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"3, Total machine readable records holdings.

B T R
" .

a. Approximately 410 magnetic tapes devoted to the .
ARMS support projects depicted in this portion :
of the report, These include backups and short
retention intermediate files to supplement daily
file processing and logging. Also, approximately
100 "minitapes" are used for batch dumping on B
the m1n1computers.

t LR TR R T ST "N

-

b. 7 3330 Disc packs (100,000, 000 characters each)
1 2314 Disc packs ( 30,000,000 " )
. 14 Disc cartridges ( 2,500,000 " D |

c. No other media at this time,

d. 50% of allocated disk packs {3330) occupied by
master file data.

e. Security copies of master files occupy approxi-
mately 10% of designated tape volumes.

4. Primary computer installation and storage facility for
Data Processing Section is FBI Headquarters, Washington,
D. C.

5. Machine readable records costs - See Introduciton.

Program Effectiveness

1. No post-implementation studies undertaken as yet by
Technical Services Division,

2. Applicable courses attended by Systems Analyst assigned
to ARMS project development would include:

1974 - Design of on-line Systems-Control -
) Data Institute for Advanced Technology
1975 - Generalized Information Management :
System (GIM-II) Introduction, FBI S
1975 - Data Base Design - Advanced Management -
Research, Washington, D. C. 4
1976 - Four Phase Data IV-70 Version 11 '
System Operations, FBI
1976 - INTERCOMM System Design, FBI’

1976 - Automated Document Storage and . 11
Retrieval Systems, Gecorge Washington _
University

1976 - IBM 3270 Operation and Design, I1IBM, - . T

: Washington, D. C. » 3

1976 - ISAOAS Name Search Application’ ° , ‘
Recard Builder (AFD, TLI ) S

1976 « ISAUAS Nanre Scarcii Application :
- Display Builder (ADB),-FBI } . 3
1977 - Project Management, Associates : :
for Human Resourcc Development : ;
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Aszsistant Attorney Genesral N p
for Administration dacch 7, 1978 ,
Office of Management anll Finance :
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ke .

Director, FBI R
I S

IRS! TION OF DEPARTMENT OF JUSTICE
RECORil§ AND RECORDS MANAGEMENT -

M

PRACT {38 AND PROGRAMS :

Refersnce is made to your letter cdated
January 18, 1973, with enclosures, regarding captioned
evaluation by the National Archives and Recorcs Sarvice.

The completed suwmmary questionnatre related to
Micrographlics Management along with pertinent material
for the attantion of Mr. Patrick J. O'Driscoll, Special
Assistant to the Director, Justice Publications
Services Facility, is attached.

Faclosures ()

NOTE: Based on J. W. Awe memo to Mr. Bassett, dated
2/21/78, which recorded receipt of summary questlonnaire
concerning Micrographics Management. A copy of the summary
questibnnaire is attached for information. An appropriate
response was received from the Identification Division.
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66-18966 t

Mr. Kent
(Attn: lMr. Shackelford)
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x INTRODUCTION

puring preliminary talks with representatives of
the Department of Justice Administrative Programs Management
staff and the National Archives and Records Service (NARS)
efforts were made to resolve certain aspects of the summary
questionnalres as they relate to this Bureau's structure and

mission. Since all program elements are involved, it appeared
to be appropriate to reiterate these points.

! Manuals relating to administrative operations have
not been included with the respective‘responses. sections
of the manuals are classified and will be available for on-site
review by NARS personnel who possess the proper clearances.
In addition, detailed organizational charts for each Headquarters
pivision and budget data will be made available to show in
more detail how the various program elements relate to this
Bureau's organizational structure. TO better acquaint the
evaluation teams with the more voluminous record systems of
this Bureau, a tour of the 1dentification and Records Management

pivisons will be promptly arranged.

The majority of the summary questionnaires addressed
the progjam management aspect. The concept of control rather
than prpgram management has proven to be an effective tool
which ables this Bureau to administer the various program
elemaAtss of Records Management. Most elements are controlled

from'a central pofht; i.e., Forms Management by the Forms
Desk, Directives Management by the Manuals Desk, and all
Headgquarters and fieid office Files and pisposition Management
by the Records Manpgément pivision. The functions of the
control points; ar supplemented by the active suggestion and
gtreamlining pﬁograms that have been encouraged and ope:ational
throughout the years. Wwith this process we have the added
Etfmeng of participatory management. The suggestions are
ntributed by personnel who seek to improve operations in
their own work areas. Streamlining groups comprised of special
Agent and support personnel are rotated on a bi-monthly basis.
suggestions from field offices that would impact established
4,proce.ures are routinely routed through the Records Management
pivision for comment or final approval/disapproval.

A general response to the inquiries relating to the o

apprisal of costs of the program eclements is based upon
the work volumes, manpower, production, salaries, equipment,
and outputs. -

A reasobable effort has been expended by personnel
called upon to complete the summary questionnai:es; however,
i€ additional data is essential for the evaluation, this Bureau
will Q%ke every effort to obtain the desired data.

i Rl
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N A VISION RESPONSE : .
IER%&%E/‘\ CAKE?VH?% I{N RECORDS SERVICE : i 3
PRELIMINARY DATA SUMMARY 3 -1 i
MICROGRAPHICS MANAGEMENT :-‘ ' 'j~

. R
4
I
I. COMPLIANCE RA ) i
_Provide a copy of each departmental component mandal "handbook, or other guide t'
“or directive dealing with lcrOGraphxcs.management including clearance, and f:
* review procedures. . . S, z,_
. ) T 3 , ﬁ‘
. ADMINISTRATION Being handled by Records Management Division f
1. Provide a copygof the pcrtment sections of all departmental coinponent ix
manuals or directives 'hxch assign responsibilities for micrographics managernent. # 3
. [ ]
2. Provide the following staffing information for all positions involved in the :’
micrographics management function. (Include vacant positions) q y
% of Time . 3
devoted to g
Oflice Position: Title Micrographics 3 _}
Name Organization Phone . Scries, and Grade Management : B
[ <
» .
v ! %
i 3
} 3
- } ;
i i
§ i .
e
¢
; i
. : : 3
L. YOLUME AND‘ S]S See Page 2 - i 1
. - s E
- 1. Include any volufpe Yigures pathered that would indicate the volume of your 1
..~ component's records maintaincd in microlorm. Indicate whether thesc microlorins ‘
are produced in-house or by a service bureau. ) B
X 3
. ? -y
. . - 1 -' LAY . "! B
' i
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NATIONAd ARCHIVES AND RECORDS SERVICE
PRELIMINARY DATA SUMMARY
MICROGRAPHICS MANAGEMENT

M. VOLUME AND COSTS

1. The Assembly Section now has 25,000 rofls of negative microfilm.
In addition, we have 1,538 rolls of positive microfilm which are duplicate
security copies of negative ilm. Authorization to discontinue production
and maintenance of security copies obtained in June 1975. Approximately
42,536,634 single fingerprint images are on negative microfilm. K1Y
millimeter film is used in our microfilm operation. Present cost is
$7.74 per\oll and the cost of developing amounts to $4. 32 per roll.
The filming of documents to be placed on microfilm is performed by
Assembly Section employees. Development of the film is done by private
industry. r

2. The following equipment is utilized by the Assembly Section in
filming, reviewing, storage, and whenever necessary, reproduction of
images from microfilm:

] ' [
. Brand Name€§ Model No.  Organizational Location Cost
Camera:
1 - Terminal Data Documate II 0110 $74,789.23
Corporation
Cameras: \ : !
5 - Kodak Recordak MRD -1 o110 5,486.25 ea.
3 - Kodak Viewers i MPE - 1 0110 850.00 ca.
1 - 3M Reader Printdr Model 400 0110 2,050,00
1 - 3M Reader Printer Thermo-Fax 0110 1,250.00
67 File Cabinets 10-drawer 0110 484.00 ea.
9 - Saxon American Tracing Box 0110 63. 75 ea.
Corp. Editing Light .
10 - National Micro-  Editing Board ouo 75.00 ea.
sales and Rewinds e s
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oI. VOLUME AND COSTS (cont.)

3. All expenses incurred for the purchasing and maintenance of our
microfilm equipment are handled by the Technical Services Division. To
date, the microlilming of 42,536,634 fingerprint cards have resulted in
the elimination of 2,872 six-drawer filing cabinets, These cabinets
currently cost $246 each. This results in a net savings of equipment of
$706,512. In addition, each cabinet occupies apprbximately 5.4 square
feet of floor space, including the space required to open file drawer.

At the rate of $6.93 per square feet rental cost, space savings amount
to $107,475. 98 annually. .

IV. PROGRAM EFFECTIVENESS
1. See attached chart.
2. No record of any micrographics management survey conducted.

3. There is no formal training provided to the Assembly Section
employees as to the operation, .maintenance, and other functions of the
Microfilm Room; h¢wever, employees are instructed on how to operate
the microfilm cameras reviewing and reproduction equipment and the
necessary support services required in our microfilm operation,
Assembly Section employees have not attended formalized courses in
micrographics; consequently, training could be considered on-the-job
training, ’

N
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FLOW CHART FOR APPROVAL OF PURCHASE
OF MICROGRAPHIC EQUIPMENT

Unit of Request

Section Approval sy 7

Division Approval - '

’

Bureau Approval

Justlce Department Approvat

Procurement

\ ATTACHMENT
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NATIONAL ARCHIVES AND RECORDS SERVICE
PRELIMINARY DATA SUMMARY
G R ol I

PITROGRAPHICS MONAGEMENT
I i 3

RECORDS MANAGEMENT DIVISION

NARS initially granted authorization in 1952
for microfilming FBI criminal investigative files closed
over 10 years:. There were, as of 9/30/77, 178.53 cubic
feet of microfilmed records included in our annual summary.
The microfilming program of the Records Management Division
ceased approximately one year ago and there are no immediate
plans to resume. Upon receipt of the Schedule now pending
at NARS, criminal files closed over 10 years will be autho-
rized for destruction. The need to microfilm will be
eliminated and most microfilmed records will be eligible
£or destruction.
* )
i
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ASS:inta ant Attorney Sen-rzl ; - - -
£or Adalazotr riion ) “arch 15, 1373

Otfica ot Jfanzgyenent and Plnance
Directoc, DI

INSPECUIDT ¢F DDRAKRTHENT CP 4UsTICE
RALTVHRDS AND REACCIDS - ANAGLMENT
PTACLICLS AI"D PLR0OGRANS

Refesenee i3 made to latter, with enclosures,
from Robert A. Cunnin wghem, Actiny Dicector, Inforzation
and ¢ VOLAUNLIAt10nT SysToms Staff, dated Febraary 10, L1713,
cogardiag tha above evaluation by the Xational Archives
and Hecoras Bavvice. Tour izttoc, dated uuﬂJu.) i3. L3373,
was attacnrd to ooovide additional Zata on this guixyect,

B . ihe completed dastionnaire certainiag to Agii
HRECDLUS Mnagalient a)loay wath related matsc.al oz Jhio o a
QL Kr. Roland Hook or #r. Bill Davis (o attached.

Enclosures (2)

NOTE: Based on J. W. Awe memo to Mr. Bassett, dated 2/2./73,
which recorded receipt of summary questionnaire concerning
Audiovisual Records Management. A copy of the summary
questionnair2 is attached for information. An appropriaite
response was received from the Training Division.

66-18966
1l - Mc. Joseph

CiG:mk (7)
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NATIONAL ARCHIVES AND RECORDS SERVICE %%“*
RECORDS AND RECORDS MANAGEMENT INSPECTION SR
PRELIMINARY DATA SUMMARY B

AUDIOVISUAL RECORDS MANAGEMENT

INTRODUCTION ® 9 00800008 P S SE LSOO NS00SO S L OSSN SESISISSIOIOECEEDNDS A
FBI FUNCTIONAL ORGANIZATION CHART +ceeccescccccccecsecs B
RELATED DOCUMENTS ceccccccccscsccceasssscsccasscssnsas O

RESPONSE TO SUMMARY QUESTIONNAIRE e e veccosssvsessvsevasne D

<«
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March 1, 1978
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INTRODUCTION

puring preliminary talks with representatives of
the Department of Justice Administrative Programs Marnagement
Staff and the National Archives and Records Service (NARS),
efforts were made to resolve certain aspects of the summary
questionnaires as they relate to this Bureau's structure and
mission. Since all program elements are involved, it appeared
to be appropriate to reiterate these points.

. Manuals relating to administrative operations have
not been included with the respective responses. Sections
of the manuals are classified and will be available for on-site
review by NARS personnel who possess the proper clearances.
In addition, detailed organizational charts for each Headquarters
pivision and budget data will be made available to show in
more detail how the various program elements relate to this
Bureau's organizational structure. To better acquaint the
evaluation teams with the more voluminous record systems of
this Bureau, a tour of the Identification and Records Management
Divisons will be promptly arranged. ‘

The majority of the summary questionnaires addressed
the program management aspect. The concept of control rather
than program management has proven to be an effective tool
which enables this Bureau to administer the various program
elements of Records Management. Most elements are controlled
from a central point; i.e., Forms Management by the Forms
Desk, Directives Management by the Manuals Desk, and all
Headquarters and field office Files and Disposition Management
by the Records Management Division. The functions of the
control points are supplemented by the active suggestion and
streamlining programs that have been encouraged and operational
throughout the years. With .this process we have the added
element of participatory management. The suggestions are
contributed by personnel who seek to improve operations in
their own work areas. Streamlining groups comprised of Special
Agent and support personnel are rotated on a bi-monthly basis.
Suggestions from field offices that would impact established
procedures are routinely routed through the Records Management
Division for comment or final approval/disapproval.

A general response to the inquiries relating to the
apprisal of costs of the program elements is based upon
the work volumes, manpower, production, salaries, equipment,
and outputs. -

A reasonable effort has been expended by personnel
called upon to complete the summary questionnaires; however,
{f additional data is essential for the evaluation, this Bureau
will make cvery cffort to obtain the desired data.
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ventested, the reasons for contesting it, and the proposed amend-
ment Lo the nfonnation,

Record source catepories: The b information contained in
these recards is supphicd by the indsvidual on Departinent of Stite
ond Servive applications and reports anquinics and/or complamts
from members of the general public, members of the Congress;
relesials of inquiries wed/or complaints directed to the Wlite Houne
or to the Attorney General by membuers of 1he general putlic, Scr-
s Tepaeels of Imyestigation, swoin statemends, LatTespondunee
and memotanda; official reponts, memorandas and wrnitten referrals
[rory iher povernment apendies, including Federal, state and tocal;
frem the vanous courts and regulatory avencics: and inftonation
from forcign government agenaics and nycernational aorcanizations,

The scurce of the data in the Frecdom of Informuation Act core
respondince control wdex is those individuals who seek informa.
uon under that Act,

The tnfurmation containcd in the Fmergency Reassignment Index
is supplicd by the individual and the Assaciate Commissioner,
Manapement,

Nearly il the systems contain information received from sources
»hich are exempted from disclosure pursuant to 5 U.S.C. $$™a )
ind (k).

Systems exempied from certuin provisions of the act: The Attorney
General has exempted this svatem from subscctions (1} and (0,
d), (X1, (D) and (3), (eHING), (H) and (), (eX$) and ), (f), (),
hY of the Privacy Act pursuant to § U.S C. $524 (3} and (k). Rules
iave been promulgated in accordance with the requirements of §
d'S.C. 552(b), (¢) and (¢} and have been published in the Federal
legister. .

JUSTICE/FBI - 001
‘ystem nawe: Nalionul Crime Information Center (NCIC).

System location: Federal Bureau of Tnvestigation: J. Kdgar
foover Bldg., 10th and Pennsylvania Avenue, N.W.; Washington,
2.C. 20538, - .

Categorics of individuals covered by the system:

A. Wanted Persons

I. Individuals for whnm Federal warrants are outstanding,

2. Individuals who kave committed or have been identified
with aa offcnse wiich 1y clussificd as a iclony or ssrious
misdemeanor under the custing penal statutes of the
jurisdiction originuting the cntry and {ciony or misdemeanur
warrant hus been issucd for the individad! v iih respect to the
offcnse which was the basis of the entry. Probation and
parole viol:tors mecting the forcgoing vriteria.

3. A “Temporsary Felony Want® may be entercd when a Jaw
enforcement agency has ueed to tuke prompt action to
estat ish a *want® entry for the apprchersion of a person
who has committed, or the officer has reasonable grounds to
belicve has commitied, a felony and who may seek refuge by
flceing across jurisdictinnal boundarics and circumstances
preciude the imniediate procurement of a felony warrant, A
“Temporary Felony Want' shall be specifically idenuficd as
such and subject to verification and support by a prorer
warrant within 45 hours following the initial entry of a
tempotary wunt. Tae agency oviginaling the "Temporary
Feleny Want® shall be recponsible for sut sequent
verification or re-cntry of a purmanent want.

B. Individuals who have been charged with setious und/or signifi-

ot of fenses.,

C. Misting Persons

1. A person of any ape who is missing and who is under

pruven physicial/mental disabihty of i semile, thereby

subjecting bimself or others o personal and immediate
danper.”

- A petson of sny aze who is missing urder ciicemstances
indicating that has Jisappearance was aot vuluntary.

- A prrson of any ape who s minang and an the company of
another persan under circumistances ndicatiag that his
physical s ety mnan dunger.

S A purson whe s mesmgand declared uncanipated as
defined by the Jaas of los state of resadenie snd does not
Mt any of the entry asterra set forth i 1, 2, or 3 above.

Tatvgorics of secords in the sysem:

1 Stolen Vehawde Fie
b Steten vebicles
Y N s wanted e compune bon wath fclonmes of serus
Ansdoincancss
¥ Stolen sehile patts, incduding certificates of wngm o hitle

- N

-
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B. Stolea Licease Plate File

1. Stolen of missing heense plates.

C. Stolen/Missing Gun 1l

L. Stolen o micaung guns,

2. Revovered gun, ownership of which has not been
establinhed.

D. Stolen Article File

E. Wanted Person bile

Descrited in "Calegories of individuals covered by the system:
A Wanted Persons'.

F. Securities File

L. Serially numbered stolen, embezzled, caunterleited, missing
scCurthies,

2. *Sccuritics® for present parposes of this file are currency
(c.g. hillx, bank notes) and those documents or certificates
which geacrally are considered 1o be evidence of debt (c.g.
bonds, debentures, notes) or owncrship of property (c.p.
common stock, prefeiicd stock), and docuiments which
represent subsenption tights (c.g. rights, warrants) and which
are of those types traded in the cecuritics exchances in the
United States, cxcept for commodities futures. Also included
are warchouse receipts, travelers checks and money orders.

G. Boat File

H. Computerized Criminal History File -

A cooperative Federal-State program for the inferstate
exchanpe of critninal history record information for the
purpose of facilitating the interstate exchinge of such
inlormation among criminal justice agencics.

L Missing Person k¢

Descrined in *Cutegorics of individuals covered by the system:
C. Missing Persons*

Authority for maintenance of the system: The system g
establisk.ed and maintained in accordance with Title 28, Uunited
States Code, Section 534 and Title 28 - Judicial Administration,
Chapter 1 - Department of Justice (Order No. 601-75) Parnt 20 -
Criminal Justice Information Systems. ~

Routine uses of records mzintained in the system, Including catego-

ries of users and the purposes of such uses: Data in NCIC filos §
exchanged with and for the officizl use of authorized offi
the Federal Government, tiie states, citics, wnd penal and
stitutions in accordance with Titt: 28, U.S. Code, Section 334, 1 he
data is cachanged through NCIC terminals under the control of
criminal jnstice agencies in the S0 states, FBI Ficld Offices, aud
other Fedural luw enforcement agencies. Dissemination of criminal
history record information is set forth in Title 23 - Judicial Ad-
ministration, Chapter |- Depaniment of Justice (Qrder No. 601-75)
Part 20 - Crisinal Justice Information Systems, Subpurt C, Scction
20.33.

Release of information 1o the news media: Information permitied
to be releiased to the news medis and the public pursuant to 2%
C.F.R. 50.2 may be madc availuble from systems of records mam-
taincd by the Department of Justice unless it is determined that
relcase of the <pecific information in the context of a particalar
cise would constitute an unwarranted invasion of personal privicy.

Release of infurmation o Members of Corgress. Information
contained in svstems of records maintained by the Department of
Justice, not otherwise rogred to be released pursusnt to 5 U.S.C.
352, mouy be made availuble to a Member of Congress ofF staff act-
ing uron the Member's belindf when the Member or staff reguests
the infurmition on hehalf of and al the sequest of the individual
who is the sutiject of the record.

Routine uses of records nvaintained in the system, including cafeirn.
rics of users and the purposes of such uses: Release of inforination
1o the National Arclives and Records Service: A record from it
system of records may be disclosed as a routing use to the Nuatian.l
Archives and Records Service (NARS) in reconds management an-
spections conducted under the authority of 44 U.S.C. 2904 wnd
2906.

Palicies and practices for steging, retrieving, accesing, retaining,
and dispaving: of records in the s stém:

Storage: crtiation atantiined do the NCIC system s stesed
clectronicaliy for Lee in a cumputer environment

Retricvanility: On-line access 0 duta in NCIC iy achiosed by
wsing the follaasey sowilh desariptoes. o Vohnle Biles a) Viohalde
dennbicaiten puntcr, by License plate number; o) NCIC number
(unijue . numbie ansigned by the NCIC camputer to cach N IC
weeedh :

2 Lense Flite Piler ay Diceese plate number, by NCIC pomber
V. Gun File s Senad number of pun; by NCIC numbygg®
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1 Artidde File: o) Scrial anmber of article, by SC1C anmber
S Vanted Person File a) Name and one of the falla onie numeri-
date of buth, FBY namber oty ey o by b
Federal Burcuu of Investigation to an arrest hingerpont record), So-
cral Scvunty numbher it s aoied the requirements of the Privicy
At with repard 1o the sobiatation of Sodsl Secunty numbers have
heen broughit to the attention of the rembers of the NCIC
ssatem ), Opcrator’s hicense number (driver's license nuinber),
Miscellancous wlentifving number (military nuember of numher as-
signed by Federal, stute, or locul authontics to aa sdevidual’s
revord, Onginating agency ciase number, by Vehicle or beense plite
. known to be an the possession of the waated person, ¢) NCIC
. numb-~r (uniyue number assigned to each NCIC record)

6. Secuntics File a) Tyvpe. senal number, denomination of
secunty: b) Type of secunty and name of owncr of secunty, <) So-
culd Sceunity number of owner of sceunty, d) NCIC number

7. Boat File a) Regntration document number, b} Hull serial
number; ¢) NCIC numbcr

8 Computerized Criminal History File a) Name, sex, race, and
date of birth; b) FBI number. o) State ideatification number, d) So-
cicd Sceurity Numbzr; ¢) Miscclluncous numher

9. Missing Person File:SAME AS WANTED PERSON FILE.

Safeguards: Data stored in the NCIC is documented criminal
justice agency information and access to that data is restricted to
duly authorized criminal justice agencies. The following sceurity
mcasures are the minimum to he adopted by all ¢riminal justice

agencies having access to the NCIC Computerized Criminal History -

Fue. These mcuvires are devigned to prevent unasuthonzed access
to the systern duta and/or unauthoriced use of Jdata obtained from
the computerized file.

1. Computer Centers .

a. The crimina] justice agency computer site must have
adegnate physical sccunty to protect against any
unauthorized persunnel guining access to the computer
equipment or to any of the stored data.

b. Since personnel at these computer centers can access data
stored in the sysliem, they must be screvned thorcughly
under the authority and supervision of an NCIC control

! terminal ageacy. (This authorty and supervision may be

i delegated to resporuble criminal justive ngency personnel ia

h the case of a sateilite computer center being serviced :
through a state control terminul agency.) This screcning will
also apply to non-crimipal justice maintenance or technical
personnel.

€. All visitors to these computer centers must be accompanied
by stalf personnel at all times.

d. Computers having access to the NCIC must have the proper

' compuler instructions written and other built-in controls to
prevent criminal history data from being accessible to any
terminals other than authonzed terminals,

: e. Computers having access to the NCIC must maintain a

i record of all transactions agiinst the criminal history file in

|

the same manner the NCIC computer logs ail transactions.
The NCIC identifics each specific agency entering or
receiving informution and muaintaing a record of those
transactions. This transactivn record must be moritored and
reviewed on a regular basis to detect any possitle misuse of
criminal histury data,
{. Each stute control terminal shall buikl its data system around
a central computer, through which each inguiry must pass
for screcning and verification. The confizuration and
operation of the center shall provide for the integrity of the
data base. -
2. Communications
a. Lines/channels being used to transmit criminal history
| information muat be dedicated solely to criminyl justice use,
! ie.. there must Be no terminads belorging to ageacies outside
: the coiminal justice system shanng these Lones/channels,
_b_Physical security of the lines/channcls must be protected to
| T Tguard against dandestine devices bang utiliced 1o intereept
or inject system tralfic.
¥ Terminal Devices Having Access to NCIC

a. Al agancics having teeminals on the system must be
required to physivally place these teemimals in scoure
locations within the authorized agency.

b The agencies having terminals with access to criminal
history must have terminal operators soreencd und restrict
access (o the terminal o a4 nuanaum asumber of authorized
cmployecs,
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¢ Capies of crimmal hitory Ve cbtaned from teeans (b
devices most be affoaded e e to presse
unanlbenzod acce s foon e o ot ot

d. Al remote teaminals on NCIC Computerized Crimmnad
Thstary wall iramtaan o haed copy of compatentzed craminal
history inguaies with aotations of individual making roquest
for record (90 days), .

Reteation and dispasal: Unless otherwise removed, records will
he retaned ia file as follows:

1. Vehadde File

a. Unrccovered stolen vehidle records (including snowmobile

records) which do not contum vehicle wentificatica aumbers
(VIN) therein, will be purged frum Gle 90 days after the end
of the license plate’s exprration year as shown in the record,
Unrecovered stolen vehigle records (including saow mobile
records) which contain VIN's, will remain in Gl for the year
of entry plus 4

Unrecovered vehicles wanted in conjunction with a felony
will remain in file for S0 days after entry. In the cvent a
longer retention period is desired, the vehicle must be re-
entered.

¢. Unrccovered stolen VIN plates, certificates of origin or tile,
and seriuily numbcred stolen vehicle engines or
transmissiuns will remain in lile for the year of entry plus 4.

2. License Plate File

Unrccovered stolen license plates not associated with a vehicle
will remain in (ile for one year after the end of the plate's
expiration year as shown in the record.,

3. Gun File

a. Unrecovered weapans will be retained in file for an
indefinite period untif action is taken by the originating
agency to clear the record.

b. Weapons entered in file as ‘recovered® weapons will remain
in file for the balance of the yeur cntered plus 2.

4. Acticle File

Unrecovered stolen articles will be retained for the balunce of
the yeur catered plus one year.

5. Wanted Person File

Persons aot located will remain in file indefinitely undl wction
is taken by the uriginating wgeiicy tu <lear the vecuri fexcept
‘Temporary Felany Wants', which will be automatically
removed from Qile alter 48 hours).

6. Securitics File

Unrecovered, stolen, emhezzled, counterfeited or missing
sccuritics will be retained for the balaace of the year entered
plus 4, except for travelers checks and moncey orders which
will be retained (or the balance of the year cntered plus 2.

7. Boat File

Unrecovered stolen boats-will be retained in file fur the
balunce of the year entared plus 4,

8. Missing Person File

Will remain in the file until the individual is located or, in the
case of uncmancipated persons, the individual reuches the
ave of emuncipation as defined by Leas of his stute.

9. Computerized Criminal Histosy File

When an individual reaches age of 80,

System manaver(s) aad address: Dircctor, Federa! urcan of In-
vestigation: J. Latgar Hoover F.B.I1 Ruilding; 9th and Perpsyivania
Avenue, N.W.; Washiagton, D.C. 20535,

Nolificution procedure: Same as the atove.

Record access procedures: .

It is noted the Attorncy General is exempting this sy <te
the access and contest procedures of the frivacy Act. o
the followine alternative procadures are availshle to a r H
The procedures by whith an indisutual may obtain a copy of his
Coinputerized Ceuninad History are as foilows:

It n individual has a criminal record supported by fic crprints
and that record hus been entered in the NCIC CCit Fue, it is
availuble to that individual for revicw, upen preseutation of ap-
prapriate ideatification, and in accordance with wonlicable stute and
Federal adminntrative and statutory e avlations.,

Appropriate ideatification inclades heing tingerprnicd for the
purpose of nsuring that he iy the individual thyt he purponts to be.
The record on file will then be venfied as ¥ through comparison
of fingerprints, -

Procedure. 1. ANl cequests for review must be made by the sub-
jest of his record throuph a law cnforcement ageney which hae ac-
cess to the NCIC CCH File. That agency wittua statutory o regula-
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wv hmits can require additional identification to as Swasly sconring
rositive identification

2 U the covperating law enforcement agency can make an
lentifivation with finyeiprints previounly tahen which arc on Qile
wally and i the FBL wentdication number of the indewvidual's
reord s aviulable to that agency, it can rake an on-hine inguuy of
LIC 10 obtain hus 1ecord onhine or, if 1t does not have suitable
Juipinent 10 oldain an on line revponse, oblain the record fiom
sashington, D.C., by mad, The individual wall then be afforded the
proitunmty to <ee that revord.

3. Should the cooperanng law enforcement arency not have the
afvadual’s fmgerpruds on file Locally, it 1s necessary for thut Leen-
¥ 1o tclate iy prints Lo wi euinting record by having his identifica-
on pats compaced with those already oa file in the FH) or,
assibly iathe State's cential identfication agency.

Contestiog record procudures: The sobject of the regnested record
wall request the appiopnate arresting  agency, cousi, of cor-
wtional dpency 1o nuliale acion nccessary to correct any stated
accutacy in his recotd or provide the infurmation needed to make
e reenid complete.
Kreord source categurics: Information contained in the NCIC
estem is oblained trom local, state, Federal and international
iminal justice agencics. .
Systems exempted frem certain provisious of the act: The Attorney
cneiel has exempted this system from subcectinns (c)(3) and (4),
0, (e) 1) (2) and (31, (USHG), (H), (en®), (), (@) and (m) of the
wvacy Act pursuant to 5 U.S.C. §52a (j). Rules huve been promul-
sted in sccordance with the requirements of § U.S.C. 553(b), (c)
14 () and have heen published in the Federal Register.,
JUSTICE/FBI - 002
istem name: The ‘FBI Central Records System.®
System location: a. Federal Rurcaw of Investigetion, J. Edpar
cover FBI Building, 10th and Pennsylvania Avenue, N.W,,
tashingtan, N.C. 20535 b. 59 ficld divisions (see Appendix); c. 14
egal Attachics (sce Appendix).
Catepories of individuals covered by the system:
a. Indivi.luals who relate in any manncr to official FBI investiga-
s including, but not limited Lo suspects, victiins, witnesses, and
asc ralatives ond zusaciales that are relevant 1n an inveshieation,
L. Applicanty fur and cunien? and former persanncl of the FBE
W yersans related thercto that ure considered refevant to an applie
it investivatiun, personnel inquiry, or persons related to person-
3 matters. *
c. Applicants for and appointees to sensilive positions in the
nited Stites Government and persons related thereto that are cone
dered relevant to tive investigatinn,
d. Individuzls who are the subject of unsolicited information,
ho cffer unsolicited information, request assistance, and wake
quirics concerning record materiul, including general correspon-
‘nee, contacts with atlier ageacics, busincsses, institutions, clubs,
¢ puthic 2nd the news media,
e. Iadividuals, associated with administrative operations or ser-
cey includaig pertinent functions, contractors and pertinent per-
ns reluted thereto.

Cuicpories of records in the systan:

The FBJ] Central Recurds System - The FB1 utilizes a central
cords sy<tem of mantsning its investipative, personnel, appli-
nt, zdnmnistrative, and peneral fides. This system consists of one
smerical sequence of subject moatter files, an aipkalctical index to
¢ files, and a supporting abstract sysicm to facilitate processing
Al acconnt.bility of all inportant minl pliced in {ile, Files kept in
A1 ficld offices are also structured in the sume manner, except
cy do not utibize an abstract system.

The VT has 195 classifications used in its basic filing sysiem.
They pertiun pruniaily to Federal vinlations aver which the
FBI has investipative jutisdiction, However, included in the
15% clasaifications are personncel, applicant, and
admiraistrative mattcs to facilitate the overall Liling scheme.
Those cassifications are as fullows (the ward "obsolete”
follaamy the name of the dnvalicinon mdicates thad
documents are no langee being Liled under this heading):

CLASSIFICATIONS

L Training Schools: National Acr;ndc.nanly”‘!\;l.mcr's;’ FHI National

Academy Aprhvants
2. Neutnalty Matters
3. Overthrow e Destruction of the Government

.

o

DTUARTMENT OF JU

STICE

4. Naticaal Fircarms Act: Fod rearms Act; State
Fircarms Control Asastance Act; Unlawfal Possession or
Recempt of Fuearms

$. tacome Tax

6. Interstate Teansportation of Strikebreakers .

2. Kidnaping

R Migratory Bird Act

9. Extortion

10. Red Cross Act

11, Tax (Uther than Income)

12. Narcotics

13 Miscellincous Natinni! Defense Act; Prostitution; Sclling
Whiskey Within Army Camps (obsolete)

14, Scaiten

15, Thelt from Intersiste Khipment

16. Violation Federat Injunction (obsoletc)

17, Veterans Adiministration Matters

18. May Act

19. Cencorship Matter {obsalete)

20. Federal Grain Standards Act (obsolcte)

21. Food and Drugs

22. Nativnal Motor Vehicle Tralfic Act (obsolete)

23. Prohibition

24. Profitecring (obsolete)

25. Sclective Service Act; Selective Training and Service Act

26. Interstate Transportution of Stolen Mator Vehicle;
Interstate Transportation of Stolen Aircraft

27. Patent Muatter

2R. Cop: right Matter

29. Bunk Fruud snd Fmbezzlement -

30. lnterstate Quarantine Laws (obsolcte)

3. White Slave Traffic Act

32. ldentification (Fiacerprint Matters)

33, Uniform Crime Reporting

34. Violation of Lacy Act (absolcte)

35. Civil Service

36. M.l Fruud

37. False Cliims Acainst the Government (obsoleic)

38. Application for P'ardon to Restore Civil Rights (obsolete)

39. Falsely Claiming Citizenship

40. Passport and Visa Matter

41. Explasives (absalcte)

42. Deserter; Deserter, !
43, Hlegal VWeaning of liniform: False Adverticing or Misuse of
Names, Words, Embicms or Insigpia: Hicgat Manufacture,
Use, Possession, er e of Emblemns und Insipnia; ez

Manufacture, Possession, or Wearina of Civil Defense
Insignia; Miscellincous, Forping or Using Forged Cernificate
Of Discharge from Military or Nuval Scrvice; Miscellincous,
Fulsely Muking ar Forging Naval, Military, or Gificiad Pass;
Miscellancous, Forzing or Counterfciting Seal of Departmient
or Apency of the United States; Misuse of the Great Seal of
the United States or of the Sculs of the President or the Vice
President of the United States; Unauthorized Use of “Johnny
Horizon® Symbol;, Unauthorized Use of *Sinokey Bear
Symboi

44. Civil Rights: Civil Rights, Election Laws, Civil Rights,
Election Lauws, Voting Kights Act, 1965

45. Crime on the IHigh Scas (aciudes stowaways on bouts und
aircraft)

46. Fraud Apuinst the Government: Anti-Kickback Statute:
Dependent Assistance Act of 1950; Valae Claims, Civil;
Federal-Aid Roud Act; Lead and Zine Act; Public Works
and Ecanomic Devclopment Act of 1565 Renepoliation Act,
Criminal, Renepntistion Act, Civil: Trade Expansion Act of
1962; Uncmployment Compensation Statutes; Economic
Opportunity Act

47. Impcrsonation

48, I'ostal Violation (¥ xvept Mail Fraud)

49. National Renkruptcy Act

50. Inveluntiny Servitude und Stavery

S51. Jury Punel Investizations

$2. Theft, Rubhery, }.mhv:ufcmcnl_ Hirgal Possesston or
Destruction of Govarnraont Property

53. Excess Profits en Wool (obsolete)

$4. Cuntoms Laws and Smuppling

5. Covaterfoiting R

56. Llection § aws

$7. Wae Labar Disputes At tahsolete)

SK. Bobary: Conflict of Toterest

39, World W Adjusted Campensation At tobsalete)

R
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60 Ante Trust

61 Licason o Mispaoson of Treason

62 Miscellaneons - Incheling Adimomisiegve brgraey tfoomerly
Muvconductin Office) ' . .

6% Miscellancous, Non Subversive, inctuding, Lk Market in
Ranlrvad Trohets tobsolter, Civd Acronaatios At fubsalerer;
Fyht our Doy L aw; Fedesal Juda, Ly lovestpations
Federal Juscmte Delingquency At Kickba, h Ruacket Adt,
f.ands Divivon Matter (Condemaation Proceedings);
Micelluncons - Civid Sont, Mincellancuas, O P.A. Violation
(Cavaly tabsoleted, Mincellunconsy - W and Houre {aw
(Fae Labor Staadards Act of 123%), Suldicrs and Satloss
Cival Rebiel Act of 1940; Tanff Act of 1930 Top Hoodlum
Coserage: Unreporied Interstate Shipment of Cigarcttes,
Federal Cizarvtie Labeling und Adrverttsing Adt .

64. Foreign Miscelluneous

65. Espionuge

66. Administrative Matters

67. Pursoanncl Matters

68. Alaskiun Malters (ubsolete)

69. Contempt of Corert

70. Crime on Indian Reservation: Inducing Conveyance of
Indiun Trust Lund: Crime on Government Reservation:
Embhezztement or Theft of Indian Praperty

T1. Biils of Lading Act

72. Obstruction of Criminal Iavestigatiung

73 Application for Pardon After Completion of Sentence und
Application for Executive Clemency -

74. Perjury

75. Zondsmen and Surctics )

76. Escaped Federal Prisoner: Escape und Rescue: Probation
Violator; Purole Violstor; Mandatory Releuse Violator

77. Applicants (Special Inguiry, Depurtinental and Other
Government Agencies, except thuse having special
clavsifications)

73. HMegul Use of Government Trunsportation Requests

79. Missing Perwons

80. Luboratory Research Mutters

81. Gold Hourding (chyolete)

82. War Risk [asurance (National Service Life Insurance)
fobsolete)

83. Court of Cluims

84. Reconstruction Finance Corporation Act {ubsalcte)

85. Home Owner Loaa Carporation (obsolete)

86. Federal Lending and Insusance Ageacies

87. Interstate Transportation of Stolen Praperty (Fraud by
Wire, Radio, or Television)

83. Unlawful Flizht to Avoid Prosecution, Custody, or
Confinement: Unkiw(ul Flizht to Avoid Giviog Testimony

89. Assaulting or Kiling a Federal Officer: Congressional
Assassination Sttute

90. Irregularities in Federal Penal Institutions

91. Bank Burglary; Bank Larceny; Bank Robbery

92. Anti-Racketeering: AR, Lea Act; AR, Interference with
Goveroment Communications System: A.R.. FHobbs Act

93. Ascertaining Financiud Ability

94. Research Matters

95. Laboratory Cascs (Examination of Evidence in Othee Thun
Burcau Cases)

96. Alicn Applicamt (ubsolcte)

97. Registration Act .

93. Sabutase

- 99. Plaat Survey (vbsolete)

100. Subsersive Maiter (Individuals); Interaal Seuurity
(Qrzanization) * :

101, Hatwch Act (ubsolete)

102. Voorhis Act

103, Interstate Transportation of Stolen Cattle

104 Scrviceren's Dependenis Aluwance Act of 1942
{obolete)

105, lnternal Scenrity (Nationalistic Tendeney, Forcign
InteMigenced (Individuals and Organizations, by country)

106. Alicn Encmy Control; Escuped Frisoncrs of War and -
Internces (obsolete)

107. Denaturalization Procecdings (obsolete)

108. Forciza Travel Control tobsolete)

109, Forcign Poliical Matters

10, Forcign Economic Matters

L. Foragn Socid Conditions

112, Forcign Fuods

3 Forcign Military and Naval Matters

PRIVACY ACT ISSUANCES

FH Alien Proporny Castistim Maiter tobsoletes

115 Bond Defanle, Bal Jumper

PO Atonne Frergey At Apphicant, Atomae § g Aot
Empluyee

N7 Atemie Facrgy Adt, Criminal

T Appdnaet, Contral Int ) hence Ageacy tohsadeted

9 Federal Repubations of T obbyinge At

1200 Federal Tort Clams At

20 D ovalty of Government Fmployees (obsolete)

122 1 abor Manaprement Relations Act, 1937

123 Speaad Leguiry te Duepartment, Vowe of Ameriea
(U.S. taformaton Center) (Public [aw <07, armp Congressd

124. European Revavery Progran dUnternational Cooperation
Administration), furmaily Forcign Operations
Administration, Economic Cooperation Adaunistration or
ER.P., Furopean Recovery Program; ALD | Agency for
International Developmem (obsolete)

125, Rualway Lubor Act: Ralway Labor Act, Employer's
Liahdity At '

126. Nutional Security Resources Board, Special Inquiry
{obsolete) :

127, Sensitive Positions in the United States Gon crnment,
Public Law 266 (obsulete)

124, International Developrient Progrum (Forcign Operations
Administration)

129, Evacuation Claims fobsolete)

130. Speciid Inquiry, Armed Forees Sccurity Act (obwolaste)

131. Admiralty Matter :

132, Specind Inquiry, Office of Defense Mobilization (obsolete)

1ML Natonal Scicace Foundation Act, Applicant fobsolete)

134, Security Informanty

135. PROSAB (Protection of Strategic Air Command Bases of
the U .S.A. Air Force)

136, Amcrican Legion Contact {obsolete)

137. Criminal Informants

138. Loyaliy of Employees of the United Nations aad Other
Public Internationi] Organizations

139. laterception of Communicutions (Formerly, Unauthoriced
Publicativa or Use of Communications)

140. Sccurity of Government Employecs; S.G.E., Fraud
Against the Government .

141, False Entries in Records of Interstate Carriars

142 Megal Use of Radroad Puss

143. Interstate Transpostution of Gambling Devices

143, Interstute Transportation of Loltery Tickets

145. Interstate Trunsportation of Obscene Matter: Broadeasting
Obscene Lunguage

146. Interstute Transportation of Prison-Made Gauds

147, Fedeeal Housing Administration Matters

48, Interstate Frunsportation of Fireworhs

149, Destruction of Aireraft or Motor Vehicles o

150, Harboring of Federal Fugitives, Statistics

151 (Referral cascs reccived from CSC under DL
Azercy for International Developrient; Atons:
Commission (Civil Service Commiision); Natiena)
Acronautics and Space Administrution; Nutivnel Scicnce
Foundution: Peace Corps: Action: U.S. Ar

At Agency: World Health Organ
International Labor Organt on; U.S. lafor

152, Switchblade Kmife Act

153, Auromoniie tafuraiation Disclosure Act

1S4 Interstute Transportation of Unsafe Refriverators

135 National Acronautivs and Spade Act of 1433

156, Welfure ond Pension Plns Disclosure Act

157, Extremist Matters: Civil (nrest

1SS Labor Manueement Reporting and Disclosuze Act of 1959
(Sceurity Matter) (obsolete)

1S9, Labor-Muanacutment Reporting and Dinclosuie Act of 1959
Investszative Matter)

160. Federal Tran Wreeek Statute

161 Special Inguiries fur Wiite House, Convressional
Comnntice and Other Government Agendies

62 Interstate Gumbling Actisitics

163, Fotcnn Pulice Couperation

163, Criiie Aboard Acrcraft

68 Interstate Poansminsien of Wagering Infor mation

166, Interstate Vranspaitation in Aid of Rackelecing

167, Destruction of atcrstate Property =

168, Intersate frmsportiion of Warering Paraphernalia

a9 Hy draube Biake Blurd Act (ebsalete)

170, Extcnust [nformants

Lton Agzacy
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1717 Motor Vehivle Seat Belt Act (ulWOlclt@

172, Speets Bribery

. 173, Public Accommadations, Civit Rights Act of (941 Public
Facihiies, Civil Righte Actof 1963 Public Fducation, Civit
Rights Act of 1994 Emplovmcat, Civil Rights Act of 1904

124, Explosives and Incendiary Devices; Bomb Threats
(Formerly, Dombing Matters: Bombing Matters, 1 hreats)

175, Assaulting the President (or Viee President) of the United
States

176, Anti-riot Laws

177, Discriminativn in Housing

178, Interstute Obscene or Harassing Telephone Calls -

179, Extortonate Cred:t Transactions

180, Desevration of the Flag

181, Consumcr Coedit Protection Act

182, filepal Gam? lng Husiness; Hicgal Gambling Business,
Obstruction; Wopal Gambhing Business, Forfeiture

1R Rucketeer, Infiuenced and Corrupt Organizations

1R4. Fohee Kidtinrs

188, Protection of Foreign Officials and Official Guests of the
United States

185. Real Estate Scttlement Procedures Act of 1974

187, Privacy Act of 1974, Criminal

{88, Crime Nesistance

189. Equal Credit Opportunity, Act

193. Freedom of Information/Privacy Acts

191, Fulse Ldentity Mutter

192. Hobbs Act - Finxncial Institutions

193. Hobbs Act - Commercial Institutions

194, Hohbs Act - Corruphion of Publiz Officials

195. Hobibs Act - I abor Related

196. Fraud by Wisc

197. Civit Actions or Claims Aguinst the Government

198. Crime on Indiun Reservations R

Files kept in FBI Ficld Offices - Ficld offices maintain certain
records that are not contained at FHI Headquarters that include
hlcs, indea cards, and related moaterial pertaiining to cases in which
there was no proscentive action undertaken: perpetratars of viola-
tions not developed during investigation: or investigstion revealed
Mlegations were unsubsiuntinted or not within the investigative ju-
tisdiction of the Burcau. These investizutions were closed ia field
Mfices and correspondence not ferwarded to FRI Headeunrters,
Duplicate recards and rezords which extract information reported
n the muin files are zlso kepl in the various divisions of the ¥31 1o
1vsist them in their day-10-day operation. These records are lists of
ndiviguals which contain certain biographic duta, includizg physie
:al description and photograph. They niay also comntain infors.ation
:oncerning activities of the individual as reported to FRIHQ by the
‘arious ficld offices. The extablishment of these lists is necessitated
»y the needs of the Divisions to have immediate uccess to peitinent
nformation duplicative of data found in the Central Records
vithout the delay caused by a time-consuming manual scarch of
‘entral indices. The manncr of seyrepating these individusls varies
lepending on the particular needs of the FRI Division. The infor-
nution pertaining to individuals who are a part of the list is deriva-
ive of information contained in the Certral Records System. These
luplicative records full into the following catepories:

(1) Listings of individuals used to ussist in the location and
apprehension of individuals for whom legal process is
outstanding (fugitives);

(2) Listings of individuals used in the identification of
porticular offenders in cases v here the 181 has jurisdiction.
These listings include various photoaraph albums and
background datys concerning persons who have been
formerly charped with a particulir crime and who may be
suspect in sinskar criminai activitics; and photographs of -
individuals who are unknown bet suspected of involvement
in a porticelar criminal activity, for exampic, bank
surveillance phatopraphs;

(3) Listings of individunds as part of an overall criminal
intclbgence offort by the FHE This would include
phatogriph alhums, dists of indivifuals known to be involved
i cnonnal activity, inchnling theft from interstate sMurment,
interstite tansportation of steicn property, and indis idualy
in the uppur cchelon of orpanized critne;

() Tastinges ol individu s in connccten watl the FRls .
tanduate o carry out Prosidential ducctives on January 8,
1943, July 24, 1990, December 15, 1953, und Foebruary 18,
1976, which desipnited the § BE to carry out investipative
work i maticrs sclaling to ¢pionage, sabotage, and foregn
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. counterintelligence listings mary inclnde photograph
albums and other listies containing Mopraphic dita
regarding imbs lasedss Thas would include bists of idennfied
and suspected foreien intelligenee azents and informants;

(3) Special indives dnplicative of the central indices used to
access the Central Records System have been created from
time Lo time 0 conuaction with the administrabon and
investigation of muajor cases. This duplication and
scpregration facilityles access to documents prepared in
conncction with major cases. .

Some of the infurmation contained in the main files has abo
been entracted and placed on computer (o enable viricus
divisions to retricve informuation more rupidly by avonling
the need for a manual search for infermation maintaincd in
the muain files. For exanple, since investigation of nuajer
frauds requires the Agent to colleet and organize massive
volumes of evidence and other investigative information. the
FBI is using computers to do this in a more accurate und
expeditious manner. Additionally, Agents occasionally seise
evidenee in computerized form and FRI computers are used
10 organize and sort the infoimation in preparation for trial.

Also, persoancl type inlormation dealing with such maiters as
attendunce and production and accuracy requirements is
maintained by some divisions.,

Authority for maintenance of the system: Federal Records Act of
1950, The Constitution of the United St . vafious provisions of
U.S. Code, Exccutive Orders and Presidential directives.

Routine vuses of records maintained in the system, including cates
ries of users and the purnoses of such uses: The records contincd in
this system are utilized by the FBI in support of its missicn 1o con-
duct investipations wiikin its jurisdiction and for various adminis-
trative purposes. Infeimation from these files is disseminated to ep-
propriate Foederal, state, local, and fereipn 2gencies where the r.:ht
and nced to have access to this information exists -- For example,
to assist in the gencral crime prevention and detection efforts of
the recipient agency. Information is also disseminaied to these
agencies and to individusls and organizations, where such dis-
scmination is necessary to elicit information from such TUIRSIS
and individuals, Inforniation from this system is also dissemineted
during appropriate Iugal proceedings. For examiple, witness inicr-
views ure made availuble to defendants pursuint 1o the Jenchs Act
during Federal crimina! triods, In the event that a svitem o f
maintained by this agercy to camy out its functions indic
violution or potentinl vislation of law, whether ci criminul or
regulatory in nature, and whether arising by poneral statute or par-
ticulur program statute, or by regulation, ru:z or order 1ssucd rug-
suunt thereto, the relevant records in the system of records maoy he
refesred, ay a routine use, to the appropriste agency, whather
federal, state, locul, or foteign, charged with the responsitility of
investigating or prosccuting such violation or charged witls enfore-
ing or implcmenting the statute, or rule, regulition or order issued
pursuant thereto. A recoid fror this systen of records muy te dis-
closed as a ‘routine usc’ 1o a Federal, state or local agency main.
taining civil, vriminal or other relevant enforcement infons
other pertinent information, such s current licenses, if neces sy
to olitain infurmition 1clevant to an agency sfecision conceramg the
hiring or reteation of an cuployee, the istuunce of a secvnty
clearance, the loiting of u contract, or the issuance of a license,
grant or other heachit. A record fyom this system of records nay he
disclosed 1o a Federal npency, in response o its request, in connece
tion with the nhiring or retention of an cemployee, the issuance of a
sccurity cleurance, the reporting of an invesligation of an enm-
ployee, the lattiag of a centeact, ur the issuance of i liconse srant
or other tencfit by the tequesting agency, to the cxtent tht the in-
formation is relevant and necessuty tu the requesting agendy’s devi-
sion on the matter. For example, in discharging its oblipatons
under Fvecutive Order 10450, this agency would disseminaze record
information as a dizect re-ult of @ name chieck request subnntted by
anoiber povernment wpenly. A record rllating to an actual or
potential vivil or crimind violution of title 17, United States ( e,
May be dinseminated 10 g peson” mjured by such violation to a-siat
hiinsher in the insttution or mamtenance of @ snit brousht eedes
such utle, Huackpround and descnptine mformation on Federai fupi-
tives iy disseminated 1o the gencral pubbc and the news ety in an

effont to brng abuut the appechension of these wanted inis bt -

News peleases wie also dissenminated (o the pubilic und the news
medis concarmng aprechensions of 1B fogitives and other natable
accomplishiments. Addinonally, pablic sontee information . dis-
nbutdd o a continuing buasis, upon scquest, 1o the renctal pati

-
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aned representiatives of the media Upan spedific approval of the
Dyrcoter, wlomation may be dissemurata! tom thes sytem o -
dnvndualean the private sector i extenuating crcumstances i onder
tu proteet ife or property. Information which rilates to furcign
counterantudiience matters may he disceminated to imdivihials
“the private sedlor with the speaflic anthorty of the Attorney
Guneral where he deems it accessary  onder for the | ederal Bu-
rean af Investigation (58D to fuifil s statutory responsaibibitics to
mvestigate espionage in the Umited States. ‘The FHE has recenved
inquiries (eom prisate citizens and Coszrensionad ¢ffices in hehalf
of comtitucats secking assistance in Jocating such individuals as
missing children or hows 1o estates. Where the nced iy acute amd
where it appears FRBI Miles may be the anly lead in locating the in-
disidual, consideration will he given to furnnhisg relevant informa-
tion o the iaguiring individual. Inform.ation will be provided only in
thuse instances where it can be determined from the information at
hand that the individual being sanght would want the information to
be furnished, ez an heir 1o a large estate. Infornution with regurd
to missing children will not be provided where they have reached
their magority, The decision to make any dissemination under these
circumstiances can be made only by the Directur, and this authority
cannot be dJulegated.

Release of information to the news media: Information permitted
to be released to the news media and the pakiic pursuaat to 28
C.F.R. 50.2 may be made available from systems of records main-
tained by the Lepartment of Justice unless it is determined that
release of the specific informaticn in the cuntext of a particular
case would constitute an unwarraated invasion of personal privacy.

Release of information to Members of Congress. Informution
contained in systems of records maintained by the Departmant of
Justice, not otherwise required to Le relcased pursuant to § U.S.C.
352, muy be mude availuhle to a Member of Congress or staff act-
ing upon the Member's behalf when the Member or staff royucests
the information on behulf of aad at the rcquest of the individual
who is the subject of the record.

Routine uses of reenrds maintalacd in the system, includine catego-
ries of users und the purposes of such uses: R:'ease of information
to the Nutional Archives and Ruecords Scrvice: A record from a
system of records may be disclosed as a routine use to the National
Archives and Records Service (MNARS) in records management in-
spections conducted under the authonty of 44 U.S.C. 2404 and
2906.

Policies and practices for sturing, reteieving, accessing, retaining,
and disposing ol records in the system:

Storage: Files are maintained in hardcopy form, compulter tape,
and microfilm.

Retrievability: The FBI General Index must he searched to deter-
mine what information, if any, the FBI may have in its files. The
index cards are on all manner of subject matters, but primarily a
name index of individuals. It should be noted the FBI does not
index all individuals that furnish information or nitmes develeped in
an investigation. Only that iaformation that is consilered pertinent
and relevant and csscatist for futare retrieval, is indexed. In certain
major cas¢s most persuns contacted are indexed in order to
facilitate the proper administrative handling of a lirge volume of
material. The FBI is in the process of automating its ‘Central
Records System* and, therefore, the retrieval of certatn data will ke
accomplished by wtilizing certiin computer peripheral equipment
such as CRT (Cathode Ray Tube) video screens, and printers. This
will busically involve certain personncl information, geneeal index
information, and the abstracting system. Automativs in no way
changes the ‘Central Records System*; it only (ucilitates access
more effectively and efficiently. :

Safeguards: Recordy are maintained in a restricted area and ure
accesscd only by FBI cmplovess. All FRI emplovecs reccive a
complete backpround investigation prior to being hired. Al em-
ployces are cautioned aboet Jdivsleng confidential information er
any informution contained in Fil fdes. Falure to abide by this
provision violates Department of Justice regulattons and may vio-
late certuin statutes proviting mavimum scvere peaaltics of a 10,
0L0 Jollur fine or 10 years' imprisciunent or both. Employces that
resign or retire are also caulioned about divulging information
acqired in the job,

Retention and dicposal: The Burcau, by its investipative mandate,
collects and maintains information from a wide vancty of sources,
The records support the Bureas's investigative and adininistrative
peeds and its obligation to act as a cleanaghouse under Evecutive
Urder 10450 regarding the security of Government cmployees. An

PRIVACY ACT ISSUANCES

active destruction provram inchides microfiinine of «crtan Loy
over 10 years ol el resaadhing files, o datorane who tor tha
contin solhicent lastoncal, roscearch, investipative, or intcdiunce
valoe tuowarrant ther retentien. The Cade of Federat Reyabatums,
Tatle 35, and Tude 44 of the U.S. Code set forth Reconds Manace.
ment procedures to he followed by poverament aeancics in selotin
ta thue records. AN sgeaaes are sequired o retaa any mateend
made or recaved duning the conse of puklic business wiich has

heen preserved or is appropriante foe prescrvati Acconhingly
dispusiiun of record matendl must he in accontance with
estubilished reqaliions, Subscquent destenction i accomplished

through authurity granted by Nativaal Archives and Rocords Seg.
vice, GSA, uliizing either the Gereral Reconds Schadules or a
specific request for record destruction which is approved by the
Archivist. Records are abo Jestroyed or returned to source as a
result of Court Order. Subsequent 1o 1/27/75, a Conpressional
moratorinm oo all destruction, and a Ihater decision sendered on
further retention of security and intelligence material, has substan.
tially reduced the tangible cffects of the destruction program.
System munager(s) and address: Director; Federal Burcay of In-
vestigation; Washington, D.C. 20335, .
Noltification precedure: Sime as atove,

Record access procedures: A request for access o a record {rom
the system shail be made in writing with the envelupe and the Icttere
clearly marked “Privacy Access Roquest'. Inglude in the request
your full name, complete al-lress, date of birth, plice of birth, no-
torized <ignature, and olher ideatifying data you may wich to
furnish to assist in making a proper search of our records. Al in-
clude the general subject mutter of the documeant or its (12 number.
The requester will aluo provide a return address {or transmitting the
information. Access requests will be dirccisd to the Director,
Federal Bureau of Investigation, Washington, D.C, 205135,

Contesting recosd proceduras: Individuals desirina to coatsst or
amend inform:tion maintained in the system should Liso direct *heie
request to the Director, Fedzral Bireau of Inve.tiswtion, Wa .
ton, D.C. 20335, tating clearly and concisely what infurmatica is
buing contested, the reasons for contesting it, and the proposed
amendment o the information sought.

Record soucce categnries: The TBI, by the very nature and
requirement to investigate violations of law withia its lavastigative
jurisdiction and its responsibility for the intcrral sceurity of the
United States, coilevts information from a wide varicty of scurces.
Basically it is the result of investigative efforts and infermation
furnished by other Government agencics, law enforcement agen-
cies, and the ycneral public, informants, witnesses, and pallic
source material. *

Systems exempted from certain provisions of the act: The Attorncy
General has excmpted this system from sub<ections {¢X3) and (),
(), (i), (2) and (3), (x4 und (H), (eUF) and 9, (), fy) ard
(m) of the Privicy Act pursuant 1o § U.S.C. 324 () ond (%), Rules
have becn promulgated in accordasce with the requirerients of 3
U.S.C. 553(b), (¢) and (c) and have been published in the Federal
Register. .

JUSTICF/FBI - 003
System name: Lurcau Mailing List.

System locativn: Federal Durcaw of Investisstion: 1. Fdgar
Hoover Bz 10th and Peamsylvania Ave., NV, Washinglon,
D.C. 2053S.

Catezories of Individuals covercd by the system: Individuals who
have requested receipt of publizhed Bareauw materia] and who meet
established criteria (hasically law enforceinent or Jlusely related
areas),

Catecories of records fa the systrm: Name, address and business
altibation, if appropriate.
sintenance of the system: Title §, U.S. Code, Sce-
44, U.S. Code Scetion 31014,

Aunthority for in
tion 301 and Tu

Rouiine uses of reeneds mauiatained in the system, inctuding eategos ©

ries ol users and the purposes of such uses: For nunhing of FUI
material publishcd on a regular basis,

Release of informanion to the news media: Information permitted
to be released to the nows media and the public pursuant to _33
C.F.R. 50.2 may be made avartlable from sysems of records nains
tained by the Department of Justice unless it is deternmned fh
release of the speetfic information it the context of a puticular
case would constitute an unwarranted invasion of pch\m.;l poIvacy.
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Releane of infennmation o Meabwrs of (’Ow. aformation
et e in wstems of records mar tined by Dopartment of
dastiee, not otlerwae required fo be released pursuant to S US.C,
@ moy be rede available to a Mumber of Congress or staff act-
e upon the Membere's bhebalf when the Member or staff requests
e edutatien on behait of atd At the request of the individual
who s the sotgect ol the reand.

Routine uses of recards maintained i the system, including catego.
rive of users and the purpnses of wuch uses: Release ot mformation
o the Notional Archives and Kecords Service: A record from a
aalem of reconds pow be disclosed as a rcutine ase o the Nationat
Archives and Reconds Scrvice (NARS) m records muaragement in-
eations cendudted under the authority of 44 USC. 2904 and
et

folicies and nroctives lar <tering, vetrieving, accessing, retaining,
erd Cipntr g of pucords in the svste

starage: Computened and 3XS inldex card. )

Betriesahility: ID number in computer, alphabctically for card
ndux. .

Salrgoards: Competer records muinteined by Administrative Ser-
sices Divisien, systein operated by 1 B personnel. -

Retuntion and di-pasal: Revised on a monthly basis,

System nsnayer(s) and addeess: Director, FBI, Wachington, D.C.
20438 .

Notification procedure: Director, FUIL, Washington, 1.C. 20535

ltecord access procedures: Inquiry dirccted to Director, FBI,
Washington, D.C 20235

Contesting recard procedures: Same as the above.

Record saurce catepories: Individual requests far FRI material or
official recommendation, from individuals associsted with law en-
forcement. .

Systems excinpled from certain provisions of the act: None.

. JUSTICE/FRI - 004
Systerr name: Routine Correspondence Handled By Preprinted
Form.

System  location: Federal Ruresu of Investigation: J. Fdgar
Hoover Bldz.. 10:h and Pennsybhvania Ave., N.W.; Washington,
D.C. 20535,

Catcp
respondy

cs of irdiviZualy coveruwd hy e system: Routine cor-
roe frem citizens not reydiring a dictated response.

Categories cf rccords in the system: Original correspondence and
IS index card. i

Authority for maintcnance of the swtem: Tiile 5, U.S. Code, Sec-
ton 30t and Tide 44, U.S. Code, Scetion 3101

Routine vses of records maintained in the ssstem, including catego-
rics of users and the purposes of such uses: Internal 1eference usc of
record of such correspondence.

Relcase of information to the news media: Information permitted
to be released 19 the news meda and the public pussuant to 28
CFR. $0.2 mav be made availaile from systems ¢f records main-
tuned by the Department of Justice unless it is determined that
‘dease of the speerfic information in the centext of a particular

e would canstitute an unw arrented invasion of perconul privacy. *

Relense of infortnation 1o Members of Coagress. Information
contained in systems of records nmuintyined by the NDepartment of

Justice, not orherwise requited to ke 1clcased pursiint 1o 5 US.C.
1452, may be muade availuble to a Member of Congiess or staff act-
g upon the Member's behioif when the Member or staff requests
the information on behalf of and at the request of the individual
“who s the subject of the record.

Ruutine uscs of records msinta’ucd in the system, including catego-
fien of users sid the purposes of such uses: Release of information
1 the Nativral Archives and Records Scrvice: A record from a
e of records may be disddosed asa routine use to the National
Atchives and Pecords Service (NARS) in records managcment in-
s eutiony condusted under the authority of 4% U8 ¢ 2404 and

e,

‘s and practices for storing, rotricving, nccessing, retairing,
ing o records ig the systones

Marupe: Fabing of oniginal correspondernce plus 318 index card.

reall ey card alphatctically.

Nafipuaeds: Maintained by FIT personncel; Tocked file caluncts

Feiop oty hours.
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Netricvatihity: * Correspondence  alphabetically and  chronologi-

Retention and divposal: O 1y vrespondence retained 930 davs
and destroyed: IS indev e antaned one year and deatroyed.

System managzer(s) and address: Director, FBL, Washington, D.C.
20835

Notification procedure: Director, FBI, Washington, D.C. 20538

Record access provedures: Inquiry directed to Director, FBI,
Washington, D.C. Jusis

Contesting record procedures: Sane as the above.

Revord source categorivs: Incoming citizen correspondence.

Ssstems oxempled from certain provisions of the act: None.

JUSTICE/FBL - 0US
System name: Routine Currespondence Prepared Without File Yel-
low. -

System locatinn: Federal Buteau of Investipation: J. Fdear
Hoeover Bldg; 10th and Pennsylvania Ave.; N.W.. Washington,
D.C. 20835,

Catcgories cf individuals covered by the system: Routine requests
reccived via correspondence from citizens.

Categories of records in the system: Tickler copy of routine
responss plus original citizen's leter.

Autharity for wainenance of the system: Title 5 U.S. Code, Sec-
tion 3C1 and Tutle 44, U.S. Code, Scction MOL.

Routine uses of records maintaincd in the system, including catego-
ries of users aud the purposes of siuch vses: Temporary record of
routine inguirics without substantive, historical or record vilue for
which no record is 1o be made in centeal FRI files.

Release of information to the news media: Information permitted
to be released to the news media zad the public pursuant to 28
C.F.R. $0.2 muy be made availible from systems of recerds main-
tained by the Deopartment of Justice unless it is delermined that
release of the specific information in the context of a particular
case would constitute an unwarravted invasion of personal privacy.

Release of information to Members of Congress. Infurmation
contained in systems of records maintained by the Depasiment of

 Justice, not utherwise required to be relcused pursuvant to S v.SsS.C.

552, may be made avuiluble to a Member of Congress or staff act-
ing upon the Member's hehalf when the Member or staff requests
the information on Eehalf of and at the request of the individual
who is the subject of the record.

ries of users and the purposes of such usess Release of infus
to the National Archives and Recerds Seinvice: A tecord from a
system of records may be disclosed as a routine use to the Nationid
Archives and Records Service (NAKS) in records mznagement in-
:‘pegtions conducted under the authority of 44 U.S.C. 29u4 and
2906. .

Policies and practices far storing, retricving, accessing, retaining,
and dispasing of records in the system:

Storage: Oniunskin copy of outgoing correspondence.

Retrievahility: Alplabetically and chronologically filed.

Saleguards: Maintained by FBI personnel; locked file cukinets
during nonduty hours. ‘

Retertion and dirposal: Retained S0 days, destroyed through con-
fidential trash dispesal.
1(’Syslv:m managei (s) and address: Director, FBI, Washington, D.C.
2053S.

Notification procedure: Dircctor, I BI, Washington, D.C. 20525,

Recard access procedures: Inquiry directed to Director, FHIL
Washington, D.C. 20535,

Contesting record procedures: Same as the above.

Record source cateparies: Incoming citizen correspondence.

Systems excmpted fram certain provisions of the act: None.

JUSTICE'FLLT - 006
System name: Electronic Survallance (Ihar) Indices.

Syatem  location: Federal. Burcav  of  Investigat
Hoover Blg ;o Bivh aod Peansyloania Ave,, N
D.C. 20538,

Cutepories of individuuls covered by the system: Individualy whe
have been the targets of direct clectrome surscillanee coverape by
the FRI, who hive pathiapated in conversatiogs montored hy an
FBE clectronic matadlanon, or who beve owned, leased, or Loe
premises on which the FRI has conducted an clecttonis survend
lunce. .

ion; J. Fdgur
o Washimyren,
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Cateparies of recards in the aystem: The Flaur Indices are main.
tuned on 3 1 5T cards, which set forth the namc of each person
monttered of the propoctor of premines on which an electrone e
vertbince was conducted by the I since Janay B, 19060, a-source
nuinber to adenbify the clectromc surveithance, the date the conver-
satren ovcurred, the location of the Ooeld office which conducted
the montanng, snd the addeess andsor telephone number where the
clectionie survallance occurred

Authority lor maintenance ol the system: The Fluur Indices were
imtsted m October, 1966 at the tastructions of the Departiment of
Justice, which also estublinticd the cutoff date of Junuary 1., 1900,
The authonty for the mantenaace of these records v Tile S, See-
tion 201, USC, which giants the Attornvy. General the anthority 1o
isshe miles and regulitions preseribing how Department of Justice
informanion can be employed Fitle IR, USC, Section 2519, ubso
scts (urth recurdkeeping requirements

Routine uses of records mairtined in the system, including catego-
rivs of ucers 8ad the purposes of such uses: The Flsur Indices ure
utilized: (1) To respond o juchicaal inquiries ahout possible elec-
tronwe surveillince coverage of witnesses, defeadants, or attorneys
involved in Federal court procecdings, and (2) To enable the
Government to certily whether a person reganding whom couct-
order authority is being sougit for clectroaic coverage has ever
been so covered in the past. The actual users of the indices are al-
ways Agents of the FBI.

Releuse of information to the news media: Information permitted

to be reteased to the news amedia and the public pursuant to 28 -

C.F R. 50.2 may be muade availuble from systems of records maine
taired by the Department of Justice unless it is determined that
release of the speafic information in the context of a particulur
case would constitute an unwarranted invasion of personal privicy.

Reicase of information to Members of Conzress. Information
contained in systems of records maintained by the Genartment of
Justice, not otherwise reynired to be released pursuant to § U.S.C.
552, muy be made available to a Member of Congre<s or staff acte
ing upon the Memker's I when the Menther or staff requoests
thz information on tehulf of and ut the request of the individuad
who is the subject of the record.

Routine uces of records malntained la the svsicm, focluding catenn-
ties ol ucers and the surposas of such uses: Refause of information
to the National Archives and Records Service: A record from-a
system of records mav be disclosed 1 routine use {o the National
Archives and Records Service (NARS) in records maaigement in-
spections conducted under the aulhority of 44 U.S.C. 2904 and
2906.

Policies and practices for storing, retrieviag, accessing, retaining,
and disposing of record; in the system:

Storae: The records are maintained maninlly on 3' x 5* cards.

Retrievability: They are indexed alphabcticully under the two
general categorics of “Criminul® and *Sccurity.”.

Salvyuurds: They are maintained in a grarded room at all times,
with a special locking system for off-duty hoetirs when they are not
in use. :

Retention uad disposal: Until adviscd to the contrary by the De-
partment, the courts, or Cengress, these indices will be maintained
wadefinitely. .

Ssatera maauger(s) and address: Director, Federal Bureau of Ia-
vestigation, Washington, D C. 20335, .

Nytilication procedure: Same as the abtove,

Record scurce cutegnries: See Category of Tndividual, ’

Systems exempted from certain prosisions of the act: The Altorney
General has excapted this systein fiom subsections (¢x3) and (4,
(), ey, () and (0, ORGGY, D, en®) and (B, (D, (@) and (m)
of the Frivacy Act pursuant to $ U.S.C. $52) (j). Rules have teen
procutpated do accosdince with the requirements of § U.N.C.
S53by, (o) and (&) wad hase been pubdinhed ia the Federal Register,

JUSTICEF T - 007
System nanmie: FII Autowated Payroll Svstem. L

System location:  Federal Burcan of Investication; J. Edear
Hoover Bldg; 1oth and Fenasylvanm Avenoe, N.W.; Washington,
D.C. 20835,

Categorivs of individuxls covered by the systan: AY Currenl em-
ployees of the Federal Bureau of fnvestigation (EHD: ) Resigned
craployces of the FBL are ictned in the automated file far the cur-
fent vear for the purposes of cleaning all pay actions und providing
for uny retrogctive activns that might be leginlated, .

PRIVACY ACT ISSUANCES

Categuries of records in the svstem: Svetem contans 0 rcend
for vach cmployee reflectng all elements relative 1o pasioll tatus,
plus accouniing records and authonzatusn reconrds theeaeh wha b
Payrolly are issued and by which payealls are audited. 1o example,
this system contains the employees’ Socul Securty Number, hime
and attendance data, and place of assirnment

.»\ulh'urity for maintenance of the ssster Ssatem v cstiabhishedd
and mantained 10 accordance with Federal pov reguira RS |
all Iegnlative enactinents, Cnvll Service Commissien repnliats oy,
General Accounting Offie ralings and deasions, Freasans 1. o
ment requnements, and Office of Mangement and Badet 1o o1,
ttons reflative thercto Tatic 5, U8 Code, Section ol and e g,
U.S. Code, Scetion ViUl

Routine uses of records muintained in the system, including culczn.
ries of users and the purpases of such uces: Hin LANTNN ¢ of
payroll und related matters. Quurterly sssuance of State Tax Repon
and Federal Insurance Contributions Act Report Resicn and Fad.
of-Year Federnl Tux Records (W-2's) Bi-weelly, guarterly, fiseal
and annual Budget and Accouating Reports Appropriite informa-
tion is made avinluble to the Internal Revenue Service and state
and ¢ity tax burcaus.

Relcase ol information to the news media: Infurmation permitied
to be rcleared to the news media and the publc pursuant to 23
C.F.R. 50.2 may be made available fiom systems of records mia.
tained by the Departnient of Justice urless it is Jetermined that
release of the specific information in the centedt of 2 particubar
case would constitute an vow.arranted invasion of per-onal privacy.

Release of information to Members of Conzress, Information
contained in systems of records maintained by the Depuctment of
Justice, not utheraise reguired to be refcased prursnaat to 5 .8 C.
5352, may be made avziluble to a Member of Congress or staff act-
ing upon the Member's behall when the Momber of stuff reguests
the information on behalf of and at the request of the individial
who is the subject of the record.

Routine uses af records maintained in the sy<tem, including cateva.
rles of uscrs and the purnoses of such uses: Kebase uf infermation
to the National Archives and Records Service: A record from a
system of records may pe disclesed as 2 routing e to the N
Archives and Recerds Service (NARS) in records manag
spections conducted under the authority of 44 U.S.C.
2906. :

Pulicles and practices for storing, retrieving, accessing, retaining,
and disposing ol records in the system:

Storape: [nformation maintained in the system is stored electroni-
cally on magnetic tapes and disks for use in a computer environ-
ment.

Reteicvability: Information is retrieved by Social Security
Number. (The authority to <oficit an employee's Sccial Security
Number is based on Title 24, Lode of Federul Regulations, Section
31.6011(b)-2b))

Safequards: Informution contained in the svstem is relative to the
individual employee’s payroil status and is conindered confidentisl
to that employee aad to official business conducted for that em-
ployee’s pay and accounting purposcs. {t is safcpuarded and pro-
tected in accordance with the FRI's Compurer Center's regulaions
that permit access and use by unly suthorized personnel.

Reteation and dizposal: Muaster Payrall and Accounting Records
stored electronically are rétained for a period of theee s, as ave
Federal Tav files. Auviliary fies pertnent (o maia paviodl fuachions
are retained for periods varyig frem three pay pecieds to three
years, depending on support fles needed for any retroactive or
audit purposes. Hard copy records are retaiacd i gecond ince wit
instructions coatainel in General Records Schicdule 20 GSA Ke
and GSA Bulletin FPMR B30 Arihuves and Records

Systern managerts) and addresa Director; A Purean of 1n-
vesucation; Ninth and Penasylvania Aveane; Washingron, DC
20535,

Notification procedure: Sume as the above,

Record access procedares: A roquest of aceess to information may
be ande by un cmployee threniy his superviser of by a formee em-
ployee by sating 1o the Fedeiad Burean of insesosation, Sth and
Penasylvanian Avenue, Washington, D.C. 0335, Atteation Payrod
Oflice. .

Contesting record procedures: Contest of any informatica ~hould
be sct ont e detal and o cheek of ull suppewtine records woll be
made 1o Jdoteranne the factinal Jats e usttii e, witivh s predetes
mincd by source documents and accounting procediires goscrning
Pty malters,

2uud and
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Sgived from
. brds which
vns governing

P(,\unncl achiaas, empluyce authorizations,
pre aied and recorded i accordance with 10
N cderal pay. )
Spstetus exampted frow certain provisions of the act: None.
JUSTICYH/F IV - 008
System oane: Pervonnel Information Network System (PINS).
‘s_nlem locatinn: Federal Hureau of Investgation, J. Fdgar

Heosee Bulding 10th Street and Pennsylvana Avenue, N ;
Wwaskington, 1 . 20518,

Cotoporles of individnals covered by the svstem: Feder! Rureay of
fovestiiation empioyces and fornies anplosees

err'd sonece eateparics: Saurce of m(mm.O

Cateporics of records in the system: The sy stem contains person-
n-l informatian wloch dncludes information set fonh on (1) FBI
form BeMom Bew of Stundard Form $0 - Notification of Persenncl
Action, () S¥ 176 TPederal Fasplovee Group Tle Insurance Phan,
(9 1B form 12 G5 in beo of SE 124 - Notfication of Fay Chuage,
N JEOE and CSC ML - Application for and sdditional informa-
ten in sufport of tetitement, respecuvely, (5) Sk 2aeY - Federal
bawployee Ficalth Benefit Plan and (6) vatious intra agency forms
and nemorarda.

Autkority  far mninicannce of the system: The system is
cstatinhed and mnntiined purseant to regulations sct forth in the
Poederd Feesonncl Manual, itle 5, U8, Code, Scotion 301 and
Tule 44, U.S. Code, Section 3ot

Routine uses of revords maintained in the system, iacluding catepo.
vhes of wscrs and the purposes of sucih uees: The PINS 1s uscd (1) to
prepare the Notification of Persoapel Action, copics of which are
farnished to the Cuwval Service Coinmission () to locite and chiarge
out personnel files for official use, (3) to generate lists of em-
ployees which are used internzlly by authorized persoune! for
record keeping, planning, and decision making purposcs, and (4) as
a source fur the dissemination of infurmution {A) ta fuederal, state
and local agencies and 1o private ofrpanrzalions pursuant to service
record ingoirics and (R) pursuant to credit izguittes (In response to
noper credit inguiries from credit bureavs and financial institu-

ions, the FBI will verify employment and futnish salary and length |

 service).

Release of information to the news media: Information permitted
o be released o the news media and the public pursuant to 28
ZF.R. 30.2 may be made avadabic from systems of records maine
ained by the Departiizim of Justice unless it is determinsd tnat
cloase of e speciiie informaiion in the voniext of a
wse would consuivte an unwarranted invasion of prisanal privacy.

Relezse of iaformation to AMemters of Conuress, Inforimation
vatsined i syitems of reconds maintained by the Depuriment of
ustice, rot otiierdise required to be solessed pursuant to S UJ.5.C.
52, muy bz risde availatde 1o« Member of Congress or stalf sct-
g uron the Momber's behalf when the Member or stuff requeats
se information on hehalf of aud at the request of the iadividoal
+ho is the syhject of the record.

Routine uses of records maintained in the system, including catepo.
s of uscrs and the purpuses, of such uses: Release of information
» the National Archines and Recurds Scervice: A record from a
pstem of recurds may be didlised es a routine use {0 the Nutonal
rehives and Records Service (NARS) in fecords management ane.
ections conducted under the authority of 44 U.S.C. 2904 and
WG,

Policies and proctices for storing, retrieving, accessing, retlaining,
W disposing of records in the Systermn;

Storupe: Information maintained in FINS is stored by disc and
gl tape,

Retrievahility:  Information is  retrieved (1) on-line through
Mhode Ray Tubes by keying the name or Sacial Scecurity Number

the employee and (2) off-hine by tape reading. (It is noted the
thority to solicit an employee’s Social Sccunty Nuuher is based

Vinde 26, Code of Federal Repulutions, Section 31 40l 1(1)-2(by)
Sufeguards: Arcas housing the svatiin and accoss terminals are
sated ia secure buildings avialable to authorized FBI personnel
J cnorted maintenance and repair personncl only Access ter-
e are aperitional only duting norinal dayime working hours at
R e ey are const mtly sttended,

Hitentive aad disposal: Electronically stored recurds for em.
ooy and foginer employveds are nuunt.uncd mdeluately in g vl
et the contral of 4 vorlt s crvasor Pursuant ta eepalions vet
than the Fedesad Personnel Manual o copy ol the Nouficanhan of
onncl Action is made a part of the empluyces’ personucl tile,

Syatem manapers) and wdim o rector: Federal Bureau of Ia-
vestuatton, Juhn Fdear H-O L Lating, 10th Strect and Peunsyl-
vanne Avenue, N W | Wit 3. D 20838,

Nutiffcation procedure: Same as the above

Record aecess procedures: A request for access to a record from
this system shull be miade n wrbing, with the envelope and the
lester clearly murked Privacy Access Request® Iachide i the
request the name and return address of the requestor  Access
requests will be directed to the birector, Federal Burcaw of in-
vestigation -

Contesting record procedures: Individuals desiring to contest or
amend wformation muirtainced m the system should direct thewr
fequest to the Turector. Fhl stating cleariy and concisely whit n
fusnativn 1s bewng contested. the reasons for contesting #, and the
proposed amendment to the information sought,

Recosd source cateporics: Sources of information contained m thes
system are present and former FBI cmployces and employee per-
sonncl files.

Systems eveinpted from certain provisions ul the act: None,
JUSTICL/FRT - €09
System name: Identification Division Records.Sysiem.

System  location: Federal Burcau of Investigation: J. FEdpar
Huoover B g, 10th and Penusylvania Avenue, N.W.; Washingion,
D.C. 20535,

Categorics of izdividuals covercd by the system:

A. Individuals fingerprinted as a resalt of arrest or incarceration
by Federal, state or local taw enforcement apencics.

B. Persons fingeiprinted as a result of federal employment appli-
cations, militiry service, ahen registration and naturslization pur-
poses and individuals desiring to buave their Gngerprinis placed on
record with the FRI for personal identification purposes.

Categories of records in the system:

A. Criminul finperprint cards and related criminal justice informa-
tion submitted by authorized agencies having criminal justice
respansibilitics.

B. Civil firperprint cards submitted by Federal agencies and civil
fingerprint cards submitted by persons desiting to have their finger-
prints placed on record for personal identification purposes.

C. Identification records sometimes referred 1o as ‘rap shects'
which are compiations of criminal history information nertzining to
individuals who have criminad fingerprint cards mazintiuned in the
system,

D. An ualphabctical name index perteining to cach individual
whose fingerprints are maintained in the system. The crimnal
records and the civil 1ecords are mnintained in separate fics end
cach file has 2n alphabetical name index related to the data con-
tained thercin, )

Avthority fur maintenance of the system: The system s
established, muintained and used under authority granted by 28
U.S.C. 534 and P.L. 92544 (86 Stat, 1115). The authority is also
codificd in 28 C.F R, 0.55(h), and ;).

Rottiie uses of records maintained in the system, incl
rivs of usirs and the purpetes of such wees: 7 he F1
Ideatificiation Division Records System to perform RIS
and criminal Ristory record information functions for federal, ot e,
and local criminal justice egencies, and for noncriminal uatice
agencies, and other entities where authoerized by Fuderzt statuie,
stiate statute pursusnt to Public Law 92.544 (26 Stat. 115y, Pre-
sidentizl exccutive order, or revulation of the' Attorney Generad of-
the United States. In addition, identfication assistance is provided
in disasters and for other human purposes. Disceminaiion s
also condncted in wceordance with Public Law 93-29, bnown as the
Securities Acts Amendments of 1975,

Release of information 1o the news media: Information permitted
to be released to the news media and the public pursuant to 2%
C.F.R. 50.2 may be made avinlable from systems of recurds main-
tained by the Departnent of Justice ualess it iy deternuned that
release of the speaific infurmation in the context of o purncular
case woeuld conviiute an unwarrantod invaion of pensenal privagy

KRelease of infurmation to Maabers of Congress, T atinn
continncd in svstems of records mantained by the Deparimiat of
Justice, nut otherwive required to be released pursuant 1o S 1S C.

uding catepo.

352, muy be made avalable (o 4 Momber of Congress or st ate

ing upot ths Momber's hehalf when the Member or siaff 10,
the information on behalf of and ot the request of the indive
who is the subject of the record.
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AERUS .
Policies and practices for stering, roetriesing,
and depasing of recneds in the system:

accessing, retaining,
Starsger [nforaation in the sestem i stored mesnnaslly in file
cabinets crther i ity naturat stute or on microfdm. In addition,
some o the iformation is stored elecironically 1n converting the
mantal system 0 an auloeated system.

Retrievahility: (1) Al information in the system is retrievable by
techacal fingerprint classification indes and positive adentfication
iv etfected only by comparison ¢f the unigue cheractenstics ob-
tuined from fingerprint impressions submitted for scarch agdinst the
fingerprint cards maintained within the system.

€2y An auxiliary means of retiieval is throush the alphuabetical
name indeves which contain names of the individuals, theie birth
data, other physical desciptoss and the individuals’ technicil fin-
gerprint classifications and FRI numbers, if such bave been as-

signed.
{3) The name of an individual and his FRI number may assist in
retnevul of information about that individuul from witlun the

system. Since July, 1971, all iadividuals whose fin
been placed in the c¢riminal [ile have been
avmbers. Prior to July, 1971, ail individuals who th two ur more
fingerpriat caeds in the ¢nminul [ile were assigned I Bl numbers.

Safeguards: Informution in the system is uaclasaficd. Disclosure
of information from witkin the system is made cnly to authorized
recipients upon authentication and verificution of the rignt to ace
cess the system by such porsons and cgencics. The physical securi-
ty and maintenance of informatisa withia ihe system is provided by
FBI rules, regulations and procedures.

Retentiva and gisposal:

(1) The Archivist of the United States has aprroved the destruc-
tion of records maintained in the critninal file when the reconds in-
dicate individuals have reached 80 years of aze wid the destruction
of records muintained in e civii file wihen tie records indicace in-
dividuals have rcached 75 yegrs of age.

(2) Fingerprint czrds aad related arrest duta in the system are
destroyed seven years following notification of the death of aa in-
dividual whose record is mainturncd within the system.

(3) Fingerprint cards submitted by stute and loczl ciiminal justice
apencics are returned upon reguests of the submitling agencics. The
reinrn of a fingerprint card uader this procedure results in the dele-
tion from the system of all arrest information reluted to that finger-
print caed.

(4) Fingezrprint cards and related arrest data are removed from
the tdentifica ton Disision Records System upon reccipt of Federal
court orders for expunctions when accomparied by neccssary
identifying information. Recognizing lack of jurisdiction of local
and stite ceuris over an entity of the Federal Guvernment,” the
Identification Division Records System, as a matter of comnity,
returms fingerprint cards nd refated arrest data to local 2ad state
criminal justice agencies upon receipt of orders of expunction
diteeted to such apeacies by locul and state courts when accom-
panied by mecossary adentifyiag informations,

System manayer(s) and address: Director;
vestization; 10th and Peans,lvania Avenue, N,V
D.C. 2053s.

Notilicntion procedure: Address inquiries to the System Manaser.
The Attorney Generad has excrapted the Wdentification Division
Records System from compliance with subsection (J) of the Act.

Recard sccess pracedures: The Attarney CGeneral has exempted
the Identification Division Records System from comphance with
subsection () of the Act. However, pursuant 1o 23 C EK. 16.30-34,
and Rutes anl Repulitions promulgated by the l)r.p.'u(mrul of
Justice on May 20, 1975 at <0 Fed. Reg. 220018 1Secton 20300 for
Criminal Justice Information Systems, an individual is permitted ac-
cess to his identificution fecord matntaised in the tdentification
Division Records Svstem and procedures are fusmshed for corecets
ing or challenging alleged defiviencics uppearing therein,

Contesting record procedures: Sume as the above,

Sce Categorics of Individuals,

wrprints have

Federad Byreau of In-
.+ Washwngton,

Record source cateporic
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PRIVACY ACT ISSUANCES

Systems exempled feom cortain provisions of the act: The Attorsey

Greacal s ewnted tha s suntam fen subsec, w10 iy el Gis,
Gho tembr, 2 arad 03 tost by, €300, te 00 aned 1 tor end Ting
of the Presicy At paruat G % 30800 8T S hle e
procinieated moaccordanee woh e reguinemeats ol LS

S5Mb), (<) and () and have been putlished in the Foderal Regieter
. JUSTICH Bl - 010
System nume: Employee Travel Vuaudchers and Indivelual Farung
Records,

Systumn dewatien: Federal Burcau  of Investiedtion, 1. Fulgue
Hoover Blig. ioth and Pennsyivania Avenue, N W, Watinewn,
D.C. 20535, Records pending awint are focated at Fuderal Records
Centers.

Caterories of indivictuals covere:d by the system: Former aad cur-
rent empioyces of the ML

Categories of recnrds in the system: Payroll, travel and retirement
records of current and former emnployees of the FiLL

Authority [or mvintenaace of the system: [be head of each exceu.
tive agency, or his delegate, is responsible for estiblishing and
maintaining an alequats payroll system, covering pay, leave and al.
lowances, as @ part of the system of accounting aad internal control
of the Budget and Avccunting Proccdures Act of 1930, us amended,
31 U.S.C. A6, fLa and 208(a).

Routine uses of records maintained in the system, including cateqn.
ries of users 2nd tive purposes of such uses: These records wre vaed
by Departmental personnel to prepare and docmrent piyment to
employces of the Fill and to carry out financiul matiers related to
the payroll or accounting functioas,

Routine uses of records :maintaiucd in the systern, fusluding catego-
ries of nsers and the purposes of such uews: Release of information
to the National Arciaives and Records Scrvice: A record from a
system of records may be disclosed a~ a rentine use to the Natioaal
Archives and Records Seeviee (NARS) in records imuntgemeant in-
spections conducted under the mllhurily of 44 U.S.C. 2904 and

2906.

Pn!i_«ics and pra:tices for storing, relriesing, accessing, refaining,
and dispoiing ol cecurds iu the system: -

Storaae: Manaal on paper files.

R y: The raserds can he rotrioved <; anid cither
social scounty account number or employee identificaiion number.

Safeguards: Accessed by Burcau employees at FI31 Hendquarters
and by Ficld Office emnploy=es al Records Croters, Transmittal
decument contains Bureau statement concering secutity, ie., who
may access or view recerds. Records are maintained in cvoms
under the control of emplovees during working hours and muin-
tained in locked file cabincts in locked rooms cther times.
Sccurity guards (urther restrict access to the builiting to authotized
personnel only.

Retention and disnosals - Fmploy\.e trave! vouchers - retained in-
definitely. tadividual carning records - retained $6 yeurs after date
of last entry.

System manager(s) and adidress: Director, Federal Barcan of In-
vestization, 9th and Pennsylvama r\unuc. N, \/nsht-umn D.C.
20535,

ification prucedure: \Wrilten inguiries, including name., date of
hnh. and sociad secunty numlu-r to determine whetlber l.m system
contains records vbout an individual qay te whiressed to Diesceter,
Federal Hurean of fnvestisation, 9th and Pennsyivamia Avenue,
N.W., \Va\hnsmu D.C. 20535, .
Recard aced:si provedures:
Contesting record procedures:
date of birth and soctul securiiy
tosding the acdueracy, of records
Federal Hurcia of lare tica,
NOWL Wansinngion, D.C, 20335,
Record ssuree categorivs: Travel vonchers turacd in by indivicoel

Written inquirivs. Lichvling name,
numher, FIGUesine teeess of von-
may be addressed. tor Dirsctor,
hoad Pennssbhoama Avenue,

employees for offivial Lusiness. Pay recordy - time and attendunce

records, pay Jdetermimmed by the ageney,
Systewrs exempted fram certain provisions of the act: None.
JUSTICYE, ¥RI - 018
System name: Employce Health Records.

System locatina: Fedeeal Burcan of ln\ﬂx,.mml. Finance and
Personncel Divivion, ileslth Service, Jo Edear iloover Bl 100
and Pennsylvania Avenue, NV, W‘nhiuulon, 0 C. 20835 and the
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fallowing ficld offices: New York, Newark, I't “phia, Chicago,
Los Avnpriesn San Francisen, and FBID Academy, Quuatico, Vir-
Saia. Adddresses for these offices can be found i JUSTICE } BI-
o, the appendic of Field Offices for the Federal Butcau of In-
vostip thion.

Categories of individuals covered by the system: Current and
tormer employces of the FIL

Categotivs ol records in the system: Records of visits to health
faciities 1clating to sichness, injurics of accidents.

Authoridy for muini~aance of the ssstem: The Lead of each apency
i responabtle, under $ U S CL 7902, for keeping @ secord of injurtes
and oscrients to ity employces and for reducing accidents and
health ks, These records ure maintsined under  the general
anthonty ©f § U S.C301 so that the FBI can be kept awate of the
healih related matters of s employees and more eapeditiously
Weatfy thenm,

Routiie uses of records nusintained in the svatem, includinp catego.
rics ©f usirs @nd the purpores of such uses: 1hese secords are mani-
tained by e PRI to identily matters relating to health of its
present and furnier cmployres. Information is available to em-
ployees of the FBRE whose job function relaies to identifying and
resebving healih matters of former and current personnel of the
L

Rautine uses of records maintained in the system, including catepo-
ries of uszes and the purposes of such uses: Release of information
ty the National Archives and Fecords Scrvice: A record from a
system of records may be disclosed as a routine use to the National
Archives and Records Scrvice (NAXS) in records management in-
spections conducted under the authority of 44 U.S.C. 2904 and
2906.

Policics 20d practices for storing, retrieving, uccessing, retaicing,
and disposing of records in the system:

Storage: biling of 3 x § index record cards.

Retrievabiiity: These index cards are retrievable by the name of
an individi

Salepuards: These recerds are maintained by FBI personncl dur-
ing working hours and in locked file cabinets during non-working
hours. Sccurily guards further restrict access to the building to
suthorized personncl. .

Retention #nd disposul: These 3 x § index cards are maintained
dor the durstion of an employee’s service with the FRI

System menzger(s) and address: Dircctor, Federal Burean of In-
vestigation, Yth and Pennsylvania Avenue, N.W., Washiugton, D.C.
‘0‘35

Notificution procedure: Writien inguiries, including name, date of
birth and socisl security nunber, to determine whether this system
of records coniains records ahout an individual may be addressed
~: Dircctor, Federal Burcau of Investipation, 9ib and Pennsylvania
Avenue, N.W., Washington, D.C. 20535.

Record access procedures:

Cottesting record proccdures: Written inquiri-.s including name,
nldress and social sceurity number, requesting access or centesting
he accuracy of records miy be addressed to: Director, Federal Bu-
vau of Javestipation, 9th and Pcunsylvania Avenue, N.W.,
Aashington, D.C. 20535 and the ahove-mentioned ficld offices at
siresses refeired to in JUSTICE/FBI-UY9),

Reeard snurce categories: Employzes of the Fodersl Burcau of In-
wesligation originate their own records.

Systems exernpted from certain prosisions of the zct: None.

JUSTICE/ERI - 012
Astem name: Time Ulilization Record-Keeping (ITURK) System.

Systom location: Administrative Scrvices Division, Federal Bu-
woof Investigation, 3. Fdpar Hoover Ruilding, 10th and Pennsyl-
iy Avenue, N.W., Washington, D C. 20535,
¢3 of individuals covered by the system: Special Agents,

5 Technivians, Investigative Assistants, and Labosstury
clnnaans.

Cutiparies of records in the system: System cuntains bi-weekly
e utilization Jata of Spocial Agents, Accounting Vechnicians, In-
Mhntive Assistants and aboiatory Technrins.
\uu»--rm fur muaintenance of the syufe m: This sy Aen of rcuud\ is
snbancd rder the authorty of 31 U8 Co el which seamres the
vad of the Department, or has delepate, 10 establish a system of
sctnting and aoternal contiol designed e provide full disclosure

FIDERAL REGISTER, VOL. 42, NO.

OF JUSIICE e

of the finuncial resalts of th s activities: adequate financinl in-
formation necded for the Pl Tranapement prirposes and effective
control over and accountabtuhity for alt funds, property and other as-
scts for whivh the FII s responable

Routine uses of records maintained in the system, Including catego-
ries of usces and the purposcs of such uses: For the purpose of
producing cost accounting repotts reflective of pensonncl utiliza-
tion, records may be made avalable to the General Accounting OFf
fice, the Office of Management and Budget and the Treasury De-
partment.

Pulicics and practices for stering, retrieving, accessing, retaining,
and disposing of secords in the <ystemt

Storage: Iuformation mauntained in the system is stored electroni-
caily on magnctic tupes and discs [or use in o Lon:puler cnviron-
ment.

Retricvability: Information is retrieved by nume and/or social
security number.

Saleguards: Information is sufcguarded and protected in ac-
cordance with the FHIs Coniputer Center regulitions that permit
access and use by authorized personnel enly.

Retention and disposal: Bi-weckly magnetic tapes are retained for
a period of 3 veurs. Hard copy records are retiined in accordanee
with instrociions contained in General Records Schicdule 8, wnd
GSA Builetin FPMR-47 Archives and Records. Hard copy recerds
will be destroyed, magnetic tupes will be erased and reused.

System munazerds) and address: Director, Federal Rureau of In-
vestigation, “th and Pennsylvania Avenue, N.W., Washington, D C
20535.

Notification procedure: Same as above.

Record access procedures:

Contesting record procedures: Written requests for access 10 in-
formation may be mude by an employee through his supersisor or
by former employees by writing to: Federal lturcau of Investigza-
tion, 9th and Peansylvania Avenve, N.W., Wushington, D (. 26538
(Attn: Administrative Services Division). Contestng of any irfor.
mation should be set out in written detatl and forwurded to the
above address. A check of ail supportive records will be made 10
determine the {actual daia in existence.

Record source calegorizs: Source of information is derived from
daily time nnlization recording made by the emrinvene,

Systems cxempted frum cortain provisions of the act: Norne.

JUSTICE/FBI . 999
Systemn nume: Appendix of Ficld Divisions for the Federal Bureauw
of Investigation.

Field Office:

502 U.S. Post Office & Court House
Albany, New York 12207

4303 Federal Office Building
Albuquerque, New Mexico n710t

Room %00, 309 North [ cc Street
Alexandrin, Virginia 22314

Room 238, Federal Building
Anchorage, Aluska 93510

275 Peachtree Street, N.E. ’
Atlunta, Georgia 30303

7142 Am-has\ador Roud
Baltitnore, Maryland 21207

Room 1400 - 2121 Building
Binmningham, Alubama 35203

John F. Kennedy T'ederal Office Building
Boston, Massachusetts 02203

Room 1460 - $11 Weat Huron Street
- Baflalo, New Yoik 14202 e

115 U.S. Court House and Federal Buslding
Batte, Mantana $9701
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N2 fefferson Standard Life Bailling
Chatlotte, North Caroling 258202

Ruoom 'S, Everett McKinley Dirksen Building
Chircago, Mhinois 6o

418 U.S Post Office & Court House Building
Cwdinnati, Ohio 45202

068 Federal Office Buiiding
Clevcland, Ohiv 44199

1529 H-unpton Strecet
Columbia, South Carulina 29201

Room 260, 1810 Commerce Street
Dallas, Texas 75201

Room 13218, Federal Office Building
Denver, Colorado 80202

Putrick V. McNamara Building
477 Michigan Avcnue
Detroit, Michigan 48226 %

202 U.S. Court House Building
Ei Puvo, Texas 799014

Kalaniznaole Federal Building
Rouom 4107

3) Ala Mouna Boulevard
Honolulu, Hawaii 96150

01T Federal Building and U.S. Court House
Houston, Texas 77002

575 North Pennsylvania St.
Indianzpolis, ludiana 46202

800 Unifirst Federal Suvings & l.oan Building
Jackeon, Mississippi 39203

414 U.S. Court House & Post Office Building
Jacksonville, Florida 32202

Room 300 - U.S. Courthouse
.Kansas City, Missouri 64106

Room RCO, 1111 Northshore Drive
Knoxville, Tennessce 37919

Room 2-011, Federal Office Building
Las Vegas, Nevada 59101

213 U.S. Post Office Building
Little Rock, Arkunsas 72201

11000 Walshire Boulevard
Los Angeles, Culifornia 90024

Room 502, Federal Building
Louisville, Kentucky 40202

841 Clifford Davis Federal Building
Mcemphis, Teanessee 18103

3801 Biscayne Boulevard
Mumi, Florida J3137

Room 7C0, Federal Ruilding and U.S. Court House
Milwaukee, Wiscunsin $3202

1392 Federal Building

Minneapolis, Minnesota 35401

320 Federal Building
Mobile, Alibama 36602

Gateway I, Market Street
Newark, New Jersey 07101

Tampa, Florida i

LEGAL AITACHE (il ¢/o The American Embassy for the o
tics indicated).

PRIVACY ACT ISSUANCES

720 Chapel Bual ting
New Haven, Conacctivat 04651)

700 Lovels Avanne
New Orleans, Lowisiana 70013

201 Fast atth Street
New York, New Yark 10021

Room 300, %70 Military Highway
Norfolk, Virgmia 23502

S0 Penn Plice. N.W., Stth at Peaasylvania
Oklshoma City, Oklaboma 7013

1010 Federal Office Ruilding
Omuha, Nebraska 65102

8th Floor, Federal Office Building
600 Arch Street
Philudelphia, Pennsylvania 19106

2721 North Central Avenue
Phocnix, Arizona 85004

1300 Federul Office Building
Pittsburgh, Punnsyheinia 15222

Crown Plisa Building
Portland, Oregon 9720)

200 West Grace Street
Richmond, Virginia 23220

Federul Luilding
2300 Cottuge Way
Sacramenty, California 95825

2704 Federal Ruilding
St. Louis, Missou:i 63103

3203 Federa! Building
Salt Lake City, Utali 84138

433 Federual Byilding
Box }630
San Antonio, Texas 78296

Federal Office Building
Room 6531 .
8% Front Street

San Dicgo, Colifuornia 92188

450 Golden Gate Avenue
San Fruncisco, California 94102

U.S. Ceurthouse and Federal Building
Room $24
Hato Rey. Pucrto Rizo 00918

3400 Paulsen Street
Savanaah, Georgia 31405

915 Second Avenue
Scattle, W wwhivgton %174

538 West Jeffers an Street
Springfield, Lihnois' 62702 .

Room 610, Federal Office Building

e #

S06 O Post Oftice Building
Washington, D.C. 20815

Federal Burcan of Tnvestigtion Avademy
Quantivo, Virginia 22138 -’
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Bern, Switzerland
* Bonn, G'crm;my (Box 30, APO, New York (9080)

Rucnus Aires, Ari:u:nlinn

Curacas, Vencnu.:lu (APO, New York 09891%)

Hong Kong, B.C.C. (FPQ, San Francisco Y6659)

London, Fogland (Rox 30, FPO, New York CUs10)

Muadrid, Spain (APO, New York 09285)

Muanibs, Philippincs (AT'O, Sun Francisco 96328)

Menico City, Mexico

Ottawa, Canada .

Puaris, France (AP0, New York 09777)

Rome, Ituly (APO, New York 09794)

Tokyo, Japan (APO, Szn Frageisco 96503)
JUSTICE/TAX - 00§

System name: Tax Division Centrul Classification Cards. Index
Docket Cards, and Avsociated Records - Criminal Tax Cascs

System location: U S, Department of Justice: Tax Division; 10th
and Conttitution Avenue, N W.; Washington, D.C. 20530.

Categuries of Individuals covered by the system: Persons referred
to in putentisl or actual crimmel tax cases and refuted matiers of
concern to the Tax Divisian under the Internal Revenue laws,

Categerivs of records in the system: The system consists of an
alphabeticul index by individual nume of all criminal tax cases, and
related matters assigned, referred, or of interest to the Tax Divi-
sion. Records ir many instances are duplicuted in the eriminal sec-
tion of the Division which has specific jurisdiction over ¢riminal
tax cuscs.

Authority for maintenince of the system: This system s
estabhished and maintained nursuant 10 28 C F.R., 0.70 and 0.71.

Reutine enes of rerords 1aaintained in the »yatem, including catego-
tics of vsers and the purpnses of such uses:

A. Classification cards are saintained on cach Tax Division
criminal case to identify and :ssiza mail to the proper office within
e Division; to relate incoming material to an existing case; to
establish a file auinber for a new case upon receipt; und to provide
a central index of cases within the Division.

B. Docket cards are records pertaining 1o the flow of legal work
in the Disision. They are maintuined on each criminal case which is
being or was handled by the Division's sections,

C. Casc files maintained allow Division sttoreeys immediste ac-
cess to informustion which is cssential in carrying out their responsi-
Mllics concerning all criminzl tux cascs.

D. A record maintaiaed in this system of records may be dis-
wminuled as a routine use as follows: (1) In auy case in which
here is an indication of a vicltion or potential violation of luw,
shether civil, criminal, or regu latory in nazturd, the record ia
mestion may be disscrinated W the appropriste federal, state,
wal, er foreign agency charged with the respunsihibty of in-
stigiting or prosccuting such violution of charged with enforcing
T oinplementing such Liw; (2 In the course of iLbvestipating the
otentinl or actual violition of avy luw whether civil, cnmmnal, or
tfulitary in nuture, or «uring the course of a tiial or heaning or
he prepuration for a trial or h ing for such violdion, a record
sy be disseminated to s federal, state, local or furcign acency, or
Panindivadual or organization, i there is reason to belicve that
ueh apency, imdividual, or wgamzation  possesses anformation
clting to the v estigation, tial, or heanng and the dissemination
Preoonably aecessary 1o chiat such information or to ohtiun the
‘ration of a witness or an informant; (V) A record 1iclating to a
or matter fay be disseminated to the appropriste Federal,
e, loval, or furcign court or grand jury in avcordance with ap-.
Dy able constitutional, substantive, or procediocal law or practice;
A pecord teboting to a cine or matter may be diseminated 1o a
veral state, or local whinmistratine or repnlatory proceeding or

g an accutdance with the procedures governmg sich procecd-
0 hewsing: (5) A recoed relating 1o a case or matter may be dis-
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seminated to oan wctual o o party or s attereey for the
purpose of negotiation of e o on such maiters as settleniead
of the case or mmatter, plea barcamng, or informal discasers
procecdings: (60 A record tehatg 1003 Cine of matter that has been
referred to the Tan Divivion aay be dissennnated to the refernng
agency to nouly such agency of the status of the case or matics wr
of any decision or determin.tion that has been made; (7 A recond
relating (o 4 cave or muatter mav be disseminated W oa foreien
country putsuant to an intern aab lrcaty or coaventon cntered
into and ratificd by the United States or (o an executive avreement,
(8Y A revaord may be dissentiinded o a federal a COCY. N Tesponse
o its request, in consection wath the hiiing o retertion of an e
ployee. the issuance of a sevunty clearance, the reporting of on in-
vestigation of an employee, the letting of a contract, or the ic
suance of a license, grant, or other beuefit by the requesting agen
€y, to the extent that the information refates to the ICqueNimg agen-
cy’s deuision on the matter.

Routine uses of recards muintained in the systenr, including cutega-
ries of users and the purpows of suih uses: Release of informztiog
to the Natwonud Archines and Records Service: A record from: 4
system of records may be disclosed as a routine use to the Natron., )
Archives and Revords Service (NARS) in records management in-
spections conducted under the authority of 44 U S.C. 2963 wnd
2906.

Policies and practices for storing, retricving, accessing, retainiag,
and disposing of records in the system:

Storape: Infermation contained in this system is stored manuaily
on index ¢urds and in folders.

Retriesa : Information is retricved manuully by the name of
the indivifiud from the index card which in turn indictes the Chse
nunber, and the section unit or attorncy assigned to wotk on the
material.

Safeguards: Information contained in this system s safepoarded
and protected in accordance with applicable Departmenial rules end
procedures poverring access, production and disclosure of any
materialy contained in its official files.

Retenticn #nd disposal: Currently there are no provisions for the
disposal of the cards in this s;stem, however, the records of the
closed classes are forwarded to the Federal Record Center. where
they are destroved after 25 years.

System manacerisy and address: Assistunt Attorney General: Taox
Division; U.S. Depariment of Justice: 174 Street @nd Constitution
Avenue, N W ; Wishington, D C. 26530.

Nntification procedure: An inguiry concerning this system should
be directed 1o the System Munuger Gisted above,

Record access prucedures: To the extent that this system of
records is not <uhject to exemption, it is subject to access and con-
test. A determunation as to the applicability of an eremption as to a
specific record shall be made it the time & request far aceess s
reccived. A request for wccess 1o a record contained in this systemn
shall be mnde in writing, with the enveiope and the leuer e
mathed 'Privacy Access Request'. Inchide in the request the n
of the individual involved, bis birth dute and place. or anv othe
identifying number which may be of assistunce in locating ihe
record, the nime of the case or matter involved, if Kaown, the
name of the judicial district involved, if knovwn, and any other in-
formztion which may be of assistance in locating the record. Th
requestor wili also provide a return address for transmittia e the -
formaution. Access requents will be directed to the System Manyger
listed =bove.

Contesting record procedures: Individuuls desiring to contest or
amend informoation maiatiined in the system should direct thur
request 1o the System Manueer listed whove, stating <learly and
concisely what inform.ticn is being contested, the reasons for cea-
testing it, and the proposed smendment to the infurarati n e St
ord source categorics: Internal Ruevenne Service, Dopastineast
offices and ¢ iployees, wnd other Federal, state tocal, and forcien
biw enforcement and nop Law «cnfurcement apeNCIY, privoete pors
sons, wituesces, aod iformants,

o

Systems exemptod from cortain prosisions of the adt: The Atteruey
General hasy proposed exemption of this system from subsection
RV O, GO, a2y, diedn, G, Gent), (enl,
(eHANEGH, (e ITD . (e duly, (ens), (00X, (0 and te) of the Povacs
At pursuant 1o 5 U S.CL 852, ). Rules have been pronadeated
accordance wath the regaircments of S U.S.C 3SMbY, 0 amd o)
and hive hedn published in the Vederal Repnter.
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KREZPONSE BY: Instructional Technology Services ]
Atedemic Section K Ly
Training Division T
FRI Academy - Quantico, Virginia CE

Federal Bureau of Investigation

> 1 {omil e o

REFERENCE: National Archives and Records Service
Preliminary Data Surmary
Audiovisual Records Management

.
ik

TRANSMITTED TO Memorandum dated 1/18/78, from

FBI BY: Kevin D. Rooney
' : Assistant Attorney General
for Administration -
I. Compliance 4

Instructional Technology Services (ITS) at the FBI
Academy does not have a "manual, handbook, or other guide or
directive” dealing specifically with records management of
audiovisual material. That is not to say, however, that we
have no written records or documents dealing with such materials
in an inventory sense as described in other sections below.

II. Administration

(1) Dr. Charles G. Bollmann .

FBI Academy

(703) 640-6131 ext. 2695

Audio-Visual Froduction Officer, GS~14
GS-1071 Audic-Visual Production Series

Devotes approximately 2% of time to AV records
management. .

Devotes epproximately 3% of time to records
for operational control.

(2) Roger W. Hinkley , o .
FBI Academy : ’ ° : .
(703) 64C-6131 ext. 2247 :
Television Froduction Specialist, GS-12

GS-1071 Audio-Visual Froduction Series o
Devotes approximately 5% of time to AV records L
management. - ‘ ' .
Devotes approximately 10% of time to records . 3
for operational control. ;




@ED{;% : e%.iﬁﬁ

(3) Timothy Phelan
14

FEI 2zlzmv
(703) 627256131 ext, 2666
Photographer, G5-9 ’

GS-1060 Photoiraphy Series

Devotes approximately 5% of time to AV records
Ganagement.

Devotes approximately 8% of time to records
for operational control.

(4) Michael W. Kauffman

FBI Academy

(703) €40-6131 ext. 2110

Television Production Specialist, GS-6
GS-1071 Audio-Visual Froduction Series

Devotes approximately 20% of time to AV records
management.

Devotes approximately 5% of time to records for
operational control.

< R T N P £¥ e S .3
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(5) Hazel R. Willey

FBI Academy -

(703) €40-6131 ext. 2345 ’

Training Technician, GS-5
GS-1782 Education and Training Technician Series

Devotes zpproximately 5% of time to AV records
management.,

Devotes approximately 5% of time to records for

. operational control. :

I1T. Volume'And Costs

(1) 147 cubic feet of audiovisual materials.

_ (2) Various corponents of the FBI Acadeny's Instructional
Technology Services keep their own current and up-to-date inventory
records in the form of a running “shelf list" and/or a card index
file arranged by title. Since these records are Xept current with
‘daily and/or weekly entries, we do not mzke special, periodic
inventories of the holdings.

(3) Please sce completed "Figure I - Attachment 4"
appended to this report.

(4) Please see complcted "Figure IT - Attachment 5"
forms appended to this report.

o . In interpreting the.data supplied in response to this &«u%
item, please be advised of the following:

s e kil

v“




We hzve rale our own on-the-spot judzment which
titles te include since the vast preponderance

of our eudiovisual materials are directly related
to the Azzdemy's training function and are probably
of no historical/archival value.

J
-
i

Costs are difficult if not impossible to determine
for developrment of program materials produced by ITS
at the Academy.

(5) We have no audiovisual records deposited with
a Federal Records Center. While only a few of the holdings in our
possessiomr are deemed worthy to be offered to the National
Archieves, copies or even originals of some could be so offered
at this time.

A prime candidate for deposit in the National
Archives is the twenty-five minute videotape of the Administration
of the Oath of Office to William H. Webster as Director of the
FBI on 2/23/78. This could be furnished in either 3/4" U-matic
videocassette or 2" quadruplex videotape.

Another item is the Dedication Ceremonies of the
J. Edgar Hoover FBI Building (Washington, D.C.) September, 1975.
Again this could be provided as either a 60-minute 3/4" videc-
cassette or 2" quadruplex videotape of the same length.

(6) (A) vwhile we would expect to generate and
accumulate a relatively large volume of videotape and still
pictures (transparencies and prints) over the mext ten years,
we feel that most of this material will be ephemeral in nature
and of little interest as archival material.

For example, we would anticipate accumulating up to
1000 hours of videotapes of classroom/lecture presentations
by staff instructors and guest speakers but only a very small
percentezge of these tapes would be of archival interést.

(B) As intimated above in (6)(A), we expect only
a few titles or items -- probably no more than two dozen or sc --
would be significant enough to offer them to the National Archives.

(7) We retain copies of all budget submissions,
requisitions, purchese orders, personnel records, and internal
records related to production of materials. Especially the

internal records &re summarized for inclusion in various annual

reports. Also, we expect that quite
Justice will prescribe new forms and
of this kind in response to a FY '77
and to a series of studies conducted
Audiovisual Committee and the Office

-3

soon the Department of
recorcd-keeping procedires
Presidential Initiative

by the Federal Intexzzency
of Management and Budget.
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: (1) The most recent, comprehensive ranagement study
relating to the FEI Academy's audiovisual records (i.e.; materials,
equipment, persormel, and the like) was completed by this
respondent while a member of the Department of Justice Audio-
visual Advisory Task Force in 1976 and 1977. This Task Force
Report, completed in May 1977, included 2 section dealing
specifically with the installation of a Mznagement Information
System (MIS). Since disposition of the Task Force Report within
the Department of Justice is unknown to this respondent, he does
not feel at liberty to submit a copy of it at this time.

In October, 1977, this respondent provided similar
data for a study conducted by the Office of Telecommunications
Policy (an arm of the Executive Office of the President). Again,

we do not feel at liberty to provide a copy of this study at
this time.

Because our operations are localized to the Academy,
are comparatively small in scale, and are tightly controlled, we
feel that the records we generate for internal planning and
reporting purposes are sufficient for our manazement of the
enterprise. However, as these records are mostly developmental
in nature, we feel that they would not be responsive to this
item in the survey and that it would take an inordinate amount

of time to sumnmarize or recast them for the purposes of this
survey. - . ’

(2) The Audio-Visual Production Officer took several
courses dealing with the administration and management of
audiovisual services and facilities while pursuing his doctorate

which was conferred in 1970.

No other personriel of the FBI Academy's Instructional
Technelogy Services has received formal training of any kind
dealing with audiovisual records management. :
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(PLEASE USE THE FOLLOWING FORMAT IN RESPONDING TO QUESTION 3, SECTION Il

AUDIOVISUAL RECORDS OR PROGRAMS

FIGURE i

ORGANIZATION 0

R AGENCY SPACE

AODITIONAL INFORMATION (FRC AND/OR HOLOING AREA)

*Culic beat

DEscarTION *F votumes LOCATIUN FILE VOLUME DISPOSITION ACTION
et UTEM COUNT) | (BUILLING Ruom N} | PESTRICTIONS SALAK ACCESSION NO, LOCATION AUTHOHITY OATE
A A w . ~ .
O *2f1 TV Studio | Some NO Eemz;rw
. B Bldg 9 =- .
VU GHAFH PROGAAMS 9 .
oft Graphics Material
3 Bidy 5 = "
SLIDE PHOGRAMS *1£1 Rin 207 In All
vioco raguaandil 207 581/49£3 Bldg 5207
TV Stud 250/73ft{Bldg 6Swlib] Formats STORED IN FRC
Avbi PRoGRAMS 76/3 £t3|Bldg 5 -207 .
Gk WELURDS mhaocawak.um Classiified
PUDTDLIAPNY 3 Bldg 9 - .v !
STt PICTURES) 5ft Photograply Secret or ,
. . Bldg 5 - Confidential
MGIION PICTURE 103 Gh..nu * OR |[ELSEWHERE
N Rm 207 Estimated
At 10% of ;
Total :
Holdings :
*Mcans Estimate : |

**Entry before slash is item count puuchment s

Entry aftc

r slash is cubic feet

.
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DATE OF

INVENTORY OF VIDEOTAPE OF FBI ACADEMY AUDIOVISUAL SECTION

FIGURE 11

COST ASSO-
CIATLED WITH
DEVELOPMENT

VIERRARL LOCATION IN-HOUSE . COMMER- LENGTH sy O Eiea
i CHE LA . BUILDING PRODUC- CIALLY ITEM OF ; d CHASING
H (XA (R RERD BRIEF DESCRIPTION ROXOM_NO, TLON PRODUCED COUNT PROGRAM FORMAT PROGRAM
197% JEt pidyg, Dedication coremonies Bldg. © X 1 1 Hr, 2" Unknown
Deddscation of Jtil FBI Bldyg, with TV Studio "Show"
¢ e President Ford :
s 1976 1“i31,/1,S, Appearance of FBI " X By WETA 4 2 Hrs, 3/4" "
Sehate officials berfore ™ . ;
Hearings Intelligence Cumnittee “a
. 1y77 Symposium on Various Authorities " X 12 12 Hrs, 3/a" "
Fervoarism on Terrorism “Shows"
: . 1977 | 36 O Recollections of FBI " X 3 5 Hrs, 2 "
: Counterintelligence
! Agents
1977 UCR Explanation & Training " X 6 6 Hrs, 2" "
for FHB1's Uniform
N Crime Reporting
' .
< 1977 110th NA Graduation Exercises of " X 1 1 Hr. 2¢ .
: Session National Academy with
E Justice Burger :
- 1977 L1lth NA Graduation Exercises of " X 1 1 Hr 20 .
i HBession National Academy with
: @ birector Kelley ﬂ
m 1977 riH3 Academy New Agunt Training " X )3 30 Min, 24 "
, NAC Training Program in action
i
. 1u74 Gath of Swearing in of FBI v X 1 30 Min, 24 "

Lt T am s e i fon

Otfice

Director Webster

#Means Classified or Confidential in Nature

.
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FIGUR
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INVENTORY OF MOTION PICTURE FILM OF Fll ACADEMY AUDIOVISUAL SECTION

COST ASSOCIATED

PROGIAM "LOCATION LENGTIH WI1TH DLEVELOPMENT
O LASY BULILDING IN~IIOUSE COMMERCTALLY OoF OR PURCHASING
Wi LON TITLE BRILE DESCRETION ROOM_NO, PROMICTION t UC1ED PROGHAM  FORMAT  PROXGIRAM
1973 FBI Academy Shows facilities in Bldg. 5 Federal 30 Min, lomn Unkniown
coutext of Police Rm, 207 Films
Training
-
‘ 1977 Your FBI Update of 1966(?) & Bldg. S sOMC Warnex 25 Min, 16mm Unknown
1970 Public R, - 207 scenes Bros,
Information Film
N
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b Instructional Technelegy Services
E FEI Atolemv = Quantice, Virsinie
3 N .
MISSICN: . ’
- Instructioral Technology Services (I7S) coperestes out of
B i the Academic Secticn of the Training Division and is
responsitle for all instructicnzl technclogy/zudiovisual
applications at the Acadery inciuding: presentation

assistance, graphics, photography, and television,
Recently a Training Technician to support zudicvisual
activities was also added to the Division's staff at
Beadquarters (JEH Ruilding).

PRESENTATION ASSISTANCE

Four (4) technicians operating ocut of Rm, 207

FPhone: 2345

I

. Procedure:  Mzke requests minirum 24 hrs. in advance.
Submit via card or phone.

Capabilities:

(DA1S) ~ Chalkboards
Hook & loop toards
Easels

Cverhead (Vugraph) projector

35mz Slides
Dual (ie., side-by-side) iza
Randon Access (8C-slicde trey
16om Motion Pictures -
dudio cassettz (Recording & playhack)

age
)

Dial A&ccess (From all rooms)
Off-air radio
£Ludio cassette
Off-air television -
Prc-recorded videotape

Recordinmg (From all rvoms)
All formats eudio tape
Yidootape (mainly 1" IV & 3/4"™ JIVC)

[T 3 5

S § . Closed-Circuit TV

o ) Origination fror any rcoz (including Crino
e - Scene Ares - Bldg. 6)

' ' Distrilution to any room Wlth v ro.CL--“?

Ly LT e Y e e (T e ey A M T 88 AR el e e L em e s




PRLDICTION ASSIST:

FhoreeSraphics
Fhone: 20666

Frocedure:  M:=ke out duplicate set of Production Request
Form (2-175); submit to A-V Froduction GSficer.

Graphics

Capatbilities:
Original artwork includ: pg dfagrams, illustraticr
etc‘
Signs
Reme strips
Duplicating transparencies

Photographic

Capabilities: ’

. Direct shooting in all formats (B&W & Color

prints and slides)

Copy stand shooting

Print & slide cduplicaticn (including enlargezent
reduction, cropping, etc.)

Electronic Recording

Phones: Froducer/Director - 2247 .

Engineer - 2220
Studio - 2110
Procelure:

Large-scale project
Set up with memeorandum; follewup with
Froduction Regiest Form
Single "ore-shot" prcject or vegular, c:-going
exercises

Use Froduction Rejuest Form.

Capsdilities: _
- Recording, playback, edit ing, ard dubling of
- all forirats of audic =nd videotape Inciuding
2 transfers to videotape from film (ifure itF &
B : 35 slides).
JREN ; : Tncreesing capabilities for productien on

location, especially within Acadery coxplex.

-2-
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Auditoriur
& Exec,
Conf. Rum,:

Six Class-
Yooms
(DAIS-M):

‘

Wireless recote control OF pre-pregrammed

3%rm Slides o ,
Dual ireges (with dissolve, if desired)

16mzm Motion Ficture
Audio cassetta & open-reel playback

Large-screen, projection television & videotape
playback

35=m slides
Dual inages
Randor Access
16mx Motion Ficture
Audio cezssette playback/record

Twvo (2) of the six rooms with electronic
student response

.

Presentation planning Including design for nevw materials
available from Training Technician.

FIELD CFFICES

All Field Gffices have teen previded with vidzocassette
recorder/player (VCR), 19" color monitor, mehile cart,

B&W camera,

of materials

and accessories, i
duplicating equipment at Quantico enabling 2ist

VCR's are compatitle with
ritution
frow Reedquarters.

e oy e
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PERSONNEL:

i 1TS/TV__STUDIO OFZRATIONS

‘%I‘ FACILITIES: ~ 7

Two color studios with one common control room are located
in Building #6, 2nd floor.

Studio "A" is the location of the permznent "Crime Scene"
sets and is used on a scheduled btasis for hands-on training
problems. TV is used, when requested in advance, to
enhance the training by recording acticn for later playback
critique and direct feed to the classroom.

‘Studio "B'" has no permanent sets. Sets are designed and

built to meet specific program requirements (eg., “Talk
Show', "Office Set", "'Classroom", etc.). _ .

Three color cameras and multiple microphones may be used
simultaneously in either studio. Picture and scund are
recorded on btreadcast (quadruplex) videotape recorders and
may be edited later,

16mm motion picture film and 35mm slides are integrated
into programs by means of a special color camera permanently
set up in the Engineering Room's multiplexer/film chain.

-

The pregram content is organized and recorded under the
supervision of 2 TV Froducer/Director (IV Production
Specialist).

ITS Graphics assists in preparation of charts, graphs, and
other special visual materials which may be neseded. ITS
Photography assists in praparation of slides, photo prints,
and 16mm film materials.

Camera operators are "volunteer" personnel, usually ITS
photographiers and Audiovisual -Center (roow 207-Bldg. #5)
Technicians.




- Engineering Is proviced by one full-time technician who
: is responsitie {or &ll rzinternente es well a5 cperetion
& of TV Corirol Focn and Enginesring Room ecuipmernt curing
3 “actual prograt shooting and eciting.
;.
- OCPEPATING HOURS: B - h -
b A normal shooting dzy begins at 10:00 a.m. After a 1/2
- hour lunch btrezk (12:30-1:00) the afternoon session is

1:00-4:30,

Overtime hours must be authorized by Training Division
menagement in advance or at the time the requirement
becomes known through the Audio-Visual Production Officer.

SCHEDULING:

Any use of TV facilities must be scheduled in advance to
assemble the necessary crew and to avoid conflicts with
non-TV uses of Studio "A", :

The Acadeny Scheduling Office has information on avail-
ability of the "Crime Scene" area (ie., Studio "A") and
must be contacted to reserve that space, . ITS/TV must
also be contacted, of course, to reserve space, time,
equiprment, and crew.

Non-TV use of Studio "A" (including the Gambling Casino
and "Crime Scene" seats) for arrest probtlems and other
exercises must also be scheduled in advance vwith the
Schaduling Office to prevent conflicts with television
recording.

i atn S
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' Zrogréars prod.ced in the II3/TV facility zre & cooper-
' cative effort te<twzen the requesting Section or Unit
“&nd ITS/TV personnel. :

The originator of a'pfégféﬁ fedtest is knewn as the
"'Client/Producer" who has the following tasks:

Prepare program outline with objectives and
general description of contert. (See attached
“Training Frogram Froduction Guidelines",)

Obtain approval from Section or Unit Chief
indicating that the project kas sufficient
merit in terms of numter of people to te served
and program life (ie., useful service) to
warrant production, '

Develop the practical means of producing the
program:
A.  Assign “Client/Producer" to project.

B. Conduct feasibility mezeting(s) with
ITS/TV persornel to confirm that ITS/TV
can best produce the program or whether
other redia formats or facilities could
better meet the project objectives.

C. Participate with ITS/TV perséonnel in
other pre-production planning meetings.,
The real key to successful production is
detailed pre-producticn planning to achieve
a completed, zgreed-uson script and studio
treatzent so that there are no major
surprises or changes cn the day(s) of
studio shooting. When confronted with
any major charge(s) in plans, ITS/TV rust
reserve the right to cancel shooting and
return with the client to additional pre-
production planning.

D. Establish client personnel who will be
responsible for writirg program script
and for coordinating client production
support. (See attached "Training Frogram
Froduction Guidelines" for suggestions
on scripting.) -

s 1)
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E. Estallish production schedule wi+h
ITS/TV perszirnel.

Act as approving authority fcr work done as

it proceeds and for the finished product.

Client/Frocucers are strongly

with their Section or Unit su:p

authority because effective creative production

rarely occurs as a "committez'" project. At a

minimum, ITS/TV should be assured of working

with a single contact person, usually the
Client/Producer.

» urged to errange
eriors for such

Work with ITS/TV through the post-production
(ie., post-shooting) editing phase. Client/
Froducers are cautionad that editing the
recorded materials can be more time consuming
than the original studio shooting but such .
editing is almost always where the production
is really "made".




D I L TS N U PO S A

Ins: r'ﬁional Technclogy Sexvices

X ) FEI Aceleny - Quantice, Virginia
év TRAINIRG PROGRAM PrODUTTION GUIDSLINES

5 o~ 2

S This sheet is intznded to provice guidelines for submitting a
| request for the production of media materiai by ITS at the

A Academy. It is not, strictly speaking, a fourm; however,
' submissions should follow the format given Lalow.

GUIDELINES

I. Objective:

(State as clearly and succinctly as possible the
general purpose and, if appropriz-e, the specific
objectives of the training materizl to be produced.)

II. Treatment:

(Frovide a general description of the "action"
sequence, what the audience will see and hear, and
conments altout the setting in which the action will
be perceived as taking place.)

III. Target fudience:
(Who? How many? Freguency of schools and/or use? etc.)

.

IV. Client/Froducer:
(Indicate by name and title who will be responsible
to provide technical advice, script, editing approval,
etc.)

(Write out the word-for-word narrative, if appropriate,
for given production. See script format sheet. Write
an abbreviated description in the Vicdeo column what

- the audience should see on the screen during the matching

auvdio in the adjacent column. In “Talk/Interview" type

"Shows" dizlog may not be fully seripted; hcwever, at

least the topics or points to be covered should te

shown in the "Audio" column and shots of "Host', "Guest"

etc. should be descrited in the "Video" column.

V. Script:

SRR T o i £ il A R e R
D R I T el B a
G YA b WO 1 42 B MR " " ”
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. VI, Specific Graphic Raguirement(s):
(If they can be pre-determined in esrly plamning stages,
include exact wording of all titles, samples of type
, faces, samples of on-camere materials and davices.
S Submit slides, photographic prints, or other zppropriate
: materials,)

T
UL BT TR

VII. Date Finished Program Material Recuired:

AT A i R |
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1L .COMPLIANCE B

The FBI Training Division’¢ Learning Resource Center

~was given specific responsibilities for police training films by memo

dated 7/18/73 from Assistant Director Jenkins, Training Division to
Deputy Assist‘ant Director Call:}han. |

In addition the LRC has tue responsibility for obtaining
appropriate audiovisuval material for training programs conducted at

the FBI Academy.

IL. ADMINISTRATION

The following individuals are involved in the operation

control of auvdiovisual records:
I
SA Edward D. Kenney
Training Division, FBI Learning Resource Center, Quantico, Va.
(703) 640-6131, ext. 2471
Umt Chief, FBI Librarian, GS-15 .
5% of tlme devoted te audxo\ isuval records management
5% of time devoted to records relating to oper atlonal conirol

Miss Sandra L. Coupe

Training Division, FBEI Learning Resource Center, Quantico, Va.
(703) 640- 8131, e\ct 2288

lexarlan 1110 GS-11-

10% of time dcxo ed to audiovisual records management

5% of time devoted to records relating to oper ahonal control
Miss Helen M. Gutierrez

Training Divicion, FBI Learning Resource Center, Quantico, Va.
(703) 640-6131, ext. 2344

Library TLcnmcun 1411, GS-5

10% of time dev mc‘d to audu,\ isual records mamocment

90% of time devoted to records rela\mﬂ to operational control
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oL VOLUME AND COSTS

E.
3

b

E-— ’ III'.. {cont'd.)

[ 2

y 1) through 4) Sce attached schedule.
= s

5) There are no avdiovisual records maintained at the

FBI Learning Resource Center or any Federal Record Centers which
can be ofiered to the National Archives at the present time.
6) . .

A) The FBI Learning Resource Center will eontinue to
supply the audiovisual needs for the Training Division. At the present
time it is anticipated that the volume of the collection will bé increased
by approximately 50%. However, it should be noted that the majority
of the audiovisual materials will be commercially cbtained. These
materials do not cescribe or document the organization, functibns,
policies, procedures, and essential transacti‘ozsof th.e FBI or 1jmique
material. |

B) The FBI Learning Resource Cenier‘will comply
with all federal regulations concerning archival material and continually

evaluate its holdingsin order to meet these requirements. Based on

previcus experience it is anticipated that the volume will be small

7) Zero Base Budgeting, Administrative Division

Control and Annual Inspections are methods used to determine the
PE

cost of management and operation of audiovisual programs.
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