Privacy Impact Assessment (PIA)
For the

Special Events RSVP Attendance List
I. System Identification

1. IT System Name: NMAH Special Events RSVP Attendance List
2. IT System Sponsor: Elizabeth Little 

3. System Sponsor Unit: NMAH
4. IT System Manager: Rick Luhrs
5. PIA Author: Elizabeth Little, Director of Special Events, National Museum of American History

6. SI Unit Director or Designee: Maggie Webster
7. Date:
May 26, 2005
Brief (one paragraph) description of the system:

NMAH Special Events uses a web form on the NMAH internet site to receive replies to invitations to some special events at the Museum. 

II. Privacy Assessment

1. What information is being (or will be) collected.

The information is received via a RSVP website - with name, name of guest, phone number and email address. We do not collect home addresses. The information is entered by the users themselves. The accuracy of the information is dependent on the user filling out the form.
2. Why the information is being collected. 

To simplify the RSVP process for our guests, we provide an online web service for them to RSVP to event invitations.  The names are used for check-in to events, projecting the size of an event, for the Director’s office to confirm attendance of particular invited guests, and to maintain records of each event organized by the Special Events Office.
3. The intended use of the information.

The information is used to register guests attending special events at the museum. The information is also needed for several secondary functions such as determining the size of the event, determining the required security measures, and confirming attendance of specific guests.
4. With whom the information will be shared.

It is shared among NMAH Special Events staff to coordinate the event, the Museum Director, NMAH security, and other hosts of the event.
A member of the Special Events staff is designated for each such event to be the sole person to receive responses in their email account.  That one person is the only person with access to the responses as they come in.  

5. What notice or opportunities for consent would be provided to individuals regarding what information is collected and how that information is shared.  

Guests choose to submit the information as a convenient method to indicate they wish to attend an event. A Privacy disclosure is provided at the bottom of web-form that conveys the SI policy for sharing and security of voluntarily submitted information.
6. How the information will be secured.

The information is printed and kept in a folder in the Special Events office. The office is locked when staff is not present. The email responses to invitations will be deleted no more than one month following an event. 
