Appendix 11
Office of the Federal Register SORN Template — Full Notice

Agencies shall publish all system of records notices (SORNS) in the Federal Register using the
appropriate format provided in the appendices to this Circular. Agencies shall use the language
and section headings provided in the template and replace the language in brackets with the
appropriate agency language.

Appendix Il provides the Office of the Federal Register SORN template for full notices that
include all of the elements that are required to be in a SORN. Agencies shall use this template
when publishing a new SORN or choosing to publish a revised SORN in its entirety.

[Name of agency]
Privacy Act of 1974; System of Records
AGENCY: [Name of agency and, if applicable, agency component].

ACTION: Notice of a [New/Modified] System of Records.

SUMMARY: [A plain-language description of the system].

DATES: [The deadline to submit comments on the proposal and the date on which any routine
uses will be effective].

ADDRESSES: [Instructions for submitting comments on the proposal, including an email
address or a website where comments can be submitted electronically].

FOR FURTHER INFORMATION CONTACT: [Instructions for submitting general
questions about the system].

SUPPLEMENTARY INFORMATION: [Background information about the proposal,
including a description of any changes being made to the system and the purpose(s) of the
changes].

SYSTEM NAME AND NUMBER: [A name for the system that is unambiguous and clearly
identifies the purpose or character of the system, and the number of the system].

SECURITY CLASSIFICATION: [An indication of whether any information in the system is
classified].

SYSTEM LOCATION: [The address of the agency and/or component responsible for the
system, as well as the address of any third-party service provider].
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SYSTEM MANAGER(S): [The title, business address, and contact information of the agency
official who is responsible for the system].

AUTHORITY FOR MAINTENANCE OF THE SYSTEM: [The specific authority that
authorizes the maintenance of the records in the system].

PURPOSE(S) OF THE SYSTEM: [A description of the agency’s purpose(s) for maintaining
the system].

CATEGORIES OF INDIVIDUALS COVERED BY THE SYSTEM: [The categories of
individuals on whom records are maintained in the system].

CATEGORIES OF RECORDS IN THE SYSTEM: [The categories of records maintained in
the system and, if practicable and useful for public notice, specific data elements].

RECORD SOURCE CATEGORIES: [The categories of sources of records in the system].

ROUTINE USES OF RECORDS MAINTAINED IN THE SYSTEM, INCLUDING
CATEGORIES OF USERS AND PURPOSES OF SUCH USES: [Each routine use of the
records contained in the system, including the categories of users and the purpose of such use].

POLICIES AND PRACTICES FOR STORAGE OF RECORDS: [The policies and
practices of the agency regarding the storage of records].

POLICIES AND PRACTICES FOR RETRIEVAL OF RECORDS: [The policies and
practices of the agency regarding retrieval of records].

POLICIES AND PRACTICES FOR RETENTION AND DISPOSAL OF RECORDS:
[The policies and practices of the agency regarding retention and disposal of records].

ADMINISTRATIVE, TECHNICAL, AND PHYSICAL SAFEGUARDS: [A description of
the administrative, technical, and physical safeguards to which the system is subject].

RECORD ACCESS PROCEDURES: [The agency procedures whereby an individual can be
notified at his or her request how he or she can gain access to any record pertaining to him or her
in the system].

CONTESTING RECORD PROCEDURES: [The agency procedures whereby an individual
can be notified at his or her request how he or she can contest the content of any record
pertaining to him or her in the system].

NOTIFICATION PROCEDURES: [The agency procedures whereby an individual can be
notified at his or her request if the system contains a record pertaining to him or her].

EXEMPTIONS PROMULGATED FOR THE SYSTEM: [Any Privacy Act exemptions
promulgated for the system].

38



HISTORY: [Citation(s) to the last full Federal Register notice that includes all of the elements
that are required to be in a SORN, as well as any subsequent notices of revision].
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Appendix 11
Office of the Federal Register SORN Template — Notice of Revision

Agencies shall publish all system of records notices (SORNS) in the Federal Register using the
format provided in the appendices to this Circular. Agencies shall use the language and section
headings provided in the template and replace the language in brackets with the appropriate
agency language.

Appendix I11 provides the Office of the Federal Register SORN template for revised notices that
describe a modified system of records when the agency chooses not to publish the revised SORN
in its entirety. The elements provided in the template are required to appear in any notice of a
modified system of records. Elements omitted from the template shall be included in a notice of
a modified system of records if there are revisions to those elements.

[Name of agency]
Privacy Act of 1974; System of Records
AGENCY: [Name of agency and, if applicable, agency component].

ACTION: Notice of a Modified System of Records.

SUMMARY: [A plain-language description of the system].

DATES: [The deadline to submit comments on the proposal and the date on which any routine
uses will be effective].

ADDRESSES: [Instructions for submitting comments on the proposal, including an email
address or a website where comments can be submitted electronically].

FOR FURTHER INFORMATION CONTACT: [Instructions for submitting general
questions about the system].

SUPPLEMENTARY INFORMATION: [Background information about the proposal,
including a description of the changes being made to the system and the purpose(s) of the
changes].

SYSTEM NAME AND NUMBER: [A name for the system that is unambiguous and clearly
identifies the purpose or character of the system, and the number of the system].

SECURITY CLASSIFICATION: [An indication of whether any information in the system is
classified].
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SYSTEM LOCATION: [The address of the agency and/or component responsible for the
system, as well as the address of any third-party service provider].

SYSTEM MANAGER(S): [The title, business address, and contact information of the agency
official who is responsible for the system].

[Agencies shall review the other elements in the full SORN template in Appendix Il to this
Circular and include elements for which revisions are necessary. For example, if an agency is
modifying the categories of records in the system, the agency shall include that element in the
notice of revision.]

HISTORY: [Citation(s) to the last full Federal Register notice that includes all of the elements
that are required to be in a SORN, as well as any subsequent notices of revision].
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Appendix 1V
Office of the Federal Register Notice of Rescindment Template

Agencies are required to publish a notice of rescindment in the Federal Register whenever they
stop maintaining a previously established system of records. Agencies shall publish all notices
of rescindment using the format provided in Appendix IV to this Circular. Agencies shall use
the language and section headings provided in the template and replace the language in brackets
with the appropriate agency language.

[Name of agency]
Privacy Act of 1974; System of Records
AGENCY': [Name of agency and, if applicable, agency component].

ACTION: Rescindment of a System of Records Notice.

SUMMARY:: [A plain-language description of the system that is being discontinued].

DATES: [The date on which the agency stopped or will stop maintaining the system of
records].

ADDRESSES: [Instructions for submitting comments on the notice, including an email address
or a website where comments can be submitted electronically].

FOR FURTHER INFORMATION CONTACT: [Instructions for submitting general
questions about the discontinued system].

SUPPLEMENTARY INFORMATION: [Background information about the proposal,
including an account of what will happen to the records that were previously maintained in the
system and references to any other SORN that will pertain to the records].

SYSTEM NAME AND NUMBER: [The name and number of the system that is being
discontinued].

HISTORY: [Citation(s) to the last full Federal Register notice that includes all of the elements
that are required to be in a SORN, as well as any subsequent notices of revision].
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Appendix V
Office of the Federal Register Matching Notice Template — Full Notice

Agencies shall publish all matching notices in the Federal Register using the format provided in
the appendices to this Circular. Agencies shall use the language and section headings provided
in the template and replace the language in brackets with the appropriate agency language.

Appendix V provides the Office of the Federal Register matching notice template for full notices
that include all of the elements that are required to be in a matching notice. Agencies shall use
this template when publishing a notice of the establishment or re-establishment of a matching
program, or when publishing a revised matching notice in its entirety.

[Name of agency]
Privacy Act of 1974; Matching Program
AGENCY: [Name of agency and, if applicable, agency component].

ACTION: Notice of a [New/Modified] Matching Program.

SUMMARY:: [A plain-language description of the matching program].

DATES: [The deadline to submit comments on the proposal, as well as the beginning and
ending dates of the matching program].

ADDRESSES: [Instructions for submitting comments on the matching program, including an
email address or a website where comments can be submitted electronically].

FOR FURTHER INFORMATION CONTACT: [Instructions for submitting general
questions about the matching program].

SUPPLEMENTARY INFORMATION: [Background information about the proposal].

PARTICIPATING AGENCIES: [The name of the participating agency or agencies, including
any non-Federal agencies].

AUTHORITY FOR CONDUCTING THE MATCHING PROGRAM: [The specific
authority for conducting the matching program].

PURPOSE(S): [A plain-language description of the agency’s purpose(s) for conducting the
matching program].

CATEGORIES OF INDIVIDUALS: [The categories of individuals whose information is
involved in the matching program].
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CATEGORIES OF RECORDS: [The categories of records involved in the matching program
and the specific data elements that are matched].

SYSTEM(S) OF RECORDS: [The names of all relevant systems of records and a citation of
the system of records notices].
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Appendix VI
Office of the Federal Register Matching Notice Template — Notice of Revision

Agencies shall publish all matching notices in the Federal Register using the format provided in
the appendices to this Circular. Agencies shall use the language and section headings provided
in the template and replace the language in brackets with the appropriate agency language.

Appendix VI provides the Office of the Federal Register matching notice template for revised
notices that describe a modified matching program when the agency chooses not to publish the
revised notice in its entirety. The elements provided in the template are required to appear in any
notice of a modified matching program. Elements omitted from the template shall be included in
a notice of a modified matching program if there are revisions to those elements.

[Name of agency]
Privacy Act of 1974; Matching Program
AGENCY': [Name of agency and, if applicable, agency component].

ACTION: Notice of a Modified Matching Program.

SUMMARY:: [A plain-language description of the matching program].

DATES: [The deadline to submit comments on the proposal, as well as the beginning and
ending dates of the matching program].

ADDRESSES: [Instructions for submitting comments on the proposal, including an email
address or a website where comments can be submitted electronically].

FOR FURTHER INFORMATION CONTACT: [Instructions for submitting general
questions about the matching program].

SUPPLEMENTARY INFORMATION: [Background information about the proposal].

PARTICIPATING AGENCIES: [The name of the participating agency or agencies, including
any non-Federal agencies].

[Agencies shall review the other elements in the full matching notice template in Appendix V to
this Circular and include elements for which revisions are necessary. For example, if an agency
is modifying the categories of records involved in the matching program, the agency shall
include that element in the notice of revision.]
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