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designee may determine whether to re-
lease any record in SSA’s control and
possession. This official is SSA’s Free-
dom of Information Officer. Sections
402.40, 402.55, and 402.60 list some of the
materials which we have determined
may be released.

§ 402.130 How to request a record.

You may request a record in person
or by mail or by electronic tele-
communications. To the extent prac-
ticable, and in the future, we will at-
tempt to provide access for requests by
telephone, fax, Internet, and e-mail.
Any request should reasonably describe
the record you want. If you have de-
tailed information which would assist
us in identifying that record, please
submit it with your request. We may
charge fees for some requests
(§§ 402.145–402.175 explain our fees). You
should identify the request as a Free-
dom of Information Act request and
mark the outside of any envelope used
to submit your request as a ‘‘Freedom
of Information Request.’’ The staff at
any Social Security office can help you
prepare this request.

[63 FR 35132, June 29, 1998]

§ 402.135 Where to send a request.
You may send your request for a

record to: The Director, Office of Dis-
closure Policy, Social Security Admin-
istration, 6401 Security Boulevard, Bal-
timore, Maryland 21235.

§ 402.140 How a request for a record is
processed.

(a) In general, we will make a deter-
mination as to whether a requested
record will be provided within 20 days
(excepting Saturdays, Sundays, and
legal public holidays) after receipt of a
request by the appropriate official (see
§ 402.135). This 20-day period may be ex-
tended in unusual circumstances by
written notice to you, explaining why
we need additional time, and the exten-
sion may be for up to 10 additional
working days when one or more of the
following situations exist:

(1) The office processing the request
needs to locate and then obtain the
record from another facility;

(2) We need to locate, obtain, and ap-
propriately examine a large number of

records which are requested in a single
request; or

(3) The office processing the request
needs to consult with another agency
which has a substantial interest in the
subject matter of the request. This
consultation shall be conducted with
all practicable speed.

(b) If we cannot process your request
within 10 additional days, we will no-
tify you and provide you an oppor-
tunity to limit the scope of the request
so that it may be processed within the
additional 10 days, or we will provide
you with an opportunity to arrange
with us an alternative time frame for
processing the request, or for proc-
essing a modified request.

(c) Multi-tracking procedures. We will
establish four tracks for handling re-
quests and the track to which a request
is assigned will depend on the nature of
the request and the estimated proc-
essing time:

(1) Track 1—Requests that can be an-
swered with readily available records
or information. These are the fastest to
process.

(2) Track 2—Requests where we need
records or information from other of-
fices throughout the Agency but we do
not expect that the decision on disclo-
sure will be as time consuming as for
requests in Track 3.

(3) Track 3—Requests which require a
decision or input from another office or
agency and a considerable amount of
time will be needed for that, or the re-
quest is complicated or involves a large
number of records. Usually, these cases
will take the longest to process.

(4) Track 4—Requests that will be ex-
pedited.

(d) We will provide for expedited ac-
cess for requesters who show a ‘‘com-
pelling need’’ for a speedy response.
The EFOIA describes compelling need
as when the failure to obtain the
records on an expedited basis could rea-
sonably be expected to pose ‘‘an immi-
nent threat to the life or physical safe-
ty of an individual,’’ or when the re-
quest is from a person primarily en-
gaged in disseminating information
(such as a member of the news media),
and there is an ‘‘urgency to inform the
public concerning actual or alleged
Federal Government activity.’’ We also
will expedite processing of a request if

VerDate 11<MAY>2000 08:54 May 18, 2001 Jkt 194060 PO 00000 Frm 00034 Fmt 8010 Sfmt 8010 Y:\SGML\194060T.XXX pfrm09 PsN: 194060T


