Privacy Impact Assessment (PIA)
For the 

Periodical Subscriber Database
I. System Identification
1. System Name: Periodical Subscriber Database
2. System Owner: Mara Jonas, Writer/Editor
3. Office of System Owner: Office of Public Affairs - Publications
4. System Security Officer: Kennington Wall
5. PIA Author: Kaki Caternor
6. Approving Official: Evelyn Lieberman
7. Date: December 18, 2006
Brief (one paragraph) description of the system:

8. This system is a Microsoft Access database used to store mailing lists for publications (such as The Torch and Inside Smithsonian Research) produced by the Smithsonian Office of Public Affairs Publications department.
II. Privacy Assessment

1. What information is being (or will be) collected. The names of individuals and/or organizations and their postal address in the following fields: Entry Date, First Name, Last Name, Middle Name, Company Name, Street, City, State, Zip, Country. Accuracy of this information is dependent upon the individual who called, faxed or e-mailed their information to subscribe to the publications.
2. Why the information is being collected. To enable the Publications department of the Office of Public Affairs to send these printed materials to those who subscribed to receive these publications.
3. The intended use of the information.  The information will be used to create mailing labels for each outgoing publication and will be used primarily by the U.S. Postal Service.
4. With whom the information will be shared. The information will be electronically sent to a mailhouse who will then use the data to create and label each item for mailing.
5. What notice or opportunities for consent would be provided to individuals regarding what information is collected and how that information is shared.  Periodicals are only sent to those individuals or entities that have contacted the Office of Public Affairs with their request either by phone, fax or e-mail. Members of the Office of Public Affairs Publications staff are responsible for maintaining and making changes to the database.
This list is not shared with other members of the OPA staff nor is it shared with other organizations. We do not inform people that we do not share or use their information for any other purpose other than to mail specific publications. All periodicals include contact information (phone, fax, e-mail and postal mail) for the Publications department of OPA. 
6. How the information will be secured. The data is stored on Central OCIO servers behind a firewall with anti-virus protection and operating system patches. The list is only accessible by the OPA staff. 
