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April 29, 2002

Background

Section 515 of the Treasury and Generd Government Appropriations Act for Fisca Year 2001 (Public
Law No. 106-554) directs each agency subject to the Paperwork Reduction Act (44 USC Chapter
35) to issue a st of guiddinesfor information qudity. These guidelines must conform to the generd
guiddinesissued by the Office of Management and Budget (OMB) on October 1, 2001. The OMB
guiddines require that agencies ensure and maximize the qudlity, utility, objectivity, and integrity of
information that each agency disseminates. Further, Section 515 requires that each agency develop and
publish dong with the guiddines, information describing the adminigtrative process by which affected
persons may seek and obtain corrections to any information disseminated by the agency that isnot in
compliance with the agency:s guiddines.

Policy

The Office of the United States Trade Representative (USTR) will act to ensure the integrity, objectivity
and utility of any and dl information disseminated by USTR to the public.

Guiddines

USTR will review dl information products for quality before disseminating those products. The
following guidelines gpply to information productsin al media and formats, including print, eectronic,
audiovisud or any other form that is specificaly prepared for public dissemination. While these
guidelines do gpply to information products posted on USTR:s Internet web site (www.ustr.gov), the
guiddines do not gpply to links found on that web site that lead to other web Sites or that lead to
information disseminated by other organizations.

Procedures for Ensuring the Qudlity (Objectivity and Utility) of Information

$ USTR is committed to making religble and useful information available to the public.
Before disseminating any information product, USTR gaff and officids will follow an
extensve review process. It isthe respongbility of each USTR office, drafting
information intended for dissemination, to pursue the most knowledgeable and reliable
sources reasonably available to confirm the objectivity and utility of such information.

$ Much of theinformation USTR usesis provided by other Federd Government
agencies. USTR expects that those agencies will follow adequate qudity control

-1-



messures. In preparing any materia that might ultimately be for dissemination, the lead
USTR drafting office will take dl gppropriate steps to review and verify any data
provided by other agencies.

USTR will continue to employ along standing interagency clearance processwhich is
coordinated by the lead USTR drafting office. The lead drafting office will consult with
al officeswithin USTR having substantid interest or expertise in the materid being
proposed for dissemination. As appropriate, al other involved organizations will be
included in the review and clearance process.

When the lead drafting office determines that information being consdered for
dissemination isinfluentid scientific, financid, or Satistica information, extra care should
be taken to include a high degree of transparency about the data and any methods used
to be able to meet the OMB guidance requirement for the reproducibility of such
information. In determining the appropriate level of trangparency, the lead office should
consider the types of data that can practicably be subjected to areproducibility
requirement given ethicd, feesbility, and confidentidity condraints. In making this
determination, the lead office should hold andytical results to an even higher sandard
than origind data.

Hard- copy public dissemination of information and dl informetion published on USTR=s
website shdl occur only after clearances are obtained from al gppropriate Offices and,
when appropriate, the U.S. Trade Representative.

These guiddines focus on procedures for the Adisseminationf) of Ainformation, as those
terms are defined below. Accordingly, procedures specificaly applicable to forms of
communication outside the scope of these guidelines, such as those for correspondence
or press releases, among others, are not included.

Integrity of Information

$

Alntegrity@ refersto the security of information; protection of the information from
unauthorized, unanticipated, or unintentiona modification; to prevent information from
being compromised through corruption or falsfication.

Within USTR, the Office of Adminigtration has responsbility for information security.
Both the USTR Office of Computer Operations and the Office of Security and
Adminigrative Services work to ensure information security. These offices implement
and maintain new computer software and hardware systems and provide operationa
support for systems and system users.



USTR adheres to both law and interna Information Technology (IT) security policies,
aong with EOP security policies and operationa processes for the protection of
USTR's dataand information. USTR-s systems are reviewed annudly in accordance
with exigting law and policy and corrective action plans are developed to address all
Security weaknesses.

Administrative Process for Corrective Action

In accordance with Section 515, USTR has prepared the following procedure to provide affected
persons a means to seek and obtain correction of information that USTR has disseminated. This
procedure requires that certain information about the chalenged information and about the affected
persons be supplied to USTR inwriting. USTR has the responsbility to review al duly filed chalenges,
to determine whether the chalenge is covered and whether an adjustment to the challenged information
iswaranted. Chdlenges determined to be valid will receive areply that will include an explanation of
any remedy or adjustment to be applied and atime frame for the application of the remedy or
adjusment. Any covered chalenge that is denied upon first review will be digible for an adminidrative

appedl.

Hling a Chdlenge

$

Personsfiling chalenges under these guiddines must provide, in writing, the following
information: name and contact information of the person filing the chdlenge (mailing
address, fax and telephone numbers, any gpplicable e-mail addresses, organization
represented); a clear and complete description of the information being challenged,
including specifics about any perceived errors or inaccuracies, provide thetitle of any
cited report or information dissemination product, publication detesif available,
document URLsif the item is posted on awebsite; state specificaly why the information
is being chalenged; persons must dso explain how they are affected by the information.

Challenge requests are to be sent to the USTR Freedom of Information Officer, Office
of the United States Trade Representative, 600 17" Street, N.W., Washington, D.C.
20508 and must clearly indicate thet the request is aARequest for Corrective Actioni
that is being filed in accordance with ASection 515, Information Quality Guideines).
Requests will be forwarded to the appropriate office within USTR responsible for the
disputed information product.

Initid Agency Review

$

Any request that does not provide dl appropriate information, as indicated above, will
be determined to be not covered by this process. If USTR determinesthat arequest is
not covered, the person submitting the request will be notified of that determination
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within 60 days of the date of receipt of the request. Any request deemed by USTR to
be frivolous will not receive a natification.

For covered requests, the USTR office reviewing the request will give the request due
congderation, including areview of the disseminated information at issue and other
materids, as gppropriate. Where the reviewing office determines that the information
publicly disseminated by USTR warrants correction, it will consider gppropriate
corrective measures recognizing the potentia implications for USTR and the United
States.

If USTR determines that arequest is covered by these guidelines, but that corrective
action is unnecessary or is otherwise ingppropriate, USTR will strive to notify the
requestor of its determination within 60 days.

If USTR determines that arequest is covered by these guiddines and that corrective
action is gppropriate, it will notify the requestor of its determination and what action has
been or will be taken. Subject to applicable law, rules and regulations, corrective
measures may be taken through a number of forms, including (but not limited to):
personal contacts vialetter or telephone, form letters, press releases or postings on the
USTR website to correct awidely disseminated error or address a frequently raised
request. Corrective measures, where appropriate, should be designed to provide
reasonabl e notice to affected persons of such correction.

Administrative Apped Review

$

An affected person who has filed a covered request for correction of public information
who received notice of USTR:s determination and who believes that gppropriate
corrective action has not been taken can file an apped. Requests determined by USTR
to be not covered by the guiddines and requests determined to be frivolous will not be
reconsdered under these provisons. These procedures apply to information
disseminated by USTR on or after October 1, 2002.

To request an apped review, persons must again provide contact information in writing
and must dearly indicate that the communication is aARequest for Appea Review( that
it is being filed in accordance with ASection 515, Information Quality Guiddines).
Include a copy of the origina request for correction previoudy submitted to USTR and
USTR:=sfird review response. The gpped submission should be sent to the USTR
Freedom of Information Officer, Office of the United States Trade Representative, 600
17" Street, N.W., Washington, D.C. 20508. Requests for Appedl Review must be
submitted within thirty (30) days of the date of USTR=s natification to the requestor of
the digpogition of the underlying request for correction.
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$ USTR will consider the request for Appedl Review and will make a determination
regarding the request. 1n most cases, the requestor will be notified of the determination
and, if appropriate, the corrective action to be taken, within 60 days. USTR will give
reasonable notice to affected persons of any corrections made.

$ If USTR determines that the First Review was correct and no further action isto be
taken, anotice indicating that determination will be sent to the requestor and the
Appeds Review will be closed.

Definitions
AAffectedi persons are those who may benefit or be harmed by the disseminated information.

ADisseminationi means agency initiated or sponsored distribution of information to the public (see 5
CFR 1320.3(d) (definition of AConduct or Sponsor()). Dissemination does not include digtribution
limited to government employees or agency contractors or grantees, intra- or inter-agency use or
sharing of government information; and responses to requests for agency records under the Freedom of
Information Act, the Privacy Act, the Federad Advisory Committee Act or other Smilar law. This
definition aso does not include distribution limited to correspondence with individuas or persons, press
releases, archiva records, public filings, subpoenas or adjudicative processes.

Alnfluentidd when used in the phrase Ainfluentid scientific, finandid, or gatidtica information,§ means that
the agency can reasonably determine that dissemination of the information will have or does have a clear
and subgtantid impact on important public policies or important private sector decisons. Each agency
is authorized to define Ainfluentid@ in ways appropriate for it given the nature and multiplicity of issues for
which the agency is responsble.

Alnformation) means any communication or representation of knowledge such asfacts or data, in any
medium or form, including textud, numericd, graphic, cartographic, narrative, or audiovisua forms.
This definition includes information that an agency disseminates from aweb page, but does not include
the provision of hyperlinksto informeation that others disseminate. This definition does not include
opinions, where the agency-s presentation make it clear that what is being offered is someone=s opinion
rather than fact or the agency=sviews.

Alntegrityl@ refers to the security of informationCprotection of the information from unauthorized access
or revison, to prevent the information from being compromised through corruption or falsfication.

AODjectivityl addresses whether disseminated informetion is being presented in an accurate, clear,
complete, and unbiased manner, including background information where warranted by the
circumstances.



APersoni means an individud, partnership, association, corporation, business trust, or legd
representative, an organized group of individuds, aregiond, nationa, State, territorid, tribd, or loca
government or branch thereof, or a politica subdivison of a State, territory, triba, or local government
or abranch of apalitical subdivison, or an internationa organization;

AQualityll is an encompassing term comprising utility, objectivity, and integrity. Therefore, the guiddines
sometimes refer these four statutory terms, collectively, as Aqualityf.

AReproducibility means that the information is capable of being substantialy reproduced, subject to an
acceptable degree of imprecison. For information judged to have more (less) important impacts, the
degree of imprecision that istolerated is reduced (increased). If agencies apply the reproducibility test
to specific types of origina or supporting data, the associated guidedines shdl provide rdevant definitions
of reproducibility (e.g., standards for replication of |aboratory data). With respect to analytic results,
Acapable of being substantidly reproducedi means that independent andyss of the origind or
supporting data using identical methods would generate Smilar analytic results, subject to an acceptable
degree of imprecision or error.

AULilityd refers to the usefulness of the information to itsintended users, including the public. 1n assessing
the usefulness of information that the agency disseminates to the public, the agency needs to consider the
uses of the information not only from the perspective of the agency but also from the perspective of the
public. Asaresult, when transparency of information is relevant for ng the informatiores
usefulness from the public=s perspective, the agency must take care to ensure that trangparency has been
addresad inits review of the information.



