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MEMORANDUM FOR MEDICAL COMPANY CQ AND ACQ
SUBJECT:  Guidance on the Release of Privacy Act Information 

 

1.  This policy addresses proper responses to inquiries for personal information regarding a member of this unit. Key portions of AR 340-21 are outlined below. Ensure you comply.
2.  Individual home addresses and telephone numbers will not be disclosed without prior written consent of the individual(s) involved (Para 3-1).
3.  If a caller or visitor needs to get in touch with someone in the company, take the person’s name and number. Contact the person that they wanted to talk with and give him/her the name and number of the caller/visitor.
4.   You may normally release the following items of personal information pertaining to personnel without violating the Privacy Act of 1974:

a. Military Personnel:



1. Name



2. Rank



3. Duty

 

4. Date of Rank



5. Unit or Office Telephone Numbers (see Para 5)


b. Civilian Personnel:



1. Name



2. Grades



3. Duty Station



4. Office or Duty Telephone Numbers

5. Caution**: DO NOT VOLUNTEER information from the above lists unless it is specifically requested.

MCXE-CO-CDR

SUBJECT: Guidance on the Release of Privacy Act Information

6. Requests for lists of unit addresses or telephone numbers of military personnel will be referred to the Installation Freedom of Information Act Officer (FOIA).

7. Requests for information will be logged along with the actions that were taken.

8. If information in addition to the above is requested, refer the caller to the MEDDAC Privacy Act Coordinator (6-7230), or the Post Locator for requests involving home addresses or telephone numbers. Do not divulge other items of personal information and DO NOT take it upon yourself to refuse or deny the information. There are channels for denying such requests. Simply tell them the information requested is beyond your authority to give. Then refer them to the MEDDAC Privacy Act Coordinator.

9. When disclosing authorized information, you must be aware that all personnel involved in or responsible for supervision of records containing personal information must be fully aware that it is Department of the Army policy to “protect personal privacy of individuals from unwanted invasion.” Criminal prosecution may result against individuals for willful unauthorized disclosure of a record or information in a record (Para 4-9).







[Original Signed]






MICHAEL B. HENRY






CPT, MS







Commanding

