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“3. Total machine readable records holdings. 
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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, approxinately 
100 “minitapes" are used for batch dumping on 7 ig 
the minicomputers. 
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t   b. 7 3330 Dise packs (100,000, 000 characters each) 

1 2314 Disc packs ( 30,000,000 “ ) 
. (14 Disc cartridges ( 2,500,000 “ 7 ) 

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.   

S. Machine readable records costs - See Introduciton. 

Program Effectiveness   i. No post-implementation studies undertaken as yet by 
Technical Services Division. 

  

2. #$Applicable courses attended by Systems Analyst assigned 
to ARNS project development would include: 

1974 - Design of on-line Systems-Control - 
° Data Institute for Advanced Technology 
1975 - Generalized Information Management 5 

System (GIM-II) Introduction, FBI - 
19758 - Data Base Design - Advanced Management vd 

Research, Washington, D. C. , 
1976 = Four Phase Data IV+70 Version II , 

System Operations, FBI 
_1976 - INTERCOMM System Design, FBI’ 
1976 = Automated Document Storage and : oo 

Retrieval Systems, George Washington v4 
University 

1976 + IBN 3270 Operation and Design, IBM, ~" . ua 
Washington, D. C. 4 

1976 - ISAOAS Name Search Application — 
Record Builder (403, TEI . oN 

1976 + ISAOGAS Name Search Application : 

- Display Builder (ADB), -FBI 4 
1977 - Project Management, Associates : : 

for Human Resource Development j    
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Assistant Attorney General . ‘ 

for Administration Macch 7, 1978 

Office of Management anu Finance 

Director, FBI 

ws TION OF DEPARTMENT OF JUSTICE 

RECORIMQ AND RECORDS MANAGEMENT oe 
x 

PRACT {423 AND PROGRAMS 2 

Reference is made to your letter cated 
January 18, 1978, with enclosures, cagarding captioned 

evaluation by the National Archives and Recorcs Service. 

The completed summary questionnatre related to 

Micregraphics Management along with pectinent material 

for the attantion of Mr. Patrick J. O'Driscoll, Special 

Assistant to the Director, Justice Publications 

Services Pacility, is attached. 

Enclosures (-) 

NOTE: Based on J. W. Awe memo to Mr. Bassett, dated 

2/21/78, which recorded receipt of summary questionnaire - 

concerning Micrographics Management. A copy of the summary 

questibnnaire is attached for information. An appropriate 

response was received from the Identification Division. 

66-18966 

Mr. Kent 
(Attn: Mc. Shackelford) 

CMG sbpr 
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_ NATIONAL ARCHIVES AND RECORDS SERVICE : 
RECORDS AND RECORDS MANAGEMENT INSPECTION 2 

PRELIMINARY DATA SUMMARY 

Q MICROGRAPHICS MANAGEMENT 
t io 

, 3 

INTRODUCTION evoeoneenseeceosee en seeneeseeneeeeaeeseseesneneoneene 

FBI FUNCTIONAL ORGANIZATION CHART) .ccccccsccccesccneve 

| 
RELATED DOCUMENTS , eeoeeoneeneeseeseeoeeeesneeeosenseeeosneeene 

\ 
RESPONSE TO SUMMARY QUES ONNAIRE @eeeveeeoeew eos eeeeaen ea @ 

Identification Division 
Records Management Division 
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February 24, 
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\ 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 

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 

Division 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 progyam 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 

elemadus of Records Management. Most elements are controlled 

from’a central poiht; 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 avd supplemented by the active suggestion and 

streamlining programs that have been encouraged and operational 

throughout the years. with this process we have the added 

perce 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 

_ proc@ures are routinely routed through the Records Management 

Division for comment or final approval/disappro
val. 

A general response to the inquiries relating to the - 

apprisal of costs of the program elements is based upon 

the work volumes, manpoweLl, production, salaries, equipment, 

and outputs. 
7 

A reasofiable effort has been expended by personnel 

called upon to complete the summary questionnaires; 
howevele 

if additional data is essential for the evaluation, this Bureau 

will wyke every effort to obtain the desired data. 
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2/24/78 ‘. 

RRWONAT ARCHIVES AND RECORDS SERVICE 
PRELIMINARY DATA SUMMARY 
MICROGRAPHICS MANAGEMENT 
  

  

1. COMPLIANCE NA . 

_ Provide a copy of each departmental component manual, handbook, or other guide 
“or directive dealing with gmicrographics | management including clearance, and 

“review procedures. . - Son, 

; , 

H. ADMINISTRATION Being handled by Records Management Division 

J. Provide a copy,of the pertinent sections of all departmental component 
manuals or directives Phich assign responsibilities for micrographics managernent. 

2. Provide the following staffing information for all positions involved in the 
micrographics management function. (Include vacant positions) 

  

% of Time 
devoted to 

Office Position: Title Micrographics 
Name Organization Phone . Series, and Grade Management 

“ . t 

‘ 

| \ 

‘IL VOLUME AND | ‘fT See Page 2 _ 

“2.0 Include any voluf{ ie igures gathered that would indicate the volume of your 
ae component's records maintained in microform. Indicate whether these microforms , 

are produced in-house or by a service bureau. , 

“lbs ae 

M
e
e
k
 
D
6
 
A
e
 
B
R
M
 

e
t
 
w
e
 
P
P
 

TH
: 

P
O
O
 

ST 
V
I
M
Y
 

oF.
 

w
o
r
s
t
:
 

O
T
e
 
G
E
L
 
t
e
 

a
 

a
7
,
 

Ee. R
Y 
E
T
A
 

EE
S,

 
t
o
t
e
 
AS

TE
T 
E
N
T
 

m
e
e
e
 

m
e
g
s
 

ow
 

e
y
 

ee
s 

  

Se
 
be
 
V
e
i
l
s
 

vated
 

ira
 

el 
al

ee
. te 

ab
e,
 

h
y
 
g
e
 

d
g
 
a
a
 

  

    
e
e
 

des
tin

iit
isi

ais
 

 



* 

w
e
 

ec
si
ka
ru
ti
bd
s 

bh
ai
 

siet
e 

ia
id
io
ba
ce
. 

2-24-18 

NATIONAL ARCHIVES AND RECORDS SERVICE 

PRELIMINARY DATA SUMMARY 

MICROGRAPHICS MANAGEMENT 
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1. The Assembly Section now has 25,000 rofis of negative microfilm. 

In addition, we have 1,938 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. 35 

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. t 

{ 

i 

5 

{ 

i 

' 
4 

Wi. VOLUME AND COSTS . | 

| 
} 

i 

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: 
7 

1 - Terminal Data Documate II 0110 $74, 789.23 

Corporation 

Cameras: 

: 

5 - Kodak Recordak MRD - 1 o110 5, 486. 25 ea. 

3 - Kodak Viewers | 4 MPE-1 0110 850.00 ca. 

1 - 3M Reader Printér Model 400 on10 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 ono 75.00 ea. 

sales and Rewinds Bn ne ene teens dees wed 

 



i 

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 microfilming 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 approximately 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. , 
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FLOW CHART FOR APPROVAL OF PURCHASE 
OF MICROGRAPHIC EQUIPMENT 

Unit of Request 

Section Approval ,° 

Division Approval - ‘ 

Bureau Approval 

sastlee Department Approval 
  

Procurement aw curement 

' ATTACHMENT 
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NATIONAL ARCHIVES AND RECORDS SERVICE 

PRELIMINARY DATA SUMMARY 

GR an b MICROSRAPHICS NANACEMENT 

ay 2 

RECORDS MANAGEMENT DIVISION 
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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 z 
for destruction. f e 
* ' 

it     

a)
 

. 

 



  

   
ASSiskAa ant AtCtooney General , . 

fer Aduiarlt: tein 
Orétca vt SAaRaygenent and Finance 

Directoc, EBI 

- 
. “tacch 15, 1973 

INSPEC VION OF OLNPARTUENT CP JUSTICE 
RECOKDS AND RECCADS «ANAGLMEN? 
PRACUICLS AND SRLOGRANS 

Reference i3 made to letter, with enclosures, 
from Rebert A. Cunnin usm, Actisy Dacector, Information 
and 2 VOMAUNLatLONS Systems Staf—, tated Fenvaary 10, L973, 
eegardinug the above evaluation by the National Archives 
and Recocus Service. Youre lettec, dated vandal 7 43. L373, 
was attacaed to provide additional data on this eubtect. 

_ ; vha conpleted uestionanaire certainiag to Awdi 
RECILUG Vanagjaweat aloay wath related mater cal for lie a 
OL Ke. Rolana Hook or Hs. Bill Davis is attached, 

Enclosures (2} 

NOTE: Based on J. W. Awe memo to Mr. Bassett, dated 2/21/73, 
which recorded ceceipt of summary questionnaire concerning 
Audiovisual Records Management. A copy of the suiamary 
questionnair2 is attached for information. An appropriate 
response was received from the Training Division. 

66-189656 

1 - Mc. Josaph 

CHG:mk (7) 
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NATIONAL ARCHIVES AND RECORDS SERVICE as 

RECORDS AND RECORDS MANAGEMENT INSPECTION ad 4 
PRELIMINARY DATA SUMMARY od   

AUDIOVISUAL RECORDS MANAGEMENT 

INTRODUCTION @eeeooeseeevneanvespeeoeeaeeeseeneeeeeeaeveeenvnneeeeeene A 

FBI FUNCTIONAL ORGANIZATION CHART .ccccccsccccccecsses B 

RELATED DOCUMENTS  cescccccccncccccc ances ccccasscsseese C 

RESPONSE TO SUMMARY QUESTIONNAIRE eeeeeresevreeoeesvevnecce D 
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INTRODUCTION 

During 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 

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 

Division 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, 

1f additional data is essential for the evaluation, this Bureau 

will make every effort to obtain the desired data.
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suntested, the reasons for contesting it, and the proposed amend- 
ment to the information, 

Record source categories; The basic information contained in 
these record’ is supplied by the individual on Departinent of State 
and Semive applecatons and reports, anquiics and/or conplaimts 
from members of the general public, members of the Congress; 
refutes of inquiries sadJor compliunts directed tu the White Honse 
or ta the Attorney General by members of the general putlic, Ser- 
see reperts of Investaiiien, sworn Statements, AOlTespondence 
and memorands, official reports, memoranda and written referrals 
from other povernment apencies, including Federal, state and locals 
from tke vanous gourts and repulatery avencies: and infromation 
from foreign government egences and international OPKunIZatwns, 

The source of the data in the Freedom of Information Act core 
tespondence control index is those individuals who seek informs. 
tien under thal Act. 

The information contained in the Emergency Reassignment Index 
is supplied by the individual and the Associate Commissioner, 
Manayement, 

Nearly all the systems contain information received from sources 
which are exempted from disclosure pursuant to 5 U.S.C. $§2a Gp 
and (h). 

Systems exempted from certain provisions of the act: The Attorney 
Sencral has exempted this system from subsections (Sd) and (4), 
d), CC), (2) and 03), CoKSG), CH) and CD, (eS) and (8), (9), (2), hi of the Privacy Act pursuant to $ USC. $52a ()) and (k). Rules 
save been promulgated in accordance with the requirements of 5 
J S.C. 55206), (c) and (c) and have been published in the Federal 
Legister. . 

JUSTICE/FBI - 001 
‘ystem name: National Crime Information Center (NCIC). 
System location: Federal Bureau of Investigation; J. Edgar 

foover Bidg., 10th and Pennsylvania Avenuc, N.W., Washington, 
¥.C. 20538. - . 
Categories of individuals covered hy the system: 
A. Wanted Persons 

1. Individuals for whom Federal warrants are outstanding. 
2. Individuals who have committed of have been identified 

with an offense wach os Classified asa iglony of serious 
miscemceanur under the custing penal statutes of the 
jurisdiction originating the entry and Cclony or misdemeanor 
warrant has teen issucd for the individual v jah fespect to the 
offense which was the basis of the entry, Probation and 
parole violstors meeting the feregoing criteria. 

3. A ‘Temporary Felony Want’ muty be entered when a law 
enforcement agency has need to tuke Prompt action to 
estat hoh a ‘want’ entry for the apprchcrsion of a person 
who has committed, of the officer has reasonable grounds to 
believe has committed, a fclony and who may seek refuse by 
flceing across jurisdictional boundaries and circumstances 
preclude the immediate procurement of w felony warrant. A 
“Temporary Felony Want’ shall be specifically identified as 
such and subject to verification and support by 4 proper 
warrant within 45 bours following the initial entry of a 
lemporary want. The agency originating the “Temporary 
Felony Want’ shall be responsihte for sul sequent 
verification of re-entry of a permanent want. 

B. Individuals who have been charged with sesious and/or signifi- 
nt offenses, 
C. Museing Persons 

1. A person of any ape who is missing and who is under 
proven physical/meotal disability of ix senile, thereby 
subjecting himself os others lo personal and immediate 
danger. 

- A petson of any age whe is minsing onder circumstances 
indicating Uhat his disappearance was not vuluntury. 

/ A person of any ape whois missing gad in the company of 
another persen under circumstances mdiatiag that bis 
physical safety os an danger. 

DA poser whe is minsng and dechwed uncon ipated as 
defined by the lias of tus sate of resedence and does nut 
fectany of the entry cederia set forth id, 2, of Jabove. 
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Tatvgerios of regards in the system: 

Stolen Vehute bile 
Po Ntoten vehicles 
2 Mei bes wanted an conpune bon with fclomes of serous 

fiscoimesness 

V Stolen veha le parts, including certificates of oupi ot title 
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B. Stolen Licease Plate File 
§, Stolen of missing heense plates. 

C. Stolcn/Missing Gun File 
tL. Stalen of missing guns. 
2. Recovered gua, ownership of which has not been 

established. 
D. Stolen Article File 
FE. Wanted Person Pile 

Described in ‘Categories of individuals covered’ by the system: 
A. Wanted Persons’. 

F. Securities File 
1. Serially oumbered stolen, embezzled, counterlcited, missing 
Secures, 

2. “Securitics’ for present purposes of this file are currency 
(e.g. bis, bank notes) and those documents ur certificates 
which generally are considered to be evidence of debt (eg. 
bonds, debentures, sotes) or ownership of property (cop. 
common stock, prefeared stock), and docuinents which 
represent subsemption rights (e.g. rights, warrants) and which 
are of those types traded in the securities exchanees in the 
United States, crcept for commodities futures. Also included 
are warchouse receipts, travelers checks and money orders. 

G. Boat File 
H. Computerized Criminal History File . 

A cocperative Federal-State program for the interstate 
exchange of cruninal history record information for the 
purpose of facilitating the interstate exchonge of such 
information among criminal justice agencies. 

I. Missing Person File 
Described in ‘Categories of individuals covered by the system: 

C. Missing Persons‘ 

Authority for maintenance of the system: The system is 
established and maintained in accordance with Title 28, United 
States Code, Section 534 and Title 28 - Judicial Administration, 
Chapter I - Department of Justice (Order No. GOI-75) Part 20 - 
Crimina! Justice Information Systems. ™ 

Routine uses of records miuintained iv the system, Including catega- 
ries of tsers and the purposes of such uses: Data in NCIC files is 
exchanged with and for the officisl use of authorized offi 3s of 
the Federal Government, lise ctates, Cities, and penal ane fine 
stitutions in accordance with Titl: 28, U.S. Code, Section 334. she 
data is exchanged through NCIC terminals under the control of 
criminal justice agencies in the $0 states, FBI kicld Offices, and 
other Federal law enforcement agencies. Dissemination of criminal 
history record information is set forth in Tithe 23 - Judicial Ad- 
ministration, Chapter }- Department of Justice (Qrder No. 601-78) 
Part 20 - Criminal Justice Information Systems, Subpart C, Sectuan 
20.33. 

Release of information to the news media: Information permitied 
to be released to the news media and the pudlic pursuant to 28 
C.F.R. 50.2 may be made availible from systems of records atm. 
tained by the Department of Justice unless it is determined trat 
release of the specific information in the context of a partcalor 
cise would constitute an unwarranted invasion of personal privacy. 

Releaye of infurmation to Members of Corgress. Information 
contained in systems of records maintained by the Department of 
Justice, not otherwise reqguured to be released pursuant to § U.S.C. 
$82, may be made available to a Member of Congress of staff act 
ing wpon the Member's bebalf when the Member or staff requests 
the infurmstion on behalf uf and al the request of the individual 
who is the sutject of the record. 

Routine uses of records aruintained in the system, including cater. 
ries af users und the purposes of such uses: Release of information 
to the National Archives and Records Service: A record from it 
system of records may be divclosed as a routine use ta the National 
Archives and Records Semice (NARS) in records manage Mt ant 
Spections conducted under the authority of 44 U.S.C. 2904 and 
29u6, 

Paticies and practices for stesing, retrieving, accessing, retaining, 
and dispasing ef records in the system: 

    

      

    

Storage ormiation stumtained ja the NCIC system is stercd 
clectrontally for use ina computer environment 

Retrivvanility: Ondine access to data in NCIC is acluesed by 
ing the folraiey seuech tlesctiptars, $. Vehite bales ab Vetuale 
identificaiten tuunter, by License plate numbers o) NCIC auimbes 
(unijue .numbee assigned by the NCIC ccinputer to cach Nel 
tecordlh . 

  

2. Dcense Phite Piles ay Daceese plate number, by NCIC number 
3. Gan Pale as Serial number of rua, bb NCH numbgy? 
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53378 PRIVACY ACT 

4 Artade File: a Serial number of article, bY NCIC number 

6S Veoanted Person Pale ad Name and one af the foto sauce numeri 
date of bith, ERE namber to inher ast ah by the 

Federal Hureau of Investigation to an arrest fingerprint record), So- 
stal Security number itt ts acted the requirements of the Privacy 
AcO with tegand fo the solicitation of Socal Sequmty numbers have 
heen brought to the attention of the members of the NCIC 
system), Operator's teense number (driver's liceaxe nuinber), 
Miscellancous wentifving number (military number of number as- 
signed by Federal, state, of local authorities to ad indewidual’s 
revord, Originating ugensy case number, hi Vehule of license plate 

: known to be in the possession of the wanted person, co) NCIC 
: numbce (unique number aseyned to each NCIC record) 

6 Secuntics File ab Type. senal number, denomination of 
sccurity, b) Type of security and name of ounce of sccunty, c) So- 
cial Security number of owner of secunty, J) NCIC number 

7. Boat File a) Regeteaton document number, b) Hull seriat 
number, c) NCIC number 

8. Computerized Criminal History File a) Name, sex, race, and 
date of birth, b) FRE number, ob State ideatification number; d) So- 
cicl Security Number; ¢) Masccllancous number 

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 security 
measures are the minimum to be adopted by all criminal justice 
agencies having access to the NCIC Computerized Criminal History > 
File. These measures are designed to prevent unauthorized access 
to the systera data and/or unauthorized use of data ubdtained from 
the computerized file. 

1. Computer Centers : 
a. The crimins! justice agency computer site must have 

adequate physical secunty to protect against any 
unauthorized persunnel guining access tu the computer 
equipment or to any of the stored data. 

b. Since personnel at these computer centers can access data 
Stored in the system, they must be screened thoroughly 
under the authortly and supervision of an NCIC control 

! terminal ageacy. (This autherty and supervision may be 
i delegated ta responsable criminal justice agincy personnel ia 
1 the case of a satellite computer center being serviced . 

through a state control terminal agency.) This screening will 
also apply to non-criminal justice maintenance or technical 
personnel. 

c. All visitors to these computer centers must be accompanied 
by stall personnel at all umes. 

d. Computers having access tou the NCIC must have the proper 
: computer instructions written and other built-in controls to 

prevent criminal histury data froin being accessible to any 
terminals other than authorized terminals, 

' e. Computers having access to the NCIC must maintain a 
i record of all transactions against the criminal history file in 
1 

    

    

    

the same manner the NCIC computer logs all transactions. 
The NCIC identifies each specific agency entering or 
receiving information and cvaintains a record of those 
transactions. This transaction record must be monitored and 
reviewed on a reyular basis to detect any pussitle misuse of 
criminal histucy data, 

f. Each state control terminal shall buikt its data system sround 
a central computer, through which each inquiry uiust pass 
for screening and verification. ‘The configuration and 
operation of the center shail provide for the integcity of the 
data base. - 

2. Communications 
: a. Lines/channels being used to transmit criminal history 
| information must be dedicated solely ty criminul justice use, 
' te. there must be no terminals belorzing to ageacies outside 
: the criavinal justice system sharing these Lacs/channels, 

_}_ Physical security of the lines/chunnels must be protested to 
\ . guard against chindestine devices being ubliced to intercept 

OF inject system traffic. 
V Terminal Devices Having Access to NCIC 

a, All agencies having terminals on the system must be 
required lo physivally plice these [ceminals in secure 
locations within the authorized agency. 

b The agencies having terminals with access to criminal 
history must have terminal operators sereened sad restrict 
access to the terminal to a muanaum aumber of authorized 
employees, 

  

ISSUANCES 

ec. Copies of critnmadl history clita ebtimed: fram terns ih 
destees aiast be affected veces feo pe 
Camatheri ccd acct food tree ad Cot babe 

gd. Alb remote tecninaly on NOLC Computerized Crimmal 
fistory wall inamtoin a hacd copy ef Computertzed ceminal 
history inquires wath aotatioas of individual making request 
for record (0 hayek : 

Retention and disposal: Unless otherwise removed, records will 
he retained ia file ay follows: 

1. Vehale File 
a. Unrecovercd stolen vehicle records (including snow mobile 

records) which do not coatun svchicle mtenatliativa numbers 
(VEN) therein, will be purged from Gile 90 days after the end 
of the heense plate’s expiration yeur as shown in the record, 
Unrecovered stolen vehicle records (including ssu4 mobile 
records) which contain VIN’s, will cemain in Glo for the year 
of entry plus 4 
Unrecovered vehicles wanted in conjunction with a felony 
will remain in file for 0 days after entry. In the event a 
longer retention period is desired, the vehicle must be re- 
entered. 

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

2. License Plate File 
Uncecovered 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 weapons will te retained in file for an 

indefinite period until 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 year entered plus 2. 

4. Acticle File 

Unrecovered stolen articles will be retained for the balance of 
the year entered plus one yeur. 

5. Wanted Person File 
Persons act locates will remain in file indefinitely until action 

is taken by the uviginating ageiivy tv clear the recurl fexcept 
‘Temporary Felony Wants’, which will be automatically 
removed from file after 48 hours). 

6. Securities File 

Unrecovered, stolen, emhezzied, counterfeited or missing 
securities will be retained for the balance of the year entered 
plus 4, except for travelers checks and moncy orJers which 
will be retained for the balance of the year entered plus 2. 

7. Boat File 

Unrecovered stoten boats-will be retained in file fur the 
balance of the year entered plus 4. 

8. Missing Person File 
Will remain in the file until the individual is located or, in the 

case of unemaccipated persons, the indivitual reaches the 
age of emiuncipztion as defined by Leas of his state. 

9. Computerised Criminal History File 
When an individual reaches age of 80, 

System manayer(s) aud address: Director, Federal Murean of In- 
vestigation; J. I c Hoover F.B.L Building; 9th and Pennsylvania 
Avenue, N.W.; Washiayton, D.C. 20535. 

Noulificution procedure: Same as the above. 

   

s 

    

    

Record access procedures: . 
{tis noted the Attorney General is exempting this system from 

the access and contest procedures of the Privacy Act Ho 
the followins alternative procedures are available to ar j 
The procedures by whith an indisidual may obtain a copy of his 
Coinputerized Ceunioal History are as foilows: 

Hf va ineisidual has a criminal record supported by fisverprints 
and that record has been entered in the NCIC CCIL File, it is 
available to that individual for rewow, upen presentation of ap- 
propriate identification, and in accordance with aonlicabls state and 
Federal administrative and statutory rooclations. 

Appropriate ideatificativa inches being tinverpeintcd for the 
Purpose of insuring Uiat he iy the individual thyt he purports lo be. 
The record on file wall thea be verified as HM Usrough comparison 
of fingerprints. : 

Procedure, I. All cequests for review must be made by the sub- 
jest of his record through a law enforcement agency Which hus ac- 
cess to the NCIC CCH File. Phat agency withia statutory of regula 
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wey hints can fequire additional identification to as 
Positive Mentfivation: 

2° the coopernsting law enforcement agency can make an 
lenhfivation wih fingerprints previously Guken which are on fle 
wally and Wf the FRE wentificaton number of the individual's 
word ts avaiable ty that agency, can make an on-line inquiry of 
CIC io obtain his recon on-hae of, if it docs not have sumtuble 
quipient te abtain anon line response, obtin the record from 
Castunpton, DCL, by mad The individual will then be afforded the 
Preitunaty te cee that regard. 

3. Should the cooperating Liw enforcement arency not have the 
Mivatoals Gogerpriuts on file locally, is necessary for thut ccen- 
y to ttate his prints to aa exiting recerd by having his identifica 
on pits compared wth those already oa file in the FHI or, 
assitly oan the St.te's cential idenofieation agency. 

“ ontestiog record procadures: The subject uf the requested record 
all request the apprupnate arresting wpency, courk, or core 

ret Ab opency to imate action necessary to correct any stated 

accuracy in his recotd of provide the information needed to make 
ie record complete. 

AA securing 

    

in the NCIC 
Federal and international 

kreord source categurics: Information contained 
ester is obtained trom local, state, 
iminal justice agencies. 

Systerns exempted from certain provisions of the act: The Attorney 
enewh has exempted this system From subsections (c)(4) and (4), 
1, Cot), (2) and Gh, CeM4G), CH), (ens), (9, (2) and (m) of the 
ivecy Act pursuaet to 5 U.S.C. §52a (j). Rules have been promul- 
sted in accordance with the requirements of § U.S.C. 553(b), (c) 
rd (c) and have been published in the Federal Register. 

SUSTICE/FBI - 002 

stem oame: The ‘FBI Central Records System.® 

System location: a. Federal Bureau of Investigation, J. Edpar 
cover FBI Building, 10th and Pennsylvania Avenue, W.W., 
‘ashington, D.C. 20535; b. 59 field divisions (see Appendia); c. 14 
egal Attaches (sce Appendix). 

Categories of individuals covered by the system: 

a. Indivituals who relate in any manner to official FBI investiga- 
ans including, but nat limited to suspects, victiins, witnesses, and 
Se A ives ond ausoviaies that are relevent to an investigation, 
b. Applicants far and cutmeat and former persannel of the FBI 
id sersans related thereto that are considered relevant to an appli- 
it investigation, personnel inquiry, or persons related to person- 
A matters. 

c. Applicants for and appointees to sensitive positions in the 
nited States Government and persons relatcd thereto that are con- 
dered relevant to the investigation, 
d. Individuals who are the sudject of unsolicited infurmation, 
ho offcr unsolicited information, request assistance, and inake 
quiries concerning record matcrisl, including general correspon- 
‘nee, contacts with atier agencies, businesses, institutions, clubs, 
¢ public end the news media. 
e. Individuals, associated with administrative operations or ser- 
ces includ.ag pertinent Cunctions, contracturs and pertinent per- 
ns related thercto. 

Cuicyories of records in the systeuns 

The FBI Central Records System - The FBU utilizes a central 
cords system of maintaining its investigative, personnel, appli- 
nt, cdnunistrative, and peneral files. This system consists of one 
smerical sequence of subject matter Giles, an alphabetical index to 
¢ files, und @ supporting abstract system to facilitate presessing 
ad account.bilny of all inportant muol placed in filz, Files kept in 
AM figld offices are also structured in the same manner, except 
ey do net ulilize an abstract system. 

The PRE has 198 classifications used in its basic filing system. 
They pertain princatly te Federal violations over which the 
FBI has investigative jurisdiction, However, included in the 
158 clissifications are personnel, applicant, and 
administtive motors to facthtate the overall filing scheme. 
These chisstficadons are as follows (the word ‘obsolete’ 
folluasy the name of the Clisul.aen indicates Une 
documents are oo longer being filed wader this heading): 

  

CLASSIFICATIONS 

Ho Ursiring Schools: National Academy Matters: FRE National 
Academy Aprinants 

2. Neutlebly Matters 

3. Overthrow of Destruction of the Government 
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4. National Firearms Act: Fe rears Act; State 
Firearms Control Asustunce Act; Unliwfal Possession or 
Receipt of Firearms 

$. Income ‘Tas 
6. Interstate Transportation of Strikebreakers . 
7. Kidnuping 
R. Migratory Bird Act 
9. Extortion 
10. Red Crass Act 
U2, Tas (Othes than Income) 
12. Narcotics 
13. Misccilincous National Defense Act, Prostitution; Selling 

Whiskey Within Army Camps (obsolete) 
14. Seaition 
1S. Thelt fram Laterstste Shipment 
16. Violatiow Federat Injunction (obsolete) 
07. Veterans Adininistration -fatters 
18. May Act 
19, Censorship Matter (obsolete) 
20. Federal Grain Standards Act (obsolcte) 
21. Food and Drugs 
22. National Motor Vehicle Traffie Act (obsolete) 
23. Prohibition 
24. Profitecring (obsolete) 
25. Selective Service Act; Selective Training and Service Act 
26. Interstate Tran: portstion of Stolen Motor Vehicle; 

Interstate Transportation of Stalen Aircraft 
27. Patent Matter 
28. Cop; right Matter 
29. Bank Fraud and Embezzlement _ 
30. Interstate Quarantine Laws (obsolete) 
31, White Slave Traffic Act 
32. Wentification Chiacerprint Matters) 
33. Uniform Crime Reporting 
34. Violation of Lacy Act (absolete) 
35. Civil Service 
36. Mail Fraud 
37. False Claims Acainst the Government (obsoletc) 
38. Application for Pardon to Restore Civil Rights (obsolete) 
39, Falsely Claiming Citizenship 
40. Passport and Visa Matter 
41. Explosives (obsolete) 
42, Deserter, Deserter, Harborina 
43. Wegal Wearing of Viniform: False Advertising or Misuse of 

Names, Words, Embicms or Insignia: Wicgal Manufacture, 
Use, Possession, er je of Emblems and Insipnia; Wes si 
Manufacture, Possession, or Wearing af Civil Defense 
Insignia: Miscellancous, Forging or Using, Forged Cerificate 
Of Discharge from Military or Nuval Service; Misce ANLOUy, 
Falsely Making or Forzing Naval, Military, or Official Pass: 
Miscellancous, Forging or Counter{citing Seal of Departme 
or Agency of the United States: Misuse of the Great S 
the United States or of the Seuls 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 Laws, Voting Rights Act, 1965 

45. Crime on the High Seas (laciides stowaways on boats und 
aiscraft) 

46. Fraud Apuinst the Government: Anti-Kickback Statute: 
Dependent Assistance Act of £950; False Claims, Civil: 
Fedcral-Aid Road Act; Lead and Zine Act; Public Works 
and Ecanomic Development Act of 1465; Renegolialion Act, 
Criminal, Renepotistion Act, Civil: Trade Expansion Act of 
1962, Uncmnployment Compensation Stistutes; Economic 
Opportunity Act 

47, Impersonation 
48. Fostal Viokition (Except Mail Fraud) 
49. National Hunkeuptcy Act 
$0. Inveluntary Servitude und Slavery 
St. Jury Panel Investiestions 
$2. Theft, Robbery, bintessfement, Uiegal Possesstaa or 

Destruction of Goxcrnnicnat Property 
53. Eacess Profits on Wool (obsolete) 
$4. Customs Faws and Sisupeling 
$5. Cowatorferting ve cece eee ne noe _ 
56. Election Jaws 
$7. Wae Labor Disputes Act (absolete) 
SK. Bobcry. Conflict of Toterest 
30. World War Adjusted Compensation Act Cobsaletes 
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a Ante Trust 

42) Dreason oe Masposon of Ereasen 
#2 Miscellaneous | Incholiog Adionistestive bnquiey (foenerts 

Miscondictia Offices , . : 
60 Macelaneous, Now Subversive, including, Bhiok Market in 

Roultyad Trhets fobsofeten Cad Vcronaaties ALU falssaleten 
hoyht Tour Dey baw: Pederal Juss hay lovestiypabons; 
Federal fusenve Delinqueaey Act Kickbuas hk Rachet Act. 
fiands Disiuon Matter (Condenmaatnon Proggedings): 
Misxcellunconus -- Civil Sunt, Mincelluncuas, O PAL Viohimen 
(Cisald dubsoleted: Miscellunesuy 6 W and Howe faw 
(hate Labor Standards Act af 693%), Soldiers and Satlors 
Civ Rehel Act of 1940; Cantf Act of tytn: Top Hoodlum 
Couseroge: Unreported Interstite Shipment of Cigarettes: 
Federal Cigarette Labeling and Advertsing Act . 

64. Foreign Miscellaneous 
63. Espionage 
66. Administrative Matters 
67. Personnel Matters 
68. Alaskan Matters (obsolete) 
69. Contempt of Count 
70. Crime on Indian Reservation: Inducing Conveyance of 

Indian Trust Land: Crime on Government Reservation; 
Fmbezziement or Theft of Indian Property. 

TV. Buils of Lading Act 
72. Obstruction of Criminal lavestigations 
73. Applicauion for Pardon After Completion of Sentence and 

Application for Executive Clemency 
74, Perjury 
75. Mondsmen and Sureties : 
76. Escaped Federal Prisoner: Escape und Rescue: Probation 

Violator; Perole Violator; Mandatory Release Violator 
77, Applicants (Special fnguiry, Departinental and Other 
Government Agencies, except those having special 
classifications) 

73. Wegal Use of Government Transportation Requests 
79. Missing Persons 

80. Laboratory Research Matters 
81. Gold Hourding (obsolete) 
82. War Risk Insurance (National Service Life Insurance) 

fobsolete) 
83. Court of Cluims 
84. Reconstriction Finance Corporation Act lubsalete) 
85. Home Owner Loan Carpuration (obsolete) 
86. Federal Lending and Insurance Agencies 
87, Interstate Transportation of Stolen Property (Fraud by 

Wire, Ratio, of Television) 
83. Unlawful Flight to Avoid Prosecution, Custody, or 

Confinement; Unlawful Flight to Avoid Giving Testimony 
89. Assaulting or Killing a Federal Officer; Congressional 

Assassination Statute 
90. Irregularities in Federal Penal tnstitutions 
91. Bank Burglary, Bank Larceny: Bank Robbery 
92. Anti-Racketecring: ALR., Lea Acts A.R., Interference with 
Goverament Communicatiuas System; A.R., Hubbs Act 

93. Ascertaining Financial Ability 
94. Research Matters 
95. Laboratory Cases (Examination of Evidence in Othee Than 

Bureau Cases) 
96. Alien Applicant (ubsolcte) 
97. Registration Act . 
98. Sabutuce 

- 99 Plant Survey (obsulcte) 
100, Subversive Maiter (Individuals); Interoal Security 

(Organizativn) . . 
TOL. Hatch Act (obsolete) 
102. Voorhis Act 
103. Interstate Transportation of Stolen Cattle 
104 Serviceren'’s Dependenis AHowance Act of 1942 

Cobsulete) 

10S. Internal Scenrity (Nationalistic Tendency, Forcisn 
tnlelhgence) (Individuals and Organizations, by country) 

106. Alicea Enemy Control: Escaped Prisoners of War and - 
Internees (obsolete) 

107. Denaturalication Proceedings (obsolete) 
108. Foreiga Sravel Control (obsolete) 
109. Forciga Pohtcal Matters 
$10. Forcign Economic Matters 
EOL. Foreign Soot Conditions 
112. Forcign Fuods 
t03. Foreign Miltary and Naval Matters 
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PRIVACY ACT ISSUANCES 

V4 Aben Proporty Cistodiin Matter Cobsaletes 
(IS Bond Default, Bad famper 
EEG Atom Brergey At Applicant, Atom Pocies AGH 
Employee 

U7 Atom Energy Act, Coiminal 
Tie Apedeot, Central Inte lhpence Agency tobsadete 
HIS bederal Kepuhitions of bubbying Act 
120. Federal Dust Chams Act 
$21. Loyalty of Government Finployees (obseletes 
$22 Labor Monuement Reliuens Act, 1947 
V2} Special lequiry, State Department, Vote of Ameria 

(U.S. faformauon Centon (Public baw 402, sch Congress) 
124. European Recovery Program Unternational Cooperation 

Administration), formerly Forciga Operations 
Administration, Economic Cooperation Addauniytration of 
E.RLP., Furopean Recovery Provram: ALD , Agency for 
International Development (obsulete) 

123. Realway Labor Act: Railway Labor Act, Employer's 
Liability Act , 

126. National Security Resources Board, Speviat Inquiry 
fubsolete) : 

$27. Sensitive Positions in the United States Gov erament, 
Public Law 2466 (obsuletes 

124. International Developaieat Program (Forciga Operations 
Administration) 

129, E ation Claims fobsolete) 
$30. Special Inquiry, Armed Forces Security Act (obsolete) 
130. Admiralty Matter . 
132. Special Inquiry, Office of Defense Mobilization (obsolete) 
13. Nanwnal Scicnce Foundation Act, Appheant fobsotete) 
134. Security [nformants 
135. PROSAB (Protection of Strategic Air Command Bases of 

the U.S.A. Air Force) 
136. American Legion Contact (obsolete) 
137. Criminal Informants 
138. Loyalty of Employees of the United Nations aad Other 

Public Internstionsl Organisations 
139. Interception of Communications (Formerly, Caauthoriced 

Publicativa or Use of Communications) 
140. Security of Government Employees; S.G.E., Fraud 

Against the Government . 
$41. False Entries in Records of Interstate Carriers 
142. Megal Use of Ratlroad Puss 
143. Interstate Transportation of Gambling Devices 
144. Interstate Transportation of Lottery Tickets 
145. Interstate Transportation of Obscene Matter: Broadcasting 
Obscene Lunguage 

146. Interstate Transportation of Prison-Made Gouds 
(47. Federal Housing Administration Matters 
148. Interstate Pransportation of Fireworks 
149. Destruction of Aircraft or Motur Vehictes 
150. Harboring of Federal Fugitives, Statistics 
151. (Referral cases ceecived troni CSC under PLL 

Agency for International Development: Aton! 
Commission (Civil Service Conmission): National 
Acronautics and Space Adininistration; Naticael Science 
Foundation: Peace Corps; Action; U.S. Ar: 

at Agency; World Health Organ 
International Labor Organi on; U.S. lator 

US2. Switchblade Kafe Act 
153. Automoaie taturniation Disclosure Act 

~ Interstate Transportation of Unsafe Refriverators 
» National Aeronautics and Space Act ol fuss 
. Welface cad Pension Plirs Disclosure Act 

TMreitist Matters: Civad Unrest 
188. Labor: Manarement Reporting and Disclosure Act of 1ysy 

(Security Mattern) Cobselete) 
$89. Tabor Manusumeat Reporting and Diclosure Act of 1989 

Cnvestizative Mitten) 
160. Federal Tran Weeek Statute 
161. Special Inquiries for Witte House, Coneressiunal 
Comnnttee and Other Government Agencws 

$62. Interstate Gambhiog Acti ities 
163. Fortean Police Cooperation 
163. Crise Aboard Acrocaft 
16S. Interstate Franmassien of Wagering Information 
l66. Interstate Urensportation in Aid of Rackelecning 
167. Destriction of Eaterstate Peoperty ye 
168. Totersate Promsportition of Wasering Paraphernalia 
109) Hydraibe Biake bhiad Act (ohsalete} 
170. Exteemesc Informants 
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178 Motor Vehicle Seat Belt Act (orwoncidead 
(9172, Speets Bribery 

- 173, Pubhe Accommodations, Cisal Rights Act af (964 Public 
Fucthoes, Civil Rights Actofl l64 Public Kaducation, Civil 
Rights Act of 1964 Employment, Civil Rights Act of (964 

474. Explosives god Incendiary Devices; Roth Threats 
(Formerly, Nombing Matters; Bombing Matters, Threats) 

17S. Assauling the President (ur Vice President) of the United 
States 

16. Anti-riot Laws 
177. Discriminanoa in Housing 
178. Interstate Obscene or Harassing Telephone Calls = 
179, Fatoctonate Credit Transactions 
180. Desecration of the Flag 
18t. Consumer Credit Protectian Act 
U82, Rlcpal Gamtliug Husiness; Mecul Gambling Business, 

Obstruction; Weyl Gambbhng Musimess, Forfeiture 

UR. Racketeer, Infiuenved and Corrupt Organizations 
{84. Pohee Ruliues 
88. Protection of Furcign Officials and Official Guests of the 

United States 
18S. Real Estate Settlement Procedures Act of 1974 
t#7, Privacy Act of 1974, Criminal 
(88. Ceame Resistance 
189. Equal Credit Opportunity, Act 
199. Freedom of Information/Privacy Acts 
191. False Identity Matter 
192. Hobbs Act - Sinencial Institutions 
193. Hobbs Act - Commercial Institutions 
194. Hobbs Act - Corruption of Public Officials 
195. Hobbs Act - Labor Related 
196. Fraud by Wire 
197, Civil Actions or Claims Ag-inst the Government 
198. Crime on ladisn Reservations - 

Files kept in FBI Field Offices - Fictd offices maintain certain 
tecurds that are not contained at FRI Headquarters that include 
files, indea cards, and related material Pertaining to cases in which 
\hure Was no prosccutive action undertaken: perpetrators of viola- 
tions not developed curing investigation; ar investigstion revealed 
Allegations were unsubstantiated or not within the investigalive ju- 
tisdiclion of the Burcau. These investigations were closed ia field 
Mfices and correspondence not ferwarded to FBI Headeunrters, 
Duplicate records and records which extract information reported 
n the main files are also kept in the various divisions of the KBI to 
issist them in theie day-to-day operation. These records are lists of 
adiviguals which contain certaia biographic data, inchnlicg physic 
tal description and photograph. They may also contain inforsation 
roncerning activities of the individual as reported ta FHIHQ by the 
‘atious ficld offices. The establishment of these lists is necessitated 
vy the needs of the Divisions to have immediate access to pertinent 
sformation duplicative of data found in the Central Records 
vithout the delay caused by a time-consuming manual search of 
‘ental indices. The manner of seyrcpating these individuels varies 
lepending on the particular needs of the FRI Division. The infur- 
sation pertaining to individuals who are a part of tie list is deriva- 
ive of information contained in the Certral Records System. These 
luplicative records full into the following cotepories: 

(1) Listings of individuals used tu assist in the location and 
apprehension of individ:ials for whom legal process is 
outstanding (fugitives); 

(2) Listings of individuals used in the identification of 
particular offenders in cases “where the FEL has jurisdiction. 
These listings include various photerriph albums and 
background dota concerning persons who have been 
formerly charged with a particular crime and who may be 
suspect in simular criminai activities; and photographs of + 
indwidualy who are unknown bet suspected of involvement 
in a particular criminal activity, for example, bank 
surveillance phutoyraphs; 

Q3) Listings of individuals as part of an overall criminal 
intelbyence effort by the FKE This would include 
photograph a wi, Hist. of indssituals known to he involved 
in criovinal avtivity, inchating theft from interstate Mujement, 

interstate Gansportsbon of steicn property, and individuals 
in the upper echelon of orpanized criune: 

(2) Dastiojs of indieida dis im Gonaccten with the PUL's - 
thandate to catey out Presidential dicetives on kanusry 8, 
HOS4, July 24, 1950, December 1S, 1953, und Pebruary 18, 
1976, which desipnuted the PE to Garry aut investipative 
work In matlers seliting: toe pronage, sabotage, and forcign 
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, counterintelligence listings may include photopraph 
albuns and other letiies contuining Iopraphie dita 
regarding imbsitaels, Chis would include fists of dentbied 
and suspected farcipa intellipence agents and informants: 

(3) Special indices dupheative of the central indices used to 
access the Central Records System have been created from 
time lo Gime ta conjunchon with the administranon and 
investigation of major cases. This duplication and 
Segregrsation facilitates access to documents prepared in 
connection wih mayor causes. . 

Some of the information contiined in the main files has abo 
been extracted and pliced on computer to enable various 
divisions tu retrieve information more rapidly by averting 
the need for a manual search for infermatuion maintained in 
the main files. For exariple, since investigation of major 
frauds requires the Agent to collect and organize massive 
volumes of evidence and other investizative information. the 
FBI is using computers to do this ina more accurate utd 
expeditious manner. Additionally, Apents occasionally sete 
evidence in computerized form and EKE computers are used 
to organize and sort the information in preparation for trial. 

Also, persoanel type information dealing with such mitters as 
attendance and production and accuracy requirements is 
maintained by seme divisions. 

Authority for maintenance of the system: Federal Records Act of 
1950, ‘the Constitution of the United States, various provisions of 
U.S. Code, Executive Orders and Presidential directives. 

Routine uses of records maintained ia the system, including cate 
ries of users and the purposes of such uses: The records contsiaud in 
this system are utilized by the FBI in support of its mission to con- 
duct investigations within its jurisdiclion and for various adniinis- 
trative purposes. Infoimation from these files is disseminated to ep. 
propriate Federal, stale, local, and forcipn agencies where the recht 
and need to have access to this information exists -- For evumpte, 
to assist in the general crime prevention and detection efforts of 
the recipient agency. Information is also disseminated to these 
agencies and to individuals and organizations, where such dis- 
scmination is necessary to elicit information fram such TY INS ISs 
and individuals. Information from this system is also disseminated 
during appropriate Ikypal proceedings. For example, witness inicr- 
views are made available to defendants pursuit to the Jencks Act 
during Federal criminal triels. In the event that a system of records 
Maintained by this agency to cacy out its functions indicated a 
Violation of potential viclation of law, whether ci criminal or 
regulatory in nature, end whether arising by yeneral statute of pare 
ticular program statute, or by regulation, ruiz or order issucd pure 
Suant thereto, the relevant records in the system of records may be 
referred, ay a routine use, to the appropriste agency, whether 
federal, state, local, or foreign, charged with the responsibility of 
investigating or prosecuting such violation or charged with enfore- 

  

  

    

      

  

  

  

     
    

  

    

    

ing or implementing the statute, or rule, tegulation or order issued 
pursuant thereto. A record fron: this system of recerds may be dis- 

iain closed us a ‘routine use’ to a Federal, state or local agency 
taining civil, criminal or other relevant enforcement inforina 
other pertinent information, such as current licenses, if Necessary 
to obtain information relevant to an agency decision conceraing the 
hiring or reteation of an cmployee, the issuance of a severity 
clearance, the kiting of a contract, or the issuance of a license, 
grant or other benefit. A record from this system of records May be 
disclused to a Federal spency, in Tesponse to its request, in connec: 
lion with the hiring or retention of an employee, the issuance of a 
Security Cleurance, the reporting of an investigation of an en- 
ployee, the letting of a contract, ur the issuance of x license geant 
or other bencfit by the sequestiag agency, to the extent thet the ine 
formation is relevant und aceessusy tu the requesting agency's devi- 
sion oa the matter. For example, in discharging its obBpatons 
under Executive Order 10480, this agency would disseminate record 
information as a direct recult of a name check Tequest submitted by 
anviber government wpency. A record tating to an actual or 
potential civil or criminal violation of title 17, United States ¢ aude, 
May be dinsciuinated to a pesson’ mjured by such violation to assist 
hiither in the insctunon of maintenance of a anit broupht: ender 
such tle. Hackpround and descuptnve information on kederai fipi- 
tives ty disseminated to the general public and the news medias in an 

                  

effort to brag abuut the apprehension of these wanted: indi bhiats ”- 
News releases ate alse casseminiutedt lo the Public and the news 
medis concerning epprchensions of PBL fnyitives and other notable 
accemploliments. Add:uonally, pablo source information a dis 
Usbuled on continumyg basis, upon request, lo the Evans pata 

- 
—— 
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and represeatatives of the media Upon specific approval of the 
Dorecter, information may be dissemurotest Crom thes system te ine 
dhlaak an the private seqtee in ewloenaathig crcuenstances mm order 

tu pretest hfe or property. information whi rates te foreign 
countecaintallipence matters may he disseminated to andivatials an 

“the private seston with the speuific anthormty of the Attumey 
General where he deems it accessary in order for the Lederat Bue 
reau of Frvestigotios CF fD to fulfil its statutory responsibilities to 
vestigate espronage in the United States. The FHE has recened 
inguintes from private citizens and Conercusional cffices in behalf 
of canstitucaty secking assintince in localing such individuals as 
missing children or heise to estates. Where the aced is ucute and 
where appears FRE files may be the anly lead in locating the in- 
dividual, consideration will he given to furnibing relevant informa- 
bon to the iaquiring individual. tnformation will be provided only in 
those instances where it can be determined from the information at 
hand that the individual being sought would want the information to 
be furnished. e.g. an heir to a large estate. Information with regurd 
to missing childcen will not be provided where they have reached 
their majority. The decision to make any dissemination under these 
circumstances cin be made only by the Director, and this authority 
Cannot be delegated. 

Release of information to the news media: Information permitted 
to be released to the news media and the pabtic Pursuant to 24 
C.F.R. 30.2 may be made available fram systems of records main- 
tained by the Department of Justice unless it is determined that 
release of the specific information in the context of a particular 
case would constitute an unwarranted invasion of personal privacy.” 

Release of information to Members of Congress. Information 
contuined in systems of records maintained by the Department of 
Justice, not otherwise required to be released pursuant to 5 U.S.C. 
552, may be made available to a Member of Congress or staff act- 
ing upon the Member's behalf when the Member or staff requests 
the infurmation on behulf of aad at the request of the individual 
who is the subject of the record. 

Routine uses of records maintained in the system, including catego- 

Hes of users and the purposes of such uses: Retcase of information 
to the National Archives and Records Service: A record from a 
system of records may be disclosed as a routine use to the National 
Archives and Kecords Service (NARS) 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 of records in the system: 

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

Retrievability: The FBE 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 docs not 
index all individuals that furnish information or names developed in 
an investigation. Only that iaformation that is consitered pertinent 
and relevant and essential for future retrieval, is indexed. In certain 
major cases most persuns contacted are indexed in order to 
facilitate the proper administrative handling of a urge volume of 
material. The FRE is in the process of automating its ‘Central 
Records System‘ and, Mercfore, the retrieval of cortuin data will he 
accomplished by utilizing certiin computer peripheral equipment 
such as CRT (Cathode Ray Tude) video screens, and printers. This 
will basically involve certain personnel information, genecal index 
information, and the abstracting system. Automatioa ia no way 
changes the ‘Central Records System’; it only Cacuitates accuss 
more effectively and efficiently. . 

Safeguards: Records are maintained in a restricted area and ure 
accessed only by FBT emplovees. Al FE eniplovees reccive a 
cornplete background investigation prior tu being hired. AM em- 
ployces are cautioned about divulsing confidential information or 
any information contained in FRE files. Failure toe abide by this 
provision violates Department of Justice regulations and may vio- 
late certsin statutes providing mavimum severe penalties of a 10, 
Ov0 dollar fine of 10 years’ imprixcainent of both. Employees that 
resign of retire are also cautioned about divulging information 
acquired in the job, 

Retention aad disposal; The Bureau, by its investipative mandate, 
collects and maintains information fro a wide variety of sources. 
The records support the Bureas's investigative and adsninistrative 
beeds and its obligation to act as a cleantmphouse under Evecutive 
Order 10450 regarding the security of Government cinpluyees. An 

    

  

  

PRIVACY ACT ISSUANCES 

active destruction procraim inches microfilming of cortun Bley 
Over IO yeas Obt aad rescachiny files. te deters whether thes 

contin soffigent hustoncal, reoscarch, investigative, of gotelieuney 

Vale ta watreot ther retentua Ehe Code of Fucerut Kesudetions, 
Tithe 48, and ‘Title 44 of the US. Code set forth Records Monae. 
ment procedures ta he followed by foverament avencics in relutan 

ta there records. All sgenues ure required lo rctuia any matert 
made of recened during the course of public business which has 
heen preserved of is appropriate foe prescrvati Ascomlinly, 
disposition of record matenal must he in accordance wath 
established reeutitens. Subsequent destcuction is: accomplished 
through authocty granted by Natual Archives and Records Soe. 
vice, GSA, ulizing either the General Records Schedules or a 
specific request for recont destruction which is approved by the 
Archivist, Records are also destroyed or returned to source as a 
result, of Court Order. Subsequent lo 1/27/75, a Conrressional 
moratorium on all destruction, and a later decision rendered on 

further retention of security and intelligence material, has substan- 
tially reduced the tangible effects of the destruction program. 

System manager(s) and address: Director; Federal Bureas of {n- 
vestigation; Washington, D.C. 20335.” . 

Notilication procedure: Same as above. 

Record access procedures: A request for access to a record from 
the system shail be made in writing with the envelope and the letter 
clearly marked “Privacy Access Bequest’. Include in the request 
your full name, complete adl:lress, date of birth, place of birth, no- 
torized signature, and other identifying data you may wi-h ta 
furnish to assist in making a proper search of our records. Ake in- 
clude the general subject matter of the: document or its (lz number. 
The requester will also provide a return address for transmitting the 
information. Access requests will be directed to the Director, 
Federal Bureau of [nvestigation, Washington, D.C, 20635. 

Contesting record procedures: Individuals desicing to coatest or 
amend informition maintained in the system shold itso direct theie 
request to the Director, Federal Burenu of Inve tigution, Was : 
ton, D.C, 20535, stating clearly and concisely what information is 
being contested, the reasons for contesting it, and the proposed 
ameadment to the information sought. 

Record source categuries: The FBI, by the very axture and 
requirement to investigate violations of law within its lavestigative 
jurisdiction and its responsibility for the internal security of the 
United States, coilects information from a wide variety of sources, 
Basically it is the result of investigative efforts and infornation 
furnished by other Government agencies, law enforcement agen- 
cies, and the general public, infermants, witnesses, and pultic 
source material. . 

Systems exempted from certain provisions of the act: The Attorney 
General has exempted this system from subsections (63) and (4), 
GD, (ei), C2) and (3), (eX4G) and (HD, (ed) and 6). G2), fy) and 
(m) of the Privacy Act pursuant lo 5 U.S.0. $3la (jp) cad th). Rules 
have been promulgated in accordance with the requirements of 5 
U.S.C. 533¢b), (c) and (c) and have been published in the Federal 
Register. . 

JUSTICE/FBI - 003 

System name: Lureau Mailing List. 

System locatiun: Federal BDurcau of Investieition; I. Falgae 
Hoover Bldég., loth and Peamylvania Ave., N.Wé., Washington, 
D.C. 20535. 

Categories of individuals covered by the syste: Individuals who 
have requested receipt of published Wareau material and who inect 
established criteria (hasically liw enforcement or cliscly related 
areas). 

Catecories of records In the sysizm: Name, address and busiaess 
affilhation, if appropriaté. 

Authority for insintenance of the system: Title 5, U.S. Code, Scee- 
tion 206 and ‘Tih: 44, U.S. Code Section 3408. 

   

   

                  

  
   

Routine uses of reeneds milatuined in the systent, inctudiag categar ~ 

ties of users and the purposes of such uses: Fur ounheg of EST 
material published owa regular basis. 

Release of information to the news media: Information permitted 
to be released to the news media and the nubliy pursosnat to a3 
C.F.R. $0.2 may be made avaible from systems of records mai 

tained by the Department of Justice unless it is determined th. 
telease of the speeific information tn the comtect of a particulate 
case would censtitute an unwarranted invasion of persoaual privacy 
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Release of information to Members of cl}. saformation 

cent tice in sv stems of records man tuned by“ Department of 

dante, Hot otherwise required to be refeased pursuant to § Us.c, 

«8d, may be rente avaiable te a Member of Conyress of staff act- 

re upon the Membee's bebalf when the Member or staff requests 
he edonnates on behal of ard at ihe request of the individual 
who the sotjestad the feguid. 

Routine uses of records maintained ia the system, including catego. 

rice of users and the purposes of such uses: Release of information 
te the Nothenal Archives and Records Service: A record Crom a 
atom ef recends muy be dischesed as a ceutine ase to the Notional 

Archives and Reconls Service (SARS) in reconds minagement in- 

spestioas Conducted under the authority of 44 USC. 2004 and 
ne. 

Policies and precthes lar <tcring, retrieving, accessing, retaining, 

end ce posers af records in Cre sesteni: 

sturage: Compateied and INS index card. : 

Retrievatility: ID number in computer, alphabetically for card 

wade. . 

Safeguards: Computer records maintzined by Administrative Ser- 
stees Divissen, system operated by LE personnel. . 

Retuntion and di.pavals Revised on a monthly basis. 

System insnayer(s} and address: Director, FBI, Washington, D.C. 
20435 : 

Notilicaliun procedure: Director, FHI, Washington, D.C. 20535 

Kecord access procedures: Inquiry directed to Director, FBI, 

Washington, D.C. 20535 

Contesting recard procedures: Same as the above. 

Record source catepories: Individual requests for FRE material or 
official recommendation, from individuals associated with law en- 
forcement, 

  

Systems excenpled from certain provisions of the act: None. 

: JUSTICE/FRE - 008 
System name: Routine Correspondence Handled By Preprinted 

Form. 

System location: Federal Ruresu of Investigation; J. Edgar 
Hoover Bidz., 10th and Pennsylvania Ave., N.W., Washington, 
D.C. 20835. 

es of individuals covered by Ge system: Routine cor- 
nee from citivens not reqdiring a dictated response. 

Categories cf records in the system: Original correspondence and 
IWS index card, . 

Authority for maintenance of the system: Tile 5, U.S. Code, Sec- 
tion 30f and Tiles 44, U.S. Cade, Section 3101. 

Routine uscs of tecords maintained in the sestem, including catego- 
ries of users and the purposes of such tases: Internal reference use of 
tecord of such correspondence. 

Release of information to the news media: Information permitted 
tu be released to the news media and the public pussuant to 28 
CER. $0.2 may be made availaile from systems ef records main- 
tuned by the Department of Justice unless it is determined that 
release af the specific information in the centeat of a particular 
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cae would constitute an unwarrented invasion of personul privacy. * 

  

Relense af infortnation to Members of Congress. Information 
contained in systems of records maintained by the Department of 

  

Sietice, not otherwise requited to be released pursuant to 5 USC. 
882, may be made available to a Member of Congress or staff act- 
ing upon the Member's beliulf when the Member or staff requests 

the information on behalf of and at the request of the individual 
“who is the subject of the record. 

Routine uscs af records meintsiucd in the system, including catega- 
ties of users sind the purpases of such uses: Release of information 
We the National Archives and Records Service: A record from a 
system of records may be disclosed as a routine use to the National 
Atchives and Hecords Service (NARS) in records management ine 
‘peutions cendusted under the authority of 44 USC. 2604 and 
Slee 

    

sand practices for storing, retricsing, necessing, retaining, 
ing os records ia the systones 

Motaye: Filing of original correspondence plus 345 indew card. 
   

Pate ley card alphabetically. 

Nafiyuaeds: Mointuined by FIT personnel; locked file cabinets 
Hog nondsty hours, 
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TARLMLRE Ur suotiue 7c ree 

Ketricsatitity: Correspondence alphabetically and chronologi- 

  

Retention and divpacak: © Po stespondence retained 90 days 
and destroyed: AsS inde wu ce untuined ane year and dcatroyed. 

System manayer(s) and address: Director, FBT, Washington, D.C. 

20835 

Notification procedure: Director, FRY, Washington, D.C. 20535 

Record access procedures: Inquiry directed fo Director, FBI, 
Washington, ILC. 2u8as 

Contesting record procedures: Suune as the above. 

Record source categories: Incoming citizen correspondence, 

Systema cxcmpted from certain provisions of the act: None. 

JUSTICHF RL - 0S 

System name: Routine Correspondence Prepared Without File ¥el- 
low. - 

System location: Federal Bureau of Investigation; J. Fulpar 
Heover Blig.; 10th and Pennsylvania Ave.y N.W.. Washington, 
DC, 20835. 

Catcgories cf individuals covered by the system: Routine requests 
received via correspondence from entizens, 

Categories of records in the system: Tickler copy of routine 
response plus original citizen's letter, 

Authority for isainsenance of the system: Title $ U.S. Cede, See- 
tion 301 and Tithe 44, U.S. Code, Section M101. 

Routine uses of records maintained ia the system, including cnteco- 
ries of users and the purposes of such uses: Temporary record of 
routine inquiries without substantive, historical or record value for 
which no record is to be mode in central FHI files. 

Release of information to the news micdia: Information permitted 
to be released to the news media cad the public pursuant to 28 
C.F.R. $0.2 may be made available from systems of reverds main- 
tained by the Department of Justice unless it is delerminsd that 
release of the specific information in the context of a particular 
case would constitute an unwarranted invasion of personal privacy. 

Release of information to Members of Congress. Information 
contained in systems of records maintained by the Depaitmeal of 

_ Justice, not otherwise required to be reicused pursuant to 5 USC. 
552, may be made available to a Member of Congress or staff act- 
ing upon the Member's behalf when the Member or stiff requests 
the information on behalf of and at the request of the individual 
who is the subject of the record. 

Routine uscs of reserds maintained ia tne system, including cafepos 
ries of users and the purposes of sucht uses: Release of infesmicon 
to the National Archives and Records Service: A iccoard from a 
system of records may be disclosed as a routine use to the National 
Archives and Records Service (NAKS) in records menagement in- 
spections conducted under the authority of 44 U.S.C. 2uu4 and 

2996. , . 
Policies and practices for storing, retrieving, accessing, retaining, 

and disposing of records in the system: 

Storage: Onionskin copy of outgcing correspondence. 

Retrievah : Alphabetically and chronologically filed. 

Safeguards: Muirtained by FBI personnel, locked file cabinets 
during noaduty Aeurs. . 

Retertion and disposal: Retained 90 days, destroycd through con- 
fideutial trash disposal. 

System managei(s) and address: Director, FBI, Washington, D.C. 
20535. 

Notification procedure: Director, 1 BI, Washington, D.C. 26535. 

Record access proceduces: Inquiry directed to Director, FHT, 
Washington, D.C. 20535. 

Contesting recor} procedures: Same as the above. 

Record source cutcpuries: Incoming citizen corresponcence. 

Systems exempted from certain provisions of the act: None. 

SUSTICE/FET - 006 

System name: Electronic Surveitlince (Uvur) fadices. 

System locations Federal Hurea of Investigat 
Hoover Pig. With aad Peatsyleaunia Ave, N- 
D.C. 20535. 

Categories of individuals covered by the system: Individuals whe 
have been the forgets of direct electrons surveillance cosenaie by 
the FBI, whe base partoipated in conversations mintorcd by an 
FBE electronic installsaon, or who have awaed, leased. or housed 
premises on which the BBL has conducted an electrome surveat 
lance. . 
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Categories of recards ta the system: The Fisur Indices are main: 
taned on Vox S? cards, which set forth the aame of ench person 
Monttered of the propricter of promives on which an electron sue- 
veillance was conducted by the FUE since Jantiay $6, 1960, ae source 

number ta wentfy the clectrome surveillance, the date the conver. 
Safon occuered, Ure logatea of the held office which conducted 

the monsctaring, und the address and/or telephone number where the 
electron survediance occurred 

Authority for maintenance of the system: The Elsur lndices were 
initutted in October, be6, at the mstructions of the Department uf 
Juste, which ale estublished the cutoff date of January b, 1060, 
The authority for the maimtensnce of these records is Lille 5, Sec. 
hun Wl, USC, which giants the Attorney Geoceal the anthurity to 
isshe miles and regulations prescribing how Department of Justice 
information can be employed ‘Hille 18, USC, Section 2519, also 
sects forth recordkeeping requirements 

Routine uses of records maintained in the system, including catezo- 
rics of ucers aad the purposes of such uses: The Elsue Indices ure 
uulized: (1) To respond ta judicial inquires ahout possible elec. 
tome surveillance coverage of witnesses, defendants, of attorneys 
involved in’ Federal court: proceedings, snd (2) To enable the 
Government to certify whether a person regarding whom court. 
erder authority is boing sougit for electronic coversze has ever 
been so covered in the past. The actual users of the indices are al- 
ways Agents of the FBI. 

Release of information to the news media: Information permitted 

  

to be released to the news media and the public pursuant to 29- 
C.F R. 50.2 may be made available from systents uf records mains 
tained by the Department of Justive unless it is determinod that 
release of the specific information in the context of a particular 
case would constitute aa unwarranted invasion of personal privacy. 

Release of information to Members of Conzress. Information 
contained ia systems of records maintained by the Genartment of 
Justice, not otherwise required to be released pursuant to § U.S.C. 
552, may be made available to a Member of Congress of staff act- 
ing upon the Member's behalf when the Member or staff requests 
the information on tehulf of and ut the request of the individual 
who is the subject of the record. 

   

Routine uses of records maintained la the system, Including catenn- 
tes of users and the purpoxes of such uses: Refinse of information 
to the National Archives and Records Service: A record from-a 
system of records may be disclosed us a routine use to the National 
Archives and Records Service (NARS) in records manigement in- 
spections conducted under the authority of 44 U.S.C. 2904 and 
2906. 

Polictes and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the system: 

Storage: The records are maintained manuaily on 3° x 5* cards. 

Retrievability: They are indexed alphabctically under the two 
general categories of ‘Criminal’ and ‘Security. 

Safeguards: They are nigintained in a guarded room at all times, 
with a special locking system for off-duty hetirs when they are not 
in use. : 

Retention and disposal: Until advised to the contrary by the De- 
Partment, the courts, or Cengress, these indices will be maintained 
tade finitely, , 

Ssatem maaager(s) and address: Dizector, Federal Burcau of In- 
vestigation, Washingtoa, DC. 20535. . 

Notilivation procedure: Same as the akove. . 

Record source culeyories: See Category of Individual, 

Systems exempted from: certain pevsisions of the act: The Attorney 
General bas excapted this system from subsections (OU) and (4), 
(dD, cere, (2) and G0, GOR G), CED, Gus) and QCA. Ga aad fm) 
of the Privacy Act pursuant to § U.S.C. $52) (). Rules have teen 
Procuulgated jo accordinge wath the requirements of $ U.S.C. 
S536), (6) wad (eo) and have been putdohed ia the Federal Register, 

SUSTICE/¥ UE - 007 

System name: FDI Automated Payroll System. _ ok 

System location: Federal Bureau of Investication; J. Edear 

Hoover Hig. [0th and Penasylvania Avenue, N.W.; Washington, 
D.C. 20535, 

Categories of individuals covered by the system: A) Current em- 
ployecs of the Federal Bureau of fovestinaten (PHD: Bb Resigned 
employees Of the EBL are retained in the automated fite for the cur- 
fent vear for the purposes of cleaning atl pay actions and providing 
for any retrosctive actions that might be legislated. : 

  

            

PRIVACY ACT ISSUANCES 

  

Categories of recards in the svstem: System Conteins Cub recent 
for cach employee ceflecting all clement, relive to posroll statis, 
plus accountings: cogords and aathorssctwon records ately whi h 

Payrolly are isucd and by which payrolls are audited. bor exauaple, 
thes system contains the employees’ Soctal Security Number, time 
god attendance data, and place of asstenment 

  

  

Authority for maintenance of the sester Ssstem os establishest 
and maintained in accordumcs with Federal paw reqiarement. | 
all legislative enactinents, Civil Servige Commissien regitets os, 
General Accounting Offtve rulings and deamsions, Freasary fogs 
ment requucments, and Office of Muonugement and Badvet or cts 
ons relate therctu Litie 6, US Code, Section tut and bets it, 
US. Code, Section VU01 

Routine uses of records maistsined in the system, including cauteza. 
ries of users and the purposes of such uses: Hin 
payroll and related matters. Quarterly issuance of State Taw Report 
and Federal Insucance Contributions Act Report: Resin and Fad- 
of-Yoar Federnl Tax Records (8-25) Hieweedly, quarterly, fiscal 
and annual Budget and Accouating Reports Approperite interma- 
tion is made avilable to the Internal Revenue Service and state 
and city tax bureaus. 

Release of information to the news media: Information permitted 
lo be released to the news media and the public pursuant to 28 
C.F.R. 56.2 may be made available from systems of records min. 
tained by the Department of Justice urless it is Cetermined that 
releuse of the specific information in the centect of a particule 
case would constitute an vow arranted invasion of personal privacy. 

Release of information to Sfembers of Congress. Information 
contained in systems of records maintained hy the Department of 
Justice, not utherwise required to be released pursuaat tos CSC. 
552, may be made availutle to a Member of Congress of staff act 
ing upon the Member's behalf when the Member or staff requests 
the information on behalf of and at the request of the individual 
who is the subject of the record. 

Routine uses af records maintained in the system, inclidiny cateva- 
rles of users and the purnoies of such aves: Release of infermatoa 
to the National Archives and Records Service: A record from a 
system of records may pe disclosed ay 2 routing wee to Wie N val 
Archives and Recerds Service (NARS) in records mainsg 
speclions conducted under the authoriy of 44 U.S.C. 
2406. . 

Polictes and practices fue storing, retrieving, accessing, retaining, 
and disposing of records in the system: 

Storaye: Information maintained in the system is stored electroni- 
cally on magnetic tapes and disks for use in a computer enviroa- 
Ment, 

Reteicvability: Information is retrieved by Social Security 
Number, (The authority to soficit an employee's Social Security 
Number its based on Title 24, Code of Federal Regulations, Section 
31.601 1(b)-24b).) 

Safeguards: Information contained in the system is eclative to the 
individual employee's payroil status and is conudered confidentul 
to that employee and to official business conducted for that em- 
ployee’s pay and accounting purposes. (t is safeguarded and pro- 
tected in accordance with the FBI's Computer Center's regulations 
that permit access and use by only suthorized personnel. 

Reteation and disposal: Master Payretl and Accounting Records 
stored electronically ace retained for a period of theee TS, us are 
Federal Pav files. Auxiliary isies pertinent to mata oavrell fuacnens 
are retained for periods varying from three pay pecieds to three 
years, depending on sunpert Cles needed for any retroactive of 
audit purposes. Hard copy records are retained in accord ine i 
instructions cuataiael in General Records Schedule 2. GSA Keg. 
and GS. BullkGa BEMR BS) Archives aud Recents 

System manager(s) and address: Director: ab Pures of In- 
vesucation; Ninth and Pennsylvania Aveaue, Washington, DC 
20535, 

Natification procedure: Same as the above. 

Record access procedares: A request of aceess to information may 
be made by on cmployes threuel his supersiser of by a former em 
ployee by ssating to the Feceial Wurecaa of tnvesaeaton, Sth and 
Pennsylvanian Avenue, Washington, D.C. 20835, Atteaton Payrett 
Office. . 

Contesting record procedures: Contest of aay information should 
be sctoout ae detail and a check of all suppeetive records well be 
Made to deteramine the Cacdil dats ia easteme, whivh as predetet 
Mined by source documents and uccounting procedures puserming 
pay matters, 
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t edecal pay.” 

Systerus exempted frou certain peavisians of the act: None. 

JUSTICL/EDI - 008 
System oante: Personnel Information Network System (PINS), 

Sestem lecatinn: Federal Hureau of Investgation, J. 
Heovce Building: Tih Street and Pennsylvania Avenuc, 
Washington, DC. 20536, 
Cetsgurks ef individuals covered by the system: Federal Rureau of 

foventgution cinpioyces and former cnplovecs 

Fdgar 
N.W.; 

Cateyorics of records in the system: The system contains person- 
al informatian which inehides information set fori on (t) FBE 
form VOM in bow of Standard Ferm $0 - Notitieation of Personnel 
Avoon, QU SE 76. Pe Pederal F mplovee Group Pile Insursace } 
COURT fourm 123 in hes of SF HIS46 - Notficcion of Pay Chae 

  

(6 2EOF end CSC 108d - Apphestion for and adduional informa. 
ten in support of telirement, fospecuvely, (S) Sk Daud - Federal 
basyployee Hiealth Benefit Plain and (6) various intra agency forms 
and inemoranda. 

Authority) for maintenance of the system: The system is 
estibished and miuntained pursuant to fegulations sct forth in the 
fedent Personnel Manual. ‘litle 5, U.S. Code, Sectiun 301 and 
Tile 44, ULS. Code, Section 3101. 

Routine ases of revords maintainvd in the System, including catepo. 
rhs of users and the purpuses of suca uses: The PINS 15 used (1) to 
prepare the Notification of Persuancl Action, copics of which are furnished to the Civil Service Commission (2) to locste and charge out personnel files foc official use, G8) to genercte lists of em- ployces which are used internsily by authorized personnel for record keeping, planning, and decision Making purposes, and (4) as a source fur the dissemination of information (Ab to federal, state and local agencies and to private ofgentzalions pursuant to service record inquirics and (B) pursuant te credit inquittes (in response to moper credit inquiries from credit bureays and financial institu- tions, the FUT will verify employment and furnish salary and length of service). 

Release of information to the news media: Information permitted wo be released to the news media and the public pursuant to 28 2.F.R. $0.2 may be made avatdabic from Systeins of records main- aiued by the Department of Justice unless it is Cetermencd tna chase of ihe speciite information in the eoniext of a particular ‘asc would consiiute an unwarranted invasion of poisanal privacy. Kelezse of iafotmution to Afem'ers of Congress. Information vatained in systems of records maintained by the Department of ustice, not othersise required tu be eclessed Pursuant to S ULS.C. $2, muy be cade availatle toa Members of Congress or stalf act- ig uooen the Member's behalf when the Member or staff requests se information on behalf of and af the request of the iadividual sho is the subject of the record. 
Routine uses of records maintained in the system, including catego ies of users end the purpuses af such uses: Retease of information >the National Archives and Records Service: A record from a yotem of recurds may be deciused es a routine use to the Natonal tchives and Records Service (NARS) in tecords M.napement ins sections conducted under the authonty of 44 U.S.C. 2604 and 1G, 

Pollcies and practices for Storing, retrieving, accessing, retaining, id di-posing of records in the Systers 
Storspe: Information maintained in FINS is stored by disc and 
4eAee tape, 

Retrievability: Information is retrieved (1) on-line through Mhade Ray Tubes by keying the name or Sacial Security Number 
the employee and (2) off-line by tupe reading. (tis noted the 

thority to solicit an employce’s Social Security Wuaaher is based dite 26, Code of Federal Repulations, Section ME4otl()20b)) 
Safeguards: Arcus housing the syvtemn and access terminals are 
sated ia secure buildiags uvithible to authored FRI personnel J cscorted miinteaunce and repair personncl only Access tere tah are anenitional only durng normal daytime working hours at WA tie ey are coast matly sttended, 

      

   

    

Ketentiun aad disposals Electronically stored records for em- 
‘ees and fociner emplovecs are muuntuned indefaately ins vault 
Hee the co ofa vovlt supervasor Pursuant ta topulations set than the Federal Persoanel Manual a scopy yf the Notification of 'onnel Acton is made a part of the employees’ personucl file. 

   

  

System manaperts) and ude ‘sector: Federal Buresu of In- 
vestoniton, Joha bafearc wy he sdting, [th Street and Veunsyl- 
vania Avcnue, NOW) Was “a, DC 20838, 

Notiffeation procedure: Saine as the above 
Record acecss procedures: A request for acecss to a record from 

this system shall be niade in wrihng, with the envelope and the 
fetter clearly marked ‘Prvacy Access Request Inchide m= the 
request the mame and return address of the requestor Access 
tequests wall be directed to the Director, Federal Burcau of In- 
vestigation > 

   

Contesting record procedures: Individuals desiring to contest or 
amend information oartained in the system should direct their 
Fequest tu the Turcctor, PBL statop clearly and conesel whit in 
formation is being contested. the reasons for contesting Hy and the 
proposed amendment to the information sought, 

Record source cateporics: Sources of information contained in this 
system are present and former FBL employees and empoyce per- 
sonnel files. 

Systems eveinpted from certain Provisions uf the act: None, 

SUSTICE/FRE - 609 
System name: Identification Division Records Sysiem. 

System ftocation: Federal Bureau of Investigation: J. Edpar Hoover Blig.; turh and Penusylvania Avenue, N.W.; Washingion, 
D.C. 20535, 

Categorics of izdisiduats covercd by the system: 
A. Individuals fingerprinted as a resalt of arrest or incarceration by Feceral, state of local law enforcement agencies, 
B. Persons fingeiprinted as a result of federal employment arpli- 

cations, militiry service, alien registration and naturclizetion pur- 
poses and individuals desiring to bave their Gngerprinis placed on record with the FRI for personal idenification Purposes, 

Categories of records in the system: 
A. Criminal fingerprint cards and related criminal justice informa- 

tion submitted by authorized agencies having criminal justice 
responsibilities. 

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

C. Identification records sometimes referred ta as ‘rap shects' which are compdstions of criminal history information serteinine to individuals who fave criminal fingerprint cards maintained ia the system, 
D. An alphabctical name index pertsining to cach individual whose fingerprints ace Maintained in the system. The erimnal records and the civil secords are meintained in Separate Gics und cach file has aa atphabetical name index related to the data con- 

tained thercia. . 
Avthority fur maintenance of the system: The system is established, maintained and used under authority granted by 28 U.S.C. 534 and BL. 92-544 (86 Stat, 1115}. The authority is also codificd in 28 C.F R. 0.48¢h), and G). 
Rontine uses of records maintained tn the system, incl 

rivs of usirs and the purpases of such mes: 1 he FI 
Kentifiiation Division Records System to perform Mcaton 
and criminal history record information functions for federal, stite. 
and local criminal justice egzencies, and for ANoncriminal justice 
agencies, and other entities where autherizced by Foderst statute, stite statute pursuent to Public Law 92-544 (6 Stat. HHIS), Pree sidential executive order, or rerul-uon of the’ Attorney General of- the United States. In addition, identification assistance is provided in disasters and for other humanitarian purposes. Dissemination is also conducted in accordance with Public Law 94-29, Known as the Securities Acts Amendments of 1975, 

Release of information to the news media: Information permitted 
to be released to the news medi and the public pursusnt to 24 C.ELR. 50.2 may be made available from systems of records tnain- tained by the Depertincnt of Justice unless it iy determined that release of the specie information in the contest of a paruculer case would constiute an unwarranted invasion of pepyenal prove y Kelease of infausmation to Haabers of Congress. da: whan Contaned in systems of records auintuined by the Department of Justice, nut otherwise required to be released pursuant lo 5 LLNS C. 

      

   

  

   

  

  

  

362, mnuy be made asaidible toa Member of Congress or stathicah    ing pots the Member's Kehalf wheo the Member or stiff res the infodmatuon on behalf of and at the request of the indive who is the subject of the record. 
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A . 

Volicies and practices fur tering, retrieving, 
and dwpasing of records in the system: 

accessing, retaining, 

Starege: Caferation in the sestem in stored ninnaolly in’ file 

Cahinety either ia ity natural stute of on miscofiim. Ino addition, 
some of the information is stured electronically in converting the 
Manual system to an aulocted system. 

Retrievahility: (1) AIT information in the system is retrievable by 
techanwal fiogergeint classification indes and positive entfication 
is etfected only by comparien ef the unique characteristics ob- 
tained from fingerprint impressions submitted for search agdinst the 
fingerprint cards maintained within the system. 

(2) An auxiliary means of retiicval is through the alphabetical 
name indexes which contain names of the indwiduals, theie birth 
data, other physical desctiptors and the individuals’ technical Cin- 
gerpeiat: chaysifications and FRE numbers, if such have been as- 
signed. 

(3) The name of an individual and his FRI number may assist in 
retrieval of information about that individual from caithin§ the 
system. Since July, 1471, all individuals whose fin serprints have 
been placed in the cominal fe have been assy 

numbers. Prise to July, 971, ail individuals whe “had iwuo or more 
fingerpriat cucds in the criminal file were assigned F BL aumbers. 

Safeguards: Infurmation in the system is unclassified. Disctosure 
of information from withia the system is made cnly to authorized 
fecipicals upon authentication and verification of the right to ace 
sess the system by such persons and agencies. The physical securi- 
ty and niaintenance of information withia ihe system is provided by 
FBI cules, regulations and procedures. 

Retentiva and cisposal: 

(t) The Archivist of the United States has aprroved the destruc: 
tion of records maintained in the criminal file when the records in- 
dicate individuals have reached SO years of age and the destruction 
of records maintained in dhe civil file when tue records indicace in- 
dividuals have reached 75 yegrs of age. 

@) Fingerprint cords and related arrest data in the system are 
destroyed seven years following notification of the death of aa ine 
dividual whose record is mainturncd within the system. 

(3) Fingerprint cards submitted by stute and focal criminal justice 
anencies are returned upon requests of the submitting agencies. The 
return of a fingerprint card ander this procedure results in the dele- 
tion from the system of all arrest information relited to that finger- 
print cacd. 

(4) Fingerprint cards and related arrest data are removed from 
the Hestifiation Division Records System upon receipt of Federal 
court orders foe expunctions when accompanied by necessary 
identifying information. Recognizing lack of jurixdisuon of local 
and state courts over an entity of the Federal Guvernment, the 
Wentification Division Records System, as a matter of comity, 
returns fingerprint cards and refated arrest data to local aad state 
criminal justice agencies upon receipt of orders of expunction 
dirccted to such ageacies by local and state courts when accone 
padied by necessary wentfyiag informations, | 

System manayer(s) and address: Director; 
vestization; 10th and Penns;ivania Avenue, N.Y 
D.C. 20535. 

Notification procedure: Address inquiries to the System Manacer. 
The Attorney Gener has etcrpted the Wentificated Division 
Records System from compliance with subsection (J) af the Act. 

Reeard revess procedures: The Attorney Geacral has exempted 
the entihcation Division Records Syatem from comphsnee with 
sudsection a) of the Act However, pursuant to 28 CE LK. 1630-34, 
and Rutes anl Reg ons promulyated by the Department of 
Justice on May 20, 1975 a0 30 Fed. Reg. 22E4 tSeetion 20.20 for 
Criminal Jusnce Information Systems, an individual is peenitted ac- 
cess to his ilentiftcation reconf maintained in the tdentfication 
Division Records Svstem and procedures are fusmshed for corcect- 
ing of challenging alleged defictencies appearing therein, 

Contesting recurd procedures: Same as the above. 

Sce Categories of Individuals, 

        

   

      

Federal Byreau of In- 
.: Washington, 

        

Record source cateyorie 
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Prostuisated om oaccotdance wal the requuemeats. at oo US, 

SSMb), fc) und (eo) and have been published ia the bcderl Register 

. SUSTICE ERT nto 

System name: Employee Travel Vouchers and Indivelual Uaruing 
Records. 

System = Jevation: Federal Bureau of Investiertion, Fo Fuloue 

Hoover Bldg. tour and Pounsytyania Avenue, NOW) Washineton, 

D.C. 20535. Records pending audit are located at Foderal Records 
Centers. 

Catexories of indivistuals covered) by the system: Former aad cur- 
tent empioyces of the FUL. 

Categories of records in the system: Payroll, travel and retirement 
records of current and former eniployees of the FAL 

Authority for arsintenance of the system: Tbe head of each exccu- 
live agency, or his delegate, is responsible for estibisbiag and 
muintaining an altcquats payroll system, covering pay, leave and al- 
lowances, as a part of the system of accounting aad internal contzol 
of the Hudect and Accounting Procedures Act of 1Y50, as amended, 
31 U.S.C. 46, 66a and 220(a). 

Routine ues af records maintained in the system, including cateqo- 
ties of users and the purpeses of such uses: These records are wsed 
by Departmental personnel to prepare and docnrent payment to 
employees of the FUE and to carry out fiaaocial matiers related to 
the payroll of accounting functions. 

Routine uses of recocds :anintaiued in the systers, Including catego- 
ries of users and the purposes of such uses: Release of information 
to the National Acchives and Records Service: A record from a 
system of records may be disclosed as a rentine use to the Natioaal 
Archives and Records Service CAAKS) in records imuntgement in- 
spections conducted uader the authority of 44 U.S.C. 2904 and 
2906. 2906. 

Policies and prs -tices for storing, retrieving, accessing, retaining, 
and ditpwiing of cecurds ia the systentz - 

Storage: Manual on paper files. 

Retrievesitty: The records can be rotrh s; and cither 
social sccurtty account number or employee identificauon number. 

Safeguards: Accessed by Bureau employees at FBU Headquarters 
and by Field Office emnployzes at Records Ceuters, Transmittal 
dccument contains Bureau statement concerning security, ie, who 
May access or view records, Records are maintained in’ cooms 
under the control of employces during working hours 2nd maine 
tained in locked file cabinets in tocked rooms cther times. 
Security guards Curther restrict access lo the builkting to authorized 
personrel only. 

Retention and disnvosal: - ‘Employee travel vouchers + retained in- 
definitely. tadividual earning records - retained $6 yours after date 
of last entry. 

Sysiem manager(s) and address: Director, Federal Burcau of In- 
vestigation, 9th and Pennsylvama Avenue, N.W., Washington, D.C. 
20535. 

  

   

    

      

  

   

      

ification prucedure: Written inquiries, including name, date of 

birth, and sos orcurty nuriber, ta determine whether this systent 
contains records sbout an individual clay be aktressed to Dirseter, 
Federal Hurean of fnvesticution, 9th and Pennssivania Avenue, 
N.W., Washington, D.c. 2535. . 

Record acca: proveduces: 

Contestins record procedures: 
Jate of birth and soctil security 
Hsting Che accuracy, of records 
Federal Huresa of fave thea, 
N.W., Wasiungton, DLC, 203835, 

Reco) source categorivs: Travel vouchers turaed in by indi idual 

  

  

Written inquiries. iinchstiag name, 
fuavber, foquesting tecess of con: 
may be addressed. to: Director, 
A aad Pesnsslvonta Avenue, 

   

  

employees fer official business. Puy records - time and atteadunce __. 
tecords, pay determined by the aceney, 

Systeuss exempted (rum certain pruvisions of the ack None, 

JUSTICE, FRE. Q4t 

System name: Employee Health Records. 

System locatina: Fetceal Bureau of lavtBipation, Finance and 
Personnel Division, Ueslth Service, Jo Edvar Hoover Alda: 10th 
and Pennsylvania Avenue, N.AV., Washington, BC. 20835 aad the 

              

p
a
a
r
 

ac
t 

re
 

og
 

te
e 

BR
E 

to
 
Ch

el
at

e 
¢ 

  

  

  

  

  

  

e
h
 
x 

i: 
Se

pi
k 

  

t
t
 

at
e 
w
n



- D7 °ARTMENT 

  

following field offices: New York, Newark, D'S rphia, Chicago, 
Les Augelysn San Francuen, and FUL Academy, Quantica, Vir- 
Sata. Adsiresses for these offices can be found in JUSTICE.) BI 
an, the appends of Field Offices for the Federal Bureau of In- 
vestig on, 

Catcgaries of individuals covered by the system: Current and 
formec emplosces of the FLE 

Categorivs of records in the system: Records of visits to health 
facihtes reliting to sickness, injuries of accidents. 

Authority for maintenance ef the system: The head of each arency 
wrespoasible, under SUS C. 7902, for keeping a record of injuries 
gnd asstients to its ermployees and for reducing accidents and 
health roks. These records are maintained under the general 

anthonty of SUOS.C. Wal so that the FBI gan be kept aware of the 
heabh relited matters of tts employees and mere capeditiously 
weatify thenr. 

Routine wes of records maintained in the sestem, including catego- 

tes of users and the purposes of such uses: These records are mane 
tained by He PSL te identity matters reluticg to the health of its 
presen aad fercner cimployces. Information is available to em- 
ployees of he FRE whose job function relaivs to identifying and 
revobing hestth matters of former and current personacl of the 
PAL 

Rouline uses of records maintained in the system, including catepo- 
ries of users and the purposes of such uses: Release of information 
tu the National Archives and Records Service: A record from a 
system of records may be disclosed as u routine use to the National 
Anhives and Records Service (NAS) in tecards manapement in- 
spections conducted under the authority of 44 U.S.C. 2904 and 
2006. 

Policies 20d practices for storing, retrieving, accessing, retaizing, 
and disposing of cecords in the system: 

Storage: Filing of 3 x § index record cards. 

Retrievabitity: These index cards are retrievable by the name of 
an inds iduad, 

Saleguards: These records are maintained by FBI personnel dur- 
ing working hours and in locked file cabinets during non-working 
hours. Sccurity guards further restrict access to the building to 
authorized personnel. : 

Retention wud cisposal: These 3 x 5 index cards are maintained 
fur the duration ef an cmployee’s service with the FBI 

System menzger(s) and address: Director, Federal Bureau of In- 
vestigation, 9th and Pennsylvania Avenue, N.W., Washington, D.C. 
20535. 

Notificution procedure: Written inquiries, including name, date of 
birth and socisl security nuinbcr, to determine whether this system 
of records coniains records ahout an individual may be addressed 
wo: Director, Federal Bureau of Investigation, Yih and Pennsylvania 
Avenue, N.W., Washington, D.C. 20535. 

Record access procedures: 

Cautesting record procedures: Written inquiries, including name, 
adress and social security number, requesting access or contesting 
he securacy of records may be addressed to: Director, Federal Bu- 
‘cau of Tavestigation, 9th and Pennsylvania Avenue, N.W., 
Aashington, D.C. 20535 and the ahove-mentioned field offices at 
widresses referred to in JUS CICE/F 11-999, 

Record source categories: Employces of the Federal Bureau of In- 
sesligation originate their own records. 

Systems exempted from certain provisions of the act: None. 

JUSTICE/EWI - O12 
ystem name: Time Utilization Record-Keeping (1URK) System. 

System location; Administrative Scrvices Division, Federal Hu- 
cu of Investigation, J. Fdpar Hoover Ruilding, 10th aad Peansyl- 
abla Avenuc, WLW., Washington, IC. 20535. 

ies of individunts covered by the system: Special Agents, 
& Technicians, Tivestgative Assistants, and Labosstury 

chains. 

    

  

   

   

Cattpories of records in the system: System contsins bi-weekly 
te ulation data of Special Agents, Accounting Technicians, In- 
“yative Assistants and Laboratory Techor ins. 

“Gunther for muintenance of the syste mi: “Thin sys loin of records is 
“ontone dander the wuthorty of JE CLS C. 66a whit reauires the 
vad of the Department, oar has delcpate, to establish a system of 

etiting aod iutersul conteol dexagned ta provide full disclosure 
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of the financial results of th s activities; afequate financint in- 
forimatiun needed for the PAG Stranapement purposes and effective 
control aver and accountability fer all funds, property and other as- 
sets foc which the FDL is responsible 

Routine uses of records maintained la the system, Including catego- 
ties of usces and the purposee of such uses: bor the purpose of 
producing cost accounting reports reflective of personnel utiliza- 
tion, reverds may be made availible to the General Accounting OF 
fice, the Office of Management and Budget and the Treasury De- 
partment. 

Policies and practices for sturing, retrieving, acecssing, retaining, 
and disposing of cecords in the systenit 

Storage: Tuformation maintained in the system is stored electroni- 
cally on magnetic tupes and discs for use in a compuler environ 
ment. 

Retrievability: Information is retrieved by name and/or social 
security number. 

Saleguards: Information is sufcguarded and protected in’ ac- 
cordance with the FRU's Computer Center regulstions that permit 
access and use by authorized personnel enly. 

Retention and cisposul: Biewechly magnetic tapes are retained for 
a period of 3 scars. Hard copy records are retiised ia accerdance 
with instructions contained in General Records Schedule 8. and 
GSA Bulletin FPM&-47 Archives and Records. Hard copy records 
will be destroyed, magnetic tupes will be erased and reused. 

System wanazer(s) and address: Director, Federal Rureau of tn- 
vestigation, th and Pennsylvania Avenue, N.W., Washington. DC 
20535. 

Notilication procedure: Same as above. 

  

  

Record access procedures: 

Contesting record procedures: Written requests for access to in- 
formation may be made by an employee throush his supervisor oc 
by former employees by writisg to: Federal lurcau of Investig 
tion, 9th and Pennsylvania Avenue, N.W., Washington, DO. 26615 
(Attn: Administrative Services Division). Contesting of any infor. 
mation should be set out in written detail and forwarded to the 
above address. A check of ail supportive records will be made to 
determine the factual data in existence. 

Record source categories: Source of information is derived from 
daily time wnlization recording made by the emrloyerc, 

Systems cxvempted from certain provisions of the act: None. 

JUSTICE FBI - 999 

System nume: Appendix of Field Divisions for the Federal Bureau 
of Investigation. 

Field Office: 

502 U.S. Post Office & Court House 
Albany, New York 12297 

4303 Federal Office Buihting 
Albuquerque, New Mexico s710f 

Room SCO, 309 North Lee Street 
Alexandria, Virginia 22314 

Room 238, Federal Building 
Anchorage, Alusku 99510 

275 Peachtree Street, N.E. . 
Atlsnta, Georgia 30303 

7142 Ambassador Road 
Baltimore, Maryland 21207 

Room 1400 - 2121 Building 
Birtningham, Alubuma 345203 

John F. Kennedy Tederal Office Building 
Hostun, Massachusetts O22u3 

Room 1460 - ttt West Huron Street 
- Buffalo, ew York 14202 enccyeoes ween wee vette inate 

H1S5 ULS. Court House and Federal Budding 
Batte, Montana S970} 

VOO—-FRIDAY, SEPTEMBER 30, 1977 
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HIT0 fefferson Standard Life Building 
Charlotte, North Carotina 28202 

Room 00S, Everett McKinley Dirksen Building 
Chicage, Minos ato 

MIS US Post Office & Court House Building 
Cincinnati, Ohiw 45202 

MOS Federal Office Huiiding 
Cleschind, Obia 44199 

1829 Heunpton Street 
Columbia, South Carulina 29201 

Room 200, 1810 Commerce Street 
Dallas, Texas 75201 

Ruom 13218, Federal Office Building 
Denver, Colorado 80202 

Patrick V. McNamara BuilJing 
4°7 Michigan Avcoue 
Detroit, Michigan 482260 8 

202: U.S. Court House Building 
Ei Paso, Texas 79901 

Kalanianaole Federal Building 
Roum 4207 
30) Ala Moana Boulevard 
Honolulu, Hawaii 96450 

COIS Feder Building and US. Court House 
Houston, Texas 77002 

575 North Pennsylvania St. 
Indianz polis, Indiana 46202 

800 Unifirst Federal Savings & Loan Building 
Jackson, Mississippi 39205 

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

Room 360 - U.S. Courthouse 
Kansas City, Missouri 64106 

Room &CO0, IEE Northshore Drive 
Knoxville, Tennessee 37919 

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

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

11000 Wilshire Boulevard 
Los Angeles, California 90024 

Room $02, Federal Building 
Louisville, Kentucky 40202 

841 Clifford Davis Federal Building 
Memphis, Tennessee 18103 

3800 Biscayne Boulevard 
Murami, Florida 33137 

  

PRIVACY ACT ISSUANCES 

Room 70, Federal Building and U.S. Court House 
Milwaukee, Wisconsin $3202 

“392 Federal Building 
Minneapolis, Minnesota SS401 

520 Federal Building 
Mobile, Alabama 36602 

Gateway I, Market Street 
Newark, New Jersey 07101 

L 
ties 

Tampa, Ploriga ied 

77H Chapel Maat ting 
New tlaven, Conacetiont 0651) 

FOL Loved: Avonne 
New Orleans, Lamsisna 70019 

TOt Fast octh Street 
New York, New York 10021 

Room 300, 870 Military Highway 
Norfolk, Vitginis 23802 

$0 Penn Phice, N.W., SOth at Pennsylvania 
Ohlshoma City, Oklahoma TUR 

1010 Federal Office Building 
Omaha, Nebraska 68102 

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

2721 North Central Avenue 
Phoenix, Arizona $5004 

1300 Federal Office Building 
Pitsburgh, Pesnsybania [S222 

Crown Plisa Buikling 
Portland, Oregon 9720] 

200 West Grace Street 
Richmond, Virginia 23220 

Federal fuilding 
2800 Cottage Way 
Sacramento, Cahfornia 95825 

2704 Federil Ruilding 
St. Louis, Missouri 63103 

3203 Federal Building 
Salt Lake City, Utah 84138 

433 Federal Building 
Box 3630 
San Antonio, Texas 78296 

Federal Office Building 
Room 6331 . 
&% Front Street 
San Diego, Cotifornia 92183 

450 Golden Gate Avenue 
San Francisco, California 94102 

US. Courthouse and Federal Building 
Room $24 
Hato Rey, Puerto Riso 60913 

S40 Paulsen Street 
Savannah, Georgia 31405 

915 Second Avenue 
Seattle, W ishivgton OX174 

S3S West Jefferson Street 
Springfield, Uhnois’62702« 

Room 610, Federal Office Building 

$6 OM Post Office Nuilding 
Washington, D.C. 20845 

Federal Bureau of Investigation Agademy 
Quantico, Virginia 22135 —” 

EGAL AIVACHE (all efo The American Embassy for the oF 
indtwatedd. 
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   Rern, Switzerland 

2 Benn, Germany (Bow ILO, APO, New York G080) 

Rucnus Aires, Argentina 

Caracas, Vencructa (APO, New York 09892) 

Hong Kong, B.C.C. (FPO, San Francisco 9659) 

Londen, England (Rox 40, FPO, New York CYS10} 

Madrid, Spain (APO, New York 09285) 

Manila, Philippines (APO, San Francisco 96$28) 

Mexico City, Mexico 

Ottawa, Canada ve 

Paris, France (APO, New York 09777) 

Rome, Italy (APO, New York 09794) 

Tokyo, Japan (APO, Sen Francisco 96503) 

JUSTICE/TAX - 005 
System name: Tat Division Central Classification Cards. Index 

Docket Cards, and Associated Records - Criminal Tax Cases 
System location: US. Department of Justice: Tax Division; !0th 

and Constituon Avenue, N W.; Washington, D.C. 20530. 
Categories of individuals cavered hy the system: Persons referred 

to in potential on actual criinimet tax cases and reluted maticrs of 
concern to the Tax Divisinn under the Internal Revenue laws, 

Categerics of records in the system: The system consists of an 
alphabetical index by individual name of all criminal tax cases, and 
related matters assigned, referred, or of interest to the Tax Divi- 
sion, Records in many instances are Juplicuted in the criminal see- 
lion Of the Division which has specific jurisdiction over criminal 
tax cuses, 

Authority for maintenince of the system: This system is 
established and maintained nursuant to 28 C EUR, 0.70 and 0.71. 

Routine exes of records inaiutained in the aystem, including catego- 
tics of users and the purpases of such uses: 

A. Classification cards are maintained an exch Tax” Division 
criminal case to identify and :ésizga mail to the proper office within 
ihe Division; to relate incoming material to an existing case; to 
establish a file aumber for a new case upon receipt, and to provide 
acentral index of cases within the Division. 

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

C. Case files maintained allow Division uttoreeys immediste ue- 
sess to informistion which is cssential in carrying out their responsi- 
Mblics concerning all criminal tax cuses. 

D. A record maintaiaed in this system of records may be dis- 
eminuted as a routine use as follows: (1) In auy case in which 
here is an indication of a vieltion ar potential vichition of law, 
shether civil, criminal, or re,utatory in onaturo, the record in 
uestion tay be disseminated tw the appropriste federal, state, 
wal, or forcipn agency charged with the responsthility Gf in- 
‘signing or proseculiag such violation or charged with enforcing 

implementing such liw; (2) In the course of ibVestipating the 
‘olemtial or actual violation of avy haw whether civil, cuminal, or 
teulitery in nature, or diving the course of a trial or hearing or 
he preparation for a trial or hearing for such vieletion, a record 
nay be disseminated to a federal, state, local or forcipn avency, or 
"an individual or ocgunization, if thece is reason to beheve that 
uh ayency, inmdvidual, or Organization pussesses information 
tliting to the investigation, triak, or hearing and the dissemination 
tfeoonably necessary to chat such information or to chtaun the 

‘cation of a witness or an informant: (ip A record aclating toa 
or matter may be disseminated to the appropriate Federal, 

Mite. Tocal, on furcign couct or grand jury in accordance with ap- 
able Constituhonal, substantive, or proceducal hiw or practice; 
A teurd eelating tu a ease of matter may be dieseminated to a 

tend, state, or local acdinmistrative or fepulatery proceeding or 
Hogan accudoace with the prowedures powerning Sieh proceed- 

‘* OF heswsing; (3) A recocd relating to a case or matter may be dis- 
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  Seminated ty an actual or Move porty or his attorney for the 
Purpose of nepolation of dec cio an such matters as settlomeis 
of the cause of inatter, plea bareaming, or informal diccasers 
Proceedings: (6) A record telitiag toa case or niutter that has been 
teferred to the Tay Diaston may be dissented to the refering 
agency to nouly such agency ef the status of the case or mater ur 
of any decision of determin.tion that has been made: (7) A record 
relating (oa cave or matter nav be disseminated toa fareien 
country pursuant to an international treaty of convention entered 
into and ratified by the United States or to an executive agrcement, 
(8) A record may be disseminated toa federal a CHOY. ID response 
fo its request, in connection with the hiiny of retention of an cus 
Ployee. the issunnece of a security clearance, the reporting of an in- 
vestigation of an employee, the letting of a contract, or the is 
suance of a license, grant. or other benefit by the requesting agen 
cy, to the extent that the information relates ta the requesting 
cy’s decision on the matter. 

    

   

    

Routine uses of records maintained in the systent, including cuteyo- 
ries of users and the purposes of such uses: Release of information 
to the Natenal Archives and Records Service: A record from a 
system of records may be disclosed as a routine use to the Natronal 
Archives and Records Service (NARS) in records Management in- 
spections conducted under the authority of 44 U S.C. 2964 and 
2966, 

Policies and practices for sturing, vetrieving, accessing, retainiag, 
and disposing of records in the system: 

  

    

Storage: Information contained in this system is stored manually 
0 index curds and in folders. 

Retriesa 2 Information is retrieved manuully by the name ef 
the indivitual from the index card which in turn indicutes the Cuse 
humber, and the section unit or atlorney assigned to work on the 
material. 

  

Safeguards: Information contained in this system is safepuarded 
and protected in accordance with applicable Departmenial rules ead 
procedures governing access, production and disclosure of any 
materials contained in its official files. 

Retenticn end 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 managerisy and address: Assistant Attorney General: Tay 
Division; U.S. Department of Justice; 19th Street und Coasututioa 
Avenue, N.W.; Washington, D.C. 26530. 

Notification procedure: An inquiry concerning this system should 
be directed to the System Manager listed above. 

Record access procedures: To the extent that this system of 
records is not subject to exemption, it is subject to access and con- 
test. A deternusiation us to the spplicavility of an exemption as to a 
specific record shall be made at the time a reyqtigst far access is 
received. A tequest for access to a record contained in this syste in 
shall be made in writing, with the envelope sad the Ieter cic 
mathed ‘Privacy Access Rejuest'. Inchide in the request the n 
of the individual involved, his birth date and place. or any other 
identifying number which may be of assistance in Jocating ihe 
record, the nime of the case or niatter involved, if kaawn, the 
name of the judicial district involved, if known, and any eiher in- 
formstuon whith may be of assistance in locating the record. The 
requestor will abe provide a return address for transmittins the ta: 
formation. Access requests will he directed to the System Mag ier 
listed shove. 

   

    

   

    

Contesting record procedures: Individuals desiring to contest or 
amend infomation maintuned in the system should direct thar 
request to the System Manaver listed above, stating clearly and 
concisely what infurmetion is boing contested, the reasons for cua 
testing it, and the proposed amendment to the informatie a seus ht. 

Record source categorics: Internal Revenne Sersice, De partisecct 
offices and emiplogees, and other hederal, state focal, amd forcien 
haw enforcement and non-how enforcement aypenctes, prosate peor 
suns, witoesses, aad mformants, 

  

  

  

Systems exempted fram contain provisions of the act: The Attorney 
General has proposed exemption of this system from: subsectisa 
FOO, Corb, Gi, (de (it be, tenet. Gort, 
(OHA, GOD. (emtithy, G09), FOU, CO aid Ce of the Pras 
Act pursuant to 5 U S.C. $434 @p. Rules have boon prounthated oa 
accordance with the requirements of 8 USC S5MbI, Cob and tet 
and have been published in the Federal Keyoster, 
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KESPONSE BY: Instructional Technology Services 
Acedemic Section , 
Training Division 
FRI Academy - Quantico, Virginia 
Federal Bureau of Investigation 

REFERENCE; National Archives and Records Service 
Preliminary Data Summary 
Audiovisual Records Management 

TRANSMITTED TO Memorandum dated 1/18/78, from 
FBI BY: Kevin D. Rooney 

° Assistant Attorney General 
for Administration - 

I. Compliance ° 

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 Office, GS-14 

GS-1071 Audic-Visual Production Series 
Devotes approximately 2% of time to AV records 

management. 
Devotes approximately 3% of time to records 

for operational control. 

(2) Roger W. Hinkley 
FBI Academy ° 
(703) 640-6131 ext. 2247 
Television Froduction Specialist, GS-12 

GS-1071 Audio-Visual Production Series 
Devotes approximately 5% of time to AV records 

management, ’ 
Devotes approximately 10% of time to records 

for operational control. 
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(3) Tinethy Phelan 
> FEI 2cecerv 

(703) 657-6131 ext. 2666 
Photographer, GS-9 , 

Gs-156G Photczraphy Series 
Devotes approximately 5% of time to AV records 

Gansgzgement. 
Devotes approximately 8% of time to records 

for operational control. 

(4) Michael W. Kauffman 
FBI Academy 
(703) 640-6131 ext. 2110 
Television Production Specialist, GS-6 

GS-1071 Audio-Visual Production Series 
Devotes approximately 20% of time to AV records 

management. 
Devotes approximately 5% of time to records for 

operational control. 

(5) Hazel R. Willey 
FBI Academy ! 
(703) 640-6131 ext. 2345 ‘ 
Training Technician, GS-5 

GS-1762 Education and Training Technician Series 
Devotes approximately 5% of time to AV records 

management. 
Devotes approximately 5% of time to records for 

° operational control. 

III. Volume And Costs 

(1) 147 cubic feet of audiovisual materials. 

(2) Various components 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 Kept current with 
‘daily and/or weekly entries, we do not make special, periodic 
inventories of the holdings. 

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

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

oo _.. Im interpreting the.data supplied in response to this 
item, please be advised of the following: 
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We have mace our own on-the-spot judgtent which 
titles to include since the vast preponderance 
of our eudiovisual materials are directly related 
to the Academy's training function and are probably 
of no historical/archival value. 

Costs are difficult if not impossible to determine 
for development 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 
possessiom 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" video- 
cassette or 2" quadruplex videotape of the same length. 

(6) (A) While we would expect to generate and 
accumilate a relatively large volume of videotape and still 
pictures (transparencies and prints) over the next 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 videotepes of classroom/lecture presentations 
by staff instructors and guest speakers but only a very small 
percentage 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 so -- 
would be significant enough to offer them to the National Archives. 

(7) We retain copies of all budget submissions, 
requisitions, purchase orders, personnel records, and internal 
records related to production of materials. Especially the 
internal records are 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 
recorc-keeping procedures 
Presidential Initiative 
by the Federal Intesazency 
of Management and Budget. 
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(1) The most recent, comprehensive Management study 
relating to the FI Academy's auciovisual records (i.e€.; materials, equipment, personnel, 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 a section dealing 
specifically with the installation of a Management 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 ressonsive to this 
item in the survey and that it would take an inordinate amount 
of time to summarize 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 
Technology Services has received formal training of any kind dealing with audiovisual records management. . 

- 4 - ; 
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Instructional Technelegy Services 
FED Acacety - Quantice, Virginie 

MISSICN; ° 
~— Instructional Technology Services (ITS) cperetes out of 

. the Acedetic Section of the Training Division and is 
responsitie for all instructional technelogy/ audiovisual 
applications at the Acacemy including: presentation 
assistance, graphics, photography, and television, 
Recently a Training Technician to support audievisual 
activities was also added to the Division's staff at 
Readquarters (JEH Building). 

PRESENTATION ASSISTANCE 

Four (4) technicians operating out of Rm, 207 

Phone: 2345 
’ 

Procedure: Make requests minimum 24 hrs. in advance. 
Submit via card or phone. 

Capabilities: 
(DAIS) _ Chalkboards 

Hook & Loop boards 
Easels 
Cverhead (Yugraph) projector 

35mm Slides 
Dual (ie,, side-by-side) in 
Random Access (80-slidce trey 

l6mm Motion Pictures - 
fudio cassette (Recording & playback) 

ace 
yy 

Dial Access (From all rooms) 
Off-air radio 

Audio cassette 

Off-air television ° 
Pre-recorded videotape 

    
PbS Recordizg (From all rcoms) 
oe All formats audio tape 

Videotape Gaainly 1" Iv & 3/4" IVC) 

r
e
y
 

ee
e 

* 

pon . , Closed-Circuit TV 
os ; Oriyination from any roor Cipeluding Crins 

oe . Scene Ares - Bldg. 6) 
, Distritution to any room with \T recording 
GME ENT ae ER em SIRE MEN BNE ee ee  



PRADLCTION ASSIS 

  

FiotgeGraphics 

Fhone: 2666 

Frocedure: M:ke out duplicate set of Production Recuest 
Form (2-175); submit to A-V Production O%ficez,   

Graphics 
Capabilities: 

Criginal artwork includ: PB diagrams, illustreticr 
etc, 

Signs | 
Neme strips 
Duplicating transparencies 

Photographic 
Capabilities: 

Direct shooting in all formats (SW & Color 
prints and slides) 
Copy stand shooting 
Print & slide cuplication (including enlergezert 
reduction, cropping, ete.) 

Electronic Kecording 

Phones: Froducer/Director - 2247 
Engineer - 2220 
Studio - 2110 

Procecure:   Large-scale project 
Set up with tenorandum; Follewup with 
Froduction Reg:est Form 

Single "one-shot" project or regular, ca-going 
exercises 

Use Froduction Request Form. 

  

  

Capsdilities: 
- Recording, playback, edit ting, a arg Osbbing of 

: all formats of audic end videotape fnelucing 
ob transfers te videotape from film Citue WP & 
a 35cm slides). 
ye ° Increasing capabilities for production on 

location, especially within Acadery conplex. 

-2-   
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oO @ 

Auditorium 

& Exec. 

Conf, Ru.: 

Six Class- 

rooms 

(DAIS-M): 

& 

Wireless retote control CF pre-pregramned 

35m Slides a 
Dual images (with dissolve, if desired) 

lémm Motion Picture 

Audio cassette & open-reel playback 

Large-screen, projection television & videotape 
playback 

35mm slides 
Dual inages 
Random Access 

16m Motion Ficture 
Audio cassette pleybeck/record 

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

o 

Presentation, planning including design for new materials 
available frem Training Technician. 

FIELD CFFICES 

All Field Offices have been previded with vidzocassette 
recorcer/player (VCR), 19" color monitor, mobile cart, 
B&W cazera, and accessories, i 
Guplicating equipment at Quantico enabling cist 

VCR's are compatible with 
ri huation 

of materials from Heecquarters. 

ee ee 
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FEI Acacemy - Quanticc, Virginia 

~ ITS/TV STUDIO OFERATIONS 

os FACILITIES: 7 0 
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PERSONNEL: 

Two color studios with one common control room are located 

in Building #6, 2nd floor. 

Studio "A" is the location of the perméenent "Crime Scene" 

sets and is used on a scheduled besis for hands-on training 
problems. TV is used, when requested in advance, to 
enhance the training by recording action 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", ete.). . , 

Three color cameras and multiple microphones may be used 
Simultaneously in either studio. Picture end sound are 

recorded on breadcast (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 a IV Producer/Director (TV Production 
Specialist). 

ITS Graphics assists in preparation of charts, graphs, and 
other special visual materials which may be needed. ITS 
Photogréphy assists in preparation of slides, photo prints, 
and l6émm film materials. 

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

 



  

  

So Oo 
: . : : . os .: tae f ' Engineering is previced by one full-time technician who 
: is responsilie for ell czintenaence es well as cperetion 
Es of TV Control Rocz and Engineering Room equipment during 
: “actual prograz shooting anc editing. 
& 

~ OPERATING HOURS: - 7 - OO 

Bo A normal shooting dey begins at 10:00 a.m. After a 1/2 
a hour lunch treak (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 Academy Scheduling Office has information on avail- 
ability of the ''Crime Scene" area Cie., Studio "A'') and 
must be contacted to reserve that space... ITS/TV must 
also be contacted, of course, to reserve space, time, 
equipment, and crew, 

Non-TV use of Studio "A" (including the Gambling Casino 
and "Crime Scene" sets) for arrest problems and other 

exercises must also be scheduled in advance with the 
Scheduling Office to prevent conflicts with television 
recording.   
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Progres proc.cec im the Iis/TV facility ere a cooper- 
ative effort Letween the requesting Section or Unit 

The originator of a progran request is knewn as the 
"“Client/Producer" who has the following tasks: 

1. Prepare program outline with objectives and 
General Ccescription of content. (See attached 
“Training Program Froduction Guidelines", ) 

2, Obtain approval from Section or Unit Chief 
indicating that the project has sufficient 
merit in terms of number of people to be served 
and program life (ie., useful service) to 
Warrant production. 

3. Develop the practical means of producing the 
program: 

A. Assign "Client/Producer" to project. 

B. Conduct feasibility meeting(s) with 
. ITS/TV personnel to confirm that ITS/TV 

can best produce the program or whether 
other media formats or facilities could 
better meet the project objectives. 

C. Participate with ITS/TV personnel in 
other pre-production plenning meetings, 
The real key to successful production is 
detailed pre-producticn planning to achieve 
a completed, egreed-uson script and studio 
treatnent so that there are no major 
surprises or changes on the day(s) of 
studio shooting. When confronted with 
any major change(s) in plans, ITS/TV must 
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 writing program script 
and for coordinating client production 
support. (See attached "Training Program 
Production Guidelines" for suggestions 
on scripting.) - 

. a 

-3- 7 ete ee, Ae  
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E. Establish procuction scheeule with 
; ITS/TV persirsel. 
F - : 
EO 4. Act as approving authority fer work Cone as 
pes it proceeds and for the finished product. sss 
7 ee Client/Procucers are strongly urged to arrange 
‘ with their Section or Unit s: 

J 

periors for such 
authority because effective creative production 
rarely occurs as @ "committee" project. At a 
minimum, ITS/TV should be assured of working 
with a single contact person, usually the 
Client/Producer. 

5S. Work with ITS/TV through the post-production 
Cie., post-shooting) editing phase. Client/ 
Producers are cautioned 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", 
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cacemy - Quantice, Virginia 

TRAINING PROGRAM PRODUCTION GUIDELINES 

- _ 
- ’ 

This sheet is intenced to provice guicelines for submitting a 
reguest for the production of media material by ITS at the _ 
Academy. it is not, strictly speaking, a furm; however, 
submissions should follow the format given Lelow. 

GUIDELINES 

I. Objective: 
(State as clearly and succinctly as possible the 
general purpose end, if appropriate, the specific 
objectives of the training material to be produced.) 

II. Treatment: 

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

Ill. Target Audience: 
(Who? How many? Frequency of schools and/or use? etc.) 

° IV. Client/Froducer: 
(Indicate by nane 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 Viceo column what 
the audience should see on the screen during the matching 
audio in the adjacent column. In "Talk/Interview" type 
"Shows" dielog may not be fully seripted; hewever, at 
least the topics or points to be covered should be 
shown in the "Audio" column and shots of "Host'', "Guest" 
etc. should be described in the "Video" column, 

Script: 

VI. Specific Graphic Requirement(s): 
(If they can be pre-determined in early planning s 
include exact wording of all titles, samples of type 

faces, samples of on-camera materials and devices. 
Submit slides, photographic prints, or other eppropriate 
materials.) 

+ao tages, 

VII. Bate Finished Program Mater fal Required _ PAL AESM 
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E ° RUCTIONAL TECHMOLOSY 8g SES 
RO "0 ACADEMY - Quanrice, Vir-Rdia 

po - PPONICTION  SYNGPSTS 

| OS pRsect oT . 
We ring) ° 

p. TITLE _ _ _ 

) SCLIENT": 

 CONTACT(S)/ 
 PRODUCER(S): 

“=. OBJECTIVES: 

i, TARGET 
+ AUDIENCE(S) : 

{MEDIA . 
_ 4 FORMAT(S): 

PP UTILIZATION 
PLAN: 

_ AUTHORIZING 
AND OTHER 

' REFERENCES: .  
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L COMPLIANCE . 

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 Assistant Director Callahan, | 

In addition the LRC has tue responsibility for obtaining 

appropriate audiovisual material for training programs conducted at 

the FBI Academy. 

IL ADMINISTRATION 

The following individuals are involved in the operation 

control of audiovisual records: 

’ 

SA Edward D. Kenney 
Training Division, FBI Learning Resource Center, Quantico, Va. 
(703) 640-6131, ext. 2471 
Unit Chief, FBI Librarian, GS-15 . 
5% of time devoted to audiov isual records management 
5% of time devoted to records relating to oper ational control 

Miss Sandra L. Coupe 
Training Division, FBI Learning Resource Center, Quantico, Va. 
(703) 640- 6131, ext, 2288 
Librarian, 1410, GS-11° 
10% of time devot ed to audiovisual records management 
5% of time devoted to records relating to oper ational control 

Miss Helen M. Gutierrez 
Training Division, FBI Learning Resource Center, Quantico, Va. | 
(703) 640-6131, ext. 2344 
Library Technician, 14l1, GS-5 
10% of time dev oted to audicv isual records management 
90% of time devoted to records relating to operational control 
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TL VOLUME ANP COSTS 
% 

E 
Fo. 
bo I. (cont'd.) 

—_ 

° 1) through 4) Sce attached schedule. 
> * 

5) There are no audiovisual records maintained at the   
FBI Learning Resource Center or any Federal Record Centers which 

can be offered to the National Archives at the present time. 

6) . 

A) The FBI Learning Resource Center will continue to 

Supply the audiovisual needs for the Training Division. At the present 

time it is anticipated that the volume of the collection will be increased 

by approximately 50%. However, it should be noted that the majority 

of the audiovisual materials will be commercially obtained. These 

materials do not cescribe or document the organization, functions, 

policies, procedures, and essential transactioigof the FBI or unique 

material. | 

B) The FBI Learning Resource Center will comply 

with all federal regulations concerning archival material and continually 

evaluate its holdingsin order to meet these requirements. Based on   
previous 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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