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individuals requiring access to the J. 
Edgar Hoover Building. 

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

STORAGE: 

The automated portion of the records 
is maintained on a magnetic tape. 
Documentary records are maintained in 
manual file folders. 

RETRIEVABILITY: 

Alphabetically by fast name; 
numerically by access bodge number. 

SAFEGUARDS: 

Maintained in a locked room, which is 
manned 24 hours per day, with access 
limited to FBI security personnel. 

RETENTION AND DISPOSAL: 

Computerized records are maintained 
for one year and hard copy computer 
listings are maintained for six months. 
Cards containing badge information are 
destroyed when administrative needs 
have expired. Duplicate badges are 
maintained on individuals granted 
permanent access to the building until 
access is no longer required and/or 
upon separation or transfer, (Job No. 
NC1-65-82-4, Part B. 66c. (8); Part E 13 
c. (1)) 

SYSTEM MANAGER(S) AND ADDRESS: 

Director, Federal Bureau of 
Investigation, J. Edgar Hoover Building, 
10th and Pennsylvania Avenue NW., 
Washington, D.C. 20535. 

NOTIFICATION PROCEDURE: 

Inquiry concerning this system should 
be in writing and made to the system 
manager listed above. 

RECORD ACCESS PROCEDURES: 

Same as above. 

CONTESTING RECORD PROCEDURES: 

Same as above. 

RECORD SOURCE CATEGORIES: 

See categories of individuals. 

SYSTEM EXEMPTED FROM CERTAIN PROVISIONS 
OF THE ACT: 

None. 

JUSTICE/FBI—014 

SYSTEM NAME: 

FBI Alcoholism Program. 

SYSTEM LOCATION: 

FBI Headquarters, Administrative 
Services Division, 10th and 
Pennsylvania Avenue NW.. Washington, 
DC 20535; and FBI Field Divisions. 

CATEGORIES OF INDIVIDUALS COVERED BY THE 
SYSTEM: 

This system contains information on 
current and former FBI employees who 
have been counseled or otherwise 
treated regarding alcohol abuse or 
referred to the Alcoholism Program 
Coordinator or Counselor. 

CATEGORIES OF RECORDS IN THE SYSTEM: 

This system contains correspondence 
and records regarding employees and/or 
their families who have been referred to 
the Alcoholism Program Coordinator or 
Counselor, the results of any counseling 
which may have occurred, 
recommended treatment and results of 
treatment, in addition, to interview 
appraisals and other notes or records of 
discussions held with employees 
relative to this program. 

AUTHORITY FOR MAINTENANCE OF THE 
SYSTEM: 

The maintenance of this system is 
authorized by Pub. L. 91-616 and Pub. L. 
92-255, as amended by Pub. L. 93-282, 
Section 122, and the implementing 
regulations, 42 CFR Part 2. 

ROUTINE USES OF RECORDS MAINTAINED IN 
THE SYSTEM, INCLUDING CATEGORIES OF USES 
AND THE PURPOSE OF SUCH USES: 

All disclosures of information 
pertaining to an individual are made in 
compliance with Public Law No. 91-616, 
Section 333, and the Confidentiality of 
Alcoholism and Drug Abuse Patient 
Records Regulations, 42 CFR Part 2.2, as 
amended, for the sole purpose of 
administering the program. 

These records are used to document 
the nature of an individual's alcohol 
abuse problem and progress made, and 
to record an individual's participation in 
and the results of community or private 
sector treatment or rehabilitation 
programs. 

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

STORAGE: 

Records are maintained in file folders. 

RETRIEVABILITY: 

Records are retrieved by employee's 
name. 

SAFEGUARDS: 

Files are maintained in locked file 
cabinets, or safes under the immediate 
control of the Alcoholism Program 
Coordinator or other authorized 
individuals. Access is strictly limited to 
the Coordinator and other authorized 
personnel. 

RETENTION AND DISPOSAL 

Files are destroyed 3 years after case 
is closed. (GRS #1, Item 27 b.; Job No. 
NC1-65-82-4. Part B. 67d.) 

SYSTEM MANAGER(S) AND ADDRESS: 

Director, FBI J. Edgar Hoover Building, 
10th and Pennsylvania Avenue NW.. 
Washington, DC 20535. 

NOTIFICATION PROCEDURES: 

Inquiry concerning this system should 
be in writing and made to the system 
manager listed above.. 

RECORD ACCESS PROCEDURES: 

Requests made by employees should 
be made in writing to the Director. FBI. 
Washington, D.C 20535. Requests must 
contain employee's full name, date and 
place of birth, and current office of 
assignment and/or home address where 
records are to be sent. If the individual 
making the request is a former 
employee, he/she must submit a duly 
notarized signature in order to establish 
identity. In addition, the requester must 
specify the location of the system of 
records sought, i.e., those maintained at 
FBI headquarters or those maintained in 
a particular field division. 

CONTESTING RECORD PROCEDURES: 

Requests for correction/amendment of 
records in this system should be made in 
writing to the Director, FBI, Washington, 
D.C. 20535. specifying the information to 
be amended, and the reasons and 
justifications for requesting such 
amendment. 

RECORD SOURCE CATEGORIES: 

See categories of individuals. 

SYSTEMS EXEMPTED FROM CERTAIN 
PROVISIONS OF THE ACT: 

None. 

JUSTICE/FBI-015 

SYSTEM NAME: 

National Center for the Analysis of 
Violent Crime [NCAVC]. 

SYSTEM LOCATION: 

Federal Bureau of Investigation, 
Training Division, FBI Academy, 
Behavioral Science Unit, Quantico, 
Virginia 22135. 

CATEGORIES OR INDIVIDUALS COVERED BY THE 
SYSTEM: 

A. Individuals who relate in any 
manner to official FBI investigations into 
violent crimes including, but not limited 
to, subjects, suspects, victims, 
witnesses, close relatives, medical 
personnel, and associates who are 
relevant to an investigation, 


