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the system notice for that system of 
records. If the request is submitted by 
mail, the envelope should be clearly la-
beled ‘‘Personal Information Amend-
ment.’’ The request shall include: 

(1) The name of the individual mak-
ing the request; 

(2) The name of the system of records 
as set forth in the system notice to 
which the request relates; 

(3) A description of the nature (e.g., 
modification, addition or deletion) and 
substance of the correction or amend-
ment requested; and 

(4) Any other information specified in 
the system notice. 

(b) Any person submitting a request 
pursuant to paragraph (a) of this sec-
tion shall include sufficient informa-
tion in support of that request to allow 
the Commission to apply the standards 
set forth in 5 U.S.C. 552a (e). 

(c) All requests to amend pertaining 
to personnel records described in 
§ 1611.3(b) shall conform to the require-
ments of paragraphs (a) and (b) of this 
section and may be directed to the ap-
propriate officials as indicated in 
§ 1611.3(b). Such requests may also be 
directed to the system manager speci-
fied in the OPM’s systems notices. 

(d) Any person whose request under 
paragraph (a) of this section is denied 
may appeal that denial in accordance 
with § 1611.9(a). 

[42 FR 7949, Feb. 8, 1977, as amended at 56 FR 
29581, June 28, 1991] 

§ 1611.8 Agency review of request for 
correction or amendment to record. 

(a) When the Commission receives a 
request for amendment or correction 
under § 1611.7(a), the appropriate Com-
mission official shall acknowledge that 
request in writing within 10 working 
days of receipt. He or she shall prompt-
ly either: 

(1) Determine to grant all or any por-
tion of a request for correction or 
amendment; and: 

(i) Advise the individual of that de-
termination; 

(ii) Make the requested correction or 
amendment; and 

(iii) Inform any person or agency out-
side the Commission to whom the 
record has been disclosed, and where an 
accounting of that disclosure is main-
tained in accordance with 5 U.S.C. 

552a(c), of the occurrence and sub-
stance of the correction or amend-
ments, or; 

(2) Inform the requester of the refusal 
to amend the record in accordance with 
the request; the reason for the refusal; 
and the procedures whereby the re-
quester can appeal the refusal to the 
Legal Counsel of the Commission. 

(b) If the Commission official informs 
the requester of the determination 
within the 10-day deadline, a separate 
acknowledgement is not required. 

(c) In conducting the review of a re-
quest for correction or amendment, the 
Commission official shall be guided by 
the requirements of 5 U.S.C. 552a(e). 

(d) In the event that the Commission 
receives a notice of correction or 
amendment from another agency that 
pertains to records maintained by the 
Commission, the Commission shall 
make the appropriate correction or 
amendment to its records and comply 
with paragraph (a)(1)(iii) of this sec-
tion. 

(e) Requests for amendment or cor-
rection of records maintained in the 
government-wide systems of records 
listed in § 1611.5(c) shall be governed by 
the appropriate agency’s regulations 
cited in that paragraph. Requests for 
amendment or correction of records 
maintained by other agencies in sys-
tem EEOC/GOVT–1 shall be governed 
by the Commission’s regulations in 
this part. 

[42 FR 7949, Feb. 8, 1977, as amended at 56 FR 
29581, June 28, 1991] 

§ 1611.9 Appeal of initial adverse agen-
cy determination on correction or 
amendment. 

(a) If a request for correction or 
amendment of a record in a system of 
records established by EEOC is denied, 
the requester may appeal the deter-
mination in writing to the Legal Coun-
sel, EEOC, 1801 L Street, NW., Wash-
ington, DC 20507. If the request pertains 
to a record that is contained in the 
government-wide systems of records 
listed in § 1611.5(c), an appeal must be 
made in accordance with the appro-
priate agency’s regulations cited in 
that paragraph. 

(b) The Legal Counsel or the Legal 
Counsel’s designee shall make a final 
determination with regard to an appeal 
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