Presidio Trust

P.O. Box 29052, San Francisco, CA
94129-0052, unless the system notice de-
scribing the system prescribes or per-
mits submission to some other official
or officials.

(2) Individuals desiring to determine
whether records pertaining to them are
maintained in two or more systems
shall make a separate inquiry con-
cerning each system.

(b) Form of request. (1) An inquiry to
determine whether a system of records
contains records pertaining to an indi-
vidual shall be in writing.

(2) To expedite processing, both the
envelope containing a request and the
face of the request should bear the leg-
end “PRIVACY ACT INQUIRY.”

(3) The request shall state that the
individual is seeking information con-
cerning records pertaining to him or
herself and shall supply such additional
identifying information, if any, as is
called for in the system notice describ-
ing the system.

(4) Individuals who have reason to be-
lieve that information pertaining to
them may be filed under a name other
than the name they are currently using
(e.g., maiden name), shall include such
information in the request.

§1008.12 Requests for notification of
existence of records: Action on.

(a) Decisions on request. (1) Individuals
inquiring to determine whether a sys-
tem of records contains records per-
taining to them shall be promptly ad-
vised whether the system contains
records pertaining to them unless:

(i) The records were compiled in rea-
sonable anticipation of a civil action or
proceeding; or

(ii) The system of records is one
which has been excepted from the noti-
fication provisions of the Privacy Act
by rulemaking.

(2) If the records were compiled in
reasonable anticipation of a civil ac-
tion or proceeding or the system of
records is one which has been excepted
from the notification provisions of the
Privacy Act by rulemaking, the indi-
viduals will be promptly notified that
they are not entitled to notification of
whether the system contains records
pertaining to them.

(b) Authority to deny requests. A deci-
sion to deny a request for notification

§1008.13

of the existence of records shall be
made by the Privacy Act officer in con-
sultation with the General Counsel.

(c) Form of decision. (1) No particular
form is required for a decision inform-
ing individuals whether a system of
records contains records pertaining to
them.

(2) A decision declining to inform an
individual whether or not a system of
records contains records pertaining to
him or her shall be in writing and
shall:

(i) State the basis for denial of the
request;

(ii) Advise the individual that an ap-
peal of the declination may be made to
the Executive Director pursuant to
§1008.16 by writing to the Executive Di-
rector, The Presidio Trust, P.O. Box
29052, San Francisco, CA 94129-0052; and

(iii) State that the appeal must be re-
ceived by the foregoing official within
20 working days of the date of the deci-
sion.

(3) If the decision declining a request
for notification of the existence of
records involves records which fall
under the jurisdiction of another agen-
cy, the individual shall be informed in
a written response which shall:

(i) State the reasons for the denial;

(ii) Include the name, position title,
and address of the official responsible
for the denial; and (iii) Advise the indi-
vidual that an appeal of the declination
may be made only to the appropriate
official of the relevant agency, and in-
clude that official’s name, position
title, and address.

(4) Copies of decisions declining a re-
quest for notification of the existence
of records made pursuant to para-
graphs (c)(2) and (c)(3) of this section
shall be provided to the Privacy Act
Officer.

§1008.13 Requests
records.

for access to

The Privacy Act permits individuals,
upon request, to gain access to their
records or to any information per-
taining to them which is contained in a
system and to review the records and
have a copy made of all or any portion
thereof in a form comprehensive to
them. 5 U.S.C. 552a(d)(1). A request for
access shall be submitted in accord-
ance with the procedures in this part.
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