United States Postal Service

after a determination by the Data In-
tegrity Board that the procedural re-
quirements of the Privacy Act, the
guidelines issued by the Office of Man-
agement and Budget, and these regula-
tions as may be applicable are met.
These requirements include:

(i) Routine use. Disclosure is made
only when permitted as a routine use
of the system of records. The Manager,
Records Office, determines the applica-
bility of a particular routine use and
the necessity for adoption of a new rou-
tine use.

(ii) Notice. Publication of new or re-
vised matching programs in the FED-
ERAL REGISTER and advance notice to
Congress and the Office of Management
and Budget must be made pursuant to
paragraph (f) of §266.5.

(iii) Computer matching agreement. The
participants in a computer matching
program must enter into a written
agreement specifying the terms under
which the matching program is to be
conducted (see §266.10). The Manager,
Records Office, may require that other
matching activities be conducted in ac-
cordance with a written agreement.

(iv) Data Integrity Board approval. No
record from a Postal Service system of
records may be disclosed for use in a
computer matching program unless the
matching agreement has received ap-
proval by the Postal Service Data In-
tegrity Board (see §266.10). Other
matching activities may, at the discre-
tion of the Manager, Records Office, be
submitted for Board approval.

(c) Correction Disclosure. Any person
or other agency to which a personal
record has been or is to be disclosed
shall be informed of any corrections or
notations of dispute relating thereto
affecting the accuracy, timeliness or
relevance of that personal record.

(d) Recording of Disclosure. (1) An ac-
curate accounting of each disclosure
will be kept in all instances except
those in which disclosure is made to
the subject of the record, or to Postal
Service employees in the performance
of their duties or is required by the
Freedom of Information Act (6 U.S.C.
552).

(2) The accounting will be main-
tained for at least five (5b) years or the
life of the record, whichever is longer.

§266.5

(3) The accounting will be made
available to the individual named in
the record upon inquiry, except for dis-
closures made pursuant to provision
paragraph (b)(2)(viii) of this section re-
lating to law enforcement activities.

[40 FR 45723, Oct. 2, 1975, as amended at 45 FR
44272, July 1, 1980; 58 FR 62036, Nov. 24, 1993;
59 FR 37160, July 21, 1994; 64 FR 41291, July 30,
1999; 68 FR 56560, Oct. 1, 2003]

§266.5 Notification.

(a) Notification of Systems. Upon writ-
ten request, the Postal Service will no-
tify any individual whether a specific
system named by the individual con-
tains a record pertaining to him or her.
See §266.6 for suggested form of re-
quest.

(b) Notification of Disclosure. The
Postal Service shall make reasonable
efforts to serve notice on an individual
before any personal information on
such individual is made available to
any person under compulsory legal
process when such process becomes a
matter of public record.

(c) Notification of Amendment. (See
§266.6(c)(1) relating to amendment of
records upon request.)

(d) Notification of New Use. Any newly
intended use of personal information
maintained by the Postal Service will
be published in the FEDERAL REGISTER
thirty (30) days before such use be-
comes operational. Public views may
then be submitted to the Records Of-
fice.

(e) Notification of Exemptions. The
Postal Service will publish within the
FEDERAL REGISTER its intent to exempt
any system of records and shall specify
the nature and purpose of that system.

(f) Notification of computer matching
program. The Postal Service publishes
in the FEDERAL REGISTER and forwards
to Congress and the Office of Manage-
ment and Budget advance notice of its
intent to establish, substantially re-
vise, or renew a matching program, un-
less such notice is published by another
participant agency. In those instances
in which the Postal Service is the ‘‘re-
cipient” agency, as defined in the Act,
but another participant agency spon-
sors and derives the principal benefit
from the matching program, the other
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§266.6

agency is expected to publish the no-
tice. The notice must be sent to Con-
gress and OMB 40 days, and published
at least thirty (30) days, prior to (1) ini-
tiation of any matching activity under
a new or substantially revised pro-
gram, or (2) expiration of the existing
matching agreement in the case of a
renewal of a continuing program.

[40 FR 45724, Oct. 2, 1975; 40 FR 48512, Oct. 16,
1975, as amended at 45 FR 44272, July 1, 1980;
59 FR 37161, July 21, 1994; 60 FR 57345, Nov. 15,
1995; 64 FR 41291, July 30, 1999; 68 FR 56560,
Oct. 1, 2003; 69 FR 34935, June 23, 2004]

§266.6 Procedures for requesting in-
spection, copying, or amendment of
records.

The purpose of this section is to pro-
vide procedures by which an individual
may have access and request amend-
ment to personal information within a
Privacy Act System of Records.

(a) Submission of Requests—(1) Manner
of submission. Inquiries regarding the
contents of records systems or access
or amendment to personal information
should be submitted in writing to the
custodian of the official record, if
known, or to the Manager, Records Of-
fice, U.S. Postal Service, 475 L’Enfant
Plaza SW., Washington, DC 20260, tele-
phone (202) 268-2608. Requests sub-
mitted to the Office of Inspector Gen-
eral should be submitted to the Free-
dom of Information Act/Privacy Offi-
cer, Office of Inspector General, 1735
North Lynn Street, Arlington, Vir-
ginia, 22209-2020. Inquiries should be
clearly marked, ‘“Privacy Act Re-
quest’”. Any inquiry concerning a spe-
cific system of records should provide
the Postal Service with the informa-
tion contained under ‘‘Notification”
for that system as published in the
FEDERAL REGISTER. If the information
supplied is insufficient to locate or
identify the record, the requester will
be notified promptly and, if possible,
informed of additional information re-
quired. If the requester is not a Postal
Service employee, he should designate
the post office at which he wishes to
review or obtain copies of records.
Amendment requests contest the rel-
evance, accuracy, timeliness or com-
pleteness of the record and will include
a statement of the amendment re-
quested.
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(2) Third party inquiries. Anyone de-
siring to review or copy records per-
taining to another person must have
the written consent of that person.

(3) Period for response by custodian.
Upon receipt of an inquiry, the custo-
dian will respond with an acknowledge-
ment of receipt within ten (10) days. If
the inquiry requires the custodian to
determine whether a particular record
exists, the inquirer shall be informed of
this determination as a part of the ac-
knowledgement letter.

(b) Compliance with Request for Ac-
cess—(1) Notification of time and place for
inspection. When a requested record has
been identified and is to be disclosed,
the custodian shall ensure that the
record is made available promptly and
shall immediately notify the requester
where and when the record will be
available for inspection or copying.
Postal Service records will normally be
available for inspection and copying
during regular business hours at the
postal facilities at which they are
maintained. The custodian may, how-
ever, designate other reasonable loca-
tions and times for inspection and
copying of some or all of the records
within his custody.

(2) Identification of requester. The re-
quester must present personal identi-
fication sufficient to satisfy the custo-
dian as to his identity prior to record
review. Examples of sufficient identi-
fication are a valid driver’s license,
Medicare card, and employee identi-
fication cards.

(3) Responsibilities of requester. The re-
quester shall assume the following re-
sponsibilities regarding the review of
official personal records:

(1) Requester must agree not to leave
Postal Services premises with official
records unless specifically given a copy
for that purpose by the custodian or his
representative.

(ii) Requester must sign a statement
indicating he has reviewed a specific
record(s) or category of record.

(iii) Requester may be accompanied
by a person he so chooses to aid in the
inspection of information; however, re-
quester must furnish the Postal Serv-
ice with written authorization for such
review in that person’s presence.

(4) Special rules for medical records. A
medical record shall be disclosed to the
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