hinng or retention of an employec.
the tssuance of a secunty cicarance, the conducting of & secunty or
suiabiiity mvestigation of an individual, or the classifying of jobs, to
the extent that the information = relevant and necessary o the

£ Agency’s dec1on on the malter.

c. To prowide wmformation to a congressiomal office from the
record of an individual in response to an inquiry from that congres-
monal office made at the request of that individual

f. To duciosc information to ancther Federal agency. 10 8 court, or
to & party m htugation before a cour or in an sdministrative proceed-
mg bemng conducied by a Federal agency. either when the Govern:
ment 13 a party to s judicial proceeding or in order to comply with
the msuance of » sabpoena

g. By the Nationa] Archives and Records Service (General Serv-
wces Adminisrration) sn trecords management mspechions conducted
under authonity of 44 1S C 2904 and 2506

h By the sgency mantaining the records or the Office to incate
individuals for personnel rescarck or survey response and n the
production of symmary descrniptive suatistics and anaiviical studies in
support of the function for which the records are collected and
muntmned, or for reiated work force studics While publishea stans.
ucs and studies do not contan individual 1dentfiers. i some -
slances the selection of ciements of data included ir the study may be
structured v such 8 way as to make the da ndividually identifiable
by inlerence

i. To disclose, in responsc to a request for discovery or for appeas-
ance of a witness. mformanon that 15 televant to the subject matter
involved in a pending judicial or administrattve proceeding

3. To disclose informanon 1o officials of the Merit Sysiems Protec-
non Board. including the Office of the Special Counsel. when te-
quested in connection with appeals. speciai studies of the civil service
and othet ment systems. revies of Office rules and regulations,
investight:ont of slleped or possible prohbited personne) practices.
and such other functions. c.g.. as promulgated 0 £ U.S.C 1205 and
1206, or as may be avthorized by law

k. To disclose information to the Equal Employment Opponunity
[ & on when req d 1n connection with Investganions (nto
alleged ot possible discnmination pracuces 1 the Federal secior.
exammation of Federal affirmstive empioymem programs. comph-
ance by Federal agencies with the Uniform Guidehnes on Employee
Selection Procedures. or other functions vested 10 the Commission
by the President's Reorgamzation Plan No 1 of 1978

I. To disciose information to the Federal Labor Reianons Author-
y or s General Counsel when requesied 1n connection with invesn-
gations of allegauons of unfair labor practhices or matiers before the
Federal Service Impawes Panel

m. To provide an official of another Federal agency informaunon
he or she needs to know in the performance of his or her official
duties related 10 reconcihing or reconstructing dat files. 1n support of
the funcuons for which the records were collecied and maniained

Policies and practices for storing. retrieving. sceessing. retaining. and
disposing of records ia the system:

Storage:

These records are maintened m file folders

Retricvability .

These records are retneved by the names of the dividuals on
whom they are mantaned

Safeguards:

These records are maintaned in lockable mewl fiing cabinets to
which only authonzed personne! have access.

Retertioo and disposal:

Records documentng an sdverwe action or s performance based
removal or demotion action are disposed of 4 vears after the closing
of the case. Disposal s by shredding or burmng

System manager(s) and address:

Assstant Dhrector. Oflice of Planning and Evaluation, Office of
Personne! Management, 1900 E Sireet, NW. Washingion, D.C
20415 for acuons taken under Parts 432. 75 (Svbpants A through D
only) and 754 Assocuate Director, Admmstration Group. Office of
Personne! Management, 1900 E Sireet, NW . Washington, D.C
20415 for scuons taken sganst Semor Eaecunive Service appointees
wynder Subparts E and F Pan 752

Notification procedure:

Individuals receiving notice of a proposed adverse, removal. or
demotion action mus! be previded access 1o all documents sepporuing
the nouce. At any ume thereafter. mdrviduals subject to the schion
wil]l be provided access 1o the completed record Individuals should
contact the agency personnet or designated office where the action
was procossed regarding the existence of such records on them They
must furnish the following informauon for their records to be located
and wdentified

a. Name

b. Date of birth

¢. Approxumate date of closing of the case and kind of action
taken

d Organizational component mnvolved

Record access procodures:

Individuals against whom such acuons are wken must be provided
access to the record However. after the acuon has been closed. an
individual may request scoess o the official copy of an adverse
scuon file by conwcting the agency personnei or designated office

USDA Forest Service
Page 37 of 41




Forest Service Handbook 6209.13 — Freedom of Information Act/Privacy Act Handbook
Chapter 20 - Privacy Act of 1974
Amendment: 6209.13-1994-1
Effective date: December 08, 1994

21.4 - Exhibit 01-~Continued

where the action was processed. Individuals must furnish the foliow-
ing informaton for their records 10 be located and identified:

. Name.

b. Date of birth. .

c. Approximate date of ciosing of the case and kind of action
taken.

d. Organizational component involved. ]
Individuals requesting access must also follow the Office’s Privacy
Act regulations regarding verificabon of wienuty and access (o
records (5 CFR 297.20] and 297.203})

(¥ ing record proced

Review of requests from individuals secking amendment of their
records which have or could have been the subject of a judicial or
quasi-judicial action will be limited in scope. Review of amendment
requests of these records will be restricted to determuning if the
record accurateiy documents the action of the agency ruling on the
case, and will not include a review of the merits of the acuon,
determination, or finding.

Individuals wishing to request amendment 1o their records to cor-
rect factual errors should contact the agency personnel or designaied
office where the action was processed. Individuals must furnish the
foliowing information for their records to be localed and wientified:
1. Name.

b. Date of birth.

¢. Approximaie date of closing of the casc and kind of action

d. Orpmutmal component involved.

Record soarce categories:

Individuals requesting amendment must also follow the Office’s
Privacy Act regulations regarding verification of identity and amend-
ment of records {3 CFR 797.201 and 257.208).

Informanion in this system of records is provided:

2. By the individual on whom the record is maintined.

b By testimony of witnesses.

¢. By agemcy officials.

d. From ssisted correapondence from organizations or persons.

OMP/GOVT—5
System name:
Recruiting, Examining, and Placemen: Records.
System location:

Associate Director, Suaffing Group. Office of Personnel Manage-
ment, 1900 E Street, N.W., Washington, D.C. 20414, OPM regional
and area offices (see list of OPM regional office addresses in the
Appendix), Office of Personne! Management Job Information Cen-
ters, and personnel or other designated offices of Federal apencies
that are suthorized to make appointments and to act for the Office by
delegated authonty. '

Categories of individuals covered by the systean:

Persons who have applied to the Office of Personne! Management
or agencies for Federal employment and current and former Federal
employees submitting applicavons for other positions in the Federal
Krvice

Cavegories of records im the system:

in general. all records in this system contain identifying informa-
uon incloding: Name, daie of binh, Social Security Number, and
bome address. These records penein 10 mssembied and unassembled
examining procedures and contain information related to both com-
petitive examinations and 10 Cenan noncompetitive actions such es
determinations of time-in-grade restnction waiver, waiver of qualifi-
cation requirement determination, and varistions in regulatory re-
quirements in individual cases. This sysiem includes such records as-

a. Applicauons for employment that contain information on work
and educalicnal experience, convictions for offenses against the law;
military service, and indications of specialized training or receipt of
swards or honors. These records may also include copies of corre-
spondence between the applicant and the Office or agency.

b. Results of writien exams and indications of how information in
the application was rated. These records also contain information on
the rankung of an applicant, on his/her placement on a hst of eligi-
bles, on what certificales applicants’ names appesred on an agency's
request for -Office approval of the agency’s objection to an eligible's
qualification and OPM’s decisions in the matter, on an agency's
request for Office approval for the agency to pass over an eligible
and OPM's decision in the matter, and on an agency’s decision to
object/pass over an etigible where the agency has svthority 1o make
such decisions under agreement with OPM.

c. Records regarding OPM's final decision regarding an agency's
decision 10 object/pass over an eligibie for sunability or medical
reasons of where the objection/pass over decision applies 10 8 com-
pemsable preference eligible with 30 percent or more disability

d. Responses 1o and results of approved personalty or similar tesis
administered by the Office or agency.

e. Records reiating (0 rating appeals filed with the Office or
agency.

f. Registration shects, control cards. and related documents regard-
mp Federal employees requesting placement assistance m wview of
pending or realized displacement duce to reduction in force. transfer
or discontinuance of function, or reorganization

g Records conceming non-competitive action cases referred o the
Office for decision. These files include such records as waiver of
time in grade requirements, decisions on superior quahficauon ap-
pointtments, temporary appointments outside e regisier, and waiver of
requirement to reduce retired pay. Authoniy for making decisions on
many of these sctions has also been delegated 10 agencies The
records retained by the Office on such actions and copits of such
lies retained by the agency submitting the request 10 OPM. along
with records that agencies maintained a5 & result of OPM's delega-
tion of avthorities are considered part of this sysiem of records.

h. Records retained to support Schedule A appointments of severe-
Iy physically handicapped individuals, both retasned by OPM and
agencies acting under OPM delegated authorities, are pant of this
sysicm

i. Agency applicant supply file sysiems (where the agency retains
applications, resumes, and other related records for hard to fill or
unique positions, for future consideration), along with sny pre-em-
ployment vouchers obtained in connection with gn agency's process-
ing of an appiication, are included in this system.

J- Records derived from OPM-developed or agency-developed as-
sesSmeENt canter exercises

Note.—The Office of Personnel Management does not intend that
records created by agencies in connection with the agency's Ment
Promotion Plan program be included in the term “Applcant Supply
File™ a5 used within this notice. It is the Office’s position that Merit
Promotior Plan records arc not a system of records within the
meanihg of the Privacy Act as such records are usually fled by a
vacancy announcement number of some othes non- unique indnadual
identified. Agencies may choose to consider such tecords as used in
the Privacy Act, but if they do so, they mre solelsy responsible for
impiementing Privacy Act requirements, including establishment and
notice of a system of records pertaining to such records. To the
extent thal an agency utilizes an automated medium in connection
with maintenance of records in this system, the automated versions of
these records are considered covered by this system of records.

Autbority for maintenance of the system:
Title 5 U.S.C. Sections 1302, 3109, 3301, 3302, 3304, 3300, 3307,

3309, 3313, 3317, 3318, 3319, 3326, 4103, $531. 3533, and 4723;
Executive Order 9397,

Purpose(s):

The records are used to consider individuals who have apphed for
pomtions in the Federal service by making determinanions of qualifi-
cations including medical guatifications, for positions applied for, and
10 rate and rank apphcants applying for the same or smilar posinons.
They are also used to refer candidates 10 Feders! agercies for em-
ploymen! considerations, including appointmeni, transier, reinstate-
ment, reassignment, or promotion. Records derived from OPM-de-
veloped or agency-developed assessment center caefcises may be
used 10 determine training needs of participants. These records may
also be used to Jocate individyals for personnel research '

Rootine wtes of records maintnined in the system. including cutego-
ries of uzers and the purposes of such uses:

These records and information in these records mav be used:

a To refer apphcants including current and former Federa! em-
plovees to Federal agencies for consideranon for empioyment, trans-
fer, reassignment, reinstatement, of promotion

b. With the permission of the applicant. 10 refer applicants to Siate
and local governments, congressional offices, mternanonal organiza-
tions, and other pubiic offices for empioyment consideration

¢ To disclose pertinent nformation to the sppropnate Federal.
State, or local agency responsible for investigating. prosecuting. en-

- forcing, or impiementing a statute, rule, regulaton. or order, where

the disciosing agency becomes aware of an indicanion of & violation
or potential violation of civil or cniminal law or regulauon

d. To disclose information to any source from which additional
nformation is requested (10 the eatent necessaty to wdentfy the
individual, inform the source of the purpose{s) of ihe request. and to
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identify the tvpe of informaticn requesied), where necessary to oblain
informacon relevant 1o an ager<y decimon concernmg the huing or
retention of an employee, the wssuance of a secunty clesrance. the
conducting of a secuniy or sustabiinty invesugaton of an indvidual,
the classilnng of positions. the leting of a contract, or the msuance
of & license, grani. or other benefit,

e. To disclose informaton 0 a Federal agency, in response Lo its
request. tn connection with the hinng or retention of an empioyer,
the wsuance of a secunry clearance, the conducting of a secunty or
sweability investigation of an individual, the clasufymg of posiuons,
the leiting of a coniract, or the issuance of 3 license, grant, or other
benefit by the requesting agency, t¢ the extent that the information is
relevant and necessary to the requesting agency's decision the matter.

f To disclose nformation to the Office of M ement and
Budget aL any stage in the Legisiauve coordination and cleanance
process n connection with pnviate reiref legislauon as set fonth
OMB Circular No. A-19.

g To provide informaton to 8 congressional office from the
record of an windividual in response Lo an 1nquiry from that congres-
sional office made at the request of that individual.

h. To dusciose information 10 another Federal agency, to a court,
or a party n hiugation before 8 court of in an sdministrative proceed-
ing bewng conducted by a Federai agency, either when the Govern-
ment 13 a party 10 & judicial proceeding or in ocder to comply with
the ssuance of a sul

i By the National Archives and Records Service (Gcncn] Serv
wes Adminstration) n records m nt msp
under authonty of 44 U.S.C. 2904 and 7906

). By the agency manuimng the records or the Office to locate
mdividuals for personnel research or survey response and o the
production of summary descnptive statistics and analyucal studies in
support of the function for which the records are collected and
mamntmned, or for related work force studies. While published staris-
oes and studies do not conwun individusl indentifiers, i some in-
stances the selection of eiements of daw included in the study may be
structured in such s way as to make the daw individually sdentifiable
by inference

k. To disclose information to officials of the Menit Systems Protec-
tron Board. including the Office of the Special Counsel, when re-
quested 1n connection with appeals, special studies of the civil service
and other mem systems, review of Office rules and regulations,
investigations of alleged or possible prohibied personnel practices,
and such other functions, e.g., a3 prescribed 1in 5 US.C. 205 and
1206, or as may be authonzed by isw.

1. To disclose information to the Equal Employment Opportunity
Commission when requested in conmection with nvesugaaons mto
alleged or possible discnminstion practices in the Federal secior,
examunauon of Federal affirmative employment programs, compl-
ance by Federal agencies with the Uniform Gwdelines on Employee
Selecuon Procedures, or other funchons vested in the Commussion
by the President’s Reorganization Pian No. 1 of 1978.

m. To disclose information to the Federal Labor Relavons Author-
ity or its General Counsel when requested in connecuon with investi-
gauons of allegations of unfair labor practices or matters hefore the
Federal Service Impasses Panel.

n. To disclose, in response 1o & request for discovery or for an

of a witness. information that is relevent W the subject
matier involved 1n & pending judicial or admirustrative proceeding

Pmduﬂmrwmm“um-d
digposicg of records in the rystem:

Storage:

Records are mainuined on magnetic Lapes, disc, punched cards,
mucrofiche, cards, lists, and forms.

Retricvability:

Records are retrieved by the name, date of burth, Social Secunty
Number. and/or the Identification number assigned of the individual
on whom they are mantuned.

Safeguards:

Records are muntuned in & socured area with access limited wo
suthonzed personnel whose dubics require accems.

Reteation sad digposs);

Records in this system are retmned for varying lengths of time,
ranging from s few months to five years. Most records are retained
for a penod of onc to two years. Some records. such as indwidual
apphcations, become part of the person’s permanent official records
when hired, while some records, e.g., noncompetitive scnon case
files, are retuned for five years. Some records are destroyed by
shredding or burmng while magnetic lapes or disks are erased.

Sysiem manager(s) and addrems:

Associate Director, Staffing Group. Office of Personnel Manage-
ment, 1900 E Strect NW,, Washingion, D.C. 20413

Notification procedure:

Individuals wishing 1o inquire whether this system of records con-
tuns informanon about them should contact the agency or OPM
office where application was made, or where an examinauon was
taken. Resource specualists should contact the OPM Area Office
which provides examining and rating ssssance individuals must
provide the following information for their records to be bocated and
sdentified:

a. Name.

b. Date of birth

c. Social Secunty Number.

d. ldentification number (:f known)

¢. Approximate date of record.

f. Title of examination or announcement with which concerned.

g- Geographic ares in which consideration was requested.

Record scoess procedares:

Specific materials in this system bave been exempted from Prnivacy
Act provisions at $ U.S.C. $52a(cX3) and (d), regarding access to
records. The section of the notice titied Systems exempied from
cenain provisions of the Act, which appears below, indicates the
kinds of matenials exempied and the reasons for exempnng them from
access. Individuals wishing (o request access to thew oon-cxempt
records should contact the agency or OPM office where applhication
was made, of where an examination was taken. Resource specialists
should contact the OPM Area Office providing examimng and raong
assistance. Individuals must provide the following miormauvon for
their records to be located and identified:

a Name.

b. Date of lirth.

¢. Social Secunly Number.

d. Identification number (if known).

. Approximate date of record.

{. Titie of ex with which concerned.

g Geographic area in which comsideration was requested

Individuals requesting access must also compiy with the Office’s
Privacy Act regulations regarding verificaton of wdentity and access
to records (5 CFR 297.201 and 297.203).

Coatesting record procedares:

Specific matcnals in this system have been exempied from Privacy
Act provauons at 5 U.S.C. 552a(d). regarding amendment of records.
The secuon of this notice titled Systems eiempied from certain
provisions of the Act, wiich appears below, indicates the unds of
materials exempted and the reasons for exempting them from amend-
ment. An indrvidual may conuct the agency or OPM office where
hus or her apphcation 18 ftled at any time o update qualificatons.
education, expencance. or other dats maintained in the system. Such
regular sdminuwstrative updating of records should not be requested
under the provisions of the Puvacy Act. However, individuals wash-
ing to request amendment of thewr records under the provikoms of
the Pnvacy Act should contact the agency or OPM office where
application was made, or where an examination was taken. Resotirce
specialists should contact the OPM Area Office providing examining
or rating assistance. Individuals m .Mrmwde the following iforma-
uon for therr records 1o be located
. Mame.

. Date of birth.
Social Secunty Number.
. ldemiﬁuuon number (if known).
roximate date of record.
e of examination or announcement with whick concerned.

? Geo;nphlc area in which consideration was requested

ndividuals requesting amcndmem must also comply with the Of-
fice's Privacy Act regulauons g verificaton of Wentny and
amendment of records (5 CFR 29 101 -nd 297.208).

Record source categories:

Information in this system of records comes from: The individual
o whom it applies or 15 derived from information the individual
supplied, except reports from medica!l personnel on phyncal quaiifuca-
tions; resuls of examinaton which are made known to apphicants,
agencies and Office records; and vouchers supplied by references or
other sources which the applicant hists or which are developed.

Systems exempied from certain provigioas of the act:

This system contains investigstive materals that are wsed sokely 1o
determine the appropriatencas of & Mll for rovt] of an obyec-
torn to an eligible’s qualifications for employment or
vouchen recaived dunng the processing ofln lpphuuon. The Pn-
vacy Act at § U.S.C. 352a(kX5), permuts an agency o exempt such

lion Or annc
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mvestigative material from certain provisions of the Act, to the
extent that release of the material 10 the individusl whom the infos-
mauon 15 sbout would:

1. Reveal the ideputy of » source who furnshed information to the
Government undes an eapress promise (graned on or after Sepiem-
ber 27, 1975) that the Klenuty of the source would be bheid 1o
confidence; or

2. Reveal the identity of a source who, pnor to September 27,
1975. furmished mformanon to the Governtnent under an imphed
proquse that the identity of the source would be held in confidence

This system contams testing and examinat:on matenals used solely
1o determine wndividual qualifications for appointment or promotion
in the Federal sernce ¢ Pnvacy Act. a1 § US.C. 335a(kno).
permits an agency 1o exemp! all such teSUnR Or exarunation maienal
and wformauon from ceruun provisions of the Acl. where disclosure
of the matenal would compromise the objectivity or farness of the
wsung or examination process. The Office of Personne! Management
has cfumed excmptions from the requirements of 5 U.S.C. 552a(d).
wiach relate 10 10 an amend of records.

The specific matenals exempted include but are eot limited to the
followting

a Answer keys

b. ASSESSMEN! CONLET EXETCISes.

€. Afsessmenl Center eaercise repons.

d. Assessor gudance materal

©. Assessment center observalion repons

f. Assessment center summary reports

g Other applicant apprasal methods—auch su performance tests.
work samples and simulatons, muniature tramng and evaluation exer-
cues, structured interviews—and ther associaled evaluation gusdes
and foports.

h. Item analyses and similar data which conwun west keys.

i. Ranngs given for the purpose of validaung examinauons.

). Rating schedules. including crediung plans and aconing formulas
for other selecion procedures.

k Rating sheets.

| Test boollets, including the wrirten instructrons for their prepa-
rion

m Test nem fles.

n. Test answer sheets

OPM/GOVT—6
System name:
Personnel Research and Test Validation Records
System Joration:

Office of Personne! Researck and Development (OPRD), Suffing
Group. U.S. Office of Personnel Management, Room 3G29, 1900 E
Streel, NW., Washingion, D. C. 20415, OPM Regiona) Offices (see
iust of regional offices in the Appendin published Apnl 16, 1982, 47
FR 16503), and ngency personnel offices (or other designated offices)
conducung personne! research.

Categories of isdividuals covered by the symem:

Current and formwer Federal employees. applicants for Federal em-
ployment; current and formes Sute and local government employees.
applicants for Suic and local government empioyment.

Categories of records in the system:

These records wnclude wmformauon on educetion and employment
history, test scores, responses 10 test iems and QUESLIOANMITES, Inter-
view data, and raucgs of supervisons regardiog the individuals to
whom the records pertain. Additional information (rsce, navonal
ongin, disabilty status. and background) is collected from applicants
for certain examinstions

Asthority for maintennnce of the system:

Tide 5, U.S.C. Sections 1303 and 3301,

Purposets);

These records are collected.maintained, and used by OPM or agen-
cres for the conttruction, analysis, and validation of writien tests, and
for research on and evalusuon of persoonel/or, ona! measure-
ment and seiacuon methods Such research includes studies exiendimg
over s penod of ume (ongiudinal studies) Race and natonal ongin
data are used by agencies 10 evalusie the role of examnauons in the
tow! employee selecuon process. Use of these race and nauonal
ongin dau 15 Louled 10 such evaluation projects conducted by the
agencies of OPM. The records also may be used by the OPM or
employing agencies 10 locale individuals fos personnel research. Data
ase oollected on a progect-by-project basis under conditions assunng
the confidentiahty of the information No personne] action or seiec-
oon is made using thene research records

Rostioe wees of records maintained |n the syrtem. inclueding catego-
ries of wsers and the purpoars of such mara:

Under rormal circumstances, no individually identifiable records
will be provided However. under those unusual circumstances
where an indiviiually Kientifable recotd ® reguired. proper safe-
guards will be mainained 10 protect the information collected from
mmwarramried invasion of personal privacy Such protection must be
specified in writing by the requesior and to the sausfacuon of the
agency official responsible for mamntaineng the data that the proposed
wse of the data 18 in the compliance with the Ietter and spirit of the
Prnivacy Act. Under these circumstances, the rouiine uses afe as
follows

a. By the Office or employing agency maintaining the records 1o
locate individuals for personnel rescarch or survey response and m
the production of summary descriptive statistics and analyucal stud-
ws in support of the function for whach the records are collccied and
maintained, ot for related work force stedies While published staurs-
ucs and studies do pot comumrn andividual idenufiers. in sofme in-
stances the selection of eiements of data included o the study may be
structured 1n such & way as to make the data individually identifiable
by mference

b To furnish personnel records and informaton to the Equal
Employment Opportumity Commission for use in determining the
existence of adverse tmpact in the total selection program, in review-
1ng aliegations of dicnminanon. Or 1n assessing the status of compls-
ance with Federal law

¢ To furmish information 10 the Ment Syxiems Protecnion Board,
mncluding the Office of the Special Counsel. in connection with
acuons by offices relating to alleganons of discrimunacory practices
on the part of an agency or one of its empioyecs

d. To disciose, in response to a request for ducovery or for
appearance of » witness, information that 18 relevant 1o subject matter
involved in a pending judiciel or admimistrative proceeding

e. To duclose information to another Federal agency. 10 a court,
of s pany tn bugauon before a coun or in an adminisirative proceed-
g being conducted by a Federal agency. enther when the Gowern:
ment 15 8 pany 1o 8 judicial proceedimg or in order o comply wilh
the issuance of a tubpocna

. To provide wformation 10 & congressional office from the record
of an individual 1n response (o a request from that congressional
office made at the request of that individual

Policies and practices for storing, retrieving, accesging, retaining, asd
disposing of records (s the system:

Storage:

These records are mainiained in file folders and on puached cards,
disks, and magnesc ape.

Retrievability:

Records are generally mantained by project. Personal information
can be tetneved by name of personal idenufier only for cemain
research projects such as those involving longitudinal studies

Safegoards:

Records are kept 1in locked files 1in 3 locked room wath acecess
limited to authorized stafT. Access to tape. dish. and other files used
1 data processing will be only by suthonzed stafl

Retestion snd disposal:

Records are retaned for 1wo years after completion of the project
unless needed 1n the course of htigation or other admimstrauve
acuons involving s research or test wvahdsuon survey  Manuaj
records are destroyed by shredding or burnung and magnetic tapes or
drsks are etased

System manager(s) and address:

Office of Personnel Research and Development. Suffing Group.

U S. Office of Personnel Management, 1900 E Street NW.. Washing.
won, D.C. 2415.

Notification procedure:

Individuals wishing to mguire whether this sysiem of records con.
wuns information about them should conuact the svitem manager, the
OFM regional office servicing the State where thev are employed
(see List of OPM regonal office addresses tn the Appendia). or then
employing agency's personnel office. Individuals must furmish the
followang informanon for their records 10 be located and Hentfied

a. Full name

b. Date of birth

c. If known, the otle, nme. and/or place of the test valxdation
research study in which the individual paracipated

d. Social Secunty Number.

€. Signature

Record acoest procedures:
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Specific materials n this system have been exempied from Pnvacy
Act provisions at 3 U.5.C. 552a(d), regarding access 10 records. The
secuon of this nouce utled

Sysmems eaempied from certwn provitons of the Acl, which ap-
pears below, indicates the unds of matenals exempied and the rea-
sons for exempting them for access Individuals wishing o request
access 1c non-¢xempt records shouwld contact the system manager
indicated above the OPM regronal office. or their agency personne]
or other deugnated office, as appropnate. Individusls must furnsh
the following information for their records 1o be located and idenu-
fied:

a. Fujl name

b. Date of birth

c. If known, the ute, nme, and/or piace of the 1est validavon
rescarch study 1n whuch the individual participated.

d. Social Security Number.

c. Signature.

Indwiduals requesting access must also comply with the Office’s
Privacy Act regulanons regarding venficanon of idennty and access
o records (5 CFR 297.201 and 297.203).

Costesting Tecord procedures:

Specific materals 1n this system have been exempiad from Privacy
Act provisions at 3 U'S C. 532a(d) regarding amendment of records.
The section of this nouce uiled Sysiems exempted from ceramn
provisions of the Act. which appears below, indicates the keds of
matenals exempied and the reasons for exempiing them from amend-
ment. Individuals wishing to request amendment of any non-exempt
records should coniact the system manager indicated above, the
OPM regional office. or their agency personnel or other duiFn.ned
oflice, as appropriate. Individuals must furrush the following informa-
bon for thetr records 1o be located and wdentified.

a Full name

b. Date of birth.

c. If known, the title, time, and/or place of the iest validation
research study in which the individual participated

d. Socua! Securrty Number

¢ Signature

Individuals requesting amendment must also comply with the Of-
fice’s Prnvacy Act regulahions regarding venfications of identity and
amendment of records. {5 CFR 297.20] and 297.208).

Record source categorien:

Individual applicants. mcluding Federal, Siate, or local govern-
MmNl employees. SUPErVISOrS, asscssment center assessors, and agency
or Office personnel fles and tecords (¢.g, race, sex. natonal ongin,
and disabiiny staius data from OPM/GOVT-1 and OPM/GOVT-7
sysiems of records)

Systerm exempied from certais provimons of the act

Fhis system contauns testing and eaamining matenals that are used
solely to determine individusl qualifications for appowntment or pro-
mobon in the Federal service The Pnvacy Act. a1 8§ USC
532a(kX6), permils an sgency Lo exempt all such testing and examina-
0n materal and informaton from ceruun provisions of the Act,
when the disclosure of the materal would compromise the objectivi-
ty or famess of the testing or examination process. The Office of
Personnel Management has clumed exemptions from the require-
ments of $ U'S.C 532a(d). which relates to sccess 10 an smendment
of records

The specific matehals exempted include but are not himited 10 the
followang-

& Answer keys

b Assessment cenier exercises.

Asseisment CEner £261C18E FEPOTLS,
Assessor guidance matenal.
Assessment center observation reports.
A 1 center su ¥y reports

g Other appiicant appraisal methods—such as performance tests,
work samples and simulsuons, muniature trioning and evaluaion exer-
cisey. structured interviews—and their sasocuted evaluauon guides
and reports

h. Item analyses and similar data which contan test keys.

1. Ratings given for the putpose of validating examinations.

J. Rating scheduies, including crediting plans and sconng formulas
for other selection procedures

k. Ranngs sheets

. Test booklets, including the wnitten instructions for their prepa-
rabon

m. Test nem files

n. Test answer shees

~nnon

OoPM/GOVT—T7
Sysiem mame:

Applicant Race, Sex, Nebonal Orngin and Dumabiiity Status
Records.

Symtom location:

Records in thus system may be located in the followng offices:

! OfTice of Personnel Research and Deveiopment, StafTing Group,
U.S Office of Personnel Management, Room 3G29, 1900 E Strect.
NW. Washingion, D.C. 20415

2. Office of Affirmative Employment Program, U5 Office of
Personnel Management, 1900 E Street, NW., Washungion, D.C.
20415,

3. OPM Regional Offices (see list of OPM regpoaal office sddresses
in the Appendit pubiished Aprd 16, 1982, 47 FR 16503) and any
regusier-holding area offices under the jursdicuon of @ regonal
oflice.

4. Agency Penonnel. Equal Employment Opportusuty. or Federal
Eﬁ.u! Opportunity Recrutment Program offices or other dengnated
offices.

Categories of individuals covered by the system:

Current and former Federsl employees and individuals who have
apphied for Federal employment, including

I. Apphcants for examunauons admuniiered either by OPM or by
agencies

2. Applicanis on registers or in inventories maintained by OPM
and subject 10 18 reguiauons.

). Applicants for positions 1o agencies having direct hire authonty
and using thetr own examining procedures io compliance with OPM
regulations.

4 Applicants whose records are retained m an agency Equal
Opportunity Recruitment file {including any file an agency mamtsins
on current employees from under-represented groups), and

$. Applicants (mcluding current and former Federal empioyees)
who apply for vacancies anpounced undier an agency's merni promo-
tion plan

Categories of records (s the system:

The recards include the ind:vidual's name. Socal Security
Number, dste of birth, statemeant of major Neld of study. type of
current ot former Federal employment status {e.g . career or Lempo-
rary), apphications showing work and ediucation eipenence. and race,
sex, national ongin, and desabuity stetus data

Note. —The race and naticnal ongin informanoce in this system a
obtuned by three aliernanve methods: (1) Use of an OPM Form on
which individusls wdentify themselves as 10 race and pauonal ongin;
or (2) by visual observation {race) or knowledge of an individual's
background (National ongin). or (3) at the agency’s opton. from the
OPM/GOVT-1 systemm in the case of applicanis who are current
Federal employees. Dusability status is obtaned by use of Sundard
Form 2%6, “Self Identificauon of Medical Drsability,” which allows
for a descniption by self-identification of the handicap.

Autbority for maintesance of the synem:

$ U.S.C. 7201, Sectuons 4A, 4B, 15A (1) and (2), 15B{11), and
1SD{11), Uniform Guideines on Empioyer Selecuon Procedures
(1978}, 43 FR 38297 et seq. (August 23, 1978); 29 CFR 1613.30}; and
5 CFR 720.30)

Putposeis)

These records are used by OPM and agencies 1o

1. Evaluste personnel/orgamuzational measurement and selection
methods,

2. Implement and evaluate agency affirmanve cmployment pro-
grams,

3. Implement and evaluste agency Federal Equal Opportunity Re-
?ruurnem Programs (ncluding establishenent of mmonty rectwument
iles);

4 Enable the Office 10 meet ns responsibility to assess an agency's
implementsuon of the Federal Equal Opportumty Recrwmment Pro-

3. Determine adverse wmpact in the seiection process as requred by
the Uniform Guidelines cited in the “Authonty” section above. {See
also “Questions and Answers,” on those Guidelines publnbed at 44
FR 11996, March 2, 1979} and

6. Enable repons to be prepared regarding breskdowns, by race,
sex, nanonal ongin. of applicanss, by exams taken. and on the seiec-
ton of such spplicants for employment.

7. To locate individuais for personnel research

Note —These data sre manwined under coashithons that ensure
that the indsvidual's igentification as to race. sex. nabonal ongin, or
disabiliry status, does not accompany that individual’s spplicstion nor
15 otherwise made knowt when the individual 18 under conuderauon
by a selecung official
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