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d. Normally 30 days must elapse before
publication in the FEDERAL REGISTER of the
notice of a new or altered system and the
preamble to the FEDERAL REGISTER notice
must reflect the date the transmittal letters
to OMB and Congress were signed by OSD.
2. Do not operate a system of records until
the waiting periods have expired.
E. Outside review of new and altered systems
reports. If no objections are received within
30 days of a submission to the President of
the Senate, Speaker of the House of Representatives, and the Director, OMB, of a
new or altered system report, it is presumed
that the new or altered systems have been
approved as submitted.
F. Waiver of time restrictions. 1. The OMB
may authorize a Federal agency to begin operation of a system of records before the expiration of time limits described above.
When seeking such a waiver, include in the
letter of transmittal to DLA Support Services (CA) an explanation why a delay of 60
days in establishing the system of records
would not be in the public interest. The
transmittal must include:
a. How the public interest will be affected
adversely if the established time limits are
followed.
b. Why earlier notice was not provided.
2. Under no circumstances will the routine
uses for a new or altered system be implemented before 30 days have elapsed after
publication of the system notice containing
the routine uses in the FEDERAL REGISTER.
This period cannot be waived.
[DLAR 5400.21, 51 FR 33595, Sept. 22, 1986. Redesignated and amended at 56 FR 57803, Nov.
14, 1991; 66 FR 41782, Aug. 9, 2001]
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APPENDIX C TO PART 323—INSTRUCTIONS
FOR PREPARATION OF REPORTS TO
NEW OR ALTERED SYSTEMS
The report on a new or altered system will
consist of a transmittal letter, a narrative
statement, and include supporting documentation.
A. Transmittal Letter. The transmittal letter shall include any request for waivers.
The narrative statement will be attached.
B. Narrative Statement. The narrative statement is typed in double space on standard
bond paper. The statement includes:
1. System identification and name. This caption sets forth the identification and name of
the system.
2. Responsible official. The name, title, address, and telephone number of the official
responsible for the report and to whom inquiries and comments about the report may
be directed by Congress, the Office of Management and Budget, or Defense Privacy Office.
3. Purpose of the system or nature of the
change proposed. Describe the purpose of the

new system. For an altered system, describe
the nature of the change being proposed.
4. Authority for the system. See enclosure 1
of this part.
5. Number of individuals. The approximate
number of individuals about whom records
are to be maintained.
6. Information on First Amendment activities.
Describe any information to be kept on the
exercise of the individual’s First Amendment
rights and the basis for maintaining it.
7. Measures to ensure information accuracy.
If the system is to be used to make determinations about the rights, benefits, or entitlements of individuals, describe the measures being established to ensure the accuracy, currency, relevance, and completeness
of the information used for these purposes.
8. Other measures to ensure system security.
Describe the steps taken to minimize the
risk of unauthorized access to the system. A
more detailed assessment of security risks
and specific administrative, technical, and
physical safeguards will be available for review upon request.
9. Relationship to state and local government
activities. Describe the relationship of the
system to state or local government activities that are the sources, recipients, or users
of the information in the system.
C. Supporting Documentation. Item 10 of the
narrative is captioned Supporting Documents.
A positive statement for this caption is essential for those enclosures that are not required to be enclosed. For example, ‘‘No
changes to the existing DLA procedural or
exemption rules (32 CFR part 323) are required for this proposed system.’’ List in numerical sequence only those enclosures that
are actually furnished. The following are
typical enclosures that may be required:
1. For a new system, an advance copy of
the system notice which is proposed for publication; for an altered system an advance
copy of the notice reflecting the specific
changes proposed.
2. An advance copy of any proposed exemption rule if the new or altered system is to be
exempted. If there is no exemption, so state
in the narrative.
3. Any other supporting documentation
that may be pertinent or helpful in understanding the need for the system or clarifying its intended use. While not required,
such documentation, when available, is helpful in evaluating the new or altered system.
[DLAR 5400.21, 51 FR 33595, Sept. 22, 1986. Redesignated and amended at 56 FR 57803, Nov.
14, 1991]

APPENDIX D TO PART 323—WORD
PROCESSING CENTER (WPC) SAFEGUARDS
A. Minimum Standards of Protection. All personal data processed using word processing
equipment will be afforded the standards of
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