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§266.5 Notification.

(a) Notification of Systems. The fol-
lowing procedures permit individuals
to determine the types of personal
records systems maintained by the
Postal Service.

(1) Upon written request, the Postal
Service will notify any individual
whether a specific system named by
him contains a record pertaining to
him. See §266.6 for suggested form of
request.

(2) The Postal Service shall publish
annually in the FEDERAL REGISTER a
notice of existence and character of all
personal systems of records. This no-
tice will contain the following informa-
tion:

(i) Name and location of the system,

(ii) Nature and purposes of the sys-
tem,

(iii) Categories of individuals on
whom personal information is main-
tained and categories of personal infor-
mation generally maintained in the
system,

(iv) Confidentiality requirements and
the extent to which access controls
apply to such information,

(v) Postal Service policies and stand-
ards regarding the safeguarding and
disclosure of information, information
storage, duration of retention of infor-
mation, and elimination of such infor-
mation from the system,

(vi) Routine uses made by the Postal
Service of the personal information
contained in the system, including the
categories of users and the purpose of
the use,

(vii) Title and official address of the
custodian,

(viii) Procedures by which an indi-
vidual can be informed if a system con-
tains personal information pertaining
to him, gain access to such informa-
tion, and contest the accuracy, com-
pleteness, timeliness, relevance and ne-
cessity for retention of the informa-
tion.

(ix) Categories of sources of such per-
sonal information,

(x) System status—either develop-
mental or operational.

(b) Notification of Disclosure. The
Postal Service shall make reasonable
efforts to serve notice on an individual
before any personal information on
such individual is made available to
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any person under compulsory legal
process when such process becomes a
matter of public record.

(c) Notification of Amendment. (See
§266.7 (b)(3) relating to amendment of
records upon request.)

(d) Notification of New Use. Any newly
intended use of personal information
maintained by the Postal Service will
be published in the FEDERAL REGISTER
thirty (30) days before such use be-
comes operational. Public views may
then be submitted to the office of Ad-
ministration and FOIA.

(e) Notification of Exemptions. The
Postal Service will publish within the
FEDERAL REGISTER its intent to exempt
any system of records and shall specify
the nature and purpose of that system.

() Notification of computer matching
program. The Postal Service publishes
in the FEDERAL REGISTER and forwards
to Congress and the Office of Manage-
ment and Budget advance notice of its
intent to establish, substantially re-
vise, or renew a matching program, un-
less such notice is published by another
participant agency. In those instances
in which the Postal Service is the “‘re-
cipient’ agency, as defined in the Act,
but another participant agency spon-
sors and derives the principal benefit
from the matching program, the other
agency is expected to publish the no-
tice. The notice must be sent to Con-
gress and OMB 40 days, and published
at least thirty (30) days, prior to (1) ini-
tiation of any matching activity under
a new or substantially revised pro-
gram, or (2) expiration of the existing
matching agreement in the case of a
renewal of a continuing program.

[40 FR 45724, Oct. 2, 1975; 40 FR 48512, Oct. 16,
1975, as amended at 45 FR 44272, July 1, 1980;
59 FR 37161, July 21, 1994; 60 FR 57345, Nov. 15,
1995; 64 FR 41291, July 30, 1999]

§266.6 Procedures for requesting in-
spection, copying, or amendment of
records.

The purpose of this section is to pro-
vide procedures by which an individual
may have access and request amend-
ment to personal information within a
Privacy Act System of Records.

(a) Submission of Requests—(1) Manner
of submission. Inquiries regarding the
contents of records systems or access
or amendment to personal information
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should be submitted in writing to the
custodian of the official record, if
known, or to the Freedom of Informa-
tion/Privacy Acts Officer, U.S. Postal
Service, 475 L’Enfant Plaza SW., Wash-
ington, DC 20260-5202, telephone (202)
268-2608. Requests submitted to the Of-
fice of Inspector General should be sub-
mitted to the Freedom of Information
Act/Privacy Officer, Office of Inspector
General, 1735 North Lynn Street, Ar-
lington, Virginia, 22209-2020. Inquiries
should be clearly marked, ‘“‘Privacy
Act Request’”. Any inquiry concerning
a specific system of records should pro-
vide the Postal Service with the infor-
mation contained under ““Notification”
for that system as published in the
FEDERAL REGISTER. If the information
supplied is insufficient to locate or
identify the record, the requester will
be notified promptly and, if possible,
informed of additional information re-
quired. If the requester is not a Postal
Service employee, he should designate
the post office at which he wishes to
review or obtain copies of records.
Amendment requests contest the rel-
evance, accuracy, timeliness or com-
pleteness of the record and will include
a statement of the amendment re-
quested.

(2) Third party inquiries. Anyone de-
siring to review or copy records per-
taining to another person must have
the written consent of that person.

(3) Period for response by custodian.
Upon receipt of an inquiry, the custo-
dian will respond with an acknowledge-
ment of receipt within ten (10) days. If
the inquiry requires the custodian to
determine whether a particular record
exists, the inquirer shall be informed of
this determination as a part of the ac-
knowledgement letter.

(b) Compliance with Request for
Access—(1) Notification of time and place
for inspection. When a requested record
has been identified and is to be dis-
closed, the custodian shall ensure that
the record is made available promptly
and shall immediately notify the re-
quester where and when the record will
be available for inspection or copying.
Postal Service records will normally be
available for inspection and copying
during regular business hours at the
postal facilities at which they are
maintained. The custodian may, how-
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ever, designate other reasonable loca-
tions and times for inspection and
copying of some or all of the records
within his custody.

(2) ldentification of requester. The re-
quester must present personal identi-
fication sufficient to satisfy the custo-
dian as to his identity prior to record
review. Examples of sufficient identi-
fication are a valid driver’s license,
medicare card, and employee identi-
fication cards.

(3) Responsibilities of requester. The re-
quester shall assume the following re-
sponsibilities regarding the review of
official personal records:

(1) Requester must agree not to leave
Postal Services premises with official
records unless specifically given a copy
for that purpose by the custodian or his
representative.

(ii) Requester must sign a statement
indicating he has reviewed a specific
record(s) or category of record.

(iii) Requester may be accompanied
by a person he so chooses to aid in the
inspection of information; however, re-
quester must furnish the Postal Serv-
ice with written authorization for such
review in that person’s presence.

(4) Special rules for medical records. A
medical record shall be disclosed to the
requester to whom it pertains unless,
in the judgment of the medical officer,
access to such record could have an ad-
verse effect upon such individual. When
the medical officer determines that the
disclosure of medical information
could have an adverse effect upon the
individual to whom it pertains, the
medical officer will transmit such in-
formation to a medical doctor named
by the requesting individual.

(5) Limitations on access. Nothing in
this section shall allow an individual
access to any information compiled in
reasonable anticipation of a civil ac-
tion or proceeding. Other limitations
on access are those specifically ad-
dressed in 8§266.6(b)(4) and 266.9.

(6) Response when compliance is not
possible. A reply denying a written re-
quest to review a record shall be in
writing signed by the custodian or
other appropriate official and shall be
made only if such a record does not
exist or does not contain personal in-
formation relating to the requester, or
is exempt from disclosure. This reply
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shall include a statement regarding the
determining factors of denial, and the
right to appeal to denial to the General
Counsel.

(c) Compliance With Request for
Amendment. (1) Correct or eliminate
any information that is found to be in-
complete, inaccurate, not relevant to a
statutory purpose of the Postal Serv-
ice, or not timely and notify the re-
quester when this action is complete,
or

(2) Not later than thirty (30) working
days after receipt of a request to
amend, notify the reqgester of a deter-
mination not to amend and of the re-
quester’s right to appeal, or to submit,
in lieu of an appeal, a statement of rea-
sonable length setting forth a position
regarding the disputed information to
be attached to the contested personal
record.

(d) Availability of Assistance in Exer-
cising Rights. The Freedom of Informa-
tion/Privacy Acts Officer is available
to provide an individual with assist-
ance in exercising rights pursuant to
this part.

[40 FR 45723, Oct. 2, 1975, as amended at 45 FR
44272, July 1, 1980; 51 FR 26386, July 23, 1986;
60 FR 57345, Nov. 15, 1995; 64 FR 41291, July 30,
1999; 67 FR 16024, Apr. 4, 2002]
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(a) Appeal Procedure. (1) If a request
to inspect, copy, or amend a record is
denied, in whole or in part, or if no de-
termination is made within the period
prescribed by this part, the requester
shall appeal to the General Counsel,
U.S. Postal Service, Washington, DC
20260-1100.

(2) The requester should submit his
appeal in writing within thirty (30)
days of the date of denial, or within
ninety (90) days of such request if the
appeal is from a failure of the custo-
dian to make a determination. The let-
ter of appeal should include, as applica-
ble:

(i) Reasonable identification of the
record access to which or the amend-
ment of which was requested.

(i) A statement of the Postal Service
action or failure to act and of the relief
sought.

(iii) A copy of the request, of the no-
tification of denial and of any other re-
lated correspondence.

Appeal procedure.
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(3) Any record found on appeal to be
incomplete, inaccurate, not relevant,
or not timely, shall within thirty (30)
working days of the date of such find-
ings be appropriately amended.

(4) The decision of the General Coun-
sel, constitutes the final decision of the
Postal Service on the right of the re-
quester to inspect, copy, change, or up-
date a record. The decision on the ap-
peal shall be in writing and in the
event of a denial shall set forth the
reasons for such denial and state the
individual’s right to obtain judicial re-
view in a district court. An indexed file
of decisions on appeals shall be main-
tained by the office of Administration
and FOIA.

(b) Submission of Statement of Disagree-
ment. If the final decision concerning a
request for the amendment of a record
does not satisfy the requester, any
statement of reasonable length pro-
vided by that individual setting forth a
position regarding the disputed infor-
mation will be accepted and attached
to the relevant personal record.

[40 FR 45723, Oct. 2, 1975, as amended at 41 FR
24709, June 18, 1976; 45 FR 44273, July 1, 1980;
51 FR 26386, July 23, 1986; 60 FR 57345, Nov. 15,
1995; 64 FR 41291, July 30, 1999]

§266.8 Schedule of fees.

(a) Policy. The purpose of this section
is to establish fair and equitable fees to
permit duplication of records for sub-
ject individuals (or authorized rep-
resentatives) while recovering the full
allowable direct costs incurred by the
Postal Service.

(b) Duplication. (1) For duplicating
any paper or micrographic record or
publication or computer report, the fee
is $.15 per page, except that the first
100 pages furnished in response to a
particular request shall be furnished
without charge. See paragraph (d) of
this section for fee limitations.

(2) The Postal Service may at its dis-
cretion make coin-operated copy ma-
chines available at any location. In
that event, requesters will be given the
opportunity to make copies at their
own expense.

(3) The Postal Service normally will
not furnish more than one copy of any
record. If duplicate copies are fur-
nished at the request of the requester,
the per page fee is charged for each
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