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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. 

(2) A request for amendment or cor-
rection of a record will be acknowl-
edged within 10 working days of its re-
ceipt unless the request can be proc-
essed and the individual informed of 
the Privacy Act Officer’s decision on 
the request within that 10 day period. 

(3) If the Privacy Act Officer agrees 
that the record is not accurate, timely, 
or complete, based on a preponderance 
of the evidence, the record will be cor-
rected or amended. The record will be 
deleted without regard to its accuracy, 
if the record is not relevant or nec-
essary to accomplish the Corporation’s 
function for which the record was pro-
vided or is maintained. In either case, 
the individual will be informed in writ-
ing of the amendment, correction, or 
deletion and, if accounting was made of 
prior disclosures of the record, all pre-
vious recipients of the record will be 
informed of the corrective action 
taken. 

(4) If the Privacy Act Officer does not 
agree that the record should be amend-
ed or corrected, the individual will be 
informed in writing of the refusal to 
amend or correct the record. He or she 

will also be informed that he or she 
may appeal the refusal to amend or 
correct his or her record in accordance 
with § 2508.17. 

(5) Requests to amend or correct a 
record governed by the regulation of 
another government agency will be for-
warded to such government agency for 
processing and the individual will be 
informed in writing of the referral. 

(c) In the event an individual dis-
agrees with the Privacy Act Officer’s 
initial determination, he or she may 
appeal such determination to the Ap-
peal Officer in accordance with 
§ 2508.17. Such request for review must 
be made within 30 days after receipt by 
the requestor of the initial refusal to 
amend. 

[64 FR 19294, Apr. 20, 1999, as amended at 81 
FR 12601, Mar. 10, 2016] 

§ 2508.16 What are the procedures for 
filing an appeal for refusal to 
amend or correct records? 

(a) In the event an individual desires 
to appeal any refusal to correct or 
amend records, he or she may do so by 
addressing, in writing, such appeal to 
the Corporation for National and Com-
munity Service, Office of the Chief Op-
erating Officer, Attn: Appeal Officer, 
250 E Street SW., Washington, DC 20525. 
Although there is no time limit for 
such appeals, the Corporation shall be 
under no obligation to maintain copies 
of original requests or responses there-
to beyond 180 days from the date of the 
original request. 

(b) An appeal will be completed with-
in 30 working days from its receipt by 
the Appeal Officer; except that, the ap-
peal authority may, for good cause, ex-
tend this period for an additional 30 
days. Should the appeal period be ex-
tended, the individual appealing the 
original refusal will be informed in 
writing of the extension and the cir-
cumstances of the delay. The individ-
ual’s request for access to or to amend 
or correct the record, the Privacy Act 
Officer’s refusal to amend or correct 
the record, and any other pertinent 
material relating to the appeal will be 
reviewed. No hearing will be held. 

(c) If the Appeal Officer determines 
that the record that is the subject of 
the appeal should be amended or cor-
rected, the record will be amended or 
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corrected and the individual will be in-
formed in writing of the amendment or 
correction. Where an accounting was 
made of prior disclosures of the record, 
all previous recipients of the record 
will be informed of the corrective ac-
tion taken. 

(d) If the appeal is denied, the subject 
individual will be informed in writing: 

(1) Of the denial and reasons for the 
denial; 

(2) That he or she has a right to seek 
judicial review of the denial; and 

(3) That he or she may submit to the 
Appeal Officer a concise statement of 
disagreement to be associated with the 
disputed record and disclosed whenever 
the record is disclosed. 

(e) Whenever an individual submits a 
statement of disagreement to the Ap-
peal Officer in accordance with para-
graph (d)(3) of this section, the record 
will be annotated to indicate that it is 
disputed. In any subsequent disclosure, 
a copy of the subject individual’s state-
ment of disagreement will be disclosed 
with the record. If the appeal authority 
deems it appropriate, a concise state-
ment of the Appeal Officer’s reasons for 
denying the individual’s appeal may 
also be disclosed with the record. While 
the individual will have access to this 
statement of reasons, such statement 
will not be subject to correction or 
amendment. Where an accounting was 
made of prior disclosures of the record, 
all previous recipients of the record 
will be provided a copy of the individ-
ual’s statement of disagreement, as 
well as the statement, if any, of the 
Appeal Officer’s reasons for denying 
the individual’s appeal. 

[64 FR 19294, Apr. 20, 1999, as amended at 81 
FR 12601, Mar. 10, 2016] 

§ 2508.17 When shall fees be charged 
and at what rate? 

(a) No fees shall be charged for search 
time or for any other time expended by 
the Corporation to review or produce a 
record except where an individual re-
quests that a copy be made of the 
record to which he or she is granted ac-
cess. Where a copy of the record must 
be made in order to provide access to 
the record (e.g., computer printout 
where no screen reading is available), 
the copy will be made available to the 
individual without cost. 

(b) The applicable fee schedule is as 
follows: 

(1) Each copy of each page, up to 81⁄2″ 
× 14″, made by photocopy or similar 
process is $0.10 per page. 

(2) Each copy of each microform 
frame printed on paper is $0.25. 

(3) Each aperture card is $0.25. 
(4) Each 105-mm fiche is $0.25. 
(5) Each 100′ foot role of 35-mm 

microfilm is $7.00. 
(6) Each 100′ foot role of 16-mm 

microfilm is $6.00. 
(7) Each page of computer printout 

without regard to the number of car-
bon copies concurrently printed is 
$0.20. 

(8) Copying records not susceptible to 
photocopying (e.g., punch cards or 
magnetic tapes), at actual cost to be 
determined on a case-by-case basis. 

(9) Other copying forms (e.g., typing 
or printing) will be charged at direct 
costs, including personnel and equip-
ment costs. 

(c) All copying fees shall be paid by 
the individual before the copying will 
be undertaken. Payments shall be 
made by check or money order payable 
to the ‘‘Corporation for National and 
Community Service,’’ and provided to 
the Privacy Act Officer processing the 
request. 

(d) A copying fee shall not be charged 
or collected, or alternatively, it may 
be reduced, when it is determined by 
the Privacy Act Officer, based on a pe-
tition, that the petitioning individual 
is indigent and that the Corporation’s 
resources permit a waiver of all or part 
of the fee. An individual is deemed to 
be indigent when he or she is without 
income or lacks the resources suffi-
cient to pay the fees. 

(e) Special and additional services 
provided at the request of the indi-
vidual, such as certification or authen-
tication, postal insurance and special 
mailing arrangement costs, will be 
charged to the individual. 

(f) A copying fee totaling $5.00 or less 
shall be waived, but the copying fees 
for contemporaneous requests by the 
same individual shall be aggregated to 
determine the total fee. 
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