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Director, Administrative Services Division, 
General Services Administration (7BR), 819 
Taylor Street, Fort Worth, TX 76102

Region 8

Denver (includes Colorado, North Dakota, 
South Dakota, Montana, Utah, and Wyo-
ming) Telephone: 303–776–2231

Director, Administrative Services Division, 
General Services Administration (8BR), 
Building 41, Denver Federal Center, Den-
ver, CO 80225

Region 9

San Francisco (includes Hawaii, California, 
Nevada, and Arizona) Telephone: 415–556–
9130

Director, Administrative Services Division, 
General Services Administration (9BR), 525 
Market Street, San Francisco, CA 95105

Region 10

Auburn (includes Alaska, Idaho, Oregon, and 
Washington) Telephone: 206–931–7128

Director, Administrative Services Division, 
General Services Administration (10BR), 
GSA Center, Auburn, WA 98002

National Capital Region 

Washington, DC (includes the District of Co-
lumbia, the counties of Montgomery and 
Prince Georges in Maryland; the city of Al-
exandria and the counties of Arlington, 
Fairfax, Loudoun, and Prince William in 
Virginia) Telephone: 202–472–1650 

Director, Adminstrative Services Division, 
General Services Administration (WBR), 
Seventh and D Streets, SW, Washington, 
DC 20407

§ 105–64.302 Fees.

§ 105–64.302–1 Records available at a 
fee. 

The manager shall provide one copy 
of a record to a requester for the fee 
stated in § 105–64.302–6.

§ 105–64.302–2 Additional copies. 
A reasonable number of additional 

copies shall be provided for a fee if a 
requester cannot get copies made com-
mercially.

§ 105–64.302–3 Waiver of fee. 
The manager should make a copy of 

a record of up to 50 pages at no charge 
to a requester who is a GSA employee. 
The manager may waive the fee if the 
cost of collecting it is nearly as large 
as or greater than the fee, or if fur-
nishing the record without charge is 
customary or in the public interest.

§ 105–64.302–4 Prepayment of fees over 
$25. 

If a fee is likely to exceed $25, the 
manager notifies the person to pay the 
fee before GSA can make the records 
available. GSA will remit any overpay-
ment or will send the requester a bill 
for any change over the amount paid.

§ 105–64.302–5 Form of payment. 
Copies must be paid for by check or 

money order made out to the General 
Services Administration and addressed 
to the system manager.

§ 105–64.302–6 Reproduction fee sched-
ule. 

(a) The fee for copying a GSA record 
(by electrostatic copier) of 8 by 14 
inches or less is 10 cents a page. 

(b) The fee for copying a GSA record 
more than 8 by 14 inches or one that 
does not permit copying by routine 
procedures is the same as that charged 
commercially.

Subpart 105–64.4—Requests To 
Amend Records

§ 105–64.401 Submission of requests to 
amend records. 

A person who wants to amend a 
record containing personal information 
should send a written request to the 
GSA Privacy Act Officer. A GSA em-
ployee who want to amend personnel 
records should send a written request 
to the General Services Administra-
tion, Director of Personnel (EP), Wash-
ington, DC 20405. It should show evi-
dence of and justify the need to amend 
the record. Both the letter and the en-
velope should be marked ‘‘Privacy Act–
Request to Amend Record’’.

§ 105–64.402 Review of requests to 
amend records. 

(a) Managers must acknowledge a re-
quest to amend a record within 10 
workdays after receiving it. If possible, 
the acknowledgment should state 
whether the request will be granted or 
denied, under § 105–64.404. 

(b) In reviewing a record in response 
to a request to amend, the manager 
should weigh the accuracy, relevance, 
timeliness, and completeness of the ex-
isting record compared to the proposed
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amendment to decide whether the 
amendment is justified. On a request to 
delete information, the manager 
should also review the request and the 
existing record to decide whether the 
information is needed by the agency 
under a statute or an Executive order.

§ 105–64.403 Approval of requests to 
amend. 

If a manager decides that a record 
should be amended, he or she must 
promptly correct it and send the per-
son a corrected copy. If an accounting 
of disclosure was created to document 
disclosure of a record, anyone who pre-
viously received the record must be in-
formed of the substance of the correc-
tion and sent a copy of the corrected 
record. The manager should advise the 
Privacy Act Officer that the request to 
amend was approved.

§ 105–64.404 Denial of requests to 
amend. 

(a) If a manager decides that amend-
ing a record is improper or that it 
should be amended in a different way, 
he or she refers the request and rec-
ommendation to the Head of the Serv-
ice or Staff Office or Regional Adminis-
trator through channels. 

(b) If the Head of the Service or Staff 
Office or Regional Administrator de-
cides to amend the record as requested, 
he or she should promptly return the 
request to the manager with instruc-
tions to make the amendment under 
§ 105–64.403. 

(c) If the Head of the Service or Staff 
Officer or Regional Administrator de-
cides not to amend the record as re-
quested, he or she should promptly ad-
vise the requester in writing of the de-
cision. The letter shall (1) state the 
reason for denying the request; (2) in-
clude proposed alternate amendments, 
if appropriate; (3) state the requester’s 
right to appeal the denial; and (4) tell 
how to proceed with an appeal. 

(d) The Privacy Act Officer must be 
sent a copy of the original denial of a 
request to amend a record.

§ 105–64.405 Agreement to alternative 
amendments. 

If the letter denying a request to 
amend a record proposes alternate 
amendments and the requester agrees 

to them, he or she must notify the offi-
cial who signed the letter. The official 
should promptly instruct the manager 
to amend the record under § 105–64.403.

§ 105–64.406 Appeal of denial of re-
quest to amend a record. 

(a) A requester who is denied a re-
quest to amend a record may appeal 
the denial. The appeal should be sent 
to the General Services Administra-
tion, Privacy Act Officer (ATRAI), 
Washington, DC 20405. If the request in-
volves a record in a GSA employee’s of-
ficial personnel folder, as described in 
Chapter 293 of the Federal Personnel 
Manual, the appeal should be addressed 
to the Director, Bureau of Manpower 
Information Systems, Office of Per-
sonnel Management, Washington, DC 
20415. 

(b) The appeal to the Privacy Act Of-
ficer must be in writing and be received 
within 30 calendar days after the re-
quester receives the letter stating the 
request was denied. It should be 
marked ‘‘Privacy Act—Appeal,’’ both 
on the front of the letter and the enve-
lope. 

(c) On receiving an appeal, the Pri-
vacy Act Officer should consult with 
the manager, the official who made the 
denial, legal counsel, and other offi-
cials involved. If the Privacy Act Offi-
cer, after consulting with these offi-
cials, decides that the record should be 
amended as requested, he or she must 
promptly inform the manager to 
amend it under § 105–64.403 and shall no-
tify the requester. 

(d) If the Privacy Act Officer, after 
consulting with the officials listed in 
the above paragraph, decides to reject 
an appeal, he or she should send the 
file, with a recommendation, to the 
Deputy Administrator for a final ad-
ministrative decision. 

(e) If the Deputy Administrator de-
cides to change the record, he or she 
should promptly instruct the manager 
in writing to amend it under § 105–64.403 
and send a copy of the instruction to 
the Privacy Act Officer, who shall no-
tify the requester. 

(f) If the Deputy Administrator re-
jects an appeal, he or she should
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