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System Name:

Training Reservation System -- FTC.

Security Classification:

Not applicable.

System Location:

Federal Trade Commission, 6th Street and Pennsylvania Avenue, NW., Washington, DC 20580.

Categories of Individuals Covered by the System:

Individuals who, at the time the records are added to the system, are Commission employees
who registered to attend training courses offered by the Commission's Information Center.

Categories of Records in the System:

Employee identification number, course number, course title, course date and time, and
attendance indicator.

Authority for Maintenance of the System:

Federal Trade Commission Act.

Purpose(s):

To provide information to agency managers necessary to indicate the training that has been
requested and provided to individual employees; to determine course offerings and frequency;
and to manage the training program administered by the Information Center.

Routine Uses of Records Maintained in the System, Including Categories of Users and the
Purposes of Such Uses:

In addition to the disclosures generally permitted under 5 U.S.C. 552a(b), records or information
in these records may be specifically disclosed pursuant to 5 U.S.C. 552a(b)(3) as described in
Appendix I of this notice, provided that no routine use specified therein shall be construed to
limit or waive any other routine use.

Policies and Practices for Storing, Retrieving, Accessing, Retaining, and Disposing of Records in
the System:

Storage:



Stored on computer disk and tape.

Retrievability:

Indexed by employee identification number.

Safeguards:

Access to computerized records controlled by "user id" and password combination and restricted
to staff whose duties require access.

Retention and Disposal:

Records are retained indefinitely.

System Manager and Address:

Supervisor, Library, Federal Trade Commission, 6th Street and Pennsylvania Avenue, NW.,
Washington, DC 20580.

Notification Procedure; Record Access Procedure; and Contesting Record Procedure:

See Appendix II.

Record Source Categories:

Individual about whom the record is maintained and Information Center staff responsible for the
training program.


