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POLICIES AND PRACTICES FOR STORING,
RETRIEVING, ACCESSING, RETAINING, AND
DISPOSING OF RECORDS IN THE SYSTEM:

STORAGE:
Records are stored by computer index,

optical image and in file folders.

RETRIEVABILITY:
Records are retrieved by name,

document number, date, and subject.

SAFEGUARDS:

1. Authorized users: Access to textual
records is limited to authorized
personnel (system managers and staff).

2. Physical safeguards. Physical
access to records is restricted to
authorized personnel.

3. Procedural safeguards: Access to
textual records is strictly controlled by
system managers and staff. Records may
be removed from files only at the
request of system managers or other
authorized employees. Computer files
are password protected.

These practices are in compliance
with the standards of Chapter 45–13 of
the HHS General Administration
Manual, ‘‘Safeguarding Records
Contained in Systems of Records,’’
supplementary Chapter PHS hf: 45–13,
and Part 6, ‘‘ADP Systems Security,’’ of
the HHS Information Resources
Management Manual and the National
Institute of Standards and Technology
Federal Information Processing
Standards (FIPS Pub. 41 and FIPS Pub.
31).

RETENTION AND DISPOSAL:

Records are retained and disposed of
under the authority of the NIH Records
Control Schedule contained in NIH
Manual Chapter 1743, Appendix 1—
‘‘Keeping and Destroying Records’’
(HHS Records Management Manual,
Appendix B–361), item 1700–C, which
allows records to be kept for a
maximum period of 6 years. Refer to the
NIH Manual Chapter for specific
disposition instructions.

SYSTEM MANAGER AND ADDRESS:

System Managers are listed in
Appendix I; each maintains full
responsibility for their specific
correspondence system.

NOTIFICATION PROCEDURE:

To determine if a record exists, write
to the appropriate system manager as
listed in Appendix I. The requester must
also verify his or her identity by
providing either a notarization of the
request or a written certification that the
requester is who he or she claims to be
and understands that the knowing and
willful request for acquisition of a
record pertaining to an individual under

false pretenses is a criminal offense
under the Act, subject to a five thousand
dollar fine.

RECORD ACCESS PROCEDURE:
Same as notification procedures.

Requesters should also reasonably
specify the record contents being
sought. Individuals may also request
listings of accountable disclosures that
have been made of their records, if any.

CONTESTING RECORD PROCEDURE:
Contact the official under notification

procedures above, and reasonably
identify the record and specify the
information to be contested, and state
the corrective action sought and the
reasons for the correction. The right to
contest records is limited to information
which is incomplete, irrelevant,
incorrect, or untimely (obsolete).

RECORD SOURCE CATEGORIES:
Records are derived from incoming

and outgoing correspondence.

SYSTEMS EXEMPTED FROM CERTAIN PROVISIONS
OF THE ACT:

None.

Appendix I: System Managers

Director, Executive Secretariat, Office of the
Director, Building 1, Room B1–55, 9000
Rockville Pike, Bethesda, MD 20892

Acting Associate Director, Office of
Legislative Policy and Analysis, Office of
the Director, Building 1, Room 244, 9000
Rockville Pike, Bethesda, MD 20892

National Cancer Institute (NCI), Secretary to
the Director, Building 31, Room 11A48,
Bethesda, MD 20892

National Heart, Lung and Blood Institute
(NHLBI), Secretary to the Director, OD,
Director’s Office, Building 31, Room 5A52,
31 Center Drive, MSC 2486, Bethesda, MD
20892–2486

National Institute of Diabetes and Digestive
and Kidney (NIDDK), Director, OHRR,
Building 31, Room 9A04, Bethesda, MD
20892

National Institute of Environmental Health
Sciences (NIEHS), Executive Secretariat,
PO Box 12233, South Campus, Building 2,
Room B201, Research Triangle Park, NC
27709

National Eye Institute (NEI), Administrative
Officer, Building 31, Room 6A19, 31 Center
Drive MSC 2510, Bethesda, MD 20892–
2510

National Institute of Arthritis and
Musculoskeletal and Skin Diseases
(NIAMS), Director, Office of Scientific and
Health Communications, Building 31,
Room 4C05, Bethesda, MD 20892

National Institute on Deafness and Other
Communication Disorders (NIDCD), Chief,
Administrative Management Branch,
Building 31, Room 3C21, Bethesda, MD
20892

National Institute of General Medical Science
(NIGMS), Secretary to the Director,
Westwood Building, Room 926, Bethesda,
MD 20892

National Library of Medicine (NLM),
Executive Assistant, Office of the Director,
Building 38, Room 2E17, Bethesda, MD
20894

Fogarty International Center (FIC), Secretary
to the Director, Building 31, Room B2C06,
Bethesda, MD 20892

Office of Aides Research (OAR), Special
Assistant for Liaison Activities, Building
31, Room 5C12, Bethesda, MD 20892

National Institute on Drug Abuse (NIDA),
Executive Secretariat, Room 10–15,
Parklawn Building, Rockville, MD 20857

National Institute on Alcohol Abuse and
Alcoholism (NIAAA), Executive
Secretariat, Willco Building, Suite 400,
6000 Executive Blvd. MSC 7003, Bethesda,
MD 20892–7003

National Institute of Mental Health (NIMH),
Executive Secretariat, Room 17C–25,
Parklawn Building, Rockville, MD 20857

Washington National Records Center, 4205
Suitland Road, Washington, DC 20857

09–25–0112

SYSTEM NAME:
Grants and Cooperative Agreements:

Research, Research Training,
Fellowship and Construction
Applications and Related Awards, HHS/
NIH/OD.

SECURITY CLASSIFICATION:
None.

SYSTEM LOCATION:
See Appendix I.

CATEGORIES OF INDIVIDUALS COVERED BY THE
SYSTEM:

Grant applicants and Principal
Investigators; Program Directors;
Institutional and Individual Fellows;
Research Career Awardees; and other
employees of Applicant and/or grantee
institutions.

CATEGORIES OF RECORDS IN THE SYSTEM:
Grant and cooperative agreement

applications and review history, awards,
financial records, progress reports,
payback records, and related
correspondence.

AUTHORITY FOR MAINTENANCE OF THE SYSTEM:
‘‘Research and Investigation,’’

‘‘Appointment and Authority of the
Directors of the National Research
Institutes,’’ ‘‘National Institute of Mental
Health,’’ ‘‘National Institute on Drug
Abuse,’’ ‘‘National Institute on Alcohol
Abuse and Alcoholism,’’ ‘‘National
Cancer Institute,’’ ‘‘National Heart, Lung
and Blood Institute,’’ ‘‘National Institute
of Diabetes, and Digestive and Kidney
Diseases,’’ ‘‘National Institute of
Arthritis and Musculoskeletal and Skin
Diseases,’’ ‘‘National Institute on
Aging,’’ ‘‘National Institute on Allergy
and Infectious Diseases,’’ ‘‘National
Institute of Child Health and Human
Development,’’ ‘‘National Institute of
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