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Service. Requests for notification should be 
made by mail or delivered personally be-
tween the hours of 9:00 a.m. and 5:30 of any 
day excluding Saturdays, Sundays, and legal 
holidays to: Privacy Act Request, Freedom 
of Information and Privacy Act Officer, 
United States Secret Service, Suite 3000, 950 
H Street, NW., Washington, DC 20373–5802. 

a. Identification requirements. In addition to 
the requirements specified in 31 CFR 1.26, 
each request for notification, access or 
amendment of records made by mail shall 
contain the requesting individual’s date and 
place of birth and a duly notarized statement 
signed by the requester asserting his or her 
identity and stipulating that the requesting 
individual understands that knowingly or 
willfully seeking or obtaining access to 
records about another person under false pre-
tences is punishable by a fine of up to $5,000. 

b. Individuals making requests in person. In-
dividuals making requests in person will be 
required to exhibit acceptable identifying 
documents such as employee identification 
numbers, drivers licenses, medical cards or 
other documents sufficient to verify the 
identity of the requester. 

c. Physical inspection of records. Upon deter-
mining that a request for the physical in-
spection of records is to be granted, the re-
quester shall be notified in writing of the de-
termination, and when and where the re-
quested records may be inspected. The in-
spection of records will be conducted at the 
Secret Service field office or other facility 
located nearest to the residence of the indi-
vidual making the request. Such inspection 
shall be conducted during the regular busi-
ness hours of the Secret Service Field Office 
or other facility where the disclosure is 
made. A person of his or her own choosing 
may accompany the individual making the 
request provided the individual furnishes a 
written statement authorizing the disclosure 
of that individual’s record in the accom-
panying person’s presence. Any disclosure of 
a record will be made in the presence of a 
representative of the United States Secret 
Service. 

3. Requests for amendment of records. Initial 
determination under 31 CFR part 1, whether 
to grant requests to amend records will be 
made by the Freedom of Information and 
Privacy Act Officer. Requests should be 
mailed or delivered personally between the 
hours of 9:00 a.m. and 5:30 p.m. to: Privacy 
Act Amendment Request, Freedom of Infor-
mation and Privacy Acts Officer, United 
States Secret Service, Suite 3000, 950 H 
Street, NW., Washington, DC 20373–5802. 

4. Administrative appeal of initial determina-
tions refusing amendment of records. Appellate 
determinations, including extensions of time 
on appeal, with respect to records of the 
United States Secret Service will be made by 
the Deputy Director, United States Secret 
Service. Appeals may be mailed or delivered 

personally to: Privacy Act Amendment Ap-
peal, Deputy Director, United States Secret 
Service, 950 H Street, NW., Suite 8300, Wash-
ington, DC 20373–5802. 

5. Statements of disagreement. ‘‘Statements 
of Disagreements’’ under 31 CFR 1.27 (e)(4)(i) 
shall be filed with the official signing of the 
notification of refusal to amend at the ad-
dress indicated in the letter of notification 
within 35 days of the date of such notifica-
tion and should be limited to one page. 

6. Service of process. Service of process will 
be received by the United States Secret 
Service General Counsel and shall be deliv-
ered to the following location: General Coun-
sel, United States Secret Service, Suite 8300, 
950 H Street, NW., Washington, DC 20373–5802. 

7. Annual notice of systems of records. The 
annual notice of systems of records is pub-
lished by the Office of the Federal Register, 
as specified in 5 U.S.C. 552a(f). The publica-
tion is entitled ‘‘Privacy Act Issuances’’. 
Any specific requirements for access, includ-
ing identification requirements, in addition 
to the requirements set forth in 31 CFR 1.26 
and 1.27 are indicated in the notice for the 
pertinent system. 

[52 FR 26305, July 14, 1987, as amended at 66 
FR 9959, Feb. 13, 2001; 75 FR , Jan. 5, 2010] 

APPENDIX E TO SUBPART C OF PART 1— 
BUREAU OF ALCOHOL, TOBACCO AND 
FIREARMS 

1. In general. This appendix applies to the 
Bureau of Alcohol, Tobacco and Firearms. It 
sets forth specific notification and access 
procedures with respect to particular sys-
tems of records, identifies the officers des-
ignated to make the initial determinations 
with respect to notification and access to 
records and accountings of disclosures of 
records. This appendix also sets forth the 
specific procedures for requesting amend-
ment of records and identifies the officers 
designated to make the initial and appellate 
determinations with respect to requests for 
amendment of records. It identifies the offi-
cers designated to grant extensions of time 
on appeal, the officers with whom ‘‘State-
ments of Disagreement’’ may be filed, the of-
ficer designated to receive service of process 
and the addresses for delivery of requests, 
appeals, and service of process. In addition, 
it references the notice of systems of records 
and notices of the routine uses of the infor-
mation in the system required by 5 U.S.C. 
552a (3) (4) and (11) and published annually by 
the Office of the Federal Register in ‘‘Pri-
vacy Act Issuances’’. 

2. Requests for notification and access to 
records and accountings of disclosures. Initial 
determination under 31 CFR 1.26, whether to 
grant requests for notification and access to 
records and accountings of disclosures for 
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the Bureau of Alcohol, Tobacco, and Fire-
arms, will be made by the Chief, Disclosure 
Branch, Office of the Assistant to the Direc-
tor or the delegate of such officer. Requests 
may be mailed or delivered in person to: Pri-
vacy Act Request, Chief, Disclosure Branch, 
Room 4406, Bureau of Alcohol, Tobacco and 
Firearms, 1200 Pennsylvania Avenue, NW., 
Washington, DC 20226. 

3. Requests for amendment of record. Initial 
determinations under 31 CFR 1.27 (a) through 
(d) with respect to requests to amend records 
maintained by the Bureau of Alcohol, To-
bacco and Firearms will be made by the 
Chief, Disclosure Branch, Office of the As-
sistant to the Director. Requests for amend-
ment of records may be mailed or delivered 
in person to: Privacy Act Request, Chief, 
Disclosure Branch, Room 4406, Bureau of Al-
cohol, Tobacco and Firearms, 1200 Pennsyl-
vania Avenue, NW., Washington, DC 20226. 

4. Verification of identity. (a) In addition to 
the requirements specified in 31 CFR 1.26(d) 
of this appendix, each request for notifica-
tion, access or amendment of records made 
by mail shall contain the requesting individ-
ual’s date and place of birth and a statement 
signed by the requester asserting his or her 
identity and stipulating that the requester 
understands that knowingly or willfully 
seeking or obtaining access to records about 
another person under false pretenses is a 
misdemeanor and punishable by a fine of up 
to $5,000 provided, that the Bureau of Alco-
hol, Tobacco and Firearms may require a 
signed notarized statement verifying the 
identity of the requester. 

(b) Individuals making requests in person 
will be required to exhibit at least two ac-
ceptable identifying documents such as em-
ployee identification cards, driver’s license, 
medical cards, or other documents sufficient 
to verify the identity of the requester. 

(c) The parent or guardian of a minor or a 
person judicially determined to be incom-
petent, shall in addition to establishing the 
identity of the minor or other person he rep-
resents as required in (a) and (b), establish 
his own parentage or guardianship by fur-
nishing a copy of a birth certificate showing 
parentage (or other satisfactory documenta-
tion) or a court order establishing the guard-
ianship. 

5. Request for physical inspection of records. 
Upon determining that a request for the 
physical inspection of records is to be grant-
ed, the requester shall be notified in writing 
of the determination, and when and where 
the records may be inspected. The inspection 
of records will be made at the Bureau of Al-
cohol, Tobacco and Firearms Field Office or 
other facility located nearest to the resi-
dence of the individual making the request. 
Such inspection shall be conducted during 
the regular business hours of the field office 
or other facility where the disclosure is 
made. A person of the requester’s own choos-

ing may accompany the requester provided 
the requester furnishes a written statement 
authorizing the disclosure of the requester’s 
record in the accompanying person’s pres-
ence. The record inspection will be made in 
the presence of a representative of the Bu-
reau. Following the inspection of the record, 
the individual will acknowledge in writing 
the fact that he or she had an opportunity to 
inspect the requested record. 

6. Requests for copies of records without prior 
physical inspection. Upon determining that an 
individual’s request for copies of his or her 
records without prior physical inspection is 
to be granted, the requester shall be notified 
in writing of the determination, and the lo-
cation and time for his or her receipt of the 
requested copies. The copies will be made 
available at the Bureau of Alcohol, Tobacco 
and Firearms field office or other facility lo-
cated nearest to the residence of the indi-
vidual making the request. Copies shall be 
received by the requester during the regular 
business hours of the field office or other fa-
cility where the disclosure is made. Transfer 
of the copies to the individual shall be condi-
tioned upon payment of copying costs and 
his presentation of at least two acceptable 
identifying documents such as employee 
identification cards, driver’s license, medical 
cards, or other documents sufficient to 
verify the identity of the requester. Fol-
lowing the receipt of the copies, the indi-
vidual will acknowledge receipt in writing. 

7. Administrative appeal of initial determina-
tion refusing to amend record. Appellate deter-
minations under 31 CFR 1.27(e) with respect 
to records of the Bureau of Alcohol, Tobacco 
and Firearms, including extensions of time 
on appeal, will be made by the Director or 
the delegate of such officer. Appeals should 
be addressed to, or delivered in person to: 
Privacy Act Amendment Appeal, Director, 
Bureau of Alcohol, Tobacco and Firearms, 
Room 4406, 1200 Pennsylvania Avenue, NW., 
Washington, DC 20226. 

8. Statements of disagreement. ‘‘Statements 
of Disagreement’’ as described in 31 CFR 
1.27(e) (4) shall be filed with the official sign-
ing the notification within 35 days of the 
date of such notification and should be lim-
ited to one page. 

9. Service of process. Service of process will 
be received by the Director of the Bureau of 
Alcohol, Tobacco and Firearms or the dele-
gate of such official and shall be delivered to 
the following location: Director, Bureau of 
Alcohol, Tobacco and Firearms, 1200 Penn-
sylvania Avenue, NW., Washington, DC 20226, 
Attention: Chief Counsel. 

10. Annual notice of systems of records. The 
annual notice of systems of records is pub-
lished by the Office of the Federal Register, 
as specified in 5 U.S.C. 552a(f). The publica-
tion is entitled ‘‘Privacy Act Issuances’’. 
Any specific requirements for access, includ-
ing identification requirements, in addition 
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to the requirements set forth in 31 CFR 1.26 
and 1.27 are indicated in the notice for each 
pertinent system. 

APPENDIX F TO SUBPART C OF PART 1— 
BUREAU OF ENGRAVING AND PRINTING 

1. In general. This appendix applies to the 
Bureau of Engraving and Printing. It sets 
forth specific notification and access proce-
dures with respect to particular systems of 
records including identification require-
ments, identifies the officers designated to 
make the initial determinations with respect 
to notification and access to records and ac-
countings of disclosures of records. This ap-
pendix also sets forth the specific procedures 
for requesting amendment of records and 
identifies the officers designated to make 
the initial and appellate determinations 
with respect to requests for amendment of 
records. It identifies the officers designated 
to grant extensions of time on appeal, the of-
ficers with whom ‘‘Statements of Disagree-
ment may be filed, the officer designated to 
receive service of process and the addresses 
for delivery of requests, appeals, and service 
of process. In addition, it references the no-
tice of systems of records and notices of the 
routine uses of the information in the sys-
tem required by 5 U.S.C. 552a (e) (4) and (11) 
and published annually by the Office of the 
Federal Register in ‘‘Privacy Act Issuances.’’ 

2. Requests for notification and access to 
records and accountings of disclosures. Initial 
determinations under 31 CFR 1.26, whether to 
grant requests for notification and access to 
records and accountings of disclosures for 
the Bureau of Engraving and Printing, will 
be made by the head of the organizational 
unit having immediate custody of the 
records requested, or the delegate of such of-
ficial. Requests for access to records con-
tained within a particular system of records 
should be submitted to the address indicated 
for that system in the access section of the 
notices published by the Office of the Fed-
eral Register in ‘‘Privacy Act Issuances.’’ 
Requests for information and specific guid-
ance should be addressed to: Privacy Act Re-
quest, Disclosure Officer (Executive Assist-
ant to the Director), Room 104–18M, Bureau 
of Engraving and Printing, Washington, DC 
20228. 

3. Requests for amendment of records. Initial 
determination under 31 CFR 1.27 (a) through 
(d), whether to grant request to amend 
records will be made by the head of the orga-
nizational unit having immediate custody of 
the records or the delegate of such official. 
Requests for amendment should be addressed 
as indicated in the appropriate system notice 
in ‘‘Privacy Act Issuances’’ published by the 
Office of the Federal Register. Requests for 
information and specific guidance on where 
to send requests for amendment should be 
addressed to: Privacy Act Amendment Re-

quest, Disclosure Officer (Executive Assist-
ant to the Director), Bureau of Engraving 
and Printing, Room 104–18M, Washington, DC 
20228. 

4. Administrative appeal of initial determina-
tions refusing amendment of records. Appellate 
determinations refusing amendment of 
records under 31 CFR 1.27(e) including exten-
sions of time on appeal, with respect to 
records of the Bureau of Engraving and 
Printing will be made by the Director of the 
Bureau or the delegate of such officer. Ap-
peals made by mail should be addressed to, 
or delivered personally to: Privacy Act 
Amendment Appeal, Disclosure Officer (Ex-
ecutive Assistant to the Director), Room 104– 
18M, Bureau of Engraving and Printing, 
Washington, DC 20228. 

5. Statements of disagreement. ‘‘Statements 
of Disagreement’’ under 31 CFR 1.27(e)(4)(8) 
shall be filed with the official signing the no-
tification of refusal to amend at the address 
indicated in the letter of notification within 
35 days of the date of such notification and 
should be limited to one page. 

6. Service of process. Service of process will 
be received by the Chief Counsel of the Bu-
reau of Engraving and Printing and shall be 
delivered to the following location: Chief 
Counsel, Bureau of Engraving and Printing, 
Room 109–M, 14th and C Streets, SW., Wash-
ington, DC 20228. 

7. Verification of identity. An individual 
seeking notification or access to records, or 
seeking to amend a record, or seeking an ac-
counting of disclosures, must satisfy one of 
the following identification requirements be-
fore action will be taken by the Bureau of 
Engraving and Printing on any such request: 

(i) An individual appearing in person may 
establish identity by the presentation of a 
single document bearing a photograph (such 
as a passport or identification badge) or by 
the presentation of two items of identifica-
tion which do not bear a photograph, but do 
bear both a name and signature (such as a 
credit card). 

(ii) An individual may establish identity 
through the mail by a signature, address, 
and one other identifier such as a photocopy 
of a driver’s license or other document bear-
ing the individual’s signature. 

(iii) Notwithstanding subdivisions (i) and 
(ii) of this subparagraph, an individual who 
so desires, may establish identity by pro-
viding a notarized statement, swearing or af-
firming to such individual’s identity and to 
the fact that the individual understands the 
penalties provided in 5 U.S.C. 552a(1)(3) for 
requesting or obtaining access to records 
under false pretenses. 

Notwithstanding subdivision (i), (ii), or 
(iii) of this subparagraph, the Executive As-
sistant or other designated official may re-
quire additional proof of an individual’s 
identity before action will be taken on any 
request if such official determines that it is 
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