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§ 2508.14 What are the identification 
requirements for individuals who 
request access to records? 

The Corporation shall require reason-
able identification of all individuals 
who request access to records to ensure 
that records are disclosed to the proper 
person. 

(a) In the event an individual re-
quests disclosure in person, such indi-
vidual shall be required to show an 
identification card such as a drivers li-
cense, etc., containing a photo and a 
sample signature of such individual. 
Such individual may also be required 
to sign a statement under oath as to 
his or her identity, acknowledging that 
he or she is aware of the penalties for 
improper disclosure under the provi-
sions of the Privacy Act. 

(b) In the event that disclosure is re-
quested by mail, the Corporation may 
request such information as may be 
necessary to reasonably ensure that 
the individual making such request is 
properly identified. In certain cases, 
the Corporation may require that a 
mail request be notarized with an indi-
cation that the notary received an ac-
knowledgment of identity from the in-
dividual making such request. 

(c) In the event an individual is un-
able to provide suitable documentation 
or identification, the Corporation may 
require a signed notarized statement 
asserting the identity of the individual 
and stipulating that the individual un-
derstands that knowingly or willfully 
seeking or obtaining access to records 
about another person under false pre-
tenses is punishable by a fine of up to 
$5,000. 

(d) In the event a requestor wishes to 
be accompanied by another person 
while reviewing his or her records, the 
Corporation may require a written 
statement authorizing discussion of his 
or her records in the presence of the ac-
companying representative or other 
persons. 

§ 2508.15 What are the procedures for 
requesting inspection of, amend-
ment or correction to, or appeal of 
an individual’s records maintained 
by the Corporation other than that 
individual’s official personnel file? 

(a) A request for inspection of any 
record shall be made to the Director, 

Administration and Management Serv-

ices. Such request may be made by 

mail or in person provided, however, 

that requests made in person may be 

required to be made upon a form pro-

vided by the Director of Administra-

tion and Management Services who 

shall keep a current list of all systems 

of records maintained by the Corpora-

tion and published in accordance with 

the provisions of this regulation. How-

ever, the request need not be in writing 

if the individual makes his or her re-

quest in person. The requesting indi-

vidual may request that the Corpora-

tion compile all records pertaining to 

such individual at any named Service 

Center/State Office, AmeriCorps*NCCC 

Campus, or at Corporation Head-

quarters in Washington, DC, for the in-

dividual’s inspection and/or copying. In 

the event an individual makes such re-

quest for a compilation of all records 

pertaining to him or her in various lo-

cations, appropriate time for such com-

pilation shall be provided as may be 

necessary to promptly comply with 

such requests. 

(b) Any such requests should contain, 

at a minimum, identifying information 

needed to locate any given record and a 

brief description of the item or items 

of information required in the event 

the individual wishes to see less than 

all records maintained about him or 

her. 

(1) In the event an individual, after 

examination of his or her record, de-

sires to request an amendment or cor-

rection of such records, the request 

must be submitted in writing and ad-

dressed to the Corporation for National 

and Community Service, Office of the 

General Counsel, Attn: Privacy Act Of-

ficer, 250 E Street SW., Washington, DC 

20525. In his or her written request, the 

individual shall specify: 

(i) The system of records from which 

the record is retrieved; 

(ii) The particular record that he or 

she is seeking to amend or correct; 

(iii) Whether he or she is seeking an 

addition to or a deletion or substi-

tution of the record; and, 

(iv) His or her reasons for requesting 

amendment or correction of the record. 
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