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(c) Any request for additions to the
routine uses of Institute systems
should be sent to the Office of the Gen-
eral Counsel (see §1182.3).

(d) Any individual who wishes to
know whether an Institute system con-
tains a record pertaining to him or her
should write to the Office of the Gen-
eral Counsel (see §1182.3). Such individ-
uals may also call the Office of the
General Counsel at (202) 653-4787 on
business days, between the hours of 9
a.m. and 5 p.m., to schedule an appoint-
ment to make an inquiry in person. In-
quiries should be presented in writing
and should specifically identify the In-
stitute systems involved. The Institute
will attempt to respond to an inquiry
regarding whether a record exists with-
in 10 business days of receiving the in-
quiry.

§1182.5 Procedures for notifying gov-
ernment entities of the Institute’s
proposed changes to its systems of
records.

When the Institute proposes to estab-
lish or significantly change any of its
systems of records, it shall provide ade-
quate advance notice of such proposal
to the Committee on Government Re-
form of the House of Representatives,
the Committee on Governmental Af-
fairs of the Senate, and the Office of
Management and Budget (OMB), in
order to permit an evaluation of the
probable or potential effect of such
proposal on the privacy or other rights
of individuals. This report will be sub-
mitted in accordance with guidelines
provided by the OMB.

§1182.6 Limits that exist as to the con-
tents of the Institute’s systems of
records.

(a) The Institute shall maintain only
such information about an individual
as is relevant and necessary to accom-
plish a purpose of the agency required
by statute or by executive order of the
President. In addition, the Institute
shall maintain all records that are used
in making determinations about any
individual with such accuracy, rel-
evance, timeliness, and completeness
as is reasonably necessary to ensure
fairness to that individual in the mak-
ing of any determination about him or
her. However, the Institute shall not be
required to update retired records.

§1182.8

(b) The Institute shall not maintain
any record about any individual with
respect to or describing how such indi-
vidual exercises rights guaranteed by
the First Amendment of the Constitu-
tion of the United States, unless ex-
pressly authorized by statute or by the
subject individual, or unless pertinent
to and within the scope of an author-
ized law enforcement activity.

§1182.7 Institute procedures for col-
lecting information from individ-
uals for its records.

The Institute shall collect informa-
tion, to the greatest extent prac-
ticable, directly from you when the in-
formation may result in adverse deter-
minations about your rights, benefits,
or privileges under Federal programs.
In addition, the Institute shall inform
you of the following, either on the form
it uses to collect the information or on
a separate form that you can retain,
when it asks you to supply informa-
tion:

(a) The statutory or executive order
authority that authorizes the solicita-
tion of the information;

(b) Whether disclosure of such infor-
mation is mandatory or voluntary;

(c) The principal purpose(s) for which
the information is intended to be used;

(d) The routine uses that may be
made of the information, as published
pursuant to §1182.4; and

(e) Any effects on you of not pro-
viding all or any part of the required or
requested information.

§1182.8 Procedures for acquiring ac-
cess to Institute records pertaining
to an individual.

The following procedures apply to
records that are contained in an Insti-
tute system:

(a) You may request review of
records pertaining to you by writing to
the Office of the General Counsel (see
§1182.3). You also may call the Office of
the General Counsel at (202) 6563-4787 on
business days, between the hours of 9
a.m. and 5 p.m., to schedule an appoint-
ment to make such a request in person.
A request for records should be pre-
sented in writing and should identify
specifically the Institute systems in-
volved.
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§1182.9

(b) Access to the record, or to any
other information pertaining to you
that is contained in the system shall be
provided if the identification require-
ments of §1182.9 are satisfied and the
record is determined otherwise to be
releasable under the Privacy Act and
these regulations. The Institute shall
provide you an opportunity to have a
copy made of any such record about
you. Only one copy of each requested
record will be supplied, based on the fee
schedule in §1182.12.

(c) The Institute will comply prompt-
ly with requests made in person at
scheduled appointments, if the require-
ments of this section are met and the
records sought are immediately avail-
able. The institute will acknowledge,
within 10 business days, mailed re-
quests or personal requests for docu-
ments that are not immediately avail-
able, and the information requested
will be provided promptly thereafter.

(d) If you make your request in per-
son at a scheduled appointment, you
may, upon your request, be accom-
panied by a person of your choice to re-
view your record. The Institute may
require that you furnish a written
statement authorizing discussion of
your record in the accompanying per-
son’s presence. A record may be dis-
closed to a representative chosen by
you upon your proper written consent.

(e) Medical or psychological records
pertaining to you shall be disclosed to
you unless, in the judgment of the In-
stitute, access to such records might
have an adverse effect upon you. When
such a determination has been made,
the Institute may refuse to disclose
such information directly to you. The
Institute will, however, disclose this
information to a licensed physician
designated by you in writing.

§1182.9 Identification required when
requesting access to Institute
records pertaining to an individual.

The Institute shall require reason-
able identification of all individuals
who request access to records in an In-
stitute system to ensure that they are
disclosed to the proper person.

(a) The amount of personal identi-
fication required will of necessity vary
with the sensitivity of the record in-
volved. In general, if you request dis-
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closure in person, you shall be required
to show an identification card, such as
a driver’s license, containing your pho-
tograph and sample signature. How-
ever, with regard to records in Insti-
tute systems that contain particularly
sensitive and/or detailed personal in-
formation, the Institute reserves the
right to require additional means of
identification as are appropriate under
the circumstances. These means in-
clude, but are not limited to, requiring
you to sign a statement under oath as
to your identity, acknowledging that
you are aware of the penalties for im-
proper disclosure under the provisions
of the Privacy Act.

(b) If you request disclosure by mail,
the Institute will request such infor-
mation as may be necessary to ensure
that you are properly identified. Au-
thorized means to achieve this goal in-
clude, but are not limited to, requiring
that a mail request include certifi-
cation that a duly commissioned no-
tary public of any State or territory
(or a similar official, if the request is
made outside of the United States) re-
ceived an acknowledgment of identity
from you.

(c) If you are unable to provide suit-
able documentation or identification,
the Institute may require a signed, no-
tarized statement asserting your iden-
tity and stipulating that you under-
stand that knowingly or willfully seek-
ing or obtaining access to records
about another person under false pre-
tenses is punishable by a fine of up to
$5,000.

§1182.10 Procedures for amending or
correcting an individual’s Institute
record.

(a) You are entitled to request
amendments to or corrections of
records pertaining to you pursuant to
the provisions of the Privacy Act, in-
cluding 5 U.S.C. 552a(d)(2). Such a re-
quest should be made in writing and
addressed to the Office of the General
Counsel (see §1182.3).

(b) Your request for amendments or
corrections should specify the fol-
lowing:

(1) The particular record that you are
seeking to amend or correct;

(2) The Institute system from which
the record was retrieved;
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