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§6.31

will help in the processing of a request
if the request letter contains the com-
plete name and identifying number of
the system as published in the FED-
ERAL REGISTER; the full name and ad-
dress of the subject individual; a brief
description of the nature, time, place,
and circumstances of the individual’s
association with FEMA; and any other
information which the individual be-
lieves would help the system manager
to determine whether the information
about the individual is included in the
system of records. The system manager
shall answer or acknowledge the re-
quest within 10 workdays of its receipt
by FEMA.

(b) The system manager, at his dis-
cretion, may accept oral requests for
access subject to verification of iden-
tity.

§6.31 Special requirements for med-
ical records.

(a) A system manager who receives a
request from an individual for access to
those official medical records which be-
long to the U.S. Office of Personnel
Management and are described in
Chapter 339, Federal Personnel Manual
(medical records about entrance quali-
fications or fitness for duty, or medical
records which are otherwise filed in the
Official Personnel Folder), shall refer
the pertinent system of records to a
Federal Medical Officer for review and
determination in accordance with this
section. If no Federal Medical Officer is
available to make the determination
required by this section, the system
manager shall refer the request and the
medical reports concerned to the Office
of Personnel Management for deter-
mination.

(b) If, in the opinion of a Federal
Medical Officer, medical records re-
quested by the subject individual indi-
cate a condition about which a prudent
physician would hesitate to inform a
person suffering from such a condition
of its exact nature and probable out-
come, the system manager shall not re-
lease the medical information to the
subject individual nor to any person
other than a physician designated in
writing by the subject individual, or
the guardian or conservator of the indi-
vidual.
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(c) If, in the opinion of a Federal
Medical Officer, the medical informa-
tion does not indicate the presence of
any condition which would cause a pru-
dent physician to hesitate to inform a
person suffering from such a condition
of its exact nature and probable out-
come, the system manager shall re-
lease it to the subject individual or to
any person, firm, or organization which
the individual authorizes in writing to
receive it.

§6.32

(a) Upon receipt of a request for ac-
cess to non-exempt records, the system
manager shall make these records
available to the subject individual or
shall acknowledge the request within
10 workdays of its receipt by FEMA.
The acknowledgment shall indicate
when the system manager will make
the records available.

(b) If the system manager anticipates
more than a 10 day delay in making a
record available, he or she also shall
include in the acknowledgment specific
reasons for the delay.

(c) If a subject individual’s request
for access does not contain sufficient
information to permit the system man-
ager to locate the records, the system
manager shall request additional infor-
mation from the individual and shall
have 10 workdays following receipt of
the additional information in which to
make the records available or to ac-
knowledge receipt of the request and
indicate when the records will be avail-
able.

(d) Records will be available for au-
thorized access during normal business
hours at the offices where the records
are located. A requestor should be pre-
pared to identify himself or herself by
signature; i.e., to note by signature the
date of access and/or produce other
identification verifying the signature.

(e) Upon request, a system manager
shall permit an individual to examine
the original of a non-exempt record,
shall provide the individual with a
copy of the record, or both. Fees shall
be charged in accordance with subpart
F.

(f) An individual may request to pick
up a record in person or to receive it by
mail, directed to the name and address

Granting access.
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