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86002, and that the appeal must be re-
ceived by this official within twenty
(20) days (Saturdays, Sundays and pub-
lic legal holidays excepted) of the date
of the decision.

§700.275 Requests
records.

The Privacy Act permits an indi-
vidual, upon his request, to gain access
to his record or to any information per-
taining to him which is contained in a
system and to review the record and
have a copy made of all or any portion
thereof in a form comprehensive to
him, 5 U.S.C. 552a(d)(1). A request for
access shall be submitted in accord-
ance with the procedures in this sub-
part.

for access to

§700.277 Requests for
records: Submission.

(a) Submission of requests. (1) Requests
for access to records shall be submitted
to the system manager having respon-
sibility for the system in which the
records are maintained unless the sys-
tem notice describing the system pre-
scribes or permits submission to some
other official or officials.

(2) If an individual desires access to
records maintained in two or more sep-
arate systems, he shall submit a sepa-
rate request for access to the records in
each system.

(b) Form of request. (1) A request for
access to records subject to the Pri-
vacy Act shall be in writing.

(2) To insure expeditious handling,
the request shall be prominently
marked, both on the envelope and on
the face of the request, with the legend
“PRIVACY ACT REQUEST FOR AC-
CESS.”

(3) The request shall specify whether
the requester seeks all of the records
contained in the system which relate
to him or only some portion thereof. If
the requester seeks only a portion of
the records which relate to him, the re-
quest shall reasonably describe the spe-
cific records sought.

(4) If the requester seeks to have cop-
ies of the requested records made, the
request shall state the maximum
amount of copying fees which the re-
quester is willing to pay. A request
which does not state the amount of
fees the requester is willing to pay will
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be treated as a request to inspect the
requested records. Requesters are fur-
ther notified that under §700.279(d) the
failure to state willingness to pay fees
as high as are anticipated by the Com-
mission will delay processing of a re-
quest.

(6) The request shall supply such
identifying information, if any, as is
called for in the system notice describ-
ing the system.

(6) Requests failing to meet the re-
quirements of this paragraph shall be
returned to the requester with a writ-
ten notice advising the request of the
deficiency in the request.

§700.279 Requests for
records: Initial decision.
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(a) Decisions on requests. A request
made under this subpart for access to a
record shall be granted promptly un-
less (1) the record was compiled in rea-
sonable anticipation of a civil action or
proceeding or (2) the record is con-
tained in a system of records which has
been excepted from the access provi-
sions of the Privacy Act by rule-
making.

(b) Authority to deny requests. A deci-
sion to deny a request for access under
this subpart shall be made by the Pri-
vacy Act Officer.

(c) Form of decision. (1) No particular
form is required for a decision granting
access to a record. The decision shall,
however, advise the individual request-
ing the record as to where and when
the record is available for inspection
or, as the case may be, where and when
copies will be available. If fees are due
under §700.279(d), the individual re-
questing the record shall also be noti-
fied of the amount of fees due or, if the
exact amount has not been determined,
the approximate amount of fees due.

(2) A decision denying a request for
access, in whole or part, shall be in
writing and shall state the basis for de-
nial of the request. The decision shall
also contain a statement that the de-
nial may be appealed to the Executive
Director pursuant to §700.281 by writ-
ing to Privacy Act Officer, Navajo and
Hopi Indian Relocation Commission,
P.O. Box KK, Flagstaff, Arizona 86002,
and that the appeal must be received
by this official within twenty (20) days
(Saturdays, Sundays and public legal
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