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§ 102.33 How can I write to a Systems
Manager?

You can write to a Systems Manager
by writing to the SBA Office which
maintains the record you are seeking.
If you do not know which office that is,
or you do not know the address of that
office, you can write to the PA Officer
at 409 3rd Street SW., Suite 5900, Wash-
ington, DC 20416, who will forward your
request to the proper Systems Man-
ager.

§ 102.34 How can I see records kept on
me?

(a) You may look at any information
pertaining to yourself contained in any
SBA system of records unless some law
or regulation prohibits it.

(b) In order to see this information,
you must ask for it in writing, identi-
fying what records you want. The writ-
ing should be addressed to the Systems
Manager overseeing the system of
records containing the record you wish
to see.

(c) The Systems Manager (or, when
appropriate, the PA Officer) may ask
for more specific information about the
system of records in which the docu-
ment you are seeking is kept, and may
ask you for identification. The Sys-
tems Manager may ask you for your
social security number but you are not
obliged to present it and your request
will not be denied simply because you
do not provide it. The Systems Man-
ager may, however, deny your request
if he or she cannot determine that you
are the person to whom the informa-
tion pertains.

§ 102.35 How long will it take SBA to
respond to my request?

The Systems Manager will respond
within 10 working days.

§ 102.36 How will SBA respond to my
request?

The Systems Manager will inform
you that:

(a) Your request is denied, in which
case he or she will set forth the reasons
for denial and your rights to appeal; or

(b) Your request is granted and you
may view your record, in which case he
or she will set forth the time and date
for you to review your record in the
presence of an SBA employee; or

(c) Your request is granted and, un-
less you object, SBA will mail you a
copy of your record. SBA will mail you
your record only if it determines that
there are no other reasonable means
for you to obtain access to your record.

§ 102.37 How may I appeal a decision
to deny me access to my records?

Your appeal should be in writing and
should set forth any information you
think would show that you should have
access to your records.

§ 102.38 To whom should my appeal be
addressed?

(a) Denial of a personnel file. Address
an appeal of a denial of a request for a
personnel file to the Office of Per-
sonnel Management, 1900 E Street NW.,
Washington, DC 20006.

(b) Denial of an Equal Employment Op-
portunity Complaint File. Address an ap-
peal of a denial of a request for an
Equal Employment Opportunity Com-
plaint File to the Equal Employment
Opportunity Commission, 1801 L Street
NW., Washington, DC 20036.

(c) All other appeals. Appeal the de-
nial of any other record to the PA Offi-
cer. See § 102.30.

§ 102.39 By when must I appeal to the
Privacy Act Officer?

Your appeal must reach the PA Offi-
cer on or before 30 calendar days after
the date the denial was issued. If your
appeal is based on the failure of the
Systems Manager to answer your re-
quest, your appeal must reach the PA
Officer on or before 90 calendar days
after the date by which the Systems
Manager should have responded under
§ 102.35.

§ 102.40 When will SBA respond to my
appeal?

The PA Officer will respond to you
within 30 working days of the date
when your appeal was received.

§ 102.41 How will SBA respond to my
appeal?

The PA Officer will inform you that:
(a) Your request is denied, in which

case the reasons for denial will be set
forth along with your rights to judicial
review of SBA’s decision; or
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(b) Your request is granted and you
may view your record, in which case
the time and date for you to review
your records in the presence of an SBA
employee will be set forth; or

(c) Your request is granted and, un-
less you object, SBA will mail you a
copy of your record. SBA will mail you
your record only if it determines that
there are no other reasonable means
for you to obtain access to your record.

§ 102.42 How can I get SBA to amend a
record kept on me?

You can petition to have records
kept on you amended by writing to the
Systems Manager who oversees the
system of records in which the record
you wish amended is kept. If you are
unable to determine who that Systems
Manager is, you may send your peti-
tion to the PA Officer, who will for-
ward it to the right Systems Manager.
See § 102.30.

§ 102.43 What should my petition say?

Your petition should include the fol-
lowing:

(a) In what system of records the
record you want amended is kept.

(b) What record you want amended.
(c) What specific information in that

record you want amended.
(d) Why you want the record amend-

ed.
(e) Any information you have, includ-

ing copies of evidence, which you think
will persuade the Systems Manager to
amend the record.

(f) What the record should say.

§ 102.44 For what reasons will SBA
amend my record?

SBA seeks to maintain only accu-
rate, complete, and up-to-date records
which are relevant to accomplish some
purpose required by law, regulation, or
Executive Order of the President.
There are four grounds for amending a
record. They are:

(a) The record is not accurate.
(b) The record is not relevant to any

legitimate SBA concern.
(c) The record is out-of-date. For ex-

ample, there may have been events
since the date of the record which have
affected some of the information con-
tained in the record.

(d) The record is incomplete. There
may be additional information rel-
evant to the material contained in the
record.

§ 102.45 Will SBA ask me for more in-
formation after I make my request?

Perhaps, in which case the proce-
dures of § 102.34(c) shall apply.

§ 102.46 When will SBA respond to my
request?

The Systems Manager will acknowl-
edge receipt of your request within 10
working days and issue a written re-
sponse within 30 working days.

§ 102.47 How will SBA respond to my
request?

The Systems Manager will:
(a) Make the amendment you re-

quest, and send all individuals who had
previously received a copy of that
record a copy of the amended record; or

(b) Amend the record, in a different
manner, sending all individuals who
had previously received a copy of that
record a copy of the amended record
and, in addition, telling you why your
request was not granted in full and
what appeal rights you have; or

(c) Decline to amend the record, ex-
plaining why your request was not
granted and telling you of your appeal
rights.

§ 102.48 How do I appeal a refusal to
amend a record kept on me?

Your appeal should be in writing and
include the following:

(a) All of the information contained
in your original request to amend the
record;

(b) Any response of the Systems Man-
ager, including any reasons for denying
your request; and

(c) Any information you wish to sub-
mit in response to the Systems Man-
ager’s findings.

§ 102.49 To whom should I address my
appeal?

(a) Personnel file. Address your appeal
to the Office of Personnel Manage-
ment, 1900 E Street NW., Washington,
DC 20006.

(b) Equal Employment Opportunity
Complaint File. Address your appeal to
the Equal Employment Opportunity
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