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09-25-0124 SYSTEMS LISTING

SYSTEM NAME:

Administration: Postdoctoral Research Associates, HHS/NIH/NIGMS

SECURITY CLASSIFICATION:

None.

SYSTEM LOCATION:

Director, PRAT Program, Pharmacology Physiology and Biological Chemistry Division,
National Institute of General Medical Sciences (NIGMS), Natcher Building, Room 2AS43D, 45

Center Drive, Bethesda, MD 20892.

Write to System Manager at the address below for the address of the Federal Records Center
where records are stored.

CATEGORIES OF INDIVIDUALS COVERED BY THE SYSTEM:

Applicants for positions as Postdoctoral Research Associates with the National Institute of
General Medical Sciences (NIGMS) and current and former Pharmacology Research Associates.

CATEGORIES OF RECORDS IN THE SYSTEM:

Individual application forms, addresses, telephone numbers, lists of awards received, research
keywords, preceptor and institute during time of fellowship for former fellows, academic
transcripts, reprints and references, curricula vitae and salary adjustment memorandum for
fellows.

AUTHORITY FOR MAINTENANCE OF THE SYSTEM:

42 U.S.C. 2009.

PURPOSE(S):

For review, award and administration of the Postdoctoral Research Associate Program (PRAT).

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

1. Disclosure may be made to a congressional office from the record of an individual in
response to an inquiry from the congressional office made at the request of that
individual.
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2. The Department of Health and Human Services (HHS) may disclose information from
this system of records to the Department of Justice, or to a court or other tribunal, when
(a) HHS, or any component thereof; or (b) any HHS employee in his or her official
capacity; or (c) any HHS employee in his or her individual capacity where the
Department of Justice (or HHS, where it is authorized to do so) has agreed to represent
the employee; or (d) the United States or any agency thereof where HHS determines that
the litigation is likely to affect HHS or any of its components, is a party to litigation or
has any interest in such litigation, and HHS determines that the use of such records by the
Department of Justice, court or other tribunal is relevant and necessary to the litigation
and would help in the effective representation of the governmental party, provided,
however, that in each case, HHS determines that such disclosure is compatible with the
purpose for which the records were collected

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

STORAGE:

File folders.
RETRIEVABILITY:
By name of applicant.
SAFEGUARDS:

Measures to prevent unauthorized disclosures are implemented as appropriate for each location
and for the particular records maintained in each project. Each site implements personnel,
physical, and procedural safeguards such as the following:

1. Authorized Users: Employees who maintain the system are instructed to grant access
only to authorized personnel (System manager and staff assigned to the program).

2. Physical Safeguards: The records are maintained in locked file cabinets when not in use
and system location is locked during nonworking hours.

3. Procedural Safeguards: Access to files is strictly controlled by responsible individuals
who have been instructed in the Privacy Act requirements. Records are returned to the
locked cabinets when not in use.

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 2300-320-2(a). Refer to the NIH Manual
Chapter for specific disposition instructions.

SYSTEM MANAGER(S) AND ADDRESS(ES):
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Director, PRAT Program, Pharmacology, Physiology, and Biological Chemistry Division,
National Institute of General Medical Sciences (NIGMS), Natcher Building, Room 2AS49K, 45
Center Drive, Bethesda, MD 20892.

NOTIFICATION PROCEDURE:

To determine if a record exists, write to System Manager and provide the following information:
applicant's name and date of application. 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 at the address specified under Notification Procedures above, and reasonably
identify the record and specify the information to be contested, the corrective action sought. The
right to contest records is limited to information which is incomplete, irrelevant, incorrect, or
untimely (obsolete).

RECORD SOURCE CATEGORIES:

Information obtained from applicants, university registrars, and persons supplying
recommendations through the PRAT Program. Salary adjustment memos from preceptors.
Information on former fellows obtained from former fellows.

SYSTEMS EXEMPTED FROM CERTAIN PROVISIONS OF THE ACT:

None.
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