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Federal Communications Commission § 0.554 

(b) The categories of individuals on 
whom records are maintained in the 
system; 

(c) The categories of records main-
tained in the system; 

(d) Each routine use of the records 
contained in the system, including the 
categories of users and the purposes of 
such use; 

(e) The policies and practices of the 
agency regarding storage, 
retrievability, access controls, reten-
tion, and disposal of the records; 

(f) The title and business address of 
the system manager; 

(g) The address of the agency office 
to which inquiries should be addressed 
and the addresses of locations at which 
the individual may inquire whether a 
system contains records pertaining to 
himself; 

(h) The agency procedures whereby 
an individual can be notified how ac-
cess can be gained to any record per-
taining to that individual contained in 
a system of records, and the procedure 
for correcting or contesting its con-
tents; and 

(i) The categories of sources of 
records in the system. 

(Secs. 4(i) and 303(n), Communications Act of 
1934, as amended, 47 U.S.C. 154(i) and 303(n); 
47 CFR 0.231(d)) 

[40 FR 44512, Sept. 26, 1975, as amended at 49 
FR 13368, Apr. 4, 1984] 

§ 0.553 New uses of information. 
Before establishing a new routine use 

of a system of records, the Commission 
will publish a notice in the FEDERAL 
REGISTER of its intention to do so, and 
will provide at least 30 days for public 
comment on such use. The notice will 
contain: 

(a) The name of the system of records 
for which the new routine use is to be 
established; 

(b) The authority for the system; 
(c) The categories of records main-

tained; 
(d) The proposed routine use(s); and 
(e) The categories of recipients for 

each proposed routine use. 

§ 0.554 Procedures for requests per-
taining to individual records in a 
system of records. 

(a) Upon request, the Commission 
will notify individuals as to whether it 

maintains information about them in a 
system of records and, subject to the 
provisons of § 0.555(b), will disclose the 
substance of such information to that 
individual. In order to properly request 
notification or access to record infor-
mation, reference must be made to the 
Notice described in § 0.552. A table of 
contents, which is alphabetized by bu-
reau or office, precedes the system de-
scriptions and allows members of the 
public to easily identify record systems 
of interest to them. An individual may 
inquire into information contained in 
any or all systems of records described 
in the Notice. However, each inquiry 
shall be limited to information from 
systems located within a single bureau 
or office and shall be addressed to that 
bureau or office. 

(b) Reasonable identification is re-
quired of all individuals making re-
quests pursuant to paragraph (a) of 
this section in order to assure that dis-
closure of any information is made to 
the proper person. 

(1) Individuals who choose to register 
a request for information in person 
may verify their identity by showing 
any two of the following: social secu-
rity card; drivers license; employee 
identification card; medicare card; 
birth certificate; bank credit card; or 
other positive means of identification. 
Documents incorporating a picture 
and/or signature of the individual shall 
be produced if possible. If an individual 
cannot provide suitable documentation 
for identification, that individual will 
be required to sign an identity state-
ment stipulating that knowingly or 
willfully seeking or obtaining access to 
records about another person under 
false pretenses is punishable by a fine 
of up to $5,000. 

NOTE: An individual’s refusal to disclose 
his social security number shall not con-
stitute cause in and of itself, for denial of a 
request. 

(2) All requests for record informa-
tion sent by mail shall be signed by the 
requestor and shall include his printed 
name, current address and telephone 
number (if any). Commission officials 
receiving such requests will attempt to 
verify the identity of the requestor by 
comparing his or her signature to those 
in the record. If the record contains no 
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signatures and if positive identifica-
tion cannot be made on the basis of 
other information submitted, the re-
questor will be required to sign an 
identity statement and stipulate that 
knowingly or willfully seeking or ob-
taining access to records about another 
person under false pretense is punish-
able by a fine of up to $5,000. 

(3) If positive identification cannot 
be made on the basis of the informa-
tion submitted, and if data in the 
record is so sensitive that unauthorized 
access could cause harm or embarrass-
ment to the individual to whom the 
record pertains, the Commission re-
serves the right to deny access to the 
record pending the production of addi-
tional more satisfactory evidence of 
identity. 

NOTE: The Commission will require 
verification of identity only where it has de-
termined that knowledge of the existence of 
record information or its substance is not 
subject to the public disclosure requirements 
of the Freedom of Information Act, 5 U.S.C. 
552, as amended. 

(c) All requests for notification of the 
existence of record information or for 
access to such information shall be de-
livered to the business address of the 
system manager responsible for the 
system of records in question, except 
that requests relating to official per-
sonnel records shall be addressed to the 
Associate Managing Director—Per-
sonnel Management. Such addresses 
can be found in the FEDERAL REGISTER 
Notice described in § 0.552. 

(d) A written acknowledgement of re-
ceipt of a request for notification and/ 
or access will be provided within 10 
days (excluding Saturdays, Sundays, 
and legal public holidays) to the indi-
vidual making the request. Such an ac-
knowledgement may, if necessary, re-
quest any additional information need-
ed to locate a record. A search of all 
systems of records identified in the in-
dividual’s request will be made to de-
termine if any records pertaining to 
the individual are contained therein, 
and the individual will be notified of 
the search results as soon as the search 
has been completed. Normally, a re-
quest will be processed and the indi-
vidual notified of the search results 
within 30 days (excluding Saturdays, 
Sundays, and legal holidays) from the 

date the inquiry is received. However, 
in some cases, as where records have to 
be recalled from Federal Record Cen-
ters, notification may be delayed. If it 
is determined that a record pertaining 
to the individual making the request 
does exist, the notification will state 
approximately when the record will be 
available for personal review. No sepa-
rate acknowledgement is required if 
the request can be processed and the 
individual notified of the search results 
within the ten-day period. 

(Secs. 4(i) and 303(n), Communications Act of 
1934, as amended, 47 U.S.C. 154(i) and 303(n); 
47 CFR 0.231(d)) 

[40 FR 44512, Sept. 26, 1975, as amended at 49 
FR 13368, Apr. 4, 1984] 

§ 0.555 Disclosure of record informa-
tion to individuals. 

(a) Individuals having been notified 
that the Commission maintains a 
record pertaining to them in a system 
of records may request access to such 
record in one of three ways: by in per-
son inspection at the system location; 
by transfer of the record to a nearer lo-
cation; or by mail. 

(1) Individuals who wish to review 
their records at the system location 
must do so during regular Commission 
business hours (8:00 a.m.–4:30 p.m., 
Monday through Friday). For personal 
and administrative convenience, indi-
viduals are urged to arrange to review 
a record by appointment. Preferences 
as to specific dates and times can be 
made by writing or calling the system 
manager responsible for the system of 
records in question at least two days in 
advance of the desired appointment 
date, and by providing a telephone 
number where the individual can be 
reached during the day in case the ap-
pointment must be changed. 
Verification of identity is required as 
in § 0.554(b)(1) before access will be 
granted an individual appearing in per-
son. Individuals may be accompanied 
by a person of his or her own choosing 
when reviewing a record. However, in 
such cases, a written statement au-
thorizing discussion of their record in 
the presence of a Commission rep-
resentative having physical custody of 
the records. 

(2) Individuals may request that a 
record be transferred to a Commission 
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