§71.3

may also include in his request his So-
cial Security number.

(2) Any requester submitting a re-
quest in person may provide to the
component a form of official photo-
graphic identification, such as a pass-
port, an identification badge or a driv-
er’s license which contains the photo-
graph of the requester. If a requester is
unable to produce a form of photo-
graphic identification, he may provide
to the component two or more accept-
able forms of identification bearing his
name and address. In all cases, suffi-
cient identification must be presented
to confirm that the requester is the in-
dividual data subject.

(e) Verification of guardianship. The
parent, guardian, or representative of a
minor or the guardian or representa-
tive of a person judicially determined
to be incompetent who submits a re-
quest for access to the records of the
minor or incompetent must establish:

(1) His identity, as required in para-
graph (d) of this section,

(2) That the requester is the parent,
guardian, or representative of the sub-
ject of the record, which may be proved
by providing a copy of the subject’s
birth certificate showing parentage or
by providing a court order establishing
the guardianship, and

(3) That he seeks to act on behalf of
the subject of the record.

(f) The disclosure officer may waive
the requirements set forth in para-
graphs (d) and (e) of this section when
he deems such action to be appropriate,
and may substitute in lieu thereof,
other reasonable means of identifica-
tion.

§71.3 Responses by components to re-
quests for access to records.

(a) In general. Except as otherwise
provided in this section, the component
that:

(1) First receives a request for access
to a record, and

(2) Has possession of the requested
record is the component ordinarily re-
sponsible for responding to the request.

(b) Authority to grant or deny requests.
The head of a component, or his des-
ignee (i.e. disclosure officer), is author-
ized to make an initial grant or denial
of any request for access to a record in
the possession of that component.
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(c) Processing of requests for access not
properly addressed. A request for access
that is not properly addressed as speci-
fied in §71.2 shall be forwarded to the
Assistant Secretary for Administration
and Management, who shall forward
the request to the appropriate compo-
nent or components for processing. A
request not addressed to the appro-
priate component will be deemed not
to have been received by the Depart-
ment until the Assistant Secretary for
Administration and Management has
forwarded the request to the appro-
priate component which has the record
and that component has received the
request. When the component receives
an improperly addressed request, it
shall notify the requester of the date
on which it received the request. Ac-
cordingly, a request for access shall be
deemed received on the date that it is
received in the appropriate component.

(d) Date for determining responsive
records. In determining the extent to
which records are responsive to a re-
quest for access, a component ordi-
narily will include only those records
within the component’s possession and
control as of the date of its receipt of
the request.

(e) First party requests. A request for
access by the individual data subject
for his or her own records shall be proc-
essed both under the Freedom of Infor-
mation Act (FOIA) and the Privacy Act
(PA).

§71.4 Form and content of component
responses.

(a) Form of notice granting request for
access. A request by the individual data
subject for access to his or her own
records shall not be denied unless both
a Privacy Act exemption and a Free-
dom of Information Act exemption
apply to the requested records. A com-
ponent shall make a determination
within 30 days to grant or deny a re-
quest for access in whole or in part. If
the request is granted in whole, the
component shall so notify the re-
quester in writing. The notice shall de-
scribe the manner in which access to
the record will be granted and shall in-
form the requester of any fees to be
charged in accordance with §71.6.

(b) Form of notice denying request for
access. A component denying a request
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