§705.3

§705.3 Procedures for requests per-
taining to individual records in a
system of records.

(a) An individual seeking notification
of whether a system of records con-
tains a record pertaining to him or her
or an individual seeking access to in-
formation or records pertaining to him
or her, that are available under the
Privacy Act of 1974, shall present his or
her request in person or in writing to
the General Counsel of the Commis-
sion.

(b) In addition to meeting the re-
quirements set forth in §705.4(c) or (d),
any person who requests information
under the regulations in this part shall
provide a reasonably specific descrip-
tion of the information sought so that
it may be located without undue search
or inquiry. If possible, that description
should include the nature of the
records sought, the approximate dates
covered by the record, and, if known by
the requester, the system in which the
record is thought to be included. Re-
quested information that is not identi-
fied by a reasonably specific descrip-
tion is not an identifiable record, and
the request for that information can-
not be treated as a formal request.

(c) If the description is insufficient,
the agency will notify the requester
and, to the extent possible, indicate
the additional information required.
Every reasonable effort shall be made
to assist a requester in the identifica-
tion and location of the record or
records sought.

§705.4 Times, places, and require-
ments for identification of individ-
uals making requests and identi-
fication of records requested.

(a) The General Counsel is the des-
ignated Privacy Act Officer for the
Commission.

(b) An individual making a request to
the General Counsel in person may do
so at the Commission’s headquarters
office, 624 9th Street, N.W., Wash-
ington, D.C. 20425, on any business day
during business hours. Persons may
also appear for purposes of identifica-
tion only, at any of the regional offices
of the Commission on any business day
during business hours. Regional offices
are located as follows:
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Region I: Eastern Regional Office,
Washington, DC

Connecticut, Delaware, District of Colum-
bia, Maine, Maryland, Massachusetts, New
Hampshire, New Jersey, New York, Pennsyl-
vania, Rhode Island, Vermont, Virginia, and
West Virginia.

Region 11: Southern Regional Office,
Atlanta, Georgia

Florida, Georgia, Kentucky, North Caro-
lina, South Carolina, and Tennessee.

Region I11: Midwestern Regional Office,
Chicago, Illinois

Illinois, Indiana,
Ohio, and Wisconsin.

Michigan, Minnesota,

Region 1V: Central Regional Office, Kansas
City, Kansas

Alabama, Arkansas, lowa, Kansas, Lou-
isiana, Mississippi, Missouri, Nebraska, and
Oklahoma.

Region V: Rocky Mountain Regional Office,
Denver, Colorado

Colorado, Montana, New Mexico, North Da-
kota, South Dakota, Utah, and Wyoming.

Region VI: Western Regional Office, Los
Angeles, California

Alaska, Arizona, California, Hawaii, Idaho,
Nevada, Oregon, Texas, and Washington.

(¢) An individual seeking access to
records in person may establish his or
her identity by the presentation of one
document bearing a photograph (such
as a driver’s license, passport, or iden-
tification card or badge) or by the pres-
entation of two items of identification
that do not bear a photograph, but do
bear both a name and address (such as
a credit card). When identification is
made without photographic identifica-
tion, the Commission will request a
signature comparison to the signature
appearing on the items offered for iden-
tification, whenever possible and prac-
tical.

(d) An individual seeking access to
records by mail shall establish his or
her identity by a signature, address,
date of birth, and one other identifica-
tion, such as a copy of a driver’s li-
cense, passport, identification card or
badge, credit card, or other document.
The words Privacy Act Request should
be placed in capital letters on the face
of the envelope in order to facilitate
requests by mail.
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(e) An individual seeking access in
person or by mail who cannot provide
the required documentation of identi-
fication may provide a notarized state-
ment, swearing or affirming to his or
her identity and to the fact that he or
she understands that there are crimi-
nal penalties for the making of false
statements.

(f) The parent or guardian of a minor
or a person judicially determined to be
incompetent, in addition to estab-
lishing the identity of the minor or in-
competent person he or she represents
as required by paragraphs (a) through
(c) of this section, shall establish his or
her own parentage or guardianship by
furnishing a copy of a birth certificate
showing parentage or court order es-
tablishing guardianship.

(9) An individual seeking to review
information about himself or herself
may be accompanied by another person
of his or her own choosing. In all such
cases, the individual seeking access
shall be required to furnish a written
statement authorizing the discussion
of his or her record in the presence of
the accompanying person.

§705.5 Disclosure of requested infor-
mation to individuals.

The General Counsel, or one or more
assistants designated by him or her,
upon receiving a request for notifica-
tion of the existence of a record or for
access to a record shall:

(a) Determine whether such record
exists;

(b) Determine whether access is
available under the Privacy Act;

(c) Notify the requesting person of
those determinations within 10 (ten)
working days (excluding Saturdays,
Sundays, and legal public holidays);
and

(d) Provide access to information
pertaining to that person that has been
determined to be available.

§705.6 Request for correction or
amendment to record.

(a) Any individual who has reviewed
a record pertaining to him or her that
was furnished to him or her under this
part may request the agency to correct
or amend all or part of that record.

§705.7

(b) Each individual requesting a cor-
rection or amendment shall send the
request to the General Counsel.

(c) Each request for a correction or
amendment of a record shall contain
the following information:

(1) The name of the individual re-
questing the correction or amendment.

(2) The name of the system of records
in which the record sought to be
amended is maintained.

(3) The location of the record system
from which the record was obtained.

(4) A copy of the record sought to be
amended or a description of that
record.

(5) A statement of the material in the
record that should be corrected or
amended.

(6) A statement of the specific word-
ing of the correction or amendment
sought.

(7) A statement of the basis for the
requested correction or amendment, in-
cluding any material that the indi-
vidual can furnish to substantiate the
reasons for the amendment sought.

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

Within ten (10) working days (exclud-
ing Saturdays, Sundays and legal pub-
lic holidays) of the receipt of the re-
quest for the correction or amendment
of a record, the General Counsel shall
acknowledge receipt of the request and
inform the individual that his or her
request has been received and inform
the individual whether further infor-
mation is required before the correc-
tion or amendment can be considered.
Further, the General Counsel shall
promptly and, under normal cir-
cumstances, not later than thirty (30)
working days after receipt of the re-
quest, make the requested correction
or amendment or notify the individual
of his or her refusal to do so, including
in the notification the reasons for the
refusal and the procedures established
by the Commission by which the indi-
vidual may initiate a review of that re-
fusal. In the event of correction or
amendment, an individual shall be pro-
vided with one copy of each record or
portion thereof corrected or amended
pursuant to his or her request without
charge as evidence of the correction or
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