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Ofc. of Admin., Exec. Ofc. of the President § 2504.13 

(1) To officers or employees of the Of-
fice who need the information to per-
form their official duties; 

(2) Under the requirements of the 
Freedom of Information Act; 

(3) For a routine use that has been 
published in a notice in the FEDERAL 
REGISTER; 

(4) To the Bureau of the Census for 
uses under title 13 of the United States 
Code; 

(5) To a person or agency who has 
given the Office advance written notice 
of the purpose of the request and cer-
tification that the record will be used 
only for statistical purposes. (In addi-
tion to deleting personal identifying 
information from records released for 
statistical purposes, the Privacy Act 
Officer shall ensure that the identity of 
the individual cannot reasonably be de-
duced by combining various statistical 
records); 

(6) To the National Archives of the 
United States if a record has sufficient 
historical or other value to be pre-
served by the United States Govern-
ment, or to the Privacy Act Officer (or 
a designee) to determine whether the 
record has that value; 

(7) In response to written request, 
that identifies the record and the pur-
pose of the request, made by another 
agency or instrumentality of any Gov-
ernment jurisdiction within or under 
the control of the United States for 
civil or criminal law enforcement ac-
tivity, if that activity is authorized by 
law; 

(8) To a person who, showing compel-
ling circumstances, needs the informa-
tion to prevent harm to the health or 
safety of an individual, but not nec-
essarily the individual to whom the 
record pertains (upon such disclosure, a 
notification shall be sent to the last 
known address of the subject indi-
vidual); 

(9) To either House of Congress, or to 
a Congressional committee or sub-
committee if the subject matter is 
within its jurisdiction; 

(10) To the Comptroller General, or 
an authorized representative, to carry 
out the duties of the General Account-
ing Office; 

(11) Pursuant to a court order; or 

(12) To a consumer reporting agency 
in accordance with section 3711(f) of 
title 31. 

[45 FR 41121, June 18, 1980, as amended at 49 
FR 28235, July 11, 1984] 

§ 2504.11 Access to the accounting of 
disclosures from records. 

Rules governing access to the ac-
counting of disclosures are the same as 
those granting access to the records. 

§ 2504.12 Denials of access. 
(a) The Privacy Act Officer may deny 

an individual access to his (or her) 
record if: (1) In the opinion of the Pri-
vacy Act Officer, the individual seek-
ing access has not provided sufficient 
identification documentation to permit 
access; or 

(2) The Office has published rules in 
the FEDERAL REGISTER exempting the 
pertinent system of records from the 
access requirement. 

(b) If access is denied, the requestor 
shall be informed of the reasons for de-
nial and the procedures to obtain a re-
view of the denial (see § 2504.15). 

[45 FR 41121, June 18, 1980, as amended at 49 
FR 28235, July 11, 1984] 

§ 2504.13 Requirements for requests to 
amend records. 

(a) Individuals who desire to correct 
or amend a record pertaining to them 
should submit a written request to the 
Privacy Act Officer, Office of Adminis-
tration, Washington, DC 20503. The 
words ‘‘PRIVACY ACT—REQUEST TO 
AMEND RECORD’’ should be written 
on the letter and the envelope. 

(b) The request for amendment or 
correction of the record must state the 
exact name of the system of records as 
published in the FEDERAL REGISTER; a 
precise description of the record pro-
posed for amendment; a brief state-
ment describing the information the 
requestor believes to be inaccurate or 
incomplete, and why; and, the amend-
ment or correction desired. If the re-
quest to amend the record is the result 
of the individual’s having accessed the 
record in accordance with §§ 2504.5, 
2504.6, 2504.7, 2504.8 of this part, copies 
of previous correspondence between the 
requestor and the Office should be at-
tached, if possible. 
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(c) Individuals needing assistance in 
preparing a request to amend a record 
may contact the Privacy Act Officer at 
the address cited in § 2504.13(a) of this 
part. 

(d) If the individual’s identity has 
not been previously verified, the Office 
may require identification documenta-
tion as described in § 2504.9. 

[45 FR 41121, June 18, 1980, as amended at 49 
FR 28235, July 11, 1984] 

§ 2504.14 Action on request to amend a 
record. 

(a) A request for amendment of a 
record will be acknowledged within 10 
work days of its receipt by the Office. 
If a decision cannot be made within 
this time, the requestor will be in-
formed by mail of the reasons for the 
delay and the date when a reply can be 
expected, normally within 30 work days 
from receipt of the request. 

(b) The final response will include 
the Office’s determination of whether 
to grant or deny the request. If the re-
quest is denied, the response will in-
clude: 

(1) The reasons for the decision; 
(2) The name and address of the offi-

cial to whom an appeal should be di-
rected; 

(3) The name and address of the offi-
cial designated to assist the individual 
in preparing the appeal; 

(4) A description of the appeal proc-
ess within the Office; and 

(5) A description of any other proce-
dures which may be required of the in-
dividual in order to process the appeal. 

§ 2504.15 Procedures for appeal of de-
termination deny access to or 
amendment of records. 

(a) Individuals who disagree with the 
refusal of the Office to grant them ac-
cess to or to amend a record about 
them should submit a written request 
for review to the Privacy Act Officer, 
Office of Administration, Washington, 
DC 20503. The words ‘‘PRIVACY ACT— 
APPEAL’’ should be written on the let-
ter and the envelope. Individuals desir-
ing assistance preparing their appeal 
should contact the Privacy Act Officer. 

(b) The appeal letter must be re-
ceived by the Office within 30 calendar 
days from the date the requestor re-
ceived the notice of denial. At a min-

imum, the appeal letter should iden-
tify: 

(1) The records involved; 
(2) The date of the initial request for 

access to or amendment of the record; 
(3) The date of the Office denial of 

that request; and 
(4) The reasons supporting the re-

quest for reversal of the Office’s deci-
sion. 
Copies of previous correspondence from 
the Office denying the request to ac-
cess or amend the record should also be 
attached, if possible. 

(c) The Office reserves the right to 
dispose of correspondence concerning 
the request to access or amend a record 
if no request for review of the Office’s 
decision is received within 180 days of 
the decision date. Therefore, a request 
for review received after 180 days may, 
at the discretion of the Privacy Act Of-
ficer, be treated as an initial request to 
access or amend a record. 

[45 FR 41121, June 18, 1980, as amended at 49 
FR 28235, July 11, 1984] 

§ 2504.16 Appeals process. 
(a) Within 20 work days of receiving 

the request for review, a review group 
composed of the Privacy Act Officer, 
the General Counsel and the Official 
having operational control over the 
record, will propose a determination on 
the appeal for the Director’s final deci-
sion. If a final determination cannot be 
made in 20 days, the requestor will be 
informed of the reasons for the delay 
and the date on which a final decision 
can be expected. Such extensions are 
unusal, and should not exceed an addi-
tional 30 work days. 

(b) If the original request was for ac-
cess and the initial determination is 
reversed, the procedures in § 2504.8 will 
be followed. If the initial determina-
tion is upheld, the requestor will be so 
informed and advised of the right to ju-
dicial review pursuant to 5 U.S.C. 
552a(g). 

(c) If the initial denial of a request to 
amend a record is reversed, the Office 
will correct the record as requested and 
advise the individual of the correction. 
If the original decision is upheld, the 
requestor will be so advised and in-
formed in writing of the right to judi-
cial review pursuant to 5 U.S.C. 552a(g). 
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