FTC-11-2

System Name:

Unofficial Personnel Records -- FTC.

Security Classification:

Not applicable.

System Location:

Federal Trade Commission, 6th Street and Pennsylvania Avenue, NW., Washington, DC 20580.
Regional Offices:

Atlanta Regional Office, 1718 Peachtree Street, NW., Room 1000, Atlanta, Georgia 30367.
Boston Regional Office, 10 Causeway Street, Room 1184, Boston, Massachusetts 02222-1073.
Chicago Regional Office, 55 East Monroe Street, Suite 1437, Chicago, Illinois 60603.
Cleveland Regional Office, 668 Euclid Avenue, Suite 520-A, Cleveland, Ohio 44114.

Dallas Regional Office, 100 N. Central Expressway, Suite 500, Dallas, Texas 75201.

Denver Regional Office, 1405 Curtis Street, Suite 2900, Denver, Colorado 80202-2393.

Los Angeles Regional Office, 11000 Wilshire Boulevard, Suite 13209, Los Angeles, California
90024.

New York Regional Office, 150 William Street, Suite 1300, New York, New York 10038.
San Francisco Regional Office, 901 Market Street, Suite 570, San Francisco, California 94103.

Seattle Regional Office, 2806 Federal Building, 915 Second Avenue, Seattle, Washington
08174.

Categories of Individuals Covered by the System:

Individuals who, at the time the records are added to the system, are Commission employees,
consultants, contractors, or applicants for vacancies.

Categories of Records in the System:

The system of records contains information or documents about the educational background,



employment, and work history of individuals. The types of records maintained vary with each
supervisor and Commission unit. Each supervisor may maintain some or all of the following
records: Written notes or memoranda on employee conduct and performance (i.e., employee
evaluation, employee forms, leave records, work assignments, or disciplinary problems), work
schedule, and records related to consideration given to applicants for positions with the FTC.

Authority for Maintenance of the System:
Title 5 U.S.C. 4301-4308; 6101-6106; 6301-6326; 7301-7352; and 7501-7533.
Purpose(s):

To assist Commission managers in making work assignment, evaluation, and other types of
decisions related to the employees of the Federal Trade Commission; to assist in evaluating
performance, preparing promotion and award recommendations, preparing informal or formal
disciplinary actions, approving leave, coordinating schedules, and preparing news releases; to
assist supervisors in the interviewing, evaluation, and selection process when filling position
vacancies; and to maintain records of those considerations and actions.

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

In addition to the disclosures generally permitted under 5 U.S.C. 552a(b), and the disclosure
provisions described in Appendix | of this notice, records or information in these records may be
specifically disclosed pursuant to 5 U.S.C. 552a(b)(3) as follows, provided that no routine use
specified either herein or in Appendix I shall be construed to limit or waive any other routine
use:

(1) Records identifying the individual's work schedule may be made available to other agency
staff and the public; and

(2) Referral to the Office of Personnel Management concerning pay benefits, retirement
deductions, and other information necessary for OPM to carry out its government-wide
personnel management functions.

Policies and Practices for Storing, Retrieving, Accessing, Retaining, and Disposing of Records in
the System:

Storage:
Maintained in file folders and on magnetic diskettes.
Retrievability:

Indexed by individual's name.



Safeguards:

Access to these records is limited to those whose official duties require such access. Maintained
in lockable rooms or cabinets.

Retention and Disposal:

Records are destroyed when no longer relevant to the purpose for which they were compiled and
maintained. Generally, records are destroyed when the employee no longer works in the bureau
or office that compiled and maintained the information.

System Managers and Address:

Employee's Supervisors, Federal Trade Commission, (Same address as System Location).
Notification Procedure; Record Access Procedure; and Contesting Record Procedure:

See Appendix II.

Record Source Categories:

Individual about whom record pertains; individual's supervisors; other interested parties.



