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sections (e)(4) and (e)(11) of the Privacy 
Act of 1974 (5 U.S.C. 552a; 88 Stat. 1896). 

§ 215.2 Definitions. 
(a) Act means the Privacy Act of 1974 

(5 U.S.C. 552a; 88 Stat. 1896); 
(b) Agency means the International 

Development Cooperation Agency or 
the Agency for International Develop-
ment, its offices, bureaus, divisions, 
and posts abroad; 

(c) Amend shall include the amend-
ment of a record; 

(d) Individual means a citizen of the 
United States or an alien lawfully ad-
mitted for permanent residence; 

(e) Maintain includes maintain, col-
lect, use or disseminate; 

(f) Record means any item, collection, 
or grouping of information about an in-
dividual that is maintained by an agen-
cy, including, but not limited to, his 
education, financial transactions, med-
ical history, and criminal or employ-
ment history and that contains his 
name, or the identifying number, sym-
bol, or other identifying particular as-
signed to the individual, such as a fin-
ger or voice print or a photograph; 

(g) Routine use means, with respect to 
the disclosure of a record, the use of 
such record for a purpose which is com-
patible with the purpose for which it 
was collected; 

(h) Statistical record means a record in 
a system of records maintained for sta-
tistical research or reporting purposes 
only and not used in whole or in part in 
making any determination about an 
identifiable individual, except as pro-
vided by section 8 of title 13; 

(i) System of records means a group of 
any records under the control of any 
agency from which information is re-
trieved by the name of the individual 
or by some identifying number, sym-
bol, or other identifying particular as-
signed to the individual. 

§ 215.3 Procedures for requests per-
taining to individual records in a 
system of records. 

(a) Requests for notification of access 
to or amendment of Agency records 
contained in a system of records per-
taining to an individual may be made 
in person or by mail as follows: For the 
International Development Coopera-
tion Agency-Assistant Director for Ad-

ministration, International Develop-
ment Cooperation Agency, Room 4889 
New State, 2201 C Street, NW., Wash-
ington, DC 20523 Attention: Privacy Li-
aison Officer. For the Agency for Inter-
national Development-Privacy Liaison 
Officer, Agency for International De-
velopment, Room 4889 New State, 2201 
C Street, NW., Washington, DC 20523. 

(b) Such request should include infor-
mation necessary to identify the 
record, e.g., the individual’s full name, 
date of birth, place of birth, present 
mailing address, or system of record 
identification name and number, if 
known, and, to facilitate the retrieval 
of records contained in those systems 
of records which are retrieved by social 
security numbers, the social security 
number of the individual to whom the 
record pertains. 

(c) With respect to a system of 
records which may be maintained by 
the Agency in offices outside the 
United States, an individual may in-
quire whether he or she is the subject 
of an Agency record or may request ac-
cess to or amendment of such records 
by appearing in person or by writing to 
the Privacy Liaison Officer, Agency for 
International Development, at the 
overseas missions. 

(d) The Assistant Director for Admin-
istration for requests to I.D.C.A. or the 
appropriate Privacy Liaison Officer for 
request to A.I.D., or their designees 
shall, within ten (10) working days of 
receipt of the request, furnish in writ-
ing to the requesting individual notice 
of the existence or nonexistence of any 
records described in the request. 

§ 215.4 Times, places, and require-
ments for identification of individ-
uals making requests. 

(a) Individuals making personal re-
quests for notification, access or con-
test may do so at the place designated 
in paragraph (a) of § 215.3, which is open 
9 a.m. to 5 p.m. daily, except Satur-
days, Sundays, and legal public holi-
days. 

(b) Individuals making personal re-
quests for notification, access or con-
test at offices outside the United 
States may do so at the overseas mis-
sions during the regular business hours 
of those offices. 
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(c) An individual requesting such in-
formation in person shall provide such 
personal identification as is reasonable 
under the circumstances to verify the 
individual’s identity; e.g. driver’s li-
cense, employee identification card or 
medicare card. (The identification 
should contain a photograph of the in-
dividual.) 

(d) An individual requesting such in-
formation by mail shall include in his 
or her request a signed notarized state-
ment to verify his or her identity and 
which stipulates that the individual 
understands that knowingly or will-
fully seeking or obtaining access to 
records about another individual under 
false pretenses is punishable by a fine 
up to $5,000, as provided in section (i)(3) 
of the Act. 

(e) Verification of identity as set 
forth in paragraphs (c) and (d) of this 
section shall not be required of individ-
uals seeking access to records other-
wise available to members of the public 
under the Freedom of Information Act 
(5 U.S.C. 552; 88 Stat. 1561). 

(f) An individual who wishes to be ac-
companied by another person when re-
viewing a record shall furnish the 
Agency with a written statement au-
thorizing discussion of his or her 
record in the presence of the accom-
panying person. Such statement need 
not contain any reasons for the access 
or for the accompanying person’s pres-
ence. 

§ 215.5 Access to requested informa-
tion by individuals. 

(a) Upon receipt of a request by an 
individual made in accordance with the 
provisions of § 215.3, such individual 
shall be granted access to any record 
pertaining to him or her which is con-
tained in a system of records main-
tained by the Agency subject to exemp-
tions discussed in §§ 215.13 and 215.14. 

(b) Notwithstanding the provisions of 
paragraph (a) of this section, access 
will not be allowed an individual to in-
formation or records compiled by the 
Agency in reasonable anticipation of a 
civil or criminal action or proceeding. 

(c) Whenever possible, access to re-
quested records will be granted; 

(1) Where the request is presented in 
person and the record is readily avail-
able, promptly upon receipt of the re-

quest for access, determination that 
access to the record may be granted, 
verification of the identity of the indi-
vidual seeking access, and, where ap-
plicable, receipt of consent to discuss 
the record with a person accompanying 
the individual; 

(2) Where the request is made by 
mail, the record will, whenever pos-
sible, be provided within ten (10) work-
ing days of receipt of the request. 

(d) Where access to a record cannot 
reasonably be granted as provided in 
paragraphs (c)(1) and (2) of this section, 
the Agency will acknowledge in writ-
ing receipt of the request for access 
and indicate a reasonable time within 
which access to the record can be 
granted. 

(e) Where no reasonable means exist 
for an individual to have access to his 
or her record in person, a copy of the 
record must be provided through the 
mail. 

§ 215.6 Special procedures: Medical 
records. 

If the Assistant Director for Admin-
istration or the Privacy Liaison Offi-
cer, determines that the release di-
rectly to the individual of medical 
records maintained by the Agency 
could have an adverse effect upon such 
individual, the Director/Officer will at-
tempt to arrange an alternative ac-
ceptable to both the individual and 
Agency (such as the release of said in-
formation to a doctor named by the in-
dividual) in granting access to such 
record. 

§ 215.7 Request for correction or 
amendment of record. 

(a) An individual may request the 
Agency to correct or amend a record 
pertaining to him or her which the in-
dividual believes is not accurate, rel-
evant, timely or complete. 

(b) Such request must be in writing 
and must be presented, in person or by 
mail to the addresses listed in § 215.3(a). 

(c) Such requests must set forth the 
following information: 

(1) Identification of the system of 
records in which the particular record 
is maintained; 

(2) The portion(s) of the record to be 
amended or corrected; 
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