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System Name: 

Privacy Act/Freedom of Information Act (PA/FOIA) Case Records  

System Location(s): 

Offices of the Office of Personnel Management, 1900 E Street NW., Washington, DC 20415-

0001 and OPM field service centers.  

Categories of Individuals Covered by the System: 

This system contains records and related correspondence on individuals who have filed with 

OPM:  

a. Requests for information under the provisions of the Freedom of Information Act (5 U.S.C. 

552), including requests for review of initial denials of such requests.  

b. Requests under the provisions of the Privacy Act (5 U.S.C. 552a) for records about 

themselves, including:  

(1) Requests for notification of the existence of records about them.  

(2) Requests for access to these records.  

(3) Requests for amendment of these records.  

(4) Requests for review of initial denials of such requests for notification, access, and 

amendment.  

(5) Requests for an accounting of disclosure of records about them. 

Note: Since these PA/FOIA case records contain inquiries and requests regarding any of OPM's 

other systems of records subject to the Privacy Act, information about individuals from any of 

these other systems may become part of this PA/FOIA Case Records system.  

Categories of Records in the System: 

This system contains correspondence and other documents related to requests made by 

individuals to OPM for:  

a. Information under the provisions of the Freedom of Information Act (5 U.S.C. 552), including 

requests for review of initial denials of such requests.  

b. Information under provisions of the Privacy Act (5 U.S.C. 552a) and requests for review of 

initial denials of such requests made under OPM's Privacy Act regulations including requests for:  

(1) Notification of the existence of records about them.  

(2) Access to records about them.  

(3) Amendment of records about them.  

(4) Review of initial denials of such requests for notification, access, or amendment.  

(5) Requests for an accounting of disclosure of records about them.  



Authority for Maintenance of the System: 

Includes the Following with any Revisions and Amendments:  

The Privacy Act of 1974 (5 U.S.C. 552a), the Freedom of Information Act, as amended (5 U.S.C. 

552), and 5 U.S.C. 301.  

Purpose(s): 

These records are maintained to process an individual's request made under the provisions of the 

Freedom of Information and Privacy Acts. The records are also used by OPM to prepare its 

reports to the Office of Management and Budget and the Department of Justice required by the 

Privacy and Freedom of Information Acts.  

Routine Uses of Records Maintained in the System, Including Categories of Users and the 

Purposes of such Uses: 

Routine uses 1 and 3 through 10 of the Prefatory Statement of OPM's system notices (60 FR 

63075, effective January 17, 1996) apply to the records maintained within this system. The 

following routine uses are specific to this system of records only:  

a. To disclose information to the Office of Management and Budget at any stage in the 

legislative coordination and clearance process in connection with private relief legislation as set 

forth in OMB Circular No. A-19.  

b. To disclose information to an agency, subject to law, rule, or regulation enforced by OPM 

having been found in violation of such law, rule, or regulation, in order to achieve compliance 

with OPM instructions.  

c. To disclose information to Federal agencies (e.g., Department of Justice) in order to obtain 

advice and recommendations concerning matters on which the agency has specialized experience 

or particular competence, for use by OPM in making required determinations under the Freedom 

of Information Act or the Privacy Act of 1974.  

d. To disclose information to any source from which additional information is requested (to the 

extent necessary to identify the individual, inform the source of the purpose of the request, and to 

identify the type of information requested), where necessary to obtain information relevant to an 

OPM decision concerning a Privacy or Freedom of Information Act request.  

e. To disclose to the Federal agency involved, an OPM decision on an appeal from an initial 

denial of a request involving OPM-controlled records.  

Policies and Practice for Storing, Retrieving, Accessing, Retaining, and Disposing 

of Records in the System: 

Storage: 

These records are maintained on one of the following: paper copies in file folders, electronic 

copies on Local Area Network (LAN) servers or diskettes, or microfilm.  

Retrievability: 

Records are retrieved by the name of the individual on whom they are maintained and year of the 

request.  

Safeguards: 



The records maintained on paper and microfilm are located in lockable metal filing cabinets or in 

a secured room, with access limited to personnel whose duties require access. Only authorized 

personnel have access to the records on the LAN and diskettes.  

Retention and Disposal: 

These records are maintained for varying periods of time, in accordance with NARA General 

Records Schedule 14. Paper records are destroyed by shredding or burning; microfilm and 

electronic records are erased or deleted.  

System Manager(s) and Address(es): 

The system manager for PA/FOIA requests is: FOIA/PA Officer, Office of the Chief Information 

Officer, Office of Personnel Management, 1900 E Street NW., Washington DC 20415-7900.  

The system manager for PA/FOIA appeals is: Office of the General Counsel, Office of Personnel 

Management, 1900 E Street NW., Washington, DC 20415-1300.  

Notification Procedure: 

Individuals wishing to inquire whether this system of records contains information about them 

should contact the system manager or the program office where their original Privacy Act or 

Freedom of Information Act requests were sent, or from where they received responses to such 

requests. Individuals must furnish the following information for their records to be located and 

identified:  

a. Name.  

b. Date of birth.  

c. Approximate dates of Privacy Act or Freedom of Information Act correspondence between 

OPM and the individual.  

Record Access Procedures: 

Material from other OPM systems of records which are exempt from certain Privacy Act 

requirements may be included in this system as part of a PA/FOIA case record. Such material 

retains its exemption if it is included in this system of records. The section of this notice titled 

Systems Exempted from Certain Provisions of the Act explains the exemptions for this system.  

Individuals wishing to request access to their records should contact the system manager or the 

program office where their original Privacy Act or Freedom of Information Act request was sent 

or from which they received responses to such requests. Individuals must furnish the following 

information for their records to be located and identified:  

a. Name.  

b. Date of birth.  

c. Approximate dates of Privacy Act or Freedom of Information Act correspondence between 

OPM and the individual.  

Individuals requesting access must also comply with OPM's Privacy Act regulations regarding 

verification of identity and access to records (5 CFR part 297).  

Contesting Record Procedures: 



Material from other OPM systems of records which are exempt from certain Privacy Act 

requirements may be included in this system as part of a PA/FOIA case record. Such material 

retains its exemption if it is included in this system of records. The section of this notice titled 

Systems Exempted from Certain Provisions of the Act explains the exemptions for this system. 

Individuals wishing to request amendment to their records should contact the system manager or 

the program office where their original Privacy Act or Freedom of Information Act requests were 

sent or from which they received responses to such requests.  

Individuals must furnish the following information for their records to be located and identified:  

a. Name.  

b. Date of birth.  

c. Appropriate dates of Privacy Act or Freedom of Information Act correspondence between 

OPM and the individual.  

Individuals requesting amendment must also comply with OPM's Privacy Act regulations 

regarding verification of identity and amendment of records (5 CFR part 297). 

Note: The amendment provisions of this system are not intended to permit an individual a 

second opportunity to request amendment of a record which was the subject of the initial Privacy 

Act amendment request which created the record in this system. That is, after an individual has 

requested amendment of a specific record in an OPM system under provisions of the Privacy 

Act, that specific record may itself become part of this system of PA/FOIA Case Records. An 

individual may not subsequently request amendment of that specific record again, simply 

because a copy of the record has become part of this second system of PA/FOIA Case Records.  

Record Source Categories: 

Information in this system of records is obtained from--  

a. The individual to whom the information applies.  

b. Officials of OPM.  

c. Official documents of OPM.  

Systems Exempted from Certain Provisions of the Act: 

OPM has claimed exemptions for several of its other systems of records under 5 U.S.C. 552a 

(k)(1), (2), (3), (4), (5), (6), and (7). During the course of a PA/FOIA action, exempt materials 

from those other systems may become part of the case records in this system. To the extent that 

copies of exempt records from those other systems are entered into these PA/FOIA case records, 

the office has claimed the same exemptions for the records as they have in the original primary 

systems of records which they are a part.  
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