§1602.3

specify a willingness to pay a greater
or lesser amount.

(d) Verification of identity. When you
make a request for access to records
about yourself, you must verify your
identity. You must state your full
name, current address, and date and
place of birth. You must sign your re-
quest and your signature must either
be notarized or submitted by you under
28 U.S.C. 1746, a law that permits state-
ments to be made under penalty of per-
jury as a substitute for notarization. In
order to help the identification and lo-
cation of requested records, you may
also, at your option, include your so-
cial security number.

(e) Verification of guardianship. When
making a request as the parent or
guardian of a minor or as the guardian
of someone determined by a court to be
incompetent, for access to records
about that individual, you must estab-
lish:

(1) The identity of the individual who
is the subject of the record, by stating
the name, current address, date and
place of birth, and, at your option, the
social security number of the indi-
vidual;

(2) Your own identity, as required in
paragraph (d) of this section;

(3) That you are the parent or guard-
ian of that individual, which you may
prove by providing a copy of the indi-
vidual’s birth certificate showing your
parentage or by providing a court order
establishing your guardianship; and

(4) That you are acting on behalf of
that individual in making the request.

§1602.3 Responsibility for responding
to requests for access to records.

(a) In general. In determining which
records are responsive to a request, the
CSB ordinarily will include only those
records in its possession as of the date
the CSB begins its search for them. If
any other date is used, the CSB will in-
form the requester of that date.

(b) Authority to grant or deny requests.
The CSB’s General Counsel, or his/her
designee, is authorized to grant or deny
any request for access to a record of
the CSB.

(c) Consultations and referrals. When
the CSB receives a request for access to
a record in its possession, it will deter-
mine whether another agency of the
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Federal Government is better able to
determine whether the record is ex-
empt from access under the Privacy
Act. If the CSB determines that it is
best able to process the record in re-
sponse to the request, then it will do
so. If the CSB determines that it is not
best able to process the record, then it
will either:

(1) Respond to the request regarding
that record, after consulting with the
agency best able to determine whether
the record is exempt from access and
with any other agency that has a sub-
stantial interest in it; or

(2) Refer the responsibility for re-
sponding to the request regarding that
record to another agency that origi-
nated the record (but only if that agen-
cy is subject to the Privacy Act). Ordi-
narily, the agency that originated a
record will be presumed to be best able
to determine whether it is exempt from
access.

(d) Notice of referral. Whenever the
CSB refers all or any part of the re-
sponsibility for responding to your re-
quest to another agency, it ordinarily
will notify you of the referral and in-
form you of the name of each agency to
which the request has been referred
and of the part of the request that has
been referred.

(e) Timing of responses to consultations
and referrals. All consultations and re-
ferrals shall be handled according to
the date the Privacy Act access request
was initially received by the CSB, not
any later date.

§1602.4 Responses to requests for ac-
cess to records.

(a) Acknowledgments of requests. On
receipt of your request, the CSB ordi-
narily will send an acknowledgment
letter, which shall confirm your agree-
ment to pay fees under §1602.2(c) and
may provide an assigned request num-
ber for further reference.

(b) Grants of requests for access. Once
the CSB makes a determination to
grant your request for access in whole
or in part, it will notify you in writing.
The CSB will inform you in the notice
of any fee charged under §1602.9 and
will disclose records to you promptly
on payment of any applicable fee. If
your request is made in person, the
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