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Corporation for National and Community Service Pt. 2508 

Dearllll: This is a request under the 
Freedom of Information Act. 

I request that a copy of the following docu-
ments [or documents containing the fol-
lowing information] be provided to me: 
[identify the documents or information as 
specifically as possible]. 
[Sample requester descriptions] 

—A representative of the news media affili-
ated with the llll newspaper (magazine, 
television station, etc.) and this request is 
made as part of news gathering and not for 
commercial use. 

—Affiliated with an educational or non- 
commercial scientific institution, and this 
request is not for commercial use. 

—An individual seeking information for 
personal use and not for commercial use. 

—Affiliated with a private corporation and 
am seeking information for use in the com-
pany’s business. 

[Optional] I am willing to pay fees for this 
request up to a maximum of $llll. If you 
estimate that the fees will exceed this limit, 
please inform me first. 

[Optional] I request a waiver of all fees for 
this request. Disclosure of the requested in-
formation to me is in the public interest be-
cause it is likely to contribute significantly 
to public understanding of the operations or 
activities of government and is not primarily 
in my commercial interest. [Include a spe-
cific explanation.] 

In order to help you determine my status 
to assess fees, you should know that I am 
(insert a suitable description of the requester 
and the purpose of the request). 

Thank you for your consideration of this 
request. 

Sincerely, 

Name llllllllllllllllllll

Address lllllllllllllllllll

City, State, Zip Code llllllllllll

Telephone Number [Optional] llllllll

APPENDIX B TO PART 2507—FREEDOM OF 
INFORMATION ACT APPEAL FOR RE-
LEASE OF INFORMATION (SAMPLE) 

Appeal Officer llllllllllllllll

Name of Agency lllllllllllllll

Address of Agency lllllllllllll

City, State, Zip Code llllllllllll

Re: Freedom of Information Act Appeal. 

Dearllll: This is an appeal under the 
Freedom of Information Act. 

On (date), I requested documents under the 
Freedom of Information Act. My request was 
assigned the following identification number 
llll. On (date), I received a response to 
my request in a letter signed by (name of of-
ficial). I appeal the denial of my request. 

[Optional] The documents that were with-
held must be disclosed under the FOIA be-
cause * * *. 

[Optional] Respond for waiver of fees. I ap-
peal the decision to deny my request for a 
waiver of fees. I believe that I am entitled to 
a waiver of fees. Disclosure of the documents 
I requested is in the public interest because 
the information is likely to contribute sig-
nificantly to public understanding of the op-
eration or activities of government and is 
not primarily in my commercial interest. 
(Provide details) 

[Optional] I appeal the decision to require 
me to pay review costs for this request. I am 
not seeking the documents for a commercial 
use. (Provide details) 

(Optional] I appeal the decision to require 
me to pay search charges for this request. I 
am a reporter seeking information as part of 
news gathering and not for commercial use. 

Thank you for your consideration of this 
appeal. 

Sincerely, 
Name llllllllllllllllllll

Address lllllllllllllllllll

City, State, Zip Code llllllllllll

Telephone Number [Optional] llllllll

PART 2508—IMPLEMENTATION OF 
THE PRIVACY ACT OF 1974 

Sec. 
2508.1 Definitions. 
2508.2 What is the purpose of this part? 
2508.3 What is the Corporation’s Privacy 

Act policy? 
2508.4 When can Corporation records be dis-

closed? 
2508.5 When does the Corporation publish 

its notice of its system of records? 
2508.6 When will the Corporation publish a 

notice for new routine uses of informa-
tion in its system of records? 

2508.7 To whom does the Corporation pro-
vide reports to regarding changes in its 
system of records? 

2508.8 Who is responsible for establishing 
the Corporation’s rules of conduct for 
Privacy Act compliance? 

2508.9 What officials are responsible for the 
security, management and control of 
Corporation record keeping systems? 

2508.10 Who has the responsibility for main-
taining adequate technical, physical, and 
security safeguards to prevent unauthor-
ized disclosure or destruction of manual 
and automatic record systems? 

2508.11 How shall offices maintaining a sys-
tem of records be accountable for those 
records to prevent unauthorized disclo-
sure of information? 

2508.12 What are the contents of the sys-
tems of records that are to be main-
tained by the Corporation? 

2508.13 What are the procedures for acquir-
ing access to Corporation records by an 
individual about whom a record is main-
tained? 

VerDate Mar<15>2010 08:32 Jan 03, 2012 Jkt 223192 PO 00000 Frm 00619 Fmt 8010 Sfmt 8010 Y:\SGML\223192.XXX 223192w
re

ie
r-

av
ile

s 
on

 D
S

K
3T

P
T

V
N

1P
R

O
D

 w
ith

 C
F

R



610 

45 CFR Ch. XXV (10–1–11 Edition) § 2508.1 

2508.14 What are the identification require-
ments for individuals who request access 
to records? 

2508.15 What are the procedures for request-
ing inspection of, amendment or correc-
tion to, or appeal of an individual’s 
records maintained by the Corporation 
other than that individual’s official per-
sonnel file? 

2508.16 What are the procedures for filing an 
appeal for refusal to amend or correct 
records? 

2508.17 When shall fees be charged and at 
what rate? 

2508.18 What are the penalties for obtaining 
a record under false pretenses? 

2508.19 What Privacy Act exemptions or 
control of systems of records are exempt 
from disclosure? 

2508.20 What are the restrictions regarding 
the release of mailing lists? 

AUTHORITY: 5 U.S.C. 552a; 42 U.S.C. 12501 et 
seq.; 42 U.S.C. 4950 et seq. 

SOURCE: 64 FR 19294, Apr. 20, 1999, unless 
otherwise noted. 

§ 2508.1 Definitions. 
(a) Amend means to make a correc-

tion to, or expunge any portion of, a 
record about an individual which that 
individual believes is not accurate, rel-
evant, timely, or complete. 

(b) Appeal Officer means the indi-
vidual delegated the responsibility to 
act on all appeals filed under the Pri-
vacy Act. 

(c) Chief Executive Officer means the 
Head of the Corporation. 

(d) Corporation means the Corpora-
tion for National and Community Serv-
ice. 

(e) Individual means any citizen of 
the United States or an alien lawfully 
admitted for permanent residence. 

(f) Maintain means to collect, use, 
store, disseminate or any combination 
of these recordkeeping functions; exer-
cise of control over and therefore, re-
sponsibility and accountability for, 
systems of records. 

(g) Personnel record means any infor-
mation about an individual that is 
maintained in a system of records by 
the Corporation that is needed for per-
sonnel management or processes such 
as staffing, employment development, 
retirement, grievances, and appeals. 

(h) Privacy Act Officer means the indi-
vidual delegated the authority to allow 
access to, the release of, or the with-
holding of records pursuant to an offi-

cial Privacy Act request. The Privacy 
Act Officer is further delegated the au-
thority to make the initial determina-
tion on all requests to amend records. 

(i) Record means any document or 
other information about an individual 
maintained by the agency whether col-
lected or grouped, and including, but 
not limited to, information regarding 
education, financial transactions, med-
ical history, criminal or employment 
history, or any other personal informa-
tion that contains the name or other 
personal identification number, sym-
bol, etc. assigned to such individual. 

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

(k) System of records means a group of 
any records under the maintenance and 
control of the Corporation from which 
information is retrieved by use of the 
name of an individual or by some per-
sonal identifier of the individual. 

§ 2508.2 What is the purpose of this 
part? 

The purpose of this part is to set 
forth the basic policies of the Corpora-
tion governing the maintenance of its 
system of records which contains per-
sonal information concerning its em-
ployees as defined in the Privacy Act (5 
U.S.C. 552a). Records included in this 
part are those described in aforesaid 
act and maintained by the Corporation 
and/or any component thereof. 

§ 2508.3 What is the Corporation’s Pri-
vacy Act policy? 

It is the policy of the Corporation to 
protect, preserve, and defend the right 
of privacy of any individual about 
whom the Corporation maintains per-
sonal information in any system of 
records and to provide appropriate and 
complete access to such records includ-
ing adequate opportunity to correct 
any errors in said records. Further, it 
is the policy of the Corporation to 
maintain its records in such a manner 
that the information contained therein 
is, and remains material and relevant 
to the purposes for which it is received 
in order to maintain its records with 
fairness to the individuals who are the 
subjects of such records. 
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