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Small Business Administration § 102.3 

102.30 How can I write to the Privacy Act 
Officer? 

102.31 Who appoints Systems Managers? 
102.32 What do Systems Managers do? 
102.33 How can I write to a Systems Man-

ager? 
102.34 How can I see records kept on me? 
102.35 How long will it take SBA to respond 

to my request? 
102.36 How will SBA respond to my request? 
102.37 How may I appeal a decision to deny 

me access to my records? 
102.38 To whom should my appeal be ad-

dressed? 
102.39 By when must I appeal to the Privacy 

Act Officer? 
102.40 When will SBA respond to my appeal? 
102.41 How will SBA respond to my appeal? 
102.42 How can I get SBA to amend a record 

kept on me? 
102.43 What should my petition say? 
102.44 For what reasons will SBA amend my 

record? 
102.45 Will SBA ask me for more informa-

tion after I make my request? 
102.46 When will SBA respond to my re-

quest? 
102.47 How will SBA respond to my request? 
102.48 How do I appeal a refusal to amend a 

record kept on me? 
102.49 To whom should I address my appeal? 
102.50 By when must I submit my appeal? 
102.51 By what standards will the Privacy 

Act Officer review my appeal? 
102.52 When will SBA respond to my appeal? 
102.53 How will SBA respond to my appeal? 
102.54 How can I obtain judicial review of an 

SBA Privacy Act decision? 
102.55 What must SBA tell the individuals 

from whom it collects information? 
102.56 Will SBA release my name or ad-

dress? 
102.57 Do I have to give SBA my SSN? 
102.58 When will SBA show personnel 

records to a representative? 
102.59 What fees will SBA charge me for my 

records? 
102.60 May I be informed of disclosures 

made of my records? 
102.61 Are there Matching Program proce-

dures?

AUTHORITY: 5 U.S.C. 552 and 552a; 31 U.S.C. 
1 et seq. and 67 et seq.; 44 U.S.C. 3501 et seq.; 
E.O. 12600, 3 CFR, 1987 Comp., p. 235.

SOURCE: 61 FR 2673, Jan. 29, 1996, unless 
otherwise noted.

Subpart A—Disclosure of 
Information

§ 102.1 What does this subpart do? 
This subpart describes the procedures 

by which the SBA makes documents 

available under the Freedom of Infor-
mation Act (‘‘FOIA’’) (5 U.S.C. 552).

§ 102.2 How can I get records from 
SBA? 

(a) You can go to the SBA office at 
which the records are kept, and photo-
copy any final SBA decision, policy 
statement, or standard operating pro-
cedure. 

(b) For copies of all other records, 
you must send a letter request to the 
SBA office at which the records are 
kept. The letter must describe specific 
records you want. If you don’t know 
which SBA office keeps the records, 
you may send your letter to the near-
est SBA District Office. You may also 
send your letter to the Chief, FOIA & 
PA Office, 409 Third Street SW., Suite 
5900, Washington DC 20416. The office 
receiving your letter will forward it to 
the correct office.

§ 102.3 How long will it take for SBA to 
respond to my request for records? 

(a) If you have met the fee require-
ments of § 102.8, SBA will respond with-
in 10 working days after the correct of-
fice receives your request, unless you 
have requested an especially large 
number of records, the records are not 
located in the office handling the re-
quest, or SBA needs to consult with an-
other government office. 

(b) If you make your request on be-
half of another person, SBA will re-
spond within 10 working days after you 
present a document signed by that per-
son authorizing you to request infor-
mation on his or her behalf. If you 
make your request on behalf of another 
person without including such signed 
authorization, SBA will inform you of 
the authorization needed. 

(c) If you send your request to the 
wrong office, that office will send it to 
the correct office within 10 working 
days and will send you an acknowledg-
ment letter. 

(d) If SBA determines that one of the 
circumstances described in paragraph 
(a) of this section apply, it will respond 
within 20 working days of the date 
upon which the correct office receives 
your request, and will notify you that 
the extra time is required.
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