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National Archives and Records Administration § 1202.76 

Room 4200, 8601 Adelphi Rd., College 
Park, MD 20740–6001. 

§ 1202.66 How does NARA keep ac-
count of disclosures? 

(a) Except for disclosures made to 
NARA employees in the course of the 
performance of their duties or when re-
quired by the Freedom of Information 
Act (see § 1202.60(a) and (b)), NARA 
keeps an accurate accounting of each 
disclosure and retains it for 5 years 
after the disclosure or for the life of 
the record, whichever is longer. The ac-
counting includes the: 

(1) Date of disclosure; 
(2) Nature, and purpose of each dis-

closure; and 
(3) Name and address of the person or 

agency to which the disclosure is made. 
(b) The system manager also main-

tains with the accounting of disclo-
sures: 

(1) A full statement of the justifica-
tion for the disclosures; 

(2) All documentation surrounding 
disclosure of a record for statistical or 
law enforcement purposes; and 

(3) Evidence of written consent by 
the subject individual to a disclosure, 
if applicable. 

(c) Except for the accounting of dis-
closures made for a law enforcement 
activity (see § 1202.60(g)) or of disclo-
sures made from exempt systems (see 
subpart F of this part), the accounting 
of disclosures will be made available to 
the subject individual upon request. 
Procedures for requesting access to the 
accounting of disclosures are in sub-
part C. 

Subpart E—Request To Amend 
Records 

§ 1202.70 Whom should I contact at 
NARA to amend records about my-
self? 

If you believe that a record that 
NARA maintains about you is not ac-
curate, timely, relevant or complete, 
you may request that the record be 
amended. Write to the NARA Privacy 
Act Officer, Room 3110, 8601 Adelphi 
Rd, College Park, MD 20470–6001. Em-
ployees of NARA who desire to amend 
their personnel records should write to 
the Director, Human Resources Serv-
ices Division. You should include as 

much information, documentation, or 
other evidence as needed to support 
your request to amend the pertinent 
record. Mark both the envelop and the 
letter with the phrase ‘‘Privacy Act— 
Request To Amend Record.’’ 

§ 1202.72 How does NARA handle re-
quests to amend records? 

(a) NARA will acknowledge receipt of 
a request to amend a record within 10 
workdays. If possible, the acknowledg-
ment will include the system man-
ager’s determination either to amend 
the record or to deny your request to 
amend as provided in § 1202.76. 

(b) When reviewing a record in re-
sponse to your request to amend, the 
system manager will assess the accu-
racy, relevance, timeliness, and com-
pleteness of the existing record in light 
of your proposed amendment to deter-
mine if your request to amend is justi-
fied. If you request the deletion of in-
formation, the system manager also 
will review your request and the exist-
ing record to determine whether the in-
formation is relevant and necessary to 
accomplish NARA’s purpose, as re-
quired by law or Executive order. 

§ 1202.74 How will I know if NARA ap-
proved my amendment request? 

If NARA approves your amendment 
request, the system manager will 
promptly make the necessary amend-
ment to the record and will send a copy 
of the amended record to you. NARA 
will also advise all previous recipients 
of the record, using the accounting of 
disclosures, that an amendment has 
been made and give the substance of 
the amendment. Where practicable, 
NARA will also send a copy of the 
amended record to previous recipients. 

§ 1202.76 Can NARA deny my request 
for amendment? 

If the system manager denies your 
request to amend or determines that 
the record should be amended in a 
manner other than that requested by 
you, NARA will advise you in writing 
of the decision. The denial letter will 
state: 

(a) The reasons for the denial of your 
amendment request; 

(b) Proposed alternative amend-
ments, if appropriate; 
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