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parent or guardian of a minor or as the 
guardian of someone determined by a 
court to be incompetent. To make sure 
that the Privacy Act Office receives 
your request without delay, you should 
include the notation ‘‘Privacy Act Re-
quest’’ on the front of your envelope 
and also at the beginning of your re-
quest. 

(b) Requests for access to records. You 
may make a request for access to a 
record by appearing in person or by 
writing directly to the Privacy Act Of-
ficial. You must describe the record 
that you want in enough detail to en-
able the Privacy Act Office to locate 
the system(s) of records containing it 
with a reasonable amount of effort. 
Your request should describe the 
record sought, the time period in which 
you believe it was compiled, and the 
name or identifying number of each 
system of records in which you believe 
it is kept. 

(c) Requests for amendment or correc-
tion of records. You may make a request 
for amendment or correction of a Fi-
nance Board record by writing to the 
Privacy Act Official. Your request 
should identify each particular record 
in question and the system(s) of 
records in which the record is located, 
describe the amendment or correction 
that you want, and state why you be-
lieve that the record is not accurate, 
relevant, timely or complete. You may 
submit any documentation that you 
think would be helpful. 

(d) Requests for an accounting of record 
disclosures. You may request an ac-
counting of disclosures made by the Fi-
nance Board to another person, organi-
zation or agency of any record by writ-
ing to the Privacy Act Official. Your 
request for an accounting should iden-
tify each particular record in question. 
An accounting generally includes the 
date, nature and purpose of each disclo-
sure, as well as the name and address 
of the person, organization or agency 
to which the disclosure was made. 

(e) Verification of identity. When mak-
ing a Privacy Act request, you must 
verify your identity in accordance with 
these procedures to protect your pri-
vacy or the privacy of the individual on 
whose behalf you are acting. If you 
make a Privacy Act request and you do 
not follow these identity verification 

procedures, the Finance Board cannot 
process your request. 

(1) Verifying your own identity. If you 
make your request in person and your 
identity is not known to the Privacy 
Act Official, you must provide either 
two forms of identification with photo-
graphs, or one form of identification 
with a photograph and a properly au-
thenticated birth certificate. If you 
make your request by mail, your signa-
ture either must be notarized or sub-
mitted under 28 U.S.C. 1746, a law that 
permits statements to be made under 
penalty of perjury as a substitute for 
notarization. You may fulfill this re-
quirement by having your signature on 
your request letter witnessed by a no-
tary, or including the following state-
ment just before the signature on your 
request letter: ‘‘I declare under penalty 
of perjury that the foregoing is true 
and correct. Executed on [date].’’

(2) Verification of guardianship. When 
making a request as the parent or 
guardian of a minor or as the guardian 
of someone determined by a court to be 
incompetent, for access to records 
about that individual, you must estab-
lish: 

(i) The identity of the individual who 
is the subject of the record, by stating 
the individual’s name, current address 
and date and place of birth; 

(ii) Your own identity, as required in 
paragraph (e)(1) of this section; 

(iii) That you are the parent or 
guardian of the individual, which you 
may prove by providing a properly au-
thenticated copy of the individual’s 
birth certificate showing your parent-
age or a properly authenticated court 
order establishing your guardianship; 
and 

(iv) That you are acting on behalf of 
the individual in making the request.

§ 913.4 How will the Finance Board re-
spond to your Privacy Act request? 

(a) When will the Finance Board re-
spond to my request? The Privacy Act 
Official generally will respond to you 
in writing within 10 working days of re-
ceipt of a request that meets the re-
quirements of § 913.3. The Privacy Act 
Official may extend the response time 
in unusual circumstances, such as the 
need to consult with another agency 
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about a record or to retrieve a record 
shipped offsite for storage. 

(b) What will the Finance Board’s re-
sponse include? The written response 
will include the Privacy Act Official’s 
determination whether to grant or 
deny your request in whole or in part 
and a brief explanation of the reasons 
for the determination. If you requested 
access to records, the Privacy Act Offi-
cial will make the records, if any, 
available to you. If you requested 
amendment or correction of a record, 
the response will describe any amend-
ment or correction made and advise 
you of your right to obtain a copy of 
the amended or corrected record, in 
disclosable form, under this part. 

(c) Adverse determinations—(1) What is 
an adverse determination? Adverse deter-
minations consist of the following de-
terminations by the Privacy Act Offi-
cial: 

(i) A determination to withhold any 
requested record in whole or in part; 

(ii) A determination to deny a re-
quest to amend or correct a record in 
whole or in part; 

(iii) A determination not to provide 
an accounting of disclosures; 

(iv) A determination that a requested 
record does not exist or cannot be lo-
cated; 

(v) A determination that what has 
been requested is not a record subject 
to the Privacy Act; or 

(vi) A determination on any disputed 
fee matter. 

(2) Responses that include an adverse 
determination. If the Privacy Act Offi-
cial makes an adverse determination 
with respect to your request, the writ-
ten response under this section will 
state that the Privacy Act Official is 
the person responsible for the adverse 
determination, that the adverse deter-
mination is not a final agency action, 
and that you may appeal the adverse 
determination under § 913.5.

§ 913.5 What can I do if I am dissatis-
fied with the Finance Board’s re-
sponse to my Privacy Act request? 

(a) Appeals. You can appeal any ad-
verse determination made by the Pri-
vacy Act Official in responding to your 
Privacy Act request. If you wish to 
seek review by a court of any adverse 
determination or denial of a request, 

you first must appeal it under this sec-
tion. 

(b) How do I make an appeal? You may 
make an appeal by submitting a writ-
ten application giving the reasons why 
the adverse determination should be 
overturned within 30 working days of 
the date of the Privacy Act Official’s 
determination under § 913.4. You should 
include the notation ‘‘Privacy Act Ap-
peal’’ on the front of your envelope and 
also at the beginning of your applica-
tion to make sure that the Privacy Act 
Office receives your appeal without 
delay. 

(c) When will the Finance Board re-
spond to my appeal? The Finance Board 
generally will respond to you in writ-
ing within 30 working days of receipt of 
an appeal that meets the requirements 
of paragraph (b) of this section. The Fi-
nance Board may extend the response 
time in unusual circumstances, such as 
the need to consult with another agen-
cy about a record or to retrieve a 
record shipped offsite for storage. 

(d) What will the Finance Board’s re-
sponse include? The written response 
will include the Finance Board’s deter-
mination whether to grant or deny 
your appeal in whole or in part, a brief 
explanation of the reasons for the de-
termination, and information about 
the Privacy Act provisions for court re-
view of the determination. If your ap-
peal concerns a request for access to 
records, the Finance Board will make 
the records, if any, available to you. If 
your appeal concerns amendment or 
correction of a record, the response 
will describe any amendment or correc-
tion made and advise you of your right 
to obtain a copy of the amended or cor-
rected record, in disclosable form, 
under this part and your right to file a 
Statement of Disagreement under 
paragraph (e) of this section. 

(e) Statements of Disagreement—(1) 
What is a Statement of Disagreement? A 
Statement of Disagreement is a con-
cise written statement in which you 
clearly identify each part of any record 
that you dispute and explain your rea-
son(s) for disagreeing with the Finance 
Board’s denial in whole or in part of 
your appeal to amend or correct that 
record. 

(2) How do I file a Statement of Dis-
agreement? You must deliver your 
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