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(3) Where the requester is a rep-
resentative of the data subject, the re-
quester shall identify the relationship 
with the data subject or the data sub-
ject’s parent or legal guardian, and fur-
nish documentation designating the 
representative as having the authority 
to act on behalf of the data subject. 

(d) When the requester appears in 
person and cannot be identified by 
sight and signature, proof of identity is 
required as follows: 

(1) When a request is from the data 
subject, the means of proof, in order of 
preference, are: 

(i) A document bearing the individ-
ual’s photograph and signature (for ex-
ample, driver’s license, passport, or 
military or civilian identification 
card); or 

(ii) Two documents bearing the indi-
vidual’s signature (for example, Medi-
care card, unemployment insurance 
book, employer identification card, 
major credit card, professional, draft, 
or union membership card). 

(2) When a request is made by the 
parent, legal guardian, or authorized 
representative of the data subject, the 
means of identifying the requester and 
his or her authority for acting on be-
half of the data subject shall be as pre-
scribed in paragraph (c) of this section. 
In addition, the requester shall estab-
lish the identity of the data subject by 
requiring the identifying information 
in paragraph (b) of this section. 

(e) When a written inquiry or request 
is received from the data subject, or 
from the data subject’s parent, legal 
guardian, or authorized representative, 
it should be signed and— 

(1) For an inquiry, contain sufficient 
identifying information about the data 
subject to permit searching of the 
record system(s) and to permit re-
sponse; and 

(2) For an access request— 
(i) From the data subject, contain 

sufficient information to locate the 
record and establish that the requester 
and the data subject are the same (e.g. 
matching signatures); or 

(ii) From the data subject’s parent, 
legal guardian, or authorized rep-
resentative, contain sufficient informa-
tion to locate the record, match iden-
tity with the data subject, and such 
documentation of association or au-

thorization as is prescribed in para-
graphs (c) and (d) of this section. 

(f) The signed request from the data 
subject, or from the data subject’s par-
ent, legal guardian, or authorized rep-
resentative specified in paragraph (c) 
of this section shall be sufficient proof 
of identity of the requester, unless for 
good cause, the system manager or des-
ignee determines that there is a need 
to require some notarized or certified 
evidence of the identity of the re-
quester. 

§ 83.13 Inquiries. 
(a) General inquiries to request as-

sistance in identifying which system of 
records may contain a record about an 
individual may be made in person or by 
mail to the Director, Personnel. 

(b) An inquiry that requests GAO to 
determine if it has, in a given system 
of personnel records, a record about the 
inquirer, should be addressed to the of-
ficial identified in the FEDERAL REG-
ISTER notice for that system. Inquirers 
should specify the name of the system 
of personnel records, if known, as pub-
lished in the FEDERAL REGISTER. Such 
inquiries should contain the identi-
fying data prescribed in § 83.12 before a 
search can be made of that particular 
system of records. 

§ 83.14 Denial of access requests. 
(a) If an access request is denied, the 

official denying the request shall give 
the requester the following informa-
tion: 

(1) The official’s name, position title, 
and business mailing address; 

(2) The date of the denial; 
(3) The reasons for the denial, includ-

ing citation of appropriate sections of 
this or any other applicable part; and 

(4) The individual’s opportunities for 
further administrative consideration, 
including the name, position title, and 
address of the GAO official (see para-
graph (c) of this section) responsible 
for such further review. 

(b) Denial of a request for access to 
records will be made only by the offi-
cial GAO designee and only upon a de-
termination that: 

(1) The record is subject to an exemp-
tion under § 83.21 when the system 
manager has elected to invoke the ex-
emption; or 
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