
HHS Privacy Impact Assessment (PIA)
Date of this Submission (MM/DD/YYYY): 11/07/2003
HHS Agency (OPDIV):
 FDA/OC

Title of System or Information Collection: Travel Manager

Is this System or Information Collection new or is an existing one being modified? Existing

Identifying Numbers (Use N/A, where appropriate)   

Unique Project Identifier Number: 009-10-01-01-01-2010-00-402-126

System of Records Number:  09-90-0024

OMB Information Collection Approval Number and Expiration Date: 
N/A

Other Identifying Number(s): 
N/A

Description

1. Provide an overview of the system or collection and indicate the legislation authorizing this activity. 

	Reengineering of the travel process has been a key priority for the Food and Drug Administration (FDA).  Most agency travel processes were manual.  Administrative staff reductions and increasing travel regulation complexity made automation a critical need.  Improvements were further mandated by the Joint Financial Management Improvement Program (JFMIP) in issuance of Travel System Requirements, JFMIP-SR-99-9, dated July 1999.  JFMIP is a cooperative undertaking of the U.S. Department of the Treasury, the General Accounting Office, the Office of Management and Budget, and the Office of Personnel Management.

 
Travel Manager combines automated travel regulations, government forms generation and electronic document processing into a powerful, easy-to-use software service   The system serves the travel needs of federal employees traveling on FDA business and non-employees sponsored for travel at FDA expense, e.g. invitational speakers, State or Local Government officials, investigators, regulators, etc.  Only federal employees are provided direct access to TM. Non-employees traveling at FDA expense are categorized as Special Government Employees (SGE) and provided TM system support through a federal employee Document Preparer. In 2003, roughly one thousand or approximately 25% of FDA travelers were in the SGE category. 

  
TM has virtually eliminated FDA’s manual administrative burden for both travel support and travel accounting with significant cost savings.  TM is aligned with the Federal eTravel initiative for standardization and automation of travel processes.


2. Describe the information the agency will collect and how the agency will use the collected information.  Explain how the data collected are the minimum necessary to accomplish the purpose for this effort.                             

	Personally identifiable information about FDA Travelers in Travel Manager is collected using an internal Travel Manager Account Request/ Permission Rights Form.  The form is completed by all system users before access to system capabilities are granted.  

The FDA Traveler name, social security number and other travel related profile information is used to process travel orders and generate electronic funds transfer reimbursements of travel expenses.  

Travel Manager does not perform any data collections unrelated to the processing of travel orders or reimbursements of travel expenses.  


3. Explain why the information is being collected.  

	Travel Manager collects information about FDA business travelers for purposes of processing travel orders, system operations and accounting operations associated with recording travel obligations and disbursements. 


4. Identify with whom the agency will share the collected information. 

	Travel Manager shares collected information with other internal administrative management systems, but does not share collected information outside of the federal government.




5.   Describe how the information will be obtained, from whom it will be collected, what the suppliers of information and the subjects will be told about the information collection, and how this message will be conveyed to them (e.g., written notice, electronic notice if a web-based collection, etc.).  Describe any opportunities for consent provided to individuals regarding what information is collected and how the information will be shared. 

	FDA Traveler information is obtained for federal employees when employees complete necessary forms to be given system access.  Information for non-federal employee travelers is obtained when necessary forms are completed for authorization of FDA sponsored travel.


6.   State whether information will be collected from children under age 13 on the Internet and, if so, how parental or guardian approval will be obtained. (Reference: Children’s Online Privacy Protection Act of 1998).  

	Travel Manager is used exclusively by federal employees in the conduct of FDA business and does not collect information from children under age 13 on the Internet. 


7.   Describe how the information will be secured. 

	Travel Manager operates within the secure FDA computing environment.  Access to the system is restricted to pre-authorized federal employees. 


8. Describe plans for retention and destruction of data collected.

	All Travel Manager system records are subject to the financial record retention period of six years and three months.


9. Identify whether a system of records is being created under section 552a of Title 5, United States Code (the Privacy Act), or identify the existing Privacy Act system of records notice under which the records will be maintained. 

	09-90-0024  
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