SENDING PRIVACY ACT INFORMATION

1.  You can send Privacy Act information via electronic mail, distribution, fax, or USPS.  Below are the procedures.

     a.  Electronic Mail.

          (1)  You must include “FOR OFFICIAL USE ONLY” in the first line of text (directly below the subject line).  Return twice and continue with your e-mail note.

          (2)  If you include an attachment (document) to your e-mail that contains FOUO data, you must—

                (a)  Place “FOR OFFICIAL USE ONLY” at the bottom of the first page of the document.

                (b)  Place “FOR OFFICIAL USE ONLY” at the bottom of each page within the document that contains FOUO data.

                (c)  Place “FOR OFFICIAL USE ONLY” at the bottom of the last page of the document if the page is considered a cover sheet.

     b.  Distribution.  Place a FOUO cover sheet (DA Label 87) on the document and place both inside the shotgun envelope.  Do not place a FOUO cover sheet on the outside of the shotgun envelope.  Paragraph (2) above applies to the document.

     c.  Fax.  Indicate on your fax cover sheet that the document you are faxing has FOUO data.  Paragraph (2) applies to the document.

    d.  USPS.  Place document in envelope and mail.  No cover sheet is needed.  Paragraph (2) above applies to the document.

2.  Contact your Privacy Act Official for additional instructions.

