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QUESTION: How may | respond to an inquiry asking for personal-type information
regarding a member of this unit or office without violating the Privacy Act
of 1974 (AR 340-21, The Army Privacy Act Program)?

The answer to this question is contained in the following paragraphs which

ANSWER: have been extracted from AR 340-21.
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Paragraph 3-1, AR 340-21: Individual home addr teleph bers will not be disclosed
without prior written consent of the individual(s) involved. (Be sure you see the written consent and
recognize the individual(s) signature(s).)

Paragraph 3-3, AR 340-21: You may normally release the following items of personal information
pertaining to personnel without an unwarranted invasion of personal privacy, and without violating the
Privacy Act of 1974.

MILITARY PERSONNEL:

1. Name 7. Future approved assignments

2. Rank 8. Unit or office telephone numbers*

3. Duty Status 9. Source of commission

4. Date of Rank 10. Military and civilian educational levels
5. Gross Salary 11. Promotion sequence number

6. Present and past duty assignments 12. Awards and decoration

CIVILIAN PERSONNEL:

1. Name 4. Gross Salary

2. Present and past position titles 5. Duty Status

3. Grade 6. Office or duty telephone numbers

CAUTION: DO NOT VOLUNTEER INFORMATION FROM ABOVE LIST WHICH IS NOT
SPECIFICALLY REQUESTED.

*Requests for lists of unit/office addresses and/or email address or telephone numbers of

military personnel will be referred to the installation/agency Freedom of Information Act

{FOIA) Officer.

If information in addition to the above is requested, refer the caller to your command or staff Privacy
Act Official, or Post Locator for requests involving home address or telephone numbers. DO NOT
DIVULGE OTHER ITEMS OF PERSONAL TYPE INFORMATION BUT DO NOT TAKE IT UPON YOURSELF
TO REFUSE OR DENY THE INFORMATION. THERE ARE CHANNELS FOR DENYING SUCH REQUESTS
(see AR 25-55). Any request for information under the Freedom of Information Act (FOIA)
should be referred to the FOIA Officer.

Paragraph 3-4a, AR 340-21: No disclosure accounting is required for disclosure of the items of
personal information enumerated above.

WHEN DISCLOSING PERSONAL TYPE INFORMATION YOU MUST BE AWARE OF THE FOLLOWING:
All personnel involved in, or responsible for supervision of personnel involved in the custody,
maintenance, and use of records containing personal-type information, must be fully aware that it is
Department of the Army policy to "protect personal privacy of individuals from unwarranted invasion”
and ordinarily must be afforded the protection of "For Official Use Only" information. Criminal
prosecution may be brought against individuals for willful unauthorized disclosure of a record or
information in a record (paragraph 4-9, AR 340-21).

PRIVACY ACT/FOIA OFFICIAL

TELEPHONE NUMBER

REMEMBER THAT IT IS BETTER TO BE SAFE THAN SORRY
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