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CHAPTER |

INFORMATION PRACTICES

Section 1. Introduction. These rules are intended to insure that all records of the Wyoming
Aeronautics Commission that identify or describe any individual or things done by or to such
individual are accurate, pertinent, complete, timely, relevant and reasonably secure from
unauthorized access. Itis the policy of the Wyoming Aeronautics Commission to provide the means
for individuals to know all of the Department's personal information systems and the recipients and
usage made of such information as well as the procedures for individual review and updating of
relevant personal information.

Section 2. Definitions.
a. Access means the ability to obtain the information contained in a record of the Department.
b. Department means the Wyoming Aeronautics Commission.

c. Disclosure means providing an individual or agency (other than those authorized access for
routine use) the information contained in a record.

d. Individuals are all persons on whom the Department keeps records or maintains information.

e. Records are any grouping of information about an individual that is maintained in the files of
the Department that contains a name or identifying number or symbol assigned to the individual and
other information such as education, financial transactions, medical, criminal or employment history.

f. Routine use is the use of a record for the purpose for which it was collected. Publication of
information from ad valorem tax returns shall be considered a routine use.

g. Statistical record is a record kept for statistical research or reporting purposes only and not
used in a determination about an identifiable individual.

Section 3. Exceptions to Disclosure. The Department shall not disclose any record by any
means of communication to any person who is not an individual to whom the record pertains,
except:

a. Upon written request or with prior written consent of the individual to whom the record
pertains, the Department may disclose any such record to any person or agency.

b. If the individual has not given the Department written consent, the Department may disclose
any such record if the disclosure is:



(1) To officers and employees of the Department who have a need for the record in order
to carry out legally delegated duties of administering or enforcing the laws of the state of Wyoming
or its political subdivisions;

(2) For aroutine use;

(3) To a recipient who has provided the Department with adequate advance written
assurance that the record will be used solely as statistical research or reporting record, and the record
is to be transferred in a form that is not individually identifiable;

(4) To the State Archives as a record which warrants continued preservation;

(5) To another governmental agency for civil or criminal law enforcement activity,
provided the requesting agency has made a prior written request to the Department specifying the

particular record and the enforcement activity for which it is sought;

(6) To a person showing a compelling circumstance affecting the health or safety of an
individual.

(7) An order of a court of competent jurisdiction.

Section 4. Request for Access. Individuals may request disclosure to them of the information
pertaining to them in the Department's records. Each request must contain the name and address of
the individual and the name of particular records on which the disclosure is to be made. A
determination will be made whether the Department's records contain information pertaining to the
individual. The individual may be asked for additional information to assist the Department in
making the determination; however, the determination shall not be contingent upon the furnishing of
the additional information.

Section 5. Procedure for Access. The Department will respond to requests for access within
ten working days and if disclosure was requested, specify the time and place where disclosure is to
be made, the requirements for identification of the requesting individual, and the name of the person
in the Department to contact.

a. The individual may be accompanied by another person of his or her choosing.
b. The time of disclosure will be during regular working hours.

c. Identification requirements shall be a standard picture and signature identification card, such
asadriver's license. Signatures must compare on the original request, the identification card, and an
attestation statement acquired from the individual prior to the disclosure. This statement shall be
signed by the individual.

Section 6. Disclosure. The Department will, after approving a request for disclosure, provide
that individual at the set time and place, whatever information pertaining to the individual the
records specified contain.



Section 7. Correction or Amendment. The individual to whom the record pertains may request
that the record be corrected or amended by giving the Department a written request. The request
should contain the identifying information contained in the request for disclosure and indicate what
information should be corrected or amended. Within ten working days, the Department shall either
make the requested correction or inform the individual of its refusal to do so, together with the
reasons for the refusal. The Department's actions may be reviewed pursuant to the Wyoming
Administrative Procedure Act, Sections 9-276.19 et seq.,W.S. 1957.

Section 8. Fees. Copies of the requested information will be provided for a fee of $1.00 per
page. No fee shall be charged for:

a. Requests from an employee or former employee of the Department for copies of personal
records of the employee.

b. requests from governmental subdivisions.

Section 9. Maintenance of Records. The Department shall:

a. Maintain in its records only information about an individual necessary to accomplish the
Department's purposes required by statute.

b. Collect information to the greatest extent possible directly from the subject individual.
c. Inform each individual asked to supply information of the principal purpose or purposes for
which the information is to be used, the routine uses that may be made of the information, and the

effects, if any, on the individual for not providing the requested information.

Section 10. Mailing Lists. An individual's name and address shall not be sold or rented unless
such action is specifically authorized by law.



