§1121.3

by the Board, including, but not lim-
ited to, his or her employment history,
payroll information, and financial
transactions and that contains his or
her name, or the identifying number,
symbol, or other identifying particular
assigned to the individual, such as so-
cial security number.

(d) The term system of records means
a group of any records under control of
the Board from which information is
retrieved by the name of the individual
or by some identifying number, sym-
bol, or other identifying particular as-
signed to the individual.

(e) The term routine use means, with
respect to the disclosure of a record,
the use of such record for a purpose
which is compatible with the purpose
for which it was collected.

(f) The term authoriced representative
means a person who acts on an individ-
ual’s behalf for purposes of these regu-
lations, pursuant to written, signed in-
structions from the individual.

§1121.3 Procedures for requests per-
taining to individuals’ records in a
records system.

An individual or authorized rep-
resentative shall submit a written re-
quest to the Administrative Officer to
determine if a system of records named
by the individual contains a record per-
taining to the individual. The indi-
vidual or authorized representative
shall submit a written request to the
Executive Director of the ATBCB
which states the individual’s desire to
review his or her record.

§1121.4 Times, places, and require-
ments for the identification of the
individual making a request.

An individual or authorized rep-
resentative making a request to the
Administrative Officer of the ATBCB
pursuant to §1121.3 shall present the re-
quest at the ATBCB offices, 330 C
Street, SW., Room 1010, Washington,
DC 20202, on any business day between
the hours of 9 a.m. and 5:30 p.m. The in-
dividual or authorized representative
submitting the request should present
himself or herself at the ATBCB’s of-
fices with a form of identification
which will permit the ATBCB to verify
that the individual is the same indi-
vidual as contained in the record re-
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quested. An authorized representative
shall present a written document au-
thorizing access. The document must
be signed by the individual.

§1121.5 Access to requested informa-
tion to the individual.

Upon verification of identity the
Board shall disclose to the individual
or authorized representative the infor-
mation contained in the record which
pertains to that individual. Nothing in
this section shall allow an individual
access to any information compiled in
reasonable anticipation of a civil ac-
tion or proceeding.

§1121.6 Request for correction or
amendment to the record.

The individual or authorized rep-
resentative should submit a request to
the Administrative Officer which
states the individual’s desire to correct
or to amend his or her record. This re-
quest is to be made in accord with pro-
visions of §1121.4.

§1121.7 Agency review of request for
correction or amendment of the
record.

Within ten working days of the re-
ceipt of the request to correct or to
amend the record, the Administrative
Officer will acknowledge in writing
such receipt and promptly either—

(a) Make any correction or amend-
ment of any portion thereof which the
individual believes is not accurate, rel-
evant, timely, or complete; or

(b) Inform the individual or author-
ized representative of his or her refusal
to correct or to amend the record in ac-
cordance with the request, the reason
for the refusal and the procedures es-
tablished by the Board for the indi-
vidual to request a review of that re-
fusal.

§1121.8 Appeal of an initial adverse
agency determination on correction
or amendment of the record.

An individual who disagrees with the
refusal of the Administrative Officer to
correct or to amend his or her record
may submit a request for a review of
such refusal to the Executive Director,
ATBCB, 330 C Street, SW., Room 1010,
Washington, DC 20202. The Executive
Director will, not later than thirty (30)
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