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(f) Record keeper means the entity 
that is engaged by the Board to per-
form record keeping services for the 
TSP; 

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

(h) System manager means the official 
of the Board who is responsible for the 
maintenance, collection, use, distribu-
tion, or disposal of information con-
tained in a system of records; 

(i) System of records means a group of 
any records under the control of the 
Board from which information is re-
trieved by the name of the individual 
or other identifying particular assigned 
to the individual; 

(j) 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 13 U.S.C. 8; 

(k) Subject individual means the indi-
vidual by whose name or other identi-
fying particular a record is maintained 
or retrieved; 

(l) TSP means the Thrift Savings 
Plan which is administered by the 
Board pursuant to 5 U.S.C. 8351 and 
chapter 84 (subchapters III and VII); 

(m) TSP participant means any indi-
vidual for whom a TSP account has 
been established. This includes former 
participants, i.e., participants whose 
accounts have been closed; 

(n) TSP records means those records 
maintained by the record keeper; 

(o) VRS (Voice Response System) 
means the fully automated telephone 
information system for TSP account 
records; 

(p) Work days as used in calculating 
the date when a response is due, in-
cludes those days when the Board is 
open for the conduct of Government 
business and does not include Satur-
days, Sundays and Federal holidays. 

[55 FR 18852, May 7, 1990, as amended at 64 
FR 67693, 67695, Dec. 3, 1999] 

§ 1630.3 Publication of systems of 
records maintained. 

(a) Prior to the establishment or re-
vision of a system of records, the Board 

will publish in the FEDERAL REGISTER 
notice of any new or intended use of 
the information in a system or pro-
posed system and provide interested 
persons with a period within which to 
comment on the new or revised system. 
Technical or typographical corrections 
are not considered to be revisions of a 
system. 

(b) When a system of records is estab-
lished or revised, the Board will pub-
lish in the FEDERAL REGISTER a notice 
about the system. The notice shall in-
clude: 

(1) The system name, 
(2) The system location, 
(3) The categories of individuals cov-

ered by the system, 
(4) The categories of records in the 

system, 
(5) The Board’s authority to main-

tain the system, 
(6) The routine uses of the system, 
(7) The Board’s policies and practices 

for maintenance of the system, 
(8) The system manager, 
(9) The procedures for notification, 

access to and correction of records in 
the system, and 

(10) The sources of information for 
the system. 

§ 1630.4 Request for notification and 
access. 

(a) TSP records. (1) Records on TSP 
participants and the spouses, former 
spouses, and beneficiaries of TSP par-
ticipants are maintained in the Gov-
ernmentwide system of records, 
FRTIB–1, Thrift Savings Plan Records. 
A participant or a spouse, former 
spouse, or beneficiary of a participant 
must make his or her inquiry in ac-
cordance with the chart set forth in 
this paragraph. The mailing address of 
the Thrift Savings Plan Service Office 
is: National Finance Center, PO Box 
61500, New Orleans, LA, 70161–1500. 
Telephone inquiries are subject to the 
verification procedures set forth in 
§ 1630.7. A written inquiry must include 
the name and Social Security number 
of the participant or of the spouse, 
former spouse, or beneficiary of the 
participant, as appropriate. 

To obtain information about or gain access 
to TSP records about you 
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If you want: 
If you are a participant who 

is a current Federal em-
ployee: 

If you are a 
participant 

who has sep-
arated from 
Federal em-

ployment or a 
spouse, 
former 

spouse, or 
beneficiary: 

To make in-
quiry as to 
whether you 
are a sub-
ject of this 
system of 
records..

Call or write to your employ-
ing agency in accordance 
with agency procedures 
for personnel or payroll 
records.

Call or write 
to TSP 
record 
keeper. 

To gain ac-
cess to a 
record about 
you.

Call or write to your employ-
ing agency to request ac-
cess to personnel and 
payroll records regarding 
the agency’s and the par-
ticipant’s contributions, 
and adjustments to con-
tributions. Call or write to 
the TSP record keeper to 
gain access to loan status 
and repayments, earn-
ings, contributions alloca-
tion elections, interfund 
transfers, and withdrawal 
records.

Call or write 
to TSP 
record 
keeper. 

To learn the 
history of 
disclosures 
of records 
about you to 
entities 
other than 
the partici-
pant’s em-
ploying 
agency or 
the Board or 
auditors see 
§ 1630.4 
(a)(4).

Write to TSP record keeper. Write to TSP 
record 
keeper. 

(2) Participants may also inquire 
whether this system contains records 
about them and access certain records 
through the account access section of 
the TSP Web site and the ThriftLine 
(the TSP’s automated telephone sys-
tem). The TSP Web site is located at 
www.tsp.gov. To use the TSP 
ThriftLine, the participant must have 
a touch-tone telephone and call the fol-
lowing number (504) 255–8777. The fol-
lowing information is available on the 
TSP Web site and the ThriftLine: ac-
count balance; available loan amount; 
the status of a monthly withdrawal 
payment; the current status of a loan 
or withdrawal application; and an 
interfund transfer request. To access 
these features the participant will need 
to provide his or her SSN and PIN. 

(3) A Privacy Act request which is in-
correctly submitted to the Board will 
not be considered received until re-
ceived by the record keeper. The Board 
will submit such a Privacy Act request 
to the record keeper within three 
workdays. A Privacy Act request which 
is incorrectly submitted to the record 
keeper will not be considered received 
until received by the employing agen-
cy. The record keeper will submit such 
a Privacy Act request to the employing 
agency within three workdays. 

(4) No disclosure history will be made 
when the Board contracts for an audit 
of TSP financial statements (which in-
cludes the review and sampling of TSP 
account balances). 

(5) No disclosure history will be made 
when the Department of Labor or the 
General Accounting Office audits TSP 
financial statements (which includes 
the review and sampling of TSP ac-
count balances) in accordance with 
their responsibilities under chapter 84 
of title 5 of the U.S. Code. Rather, a re-
quester will be advised that these agen-
cies have statutory obligations to 
audit TSP activities and that in the 
course of such audits they randomly 
sample individual TSP accounts to test 
for account accuracy. 

(b) Non-TSP Board records. An indi-
vidual who wishes to know if a specific 
system of records maintained by the 
Board contains a record pertaining to 
him or her, or who wishes access to 
such records, shall address a written 
request to the Privacy Act Officer, 
Federal Retirement Thrift Investment 
Board, 1250 H Street, NW., Washington, 
DC 20005. The request letter should 
contain the complete name and identi-
fying number of the pertinent system 
as published in the annual FEDERAL 
REGISTER notice describing the Board’s 
Systems of Records; the full name and 
address of the subject individual; the 
subject’s Social Security number if a 
Board employee; a brief description of 
the nature, time, place, and cir-
cumstances of the individual’s prior as-
sociation with the Board; and any 
other information the individual be-
lieves would help the Privacy Act Offi-
cer determine whether the information 
about the individual is included in the 
system of records. In instances where 
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the information is insufficient to en-
sure disclosure to the subject indi-
vidual to whom the record pertains, 
the Board reserves the right to ask the 
requester for additional identifying in-
formation. The words ‘‘PRIVACY ACT 
REQUEST’’ should be printed on both 
the letter and the envelope. 

[55 FR 18852, May 7, 1990, as amended at 59 
FR 55331, Nov. 7, 1994; 64 FR 67693, 67695, Dec. 
3, 1999] 

§ 1630.5 Granting access to a des-
ignated individual. 

(a) An individual who wishes to have 
a person of his or her choosing review 
a record or obtain a copy of a record 
from the Board or the TSP record 
keeper shall submit a signed statement 
authorizing the disclosure of his or her 
record before the record will be dis-
closed. The authorization shall be 
maintained with the record. 

(b) The Board or the TSP record 
keeper will honor any Privacy Act re-
quest (e.g., a request to have access or 
to amend a record) which is accom-
panied by a valid power of attorney 
from the subject of the record. 

[55 FR 18852, May 7, 1990, as amended at 59 
FR 26409, May 20, 1994; 64 FR 67694, Dec. 3, 
1999] 

§ 1630.6 Action on request. 
(a) For TSP records, the record keep-

er designee, and for non-TSP records, 
the Privacy Act Officer will answer or 
acknowledge the inquiry within 10 
work days of the date it is received. 
When the answer cannot be made with-
in 10 work days, the record keeper or 
Privacy Act Officer will provide the re-
quester with the date when a response 
may be expected and, whenever pos-
sible, the specific reasons for the delay. 

(b) At a minimum, the acknowledge-
ment to a request for access shall in-
clude: 

(1) When and where the records will 
be available; 

(2) Name, title and telephone number 
of the official who will make the 
records available; 

(3) Whether access will be granted 
only by providing a copy of the record 
through the mail, or only by examina-
tion of the record in person if the Pri-
vacy Act Officer after consulting with 
the appropriate system manager has 

determined the requester’s access 
would not be unduly impeded; 

(4) Fee, if any, charged for copies 
(See § 1630.16); and 

(5) If necessary, documentation re-
quired to verify the identity of the re-
quester (See § 1630.7). 

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

§ 1630.7 Identification requirements. 

(a) In person. An individual should be 
prepared to identify himself or herself 
by signature, i.e., to note by signature 
the date of access, Social Security 
number, and to produce one photo-
graphic form of identification (driver’s 
license, employee identification, annu-
itant card, passport, etc.). If an indi-
vidual is unable to produce adequate 
identification, the individual must sign 
a statement asserting his or her iden-
tity and acknowledging that know-
ingly or willfully seeking or obtaining 
access to records about another person 
under false pretenses may result in a 
fine of up to $5,000 (see § 1630.18). In ad-
dition, depending upon the sensitivity 
of the records, the Privacy Act Officer 
or record keeper designee after con-
sulting with the appropriate system 
manager may require further reason-
able assurances, such as statements of 
other individuals who can attest to the 
identity of the requester. 

(b) In writing. An individual shall pro-
vide his or her name, date of birth, and 
Social Security number and shall sign 
the request. If a request for access is 
granted by mail and, in the opinion of 
the Privacy Act Officer or record keep-
er designee after consulting with the 
appropriate system manager, the dis-
closure of the records through the mail 
may result in harm or embarrassment 
(if a person other than the subject indi-
vidual were to receive the records), a 
notarized statement of identity or 
some other similar assurance of iden-
tity will be required. 

(c) By telephone. (1) Telephone identi-
fication procedures apply only to re-
quests from participants and spouses, 
former spouses, or beneficiaries of par-
ticipants for information in FRTIB–1, 
Thrift Savings Plan Records, which is 
retrieved by their respective Social Se-
curity numbers. 
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