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(1) There is reasonable cause to doubt 
the requester’s intended use of records; 
or 

(2) The intended use is not clear from 
the request itself; or 

(3) There is any other reasonable 
doubt about qualifications that may af-
fect the fees applicable or the services 
rendered under § 294.109. 

(b) Prompt notification to requester. 
When OPM seeks clarification as pro-
vided by paragraph (a) of this section, 
it will provide prompt notification ei-
ther by telephone or in writing of the 
information or materials needed. 

(c) Effect of seeking clarification on 
time limits for responding. When apply-
ing the time limits in section 552 of 
title 5, United States Code, OPM will 
not officially consider any request for 
records as being received until the offi-
cial who is assigned responsibility for 
making a decision on releasing the 
records has received any additional 
clarification sought under paragraphs 
(a) and (b) of this section; and has de-
termined that the clarifying informa-
tion is sufficient to correctly place the 
requester in one of the categories pre-
scribed in this section. If the requested 
clarifying information is not received 
within a reasonable time, OPM will, 
based on the information available, de-
termine a final category for the re-
quest and calculate applicable fees. 

[54 FR 25094, June 13, 1989, as amended at 58 
FR 32043, June 8, 1993] 

§ 294.105 Access to the requester’s own 
records. 

When the subject of a record, or a 
duly authorized representative of the 
subject, requests his or her own records 
from a Privacy Act system of records, 
as defined by 5 U.S.C. 552a (a)(5), and 
the record is maintained so that it is 
retrieved by the subject’s name or 
other personal identifier, OPM will 
process the request under the Privacy 
Act procedures in part 297 of this chap-
ter. 

§ 294.106 Handbook of Publications, 
Periodicals, and OPM Issuances. 

(a)(1) Annually, OPM publishes OPM- 
AG-PSD-01, ‘‘Handbook of Publica-
tions, Periodicals, and Issuances,’’ and 
accompanying addendum. This hand-
book and addendum lists material pub-

lished and offered for sale are available 
for public inspection or copying. Unless 
the material is published and offered 
for sale, OPM makes available for pub-
lic inspection and copying: 

(i) Final opinions made by OPM in 
the adjudication of cases; 

(ii) OPM policy statements and inter-
pretations adopted by OPM but not 
published in the FEDERAL REGISTER; 
and 

(iii) OPM administrative staff manu-
als and instructions that affect a mem-
ber of the public. 

(2) To the extent required to prevent 
a clearly unwarranted invasion of per-
sonal privacy, OPM may delete identi-
fying details when it makes available 
or publishes an opinion, statement of 
policy, interpretation, or staff manual 
or instruction. 

(b) A copy of this handbook and ad-
dendum is available at no cost from 
the—Publishing Management Branch, 
Office of Personnel Management, room 
B464, 1900 E Street, NW., Washington, 
DC 20415–0001. 

(c) OPM indexes material in this 
handbook and addendum format for the 
convenience of the public. Indexing 
does not constitute a determination 
that all of the material listed is within 
the category that is required to be in-
dexed by 5 U.S.C. 552(a)(2). Most of 
OPM’s publications may be found in 
OPM’s Library in room 5H27 at the ad-
dress listed in paragraph (b) of this sec-
tion. 

(d) As provided by 5 U.S.C. 552(a)(2), 
OPM has determined that it is unneces-
sary and impractical to publish the 
‘‘Handbook of Publications, Periodi-
cals, and Issuances’’ and addendum 
more frequently than annually because 
of the small number of revisions that 
occur. 

[57 FR 32150, July 21, 1992, as amended at 66 
FR 66710, Dec. 27, 2001] 

§ 294.107 Places to obtain records. 
(a) Address requests for OPM records 

to the officials listed in paragraph (b), 
(c), or (d) of this section. 

(b) The following is a list of key 
Washington, DC, officials of OPM and 
their principal areas of responsibility. 
Address requests for records to the ap-
propriate official using the official’s 
title and the following address: Office 
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