Format for Federal Register Notice

Billing Code must appear at the top of the document. 
This code (6450-01-P) is the same for all Departmental submissions.

U.S. DEPARTMENT OF ENERGY

PRIVACY ACT OF 1974

ESTABLISHMENT OF A NEW SYSTEM OF RECORDS

AGENCY 
United States Department of Energy. 
ACTION 
Proposed Establishment a New Privacy Act System of Records. 

SUMMARY 
The summary paragraph should state briefly what action is being proposed in the notice, why the action is necessary, and the intended effect of the action. 

DATES
Effective date of action (40 days after publication). 
ADDRESSES 
Office address for submission of comments. 
FOR FURTHER INFORMATION CONTACT 
Section should list identity of an AGENCY contact(s) and phone number(s) of a person or persons who can answer public inquiries about the proposed action. This section will include a contact in the program/field office, the Office of General Counsel, and the DOE Chief Privacy Officer. The contact person(s) cannot be a contractor employee. 
SUPPLEMENTARY INFORMATION
Contains any background information and other necessary information the readers of the document need to know. This section should contain citations to any authority and prior Federal Register notices or amendments that have been published when appropriate. 

Issued in Washington, DC this__ day of 20__
SIGNATURE BLOCK 

FORMAT FOR PRIVACY ACT SYSTEM NOTICE

SYSTEM NAME 

Provide the full name of the system.
SECURITY CLASSIFICATION 

State whether the system contains classified information, unclassified information, or both. 

SYSTEM LOCATION 

State the address of the office where the system is located. If the system is maintained in more than one place, list the address for every location. Example: If the records are maintained both at Headquarters and a field office, include the Headquarters and the field office addresses. 

CATEGORIES OF INDIVIDUALS COVERED BY THE SYSTEM:
Identify the type of individuals about whom records will be maintained in the system. Example: “A payroll system of records covering DOE employees or contractor employees.” 

CATEGORIES OF RECORDS IN THE SYSTEM 

List the types of information contained in the records. Example: A payroll system might have employee name, address, phone number, Social Security number, annual salary, salary to date, etc. 

AUTHORITY FOR MAINTENANCE OF THE SYSTEM 

List the Orders, regulations and statutes that authorize collection and maintenance of the records. If possible, cite a specific statute and regulation(s), rather than a general "housekeeping" statute such as “The DOE Organization Act of 1977.” Give the full citation where possible. Example: The Privacy Act of 1974, as amended, Pub. L. 93-579, 5 U.S.C. Section 552a; implemented at 10 C.F.R.  Part 1008. 

PURPOSE 

State in layman’s terms the reason for maintaining the system of records. Example: A medical system of records might say: "To maintain documentation on patient health and to track patient progress." 

ROUTINE USES OF RECORDS MAINTAINED IN THE SYSTEM INCLUDING CATEGORIES OF USERS AND THE PURPOSES OF SUCH USES 

List all of the types of disclosures that may/will be made to an outside entity. Exclude disclosures to DOE employees in the regular course of their duties, disclosures at the request of the individual to whom the record pertains, and the disclosures specified at Section 552a(b). Identify the person or organization to whom the disclosure may be made and the reason for the disclosure. These disclosures should be compatible with the PURPOSE. Example: "A record from this system may be disclosed to a foreign government in accordance with treaty obligations." Do not include disclosures to consumer reporting agencies. 

FAIR CREDIT REPORTING ACT (Optional)
The following language should be used if information in the system is disclosed to a consumer reporting agency: “A record from this system may be disclosed to a consumer reporting agency" as defined by the Fair Credit Reporting Act, 15 U.S.C. 1681a(f), or the Federal Claims Collection Act of 1966, 31 U.S.C. 3701(a)(3), in accordance with 31 U.S.C. 3711(f). 

POLICIES AND PRACTICES FOR STORING, RETRIEVING, ACCESSING, RETAINING AND DISPOSING OF RECORDS IN THE SYSTEM: 

STORAGE 

List all the ways the records are stored. Example: Online database, paper records, etc. 

RETRIEVABILITY 

State how the information will be retrieved. Example: By name, Social Security number, case number, etc. 

SAFEGUARDS 

Reference compliance with DOE Order 206.1, Department of Energy Privacy Program.
Describe measures to be instituted to prevent unauthorized people from retrieving the records. Example: "Access is limited by protecting the database with a password known only to those whose duties require access to the records and the system manager. Hard copies are stored in a locked metal file cabinet.” 
RETENTION AND DISPOSAL 

State how long records will be kept and how they will be disposed. Generally, retention and disposal will be governed by DOE Order 1324.5B, Implementation Guide for 36 CFR Chapter XII - Subchapter B, and the appropriate records schedule. If the records are exempt from this Order, cite the appropriate statute, regulation, or the appropriate records schedule. 

SYSTEM MANAGER AND ADDRESS 

Give the title and address of the system manager. The system manager is the person who controls the records. If the system is maintained at more than one location, identify the system manager and address for every location. 

NOTIFICATION PROCEDURES 

Describe how an individual can determine if the system contains information about him/her.  Example: "Individuals who wish to know if information about them exists in the system should contact the Privacy Act Officer at [ADDRESS]." 

RECORD ACCESS PROCEDURES 

Describe how an individual can obtain a copy of information about himself/herself in the system.  Access procedures should be implemented in accordance with the Privacy Act regulations found at 10 C.F.R. 1008.
CONTESTING RECORD PROCEDURES 

Describe how an individual can request to amend information or to have information removed from a system of records. If the request should be made to the person listed under one of the other categories, refer to the appropriate category: “Same as Notification Procedures in [CATEGORY].”
RECORD SOURCE CATEGORIES 

List all the sources for information in the record. Example: A medical database might have the following options: “a. Patients, b. Attending Physicians, c. Consulting Physicians, etc.” 

SYSTEMS EXEMPTED FROM CERTAIN PROVISIONS OF THE PRIVACY ACT 

List all Privacy Act exemptions that have been applied to the system. Include the text of the language and citations to the statute and regulation. If an exemption is not listed, it will not be possible to claim the exemption to withhold information from the record subject.
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