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Federal Retirement Thrift Investment Board § 1630.11 

§ 1630.10 Denials of access. 
(a) The Privacy Act Officer or the 

record keeper designee for records cov-
ered by system FRTIB–1, may deny an 
individual access to his or her record if: 

(1) In the opinion of the Privacy Act 
Officer or the record keeper designee, 
the individual seeking access has not 
provided proper identification to per-
mit access; or 

(2) The Board has published rules in 
the FEDERAL REGISTER exempting the 
pertinent system of records from the 
access requirement. 

(b) If access is denied, the requester 
shall be informed of the reasons for de-
nial and the procedures for obtaining a 
review of the denial. 

[55 FR 18852, May 7, 1990, as amended at 64 
FR 67695, Dec. 3, 1999] 

§ 1630.11 Requirements for requests to 
amend records. 

(a) TSP records. (1) A spouse, former 
spouse or beneficiary of a TSP partici-
pant who wants to correct or amend his 
or her record must write to the TSP 
record keeper. A participant in the 
TSP who wants to correct or amend a 
TSP record pertaining to him or her 
shall submit a written request in ac-
cordance with the following chart: 

To correct or amend a TSP record 

If the type of record is: 

If you are a 
participant 

who is a cur-
rent Federal 
employee 
write to: 

If you are a 
participant 

who has sep-
arated from 
Federal em-

ployment 
write to: 

Personnel or personal 
records (e.g., age, ad-
dress, Social Security 
number, date of birth)..

Write to your 
employing 
agency..

Write to TSP 
record 
keeper. 

The agency’s and the par-
ticipant’s contributions, 
and adjustments to con-
tributions..

Write to your 
employing 
agency..

Write to your 
former em-
ploying 
agency. 

Earnings, investment alloca-
tion, interfund transfers, 
loans, loan repayments, 
and withdrawals.

Write to TSP 
record 
keeper..

Write to TSP 
record 
keeper. 

(2) The address of the record keeper 
is listed in § 1630.4(a). 

(3) Requests for amendments which 
are claims for money because of admin-
istrative error will be processed in ac-
cordance with the Board’s Error Cor-
rection regulations found at 5 CFR part 
l605. Sections 1630.12(b)–1630.14 of this 

part do not apply to such money claim 
amendments to TSP records as the 
Error Correction regulations are an 
equivalent substitute. Non-money 
claim TSP record appeals are covered 
by §§ 1630.12–1630.14, or if covered by the 
above chart the employing, or former 
employing, agency’s Privacy Act proce-
dures. 

(4) Corrections to TSP account 
records which are made by the Board, 
its recordkeeper or the employing 
agency or the former employing agency 
on its own motion because of a de-
tected administrative error will be ef-
fected without reference to Privacy 
Act procedures. 

(5) A participant in the TSP who is 
currently employed by a Federal agen-
cy should be aware that the employing 
agency provides to the Board personal 
and payroll records on the participant, 
such as his or her date of birth, Social 
Security number, retirement code, ad-
dress, loan repayments, the amount of 
participant’s contribution, amount of 
the Government’s contribution, if the 
participant is covered by the Federal 
Employees’ Retirement System Act 
(FERSA, 5 U.S.C. Chapter 84), and ad-
justments to contributions. Requests 
submitted to the Board, or its record-
keeper, to correct information pro-
vided by the employing Federal agency 
will be referred to the employing agen-
cy. The reason for this referral is that 
the Board receives information periodi-
cally for the TSP accounts; if the em-
ploying agency does not resolve the al-
leged error, the Board will continue to 
receive the uncorrected information 
periodically regardless of a one-time 
Board correction. The employing agen-
cy also has custody of the election 
form (which is maintained in the Offi-
cial Personnel Folder). Requests for 
amendment or correction of records de-
scribed in this paragraph should be 
made to the employing agency. 

(b) Non-TSP records. (1) Any other in-
dividual who wants to correct or 
amend a record pertaining to him or 
her shall submit a written request to 
the Board’s Privacy Act Officer whose 
address is listed in § 1630.4. The words 
‘‘Privacy Act—Request to Amend 
Record’’ should be written on the letter 
and the envelope. 
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(2) The request for amendment or 
correction of the record should, if pos-
sible, state the exact name of the sys-
tem of records as published in the FED-
ERAL REGISTER; a precise description of 
the record proposed for amendment; a 
brief statement describing the informa-
tion the requester believes to be inac-
curate or incomplete, and why; and the 
amendment or correction desired. If 
the request to amend the record is the 
result of the individual’s having gained 
access to the record in accordance with 
§§ 1630.4, 1630.5, 1630.6 or § 1630.7, copies 
of previous correspondence between the 
requester and the Board should be at-
tached, if possible. 

(3) If the individual’s identity has not 
been previously verified, the Board 
may require documentation of identi-
fication as described in § 1630.7. 

[55 FR 18852, May 7, 1990, as amended at 64 
FR 67694, 67695, Dec. 3, 1999] 

§ 1630.12 Action on request to amend a 
record. 

(a) For TSP records, the record keep-
er will acknowledge a request for 
amendment of a record, which is to be 
decided by that office in accordance 
with the chart in § 1630.11, within 10 
work days. Requests received by the 
record keeper which are to be decided 
by the current or former employing 
agency will be sent to that agency by 
the record keeper within 3 work days of 
the date of receipt. A copy of the trans-
mittal letter will be sent to the re-
quester. 

(b) For non-TSP records, the Privacy 
Act Officer will acknowledge a request 
for amendment of a record within 10 
work days of the date the Board re-
ceives it. If a decision cannot be made 
within this time, the requester will be 
informed by mail of the reasons for the 
delay and the date when a reply can be 
expected, normally within 30 work days 
from receipt of the request. 

(c) The final response will include the 
decision whether to grant or deny the 
request. If the request is denied, the re-
sponse will include: 

(1) The reasons for the decision; 
(2) The name and address of the offi-

cial to whom an appeal should be di-
rected; 

(3) The name and address of the offi-
cial designated to assist the individual 
in preparing the appeal; 

(4) A description of the appeal proc-
ess with the Board; and 

(5) A description of any other proce-
dures which may be required of the in-
dividual in order to process the appeal. 

[55 FR 18852, May 7, 1990, as amended at 64 
FR 67695, Dec. 3, 1999] 

§ 1630.13 Procedures for review of de-
termination to deny access to or 
amendment of records. 

(a) Individuals who disagree with the 
refusal to grant them access to or to 
amend a record about them should sub-
mit a written request for review to the 
Executive Director, Federal Retire-
ment Thrift Investment Board, 1250 H 
Street, NW., Washington, DC 20005. The 
words ‘‘PRIVACY ACT—APPEAL’’ 
should be written on the letter and the 
envelope. Individuals who need assist-
ance preparing their appeal should con-
tact the Board’s Privacy Act Officer. 

(b) The appeal letter must be re-
ceived by the Board within 30 calendar 
days from the date the requester re-
ceived the notice of denial. At a min-
imum, the appeal letter should iden-
tify: 

(1) The records involved; 
(2) The date of the initial request for 

access to or amendment of the record; 
(3) The date of the Board’s denial of 

that request; and 
(4) The reasons supporting the re-

quest for reversal of the Board’s deci-
sion. 

Copies of previous correspondence from 
the Board denying the request to ac-
cess or amend the record should also be 
attached, if possible. 

(c) The Board reserves the right to 
dispose of correspondence concerning 
the request to access or amend a record 
if no request for review of the Board’s 
decision is received within 180 days of 
the decision date. Therefore, a request 
for review received after 180 days may, 
at the discretion of the Privacy Act Of-
ficer, be treated as an initial request to 
access or amend a record. 

[55 FR 18852, May 7, 1990, as amended at 59 
FR 55331, Nov. 7, 1994] 
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