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lawfully admitted for permanent resi-
dence;

(b) The term maintain means main-
tain, collect, use or disseminate;

(c) The term record means any item
or collection or grouping of informa-
tion about an individual that is main-
tained by the Council (including, but
not limited to, his or her employment
history, payroll information, and fi-
nancial transactions), and that con-
tains his or her name, or an identifying
number, symbol, or other identifying
particular assigned to the individual
such as a social security number;

(d) The term system of records means
a group of any records under the con-
trol of the Council 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; and

(e) 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.

§1516.3 Procedures for requests per-
taining to individual records in a
record system.

An individual shall submit a written
request to the Administrative Officer
of the Council to determine if a system
of records named by the individual con-
tains a record pertaining to the indi-
vidual. The individual shall submit a
written request to the Administrative
Officer of the Council which states the
individual’s desire to review his or her
record. The Administrative Officer of
the Council is available to answer ques-
tions regarding these regulations and
to provide assistance in locating
records in the Council’s system of
records.

[42 FR 32537, June 27, 1977; 42 FR 35960, July
13, 1977]

§1516.4 Times, places, and require-
ments for the identification of the
individual making a request.

An individual making a request to
the Administrative Officer of the Coun-
cil pursuant to §1516.3 shall present the
request at the Council’s office, 722
Jackson Place NW., Washington, DC
20006, on any business day between the
hours of 9 a.m. and 5 p.m. and should be

§1516.7

prepared to identify himself by signa-
ture. Requests will also be accepted in
writing if mailed to the Council’s of-
fices and signed by the requester.

§1516.5 Disclosure of requested infor-
mation to the individual.

Upon verification of identity, the
Council shall disclose to the individual
the information contained in the
record which pertains to that indi-
vidual.

(a) The individual may be accom-
panied for this purpose by a person of
his choosing.

(b) Upon request of the individual to
whom the record pertains, all informa-
tion in the accounting of disclosures
will be made available.

[42 FR 35960, July 13, 1977]

§1516.6 Request for correction or
amendment to the record.

The individual may submit a request
to the Administrative Officer of the
Council which states the individual’s
desire to correct or to amend his or her
record. This request must be made in
accordance with the procedures of
§1516.4 and shall describe in detail the
change which is requested.

[42 FR 32537, June 27, 1977. Redesignated at 42
FR 35960, July 13, 1977]

§1516.7 Agency review of request for
correction or amendment of the
record.

Within ten working days of the re-
ceipt of a request to correct or to
amend a record, the Administrative Of-
ficer of the Council will acknowledge
in writing such receipt and promptly
either:

(a) Make any correction or amend-
ment of any portion thereof which the
individual believes is not accurate, rel-
evant, timely, or complete; or

(b) Inform the individual of his or her
refusal to correct or amend the record
in accordance with the request, the
reason for the refusal, and the proce-
dure established by the Council for the
individual to request a review of that
refusal.
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