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General Routine Uses 

System Name: 

 Reasonable Accommodation Records — PBGC 

System Classification: 

 None 

System Location: 

 PBGC, 1200 K Street NW, Washington, DC 20005. (Records may be kept at an additional 
location as backup for Continuity of Operations) 

Categories of Individuals Covered by the System: 

Prospective, current, and former employees of PBGC who request and/or receive a 
reasonable accommodation for a disability; and authorized individuals or representatives (e.g., 
family members, union representatives, or attorneys) who a request for a reasonable 
accommodation on behalf of a prospective, current, or former employee.  

Categories of Records in the System: 

Name and employment information of employee needing an accommodation; requester's 
name and contact information (if different than the employee who needs an accommodation); date 
request was initiated; information concerning the nature of the disability and the need for 
accommodation, including appropriate medical documentation; details of the accommodation 
request, such as: type of accommodation requested, how the requested accommodation would 
assist in job performance, the sources of technical assistance consulted in trying to identify 
alternative reasonable accommodation, any additional information provided by the requester 
relating to the processing of the request, and whether the request was approved or denied, and 
whether the accommodation was approved for a trial period; to the employee and his/her 
supervisor(s) regarding the accommodation. 

Authority for Maintenance of the System: 

29 U.S.C. 1302; 44 U.S.C. 3101; 5 U.S.C. 301; 29 U.S.C. 701 et seq.; 42 U.S.C. 12101 et seq.; 
Executive Order 13164 (July 26, 2000); and Executive Order 13548 (July 26, 2010). 

Purpose(s): 

The purposes of this system are: (1) to allow PBGC to collect and maintain records on 
prospective, current, and former employees with disabilities who requested or received reasonable 
accommodation by PBGC; (2) to track and report the processing of requests for reasonable 
accommodation PBGC-wide to comply with applicable law and regulations; and (3) to and maintain 
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the confidentiality of medical information submitted by or on behalf of applicants or employees 
requesting reasonable accommodation.  

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

 Information about covered individuals may be disclosed without consent as permitted by 
the Privacy Act of 1974, 5 U.S.C. 522a(b), and: 

1. General Routine Uses G1 through G14 apply to this system of records (see Prefatory 
Statement of General Routine Uses). 

2. A record from this system of records may be disclosed to physicians or other medical 
professionals to provide them with or obtain from them the necessary medical 
documentation and/or certification for reasonable accommodation.  

3.  A record from this system of records may be disclosed to another federal agency or 
commission with responsibility for labor or employment relations or other issues, 
including equal employment opportunity and reasonable accommodation issues, when 
that agency or commission has jurisdiction over reasonable accommodation issues.  

4. A record from this system of records may be disclosed to the Office of Management and 
Budget (OMB), Department of Labor (DOL), Office of Personnel Management (OPM), 
Equal Employment Opportunity Commission (EEOC), or Office of Special Counsel (OSC) 
to obtain advice regarding statutory, regulatory, policy, and other requirements related 
to reasonable accommodation.  

5.  A record from this system of records may be disclosed to appropriate third-parties 
contracted by the Agency to facilitate mediation or other dispute resolution procedures 
or programs.  

6. A record from this system of records may be disclosed to the Department of Defense 
(DOD) for purposes of procuring assistive technologies and services through the 
Computer/Electronic Accommodation Program in response to a request for reasonable 
accommodation. 

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

Storage: 

 Records are maintained manually in paper and/or electronic form, including computer 
databases. 

Retrievability: 

 Records are retrieved by any one or more of the following: employee name or assigned case 
number.  

Safeguards: 

 PBGC has adopted appropriate administrative, technical, and physical controls in 
accordance with PBGC's security program to protect the security, integrity, and availability of the 



information, and to ensure that records are not disclosed to or accessed by unauthorized 
individuals.  

Paper records are kept in file cabinets in areas of restricted access that are locked after 
office hours. Electronic records are stored on computer networks and protected by assigning both 
network and system-specific user identification numbers to individuals needing access to the 
records and by passwords set by authorized users that must be changed periodically.  

Retention and Disposal: 

Records are maintained in accordance with the General Records Retention Schedules issued 
by the National Archives and Records Administration (NARA) or a PBGC records disposition 
schedule approved by NARA.  

Records existing on paper are destroyed beyond recognition. Records existing on computer 
storage media are destroyed according to the applicable PBGC media sanitization practice.  

Electronic records are stored on computer networks and protected by assigning both 
network and system-specific user identification numbers to individuals needing access to the 
records and by passwords set by authorized users that must be changed periodically. 

System Manager(s) and Address:  

Reasonable Accommodation Coordinator, Human Resources Department, PBGC, K Street, 
NW, Washington, DC 20005. 

Notification Procedure:  

Individuals wishing to learn whether this system of records contains information about 
them should submit a written request to the Disclosure Officer, PBGC, K Street, NW, Washington, DC 
20005, and provide the following information:  

a. Full name.  
b. Any available information regarding the type of record involved.  
c. The address to which the record information should be sent.  
d. You must sign your request.  

Attorneys or other persons acting on behalf of an individual must provide written authorization 
from that individual for the representative to act on their behalf.  

Individuals requesting access must also comply with PBGC's Privacy Act regulations regarding 
verification of identity and access to records (29 CFR 4902.3).  

Record Access Procedure:  

Individuals wishing to request access to their records should submit a written request to 
the Disclosure Officer, PBGC, 1200 K Street, NW, Washington, DC 20005, and provide the following 
information:  

a. Full name.  



b. Any information regarding the type of record involved.  
c. The address to which the record information should be sent.  
d. You must sign your request.  

Attorneys or other persons acting on behalf of an individual must provide written 
authorization from that individual for the representative to act on their behalf.  

Individuals requesting access must also comply with PBGC's Privacy Act regulations 
regarding verification of identity and access to records (29 CFR 4902.3).  

Contesting Record Procedure:  

Individuals wishing to request an amendment to their records should submit a written 
request to the Disclosure Officer, PBGC, 1200 K Street, NW, Washington, DC 20005, and provide the 
following information:  

a. Full name.  
b. Any available information regarding the type of record involved.  
c. A statement specifying the changes to be made in the records and the justification 

therefore. 
d. The address to which the response should be sent.  
e. You must sign your request.  

Attorneys or other persons acting on behalf of an individual must provide written 
authorization that individual for the representative to act on their behalf.  

Record Source Categories:  

Subject individuals; individual making the request (if different than the subject individuals); 
medical professionals; and the subject individuals' supervisor(s).  

Exemptions Claimed for the System:  

None. 


