Requests to the OER

For Sensitive, Personal Data
And/Or Access of IMPACII Database

NIH receives many requests from Institutes and Centers within the NIH, Federal agencies, quasi-government and private organizations throughout the nation for personal data on NIH-supported investigators or for access to these data contained in the IMPAC II database.  The purpose of this paper is to develop a standardized process of responding to the requests received by the Office of Extramural Research (OER).
Procedure

· All requests sent to any office within the OER for personal or sensitive identifiable data, or access to these data in the IMPAC II database must be submitted in writing or email to:


Director, Office of Scientific Affairs


6705 Rockledge Drive, Suite 4090, Room 4184


Bethesda MD, 20892-7983



Email: snyderm@od.nih.gov
Also, this process would include requests in response to congressional mandates, e.g., letter of inquiry from a Congressional representative, a committee staffer, or a GAO request.
Personal or sensitive identifiable data consist of:
1. Budget

2. Date of Birth
3. Degree

4. Home Address
5. Home Telephone Number

6. Gender

7. Race 

8. Social Security Number

9. Biographical Sketch

10. Consultant Names, Company/Institution, Letters

11. EIN Number

12. Evaluation Criteria

13. Critique

14. Institutional Base Salary

15. Patentable Material (identified by PI)

16. Pending Support

17. Percentiles
18. Percentage of Effort

19. Priority Score

20. Publications 
21. Source of Private Support
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22. Square Footage of Office Space/Buildings

23. Trade Secrets (identified by PI)

· All requests, as a result of congressional mandate, must include a copy of the mandate or provide the Internet web address where the mandate can be referenced.

· The Office of Scientific Affairs (OSA) will track all of these types of data request received by the OER.  OSA will be responsible for entering the requests into its database to include the following information:

1. Requestor’s name
2. Contact Information (email and telephone)

3. Organization affiliation

4. Nature of the request

5. Date of receipt

6. Due date
7. Final action taken (brief summary)

8. Date action completed

· The following key individuals must be notified of the request: 

Director, Division of Extramural Information Systems
Deputy Director for Extramural Research
Director, ORA, OER
Director, OEP, OER
Office of General Council
· The office receiving the assignment will set up a meeting, which consists of representatives from each of the offices listed above and the external requestor.  After the meeting, the assigned office generating the data will provide a summary of the meeting to the meeting attendees, which will include all reporting agreements and deadlines.
· The data will be sent to the OSA within 30 business days of the meeting.   OSA will send the report to requesting individual and copies to representatives of key offices within the NIH.
· After the data has been distributed to all parties, the reporting office must provide OSA with a comprehensive technical summary of all actions taken to generate the data.  OSP will enter the processing information into the tracking database and close the request ticket.
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