GENERAL SERVICES ADMINISTRATION

SYSTEM OF RECORDS UNDER THE PRIVACY ACT OF 1974

Standards of Conduct Files (GSA/HRO-1)
System number: GSA/HRO-1. 
System name: Standards of Conduct Files System 
Location: The system is located in the personnel offices of GSA and the offices of supervisors and management officials who need information related to an employee's outside employment. 
Persons covered by the system: Employees who have requested to engage in outside employment, received a copy of the standards of conduct, or have been the object of debt complaints. 
Types of records in the system: Records include: 
· Applications to engage in outside employment, business, or professional activities (GSA Form 1974) 
· Acknowledgment of receiving the GSA Standards of Conduct (GSA Form 2160) 
· Debt complaint files 
Authority for maintaining the system: 5 U.S.C. 7351; 5 CFR 735.203 and 735.207. 
Purpose: To assemble in one system information covering possible conflicts of interest on the part of GSA employees. 
Routine uses of records maintained in the system, including types of users and the purposes of the uses: 
    a. To disclose information to the appropriate Federal, State, or local agency responsible for investigating, prosecuting, enforcing, or implementing a statute, rule, regulation, or order, where the General Services Administration (GSA) becomes aware of a of a violation or possible violation of civil or criminal law or regulation. 
    b. To provide information to a Member of Congress or to a congressional staff member from agency records at the request of the person on whom the records are kept. 
    c. To disclose information to another Federal agency or to a court when the Government is party to a judicial proceeding before the court. 
    d. To disclose information to a Federal agency, in response to its request, in connection with hiring or retaining an employee, issuing a security clearance, conducting a security or suitability investigation, classifying a job, letting a contract, or issuing a license, grant, or other benefit by the requesting agency, to the extent that the information is needed for the requesting agency's decision on the matter. 
    e. By the office of Personnel Management in producing summary descriptive statistics to support the function for which the records are collected and maintained, or for related work force studies. While published statistics and studies do not have individual identifiers, in some instances, it may be possible that data elements in a study can be structured in such a way as to allow someone to identify individuals by inference. 
    f. To disclose information to any source needing information related to investigating or deciding whether a conflict of interest exists. 
    g. To disclose information to the Office of Management and Budget (OMB) for reviewing private relief legislation at any stage of the legislative clearance process. 
    h. To disclose information to officials of Merit Systems Protection Board, including the Office of Special Counsel; the Federal Labor Relations Authority and its General Counsel; or the Equal Employment Opportunity Commission when requested to perform their authorized duties. 
    i. To an authorized appeal or grievance examiner, equal employment opportunity investigator, arbitrator, or other authorized official engaged in investigating or settling a grievance, complaint, or appeal filed by an employee. 
    j. To the Office of Personnel Management under the agency's responsibility for evaluating Federal personnel management. 
    k. To the extent that official personnel records in the custody of GSA are covered within systems of records published by the Office of Personnel Management as Governmentwide records, they are considered part of the Governmentwide system. Other official personnel records covered by notices published by GSA and considered to be separate systems of records may be transferred to the Office of Personnel Management under official personnel programs and activities as a routine use. 
    l. To an expert, consultant, or a contractor of GSA to the extent necessary to perform a Federal duty. 
Policies and practices for storing, retrieving, accessing, retaining, and disposing of records in the system: 
Storage: Paper records in locked file cabinets. 
Retrievability: Filed alphabetically at each location by name. 
Safeguards: When not in use by an authorized person, these records are stored in lockable metal file cabinets or in secured rooms. 
Retention and disposal: Records are disposed of as scheduled in the HB, GSA Records Maintenance and Disposition System (OAD P 1820.2A) 
System manager(s) and address: The Director of Personnel at 18th and F Streets NW., Washington, DC 20405. Mailing address: General Services Administration (CP), Washington, DC 20405. 
Notification procedure: Employees may obtain information about whether they are a part of this system of records from their supervisor or from one of the personnel offices listed in the Appendix, or from the Director of Personnel at the address noted above. 
Record access procedures: Requests from employees to gain access to information related to themselves should be directed to the Director of Personnel at the address above. For the identification required, see the agency regulations in 41 CFR part 105-64. 
Procedures for contesting records: GSA rules for accessing records, for contesting the contents, and appealing initial decisions are in 41 CFR part 105-64, published in the Federal Register. 
Record sources: Employees requesting permission to engage in outside employment, firms or collection agencies filing debt complaints, supervisors, and management officials. 
  
