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System name:  
Agency Correspondence Tracking System (ACTS)-SEC. 
Subsystem A: Investor/Consumer Correspondence Files. 
Subsystem B: Chairman Correspondence Files. 
Subsystem C: Public Reference Branch Correspondence Files. 
Subsystem D: ACTS Computerized Records. 
 
System location:  
        
Records in this system are located at Headquarters, Securities and 
Exchange Commission, 450 Fifth Street, NW, Washington, DC 20549.  Also, 
records covered by Subsystem A are received by and maintained in the 
Commission's Regional and District Offices, whose addresses are listed 
below under System Manager(s) and Address(es). 
      
Categories of individuals covered by the system:  
        
Subsystem A: Records are maintained on members of the public and others 
who submit inquiries or make complaints to the Commission, generally, 
or who address their correspondence to the Office of Investor Education 
and Assistance or the Commission's Regional or District Offices. 
Subsystem B: Records are maintained on members of the public, members 
of Congress or their staff, and others who address their inquiries or 
complaints to the Commission's Chairman. 
Subsystem C: Records are maintained on members of the public who submit 
requests for copies of, or review of records accessible through the 
Commission's Public Reference Branch. 
Subsystem D: Computerized records are comprised of data collected in 
all of the above subsystems. 
      
Categories of records in the system:  
        
Both electronic and paper records in this system/subsystems contain the 
name of the complainant/inquirer/requester or their representative, the 
name of the entity and/or subject of the complaint/inquiry/request, the 
date relating to the disposition of the complaint/inquiry/request and, 
where applicable, the type of complaint/inquiry/request and other 
information derived from or relating to the complaint/inquiry/request. 
Paper records may include, but are not limited to letters of 
complaint/inquiry/request, responses, and related documentation. 
      
Authority for maintenance of the system:  
15 U.S.C. 77s, 77sss, 78d, 78d-1, 78d-2, 78w, 78ll(d), 79t, 80a-37, and 
80b-11. 
    
Purpose(s):     
The records will be used by the staff to track and process 
complaints/inquiries/requests from members of the public and others.    
 
Routine uses of records maintained in the system, including categories 
of users and the purposes of such uses:  
        
These records and the information contained in these records may be 
used as follows: 
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(1) To respond to inquiries from individuals who have submitted  
complaints/inquiries/requests, or from their representatives,  
concerning the status of the particular complaint/inquiry/request; 
 
(2) To provide information to entities against whom 
complaints/inquiries are directed when Commission staff requests them 
to research the issues raised and report back to the staff; 
 
(3) To respond to inquiries from the White House, Congressional 
committees, the General Accounting Office, General Services 
Administration or the National Archives and Records Administration, or 
others charged with monitoring the work of the Commission or  
conducting records management inspections under authority of 44 U.S.C. 
2904 and 2906; 
 
(4) To provide information to other Federal or State government  
agencies, or securities self-regulatory organizations which have more  
direct jurisdiction over the subject matter of the 
complaint/inquiry/request; 
 
(5) To coordinate with or assist in law enforcement and regulatory 
activities of the Commission and other Federal, State, local, or 
foreign law enforcement or regulatory agencies, securities self-
regulatory organizations, and foreign securities authorities; 
 
(6) To respond to a subpoena, court order, or request for discovery, in 
connection with any relevant litigation or proceeding where the Federal 
securities laws are at issue or in which the Commission, or past or 
present members of its staff, is a party or otherwise involved in an 
official capacity; and 
 
(7) To provide information to a Federal, State, local, or foreign 
government or foreign securities authority, in response to its request, 
in connection with civil, criminal, or other enforcement information, 
the hiring or retention of an employee, the issuance of a security 
clearance, the reporting of an investigation of an employee, the 
letting of a contract, or the issuance of a license, grant, or other 
benefit by the requesting agency, to the extent that the information is 
relevant and necessary to the requesting agency's decision on the 
matter. 
 
Policies and practices for storing, retrieving, accessing, retaining, 
and disposing of records in the system:   
 
Storage:  
Subsystems A, B, and C: These records are maintained in hard copy form 
by assigned file number, and certain elements of the data are extracted 
and tracked in computerized form through ACTS. The computerized records 
can be accessed by the individual's name or other indexed criteria. 
Subsystem D: These records are maintained in an on-line database and on 
data cartridges. 
 
Retrievability:  
By use of the computerized records in Subsystem D, the paper files in 
Subsystems A, B, and C are retrievable by the name of the 
complainant/inquirer/requester, receipt date of the complaint/ 
inquiry/request, name of the registered representative or associated 
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person named in the complaint/inquiry/request, or the name of the 
tity/issuer that is the subject of the complaint/inquiry/request. en

 
Safeguards:  
Access to and use of these records are limited to those persons whose 
official duties require such access. Personnel screening is employed to 
prevent unauthorized disclosure. These records are maintained in office 
files in a building that has a 24-hour security guard. 
 
Retention and disposal:  
Subsystem A:Paper records are retained in-house for two (2) years from 
the office's date of receipt of the complaint/inquiry then transferred 
to the Federal Records Center for storage. Records sent to the Federal 
Records Center that do not relate to law enforcement matters are 
maintained for two (2) additional years (for a total of four (4) years 
from the office's date of receipt). Paper records that do relate to an 
enforcement matter are maintained for an additional four (4) years at 
the Federal Records Center for a total of six (6) years from the 
office's date of receipt. 
Subsystem B: Paper records are maintained in-house upon expiration of 
the Chairman's tenure in office. In accordance with 17 CFR 200.80f, 
certain files are forwarded to the Federal Records Center or 
transferred to the National Archives and Records Administration. 
Subsystem C:Paper records are maintained in-house for six months from 
the office's date of receipt and destroyed periodically thereafter. 
Subsystem D:A computerized record of searches and transactions is  
maintained in an on-line database and on data cartridges. Electronic 
records are maintained indefinitely. Database files are saved on the 
cartridges, which are sent to the Commission's off-site storage vendor. 
 
System manager(s) and address:  
Subsystem A: Office of Investor Education and Assistance, Securities 
and Exchange Commission, 450 Fifth Street, NW, Washington, DC 20549;     
Assistant Regional Director, Northeast Regional Office, 7 World Trade 
Center, Suite 1300, New York, NY 10048; District Administrator, Boston 
District Office, 73 Tremont Street, Suite 600, Boston, MA 02108-3912; 
District Administrator, Philadelphia District Office, The Curtis 
Center, 601 Walnut Street, Suite 1005 East, Philadelphia, PA 19106-
3322; Assistant Regional Director, Southeast Regional Office, 1401 
Brickell Avenue, Suite 200, Miami, FL 33131; District Administrator, 
Atlanta District Office, 3475 Lenox Road, NE, Suite 1000, Atlanta, GA 
30326-1232; Assistant Regional Director, Midwest Regional Office, 
Northwestern Atrium Center, 500 W. Madison Street, Suite 1400, Chicago, 
IL 60661-2511; Assistant Regional Administrator, Central Regional 
Office, 1801 California Street, Suite 4800, Denver, CO 80202-2648; 
District Administrator, Fort Worth District Office, 801 Cherry Street, 
Suite 1900, Fort Worth, TX 76102; District Administrator, Salt Lake 
District Office, 500 Key Bank Tower, 50 South Main Street, Salt Lake  
City, UT 84144-0402; Assistant Regional Administrator, Pacific Regional 
Office, 5670 Wilshire Boulevard, Suite 1100, Los Angeles, CA 90036-
3648; and District Administrator, San Francisco District Office, 44 
Montgomery Street, 11th Floor, San Francisco, CA 94103-1735. 
 
Subsystem B: Office of the Chairman, Securities and Exchange 
Commission, 450 Fifth Street, NW, Washington, DC 20549. 
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Subsystem C: Office of Filings and Information Services, Securities and 
Exchange Commission, Operations Center, Mail Stop A-1, 6432 General 
Green Way, Alexandria, VA 22312. 
Subsystem D: Office of Information Technology, Securities and Exchange 
Commission, Operations Center, Mail Stop O-4, 6432 General Green Way, 
Alexandria, VA 22312. 
 
Notification procedure:  
All requests to determine whether this system of records contains a 
record pertaining to the requesting individual may be directed to the 
Privacy Act Officer, Securities and Exchange Commission, Operations 
Center, 6432 General Green Way, Mail Stop O-5, Alexandria, VA 22312-
2413. 
      
Record access procedures:  
 
Persons wishing to obtain information on the procedures for gaining 
access to or contesting the contents of these records may contact the 
Privacy Act Officer, Securities and Exchange Commission, Operations 
Center, 6432 General Green Way, Mail Stop O-5, Alexandria, VA 22312-
2413. 
 
Contesting record procedures:  
See Record access procedures above. 
 
Record source categories:  
Information collected in all subsystems is received from individuals 
primarily through letters, telephone calls, or personal visits to the 
Commission's offices. 
 
Exemptions claimed for the system:  
None. 
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