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relate to personnel records of Govern-
ment employees, which are under the 
jurisdiction of the Civil Service Com-
mission, and, thus, subject to regula-
tions issued by such Commission. The 
regulations set forth the procedures by 
which individuals may request notifi-
cation of whether the Joint Board 
maintains or has disclosed a record 
pertaining to them or may seek access 
to such records maintained in any non- 
exempt system of records, request 
amendment of such records, and appeal 
any initial adverse determination with 
respect to any such request. 

§ 903.2 Definitions. 

(a) The term agency includes any ex-
ecutive department, military depart-
ment, Government corporation, Gov-
ernment controlled corporation, or 
other establishment in the executive 
branch of the Government (including 
the Executive Office of the President), 
or any independent regulatory agency 
(see 5 U.S.C. 552(e)); 

(b) The term individual means a cit-
izen of the United States or an alien 
lawfully admitted for permanent resi-
dence; 

(c) The term maintain includes main-
tain, use, collect or disseminate; 

(d) The term record means any item, 
collection, or grouping of information 
about an individual that is maintained 
by the Joint Board, including, but not 
limited to, his education, financial 
transactions, medical history, and 
criminal or employment history and 
that contains his name, or the identi-
fying number, symbol, or other identi-
fying particular assigned to the indi-
vidual such as a finger or voice print or 
a photograph; 

(e) The term system of records means a 
group of any records under the control 
of the Joint Board from which informa-
tion is retrieved by the name of the in-
dividual or by some identifying num-
ber, symbol, or other identifying par-
ticular assigned to the individual; 

(f) The term routine use means, with 
respect to the disclosure of a record, 
the use of such record for a purpose 
which is compatible with the purpose 
for which it was collected. 

§ 903.3 Procedures for notification 
with respect to records regarding 
individuals. 

(a) Procedures for notification. The 
systems of records maintained by the 
Joint Board are listed annually as re-
quired by the Privacy Act of 1974. Any 
individual, who wishes to know wheth-
er a system of records contains a 
record regarding him, may write to the 
Executive Director, Joint Board for the 
Enrollment of Actuaries, c/o U.S. De-
partment of the Treasury, Washington, 
DC 20220. Requests may also be deliv-
ered personally to the Executive Direc-
tor, Joint Board for the Enrollment of 
Actuaries, 2401 E Street, NW., suite 
1537, Washington, D.C. between the 
hours of 9 a.m. and 5 p.m. on workdays. 
Any such inquiry will be acknowledged 
in writing within 10 days (excluding 
Saturdays, Sundays and legal public 
holidays) of receipt of the request. 

(b) Requests. A request for notifica-
tion of whether a record exists shall: 

(1) Be made in writing and signed by 
the person making the request, who 
must be the individual about whom the 
record is maintained, or his duly au-
thorized representative (see § 903.7); 

(2) State that it is made pursuant to 
the Privacy Act, 5 U.S.C. 552a, or the 
regulations contained in this part; 

(3) Furnish the name of the system of 
records with respect to which notifica-
tion is sought, as specified in the sys-
tems notices published in the FEDERAL 
REGISTER, Volume 40, No. 167; 

(4) Mark ‘‘Privacy Act Request’’ on 
the request and on the envelope in 
which the request is contained; 

(5) Be addressed as specified in para-
graph (a) of this section, unless person-
ally delivered; and 

(6) Meet the requirements set forth in 
paragraph (c) of this section. 

(c) Verification of identity. Notifica-
tion of the existence of records in cer-
tain systems maintained by the Joint 
Board will not be made unless the indi-
vidual requester’s identity is verified. 
Where applicable, requirements for 
verification of identity are specified in 
the notices of systems published in the 
FEDERAL REGISTER, Volume 40, No. 167. 

(d) Date of receipt of request. A request 
for notification with respect to records 
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shall be considered to have been re-
ceived on the date on which the re-
quirements of paragraphs (a), (b) and 
(c) of this section have been satisfied. 
Requests for notification shall be 
stamped with the date of receipt by the 
Office of the Executive Director. 

(e) Exemptions. The procedures pre-
scribed under paragraphs (a), (b) and (c) 
of this section shall not apply to: (1) 
Systems of records exempted pursuant 
to 5 U.S.C. 552a(k); (2) information 
compiled in reasonable anticipation of 
a civil action or proceeding (see 5 
U.S.C. 552a(d) (5); or (3) information re-
garding an individual which is con-
tained in, and inseparable from, an-
other individual’s record. 

(f) Notification of determination—(1) In 
general. The Executive Director shall, 
except as otherwise provided in this 
paragraph, notify an individual re-
quester as to whether or not a system 
of records contains a record regarding 
such individual. Such notification shall 
be made within 30 days (excluding Sat-
urdays, Sundays and legal public holi-
days) after the date of receipt of the re-
quest, as determined in accordance 
with paragraph (d) of this section. If it 
is not possible to respond within 30 
days, the Executive Director will in-
form the requester, stating the reasons 
for the delay (e.g., volume of records 
involved, need to consult other agen-
cies, or the difficulty of the legal issues 
involved) and when a response will be 
dispatched. 

(2) Denial of request. When it is deter-
mined that a request for notification 
with respect to records will be denied 
(whether in whole or in part or subject 
to conditions or exceptions), the person 
making the request shall be so notified 
by mail in accordance with paragraph 
(f)(1) of this section. The letter of noti-
fication shall set forth the name and 
title or position of the responsible offi-
cial. 

(3) Records exempt in whole or in part. 
(i) When an individual requests notifi-
cation with respect to records con-
cerning himself which have been com-
piled in reasonable anticipation of a 
civil action or proceeding either in a 
court or before an administrative tri-
bunal, the Executive Director will nei-
ther confirm nor deny the existence of 
the record but shall advise the indi-

vidual only that no record with respect 
to the existence of which he is entitled 
to be notified pursuant to the Privacy 
Act of 1974 has been identified. 

(ii) Requests for records which have 
been exempted from the requirement of 
notification pursuant to 5 U.S.C. 
552a(k)(2) shall be responded to in the 
manner provided in paragraph (f)(3)(i) 
of this section. 

§ 903.4 Procedures for access to 
records and accountings of disclo-
sures from records, regarding indi-
viduals. 

(a) Access. The Executive Director of 
the Joint Board shall, upon request by 
any individual to gain access to a 
record regarding him which is con-
tained in a system of records main-
tained by the Joint Board, or to an ac-
counting of a disclosure from such 
record made pursuant to 5 U.S.C. 
552a(c)(1), permit that individual, and, 
upon his/her request, a person he/she 
chooses to accompany him/her, to re-
view the record or any such accounting 
and have a copy made of all or any por-
tion thereof in a form comprehensible 
to the individual, except that the Exec-
utive Director may require the indi-
vidual to furnish a written statement 
authorizing discussion of that individ-
ual’s record in the accompanying per-
son’s presence. Such request may be 
addressed to the Executive Director, 
Joint Board for the Enrollment of Ac-
tuaries, c/o U.S. Department of the 
Treasury, Washington, DC 20220. Re-
quests may also be delivered personally 
to the Executive Director, Joint Board 
for the Enrollment of Actuaries, 2401 E 
Street, NW., suite 1537, Washington, 
DC, between the hours of 9 a.m. and 5 
p.m. on workdays. Any such inquiry 
will be acknowledged in writing within 
10 days (excluding Saturdays, Sundays 
and legal public holidays) of receipt of 
the request (see paragraph (e) of this 
section). 

(b) Requests. A request for access to 
records or accountings of disclosure 
from records, shall: 

(1) Be signed in writing by the person 
making the request, who must be the 
individual about whom the record is 
maintained, or his duly authorized rep-
resentative (see § 903.7); 
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