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	DEPARTMENT OF THE INTERIOR

INSTRUCTIONS: DI-3710 DISCLOSURE ACCOUNTING FORM


	An accounting is required for each disclosure of information from a Privacy Act System of Records to a third party, including other Federal agencies, pursuant to a routine use as specified in the applicable System of Records Notice.  The system manager shall maintain disclosure accounting files convenient to the individual record or as a part of the individual record as deemed appropriate.  A separate general disclosure statement may be used in lieu of an individual accounting for disclosures of a large number of records pursuant to 383 DM 7.8.  Contact your Bureau Privacy Act Officer for additional guidance.

	

	Disclosure of Records  – 43 C.F.R. 2.56 
The Privacy Act of 1974 provides that records contained in a Privacy Act system of records may not be disclosed to any third party without the advance written consent of the individual to whom the records pertain, unless the disclosure falls within one of the following exceptions. See DOI Privacy Act Regulations, 43 C.F.R. 2.56, for a full description.
1. Internal disclosures to officers or employees of the Department who have a need for the record in the performance of their official duties
2. Disclosures required by the Freedom of Information Act, 5 U.S.C. 552
3. For a Routine Use which has been described in a system of records notice 
4. To the Bureau of the Census

5. For statistical research or reporting

6. To the National Archives and Records Administration for historical purposes
7. To a Civil or Criminal Law Enforcement activity authorized by law
8. To a person upon a showing of compelling circumstances that affect an individual’s health or safety

9. A Congressional disclosure to either House of Congress or any committee or subcommittee
10. To the Comptroller General, or authorized representative, in the course of duties of the General Accounting Office

11. Pursuant to a Court Order

12. To a consumer reporting agency in accordance with 31 U.S.C. 3711(e)
Disclosure Accounting Procedures – 43 C.F.R. 2.57
A record of any disclosure must be maintained for all disclosures made except for internal disclosures within DOI to officers or employees who have a need for the record in the performance of their official duties and those disclosures which are required by the Freedom of Information Act.  The record must show: 
1. Date of the disclosure

2. Nature of the disclosure

3. Purpose of the disclosure 

4. Name and address of the person or agency to whom the disclosure was made
5. Initials of DOI employee making the information disclosure
Except for disclosures made under the Civil or Criminal Law Enforcement exception, accounting of all disclosures shall be made available to the individual to whom the record relates upon the individual’s request. This allows the individual to determine what agencies or persons have been provided information about them.
Note that when a disclosure is made as a result of a Court Order, reasonable efforts must be made to notify the individual who is the subject of the record as soon as the order becomes a matter of public record.
Privacy Act Accounting of Disclosure Files are retained in accordance with the records retention schedule related to the individual’s records or 5 years after the disclosure, whichever is later.  General Records Schedule 14/23, Privacy Act Accounting of Disclosure Files.
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