§1182.2

copying records, and establish exemp-
tions from certain requirements of the
Act for certain Institute systems or
components thereof:

§1182.2 Definitions.

The definitions of the Privacy Act
apply to this part. In addition, as used
in this part:

(a) Agency means any executive de-
partment, military department, gov-
ernment corporation, or other estab-
lishment in the executive branch of the
Federal government, including the Ex-
ecutive Office of the President or any
independent regulatory agency.

(b) Business day means a calendar
day, excluding Saturdays, Sundays,
and legal public holidays.

(c) Director means the Director of the
Institute, or his or her designee;

(d) General Counsel means the Gen-
eral Counsel of the Institute, or his or
her designee.

(e) Individual means any citizen of
the United States or an alien lawfully
admitted for permanent residence;

(f) Institute means the Institute of
Museum and Library Services;

(g) Institute system means a system of
records maintained by the Institute;

(h) Maintain means to collect, use,
store, or disseminate records, as well
as any combination of these record-
keeping functions. The term also in-
cludes exercise of control over and,
therefore, responsibility and account-
ability for, systems of records;

(i) Privacy Act or Act means the Pri-
vacy Act of 1974, as amended (5 U.S.C.
5b62a);

(j) Record means any item, collection,
or grouping of information about an in-
dividual that is maintained by an agen-
cy and contains the individual’s name
or another identifying particular, such
as a number or symbol assigned to the
individual, or his or her fingerprint,
voice print, or photograph. The term
includes, but is not limited to, infor-
mation regarding an individual’s edu-
cation, financial transactions, medical
history, and criminal or employment
history;

(k) Routine use means, with respect
to the disclosure of a record, the use of
a record for a purpose that is compat-
ible with the purpose for which it was
collected;
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(1) Subject individual means the indi-
vidual to whom a record pertains. Uses
of the terms “I”, ‘“‘you’”, ‘“me’”’, and
other references to the reader of the
regulations in this part are meant to
apply to subject individuals as defined
in this paragraph (1); and

(m) System of records means a group of
records under the control of any agen-
cy from which information is retrieved
by use of the name of the individual or
by some number, symbol, or other
identifying particular assigned to the
individual.

§1182.3 Inquiries about the Institute’s
systems of records or implementa-
tion of the Privacy Act.

Inquiries about the Institute’s sys-
tems of records or implementation of
the Privacy Act should be sent to the
following address: Institute of Museum
and Library Services; Office of the Gen-
eral Counsel; 1800 M Street, NW., 9th
Floor, Washington, DC 20036.

§1182.4 Procedures for notifying the
public of the Institute’s systems of
records.

(a) From time to time, the Institute
shall review its systems of records in
the FEDERAL REGISTER, and publish, if
necessary, any amendments to those
systems of records. Such publication
shall not be made for those systems of
records maintained by other agencies
while in the temporary custody of the
Institute.

(b) At least 30 days prior to publica-
tion of information under paragraph (a)
of this section, the Institute shall pub-
lish in the FEDERAL REGISTER a notice
of its intention to establish any new
routine uses of any of its systems of
records, thereby providing the public
an opportunity to comment on such
uses. This notice published by the In-
stitute shall contain the following:

(1) The name of the system of records
for which the routine use is to be es-
tablished;

(2) The authority for the system;

(3) The purpose for which the record
is to be maintained;

(4) The proposed routine use(s);

(5) The purpose of the routine use(s);
and

(6) The categories of recipients of
such use.
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(c) Any request for additions to the
routine uses of Institute systems
should be sent to the Office of the Gen-
eral Counsel (see §1182.3).

(d) Any individual who wishes to
know whether an Institute system con-
tains a record pertaining to him or her
should write to the Office of the Gen-
eral Counsel (see §1182.3). Such individ-
uals may also call the Office of the
General Counsel at (202) 653-4787 on
business days, between the hours of 9
a.m. and 5 p.m., to schedule an appoint-
ment to make an inquiry in person. In-
quiries should be presented in writing
and should specifically identify the In-
stitute systems involved. The Institute
will attempt to respond to an inquiry
regarding whether a record exists with-
in 10 business days of receiving the in-
quiry.

§1182.5 Procedures for notifying gov-
ernment entities of the Institute’s
proposed changes to its systems of
records.

When the Institute proposes to estab-
lish or significantly change any of its
systems of records, it shall provide ade-
quate advance notice of such proposal
to the Committee on Government Re-
form of the House of Representatives,
the Committee on Governmental Af-
fairs of the Senate, and the Office of
Management and Budget (OMB), in
order to permit an evaluation of the
probable or potential effect of such
proposal on the privacy or other rights
of individuals. This report will be sub-
mitted in accordance with guidelines
provided by the OMB.

§1182.6 Limits that exist as to the con-
tents of the Institute’s systems of
records.

(a) The Institute shall maintain only
such information about an individual
as is relevant and necessary to accom-
plish a purpose of the agency required
by statute or by executive order of the
President. In addition, the Institute
shall maintain all records that are used
in making determinations about any
individual with such accuracy, rel-
evance, timeliness, and completeness
as is reasonably necessary to ensure
fairness to that individual in the mak-
ing of any determination about him or
her. However, the Institute shall not be
required to update retired records.

§1182.8

(b) The Institute shall not maintain
any record about any individual with
respect to or describing how such indi-
vidual exercises rights guaranteed by
the First Amendment of the Constitu-
tion of the United States, unless ex-
pressly authorized by statute or by the
subject individual, or unless pertinent
to and within the scope of an author-
ized law enforcement activity.

§1182.7 Institute procedures for col-
lecting information from individ-
uals for its records.

The Institute shall collect informa-
tion, to the greatest extent prac-
ticable, directly from you when the in-
formation may result in adverse deter-
minations about your rights, benefits,
or privileges under Federal programs.
In addition, the Institute shall inform
you of the following, either on the form
it uses to collect the information or on
a separate form that you can retain,
when it asks you to supply informa-
tion:

(a) The statutory or executive order
authority that authorizes the solicita-
tion of the information;

(b) Whether disclosure of such infor-
mation is mandatory or voluntary;

(c) The principal purpose(s) for which
the information is intended to be used;

(d) The routine uses that may be
made of the information, as published
pursuant to §1182.4; and

(e) Any effects on you of not pro-
viding all or any part of the required or
requested information.

§1182.8 Procedures for acquiring ac-
cess to Institute records pertaining
to an individual.

The following procedures apply to
records that are contained in an Insti-
tute system:

(a) You may request review of
records pertaining to you by writing to
the Office of the General Counsel (see
§1182.3). You also may call the Office of
the General Counsel at (202) 6563-4787 on
business days, between the hours of 9
a.m. and 5 p.m., to schedule an appoint-
ment to make such a request in person.
A request for records should be pre-
sented in writing and should identify
specifically the Institute systems in-
volved.
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