
29 C.F.R. § 71.2
Requests for access to records.

(a) Procedure for making requests for access to records. An individual, or legal representative acting on his behalf,
may request access to a record about himself by appearing in person or by writing to the component that
maintains the record. (See appendix A to this part which lists the components of the Department of Labor
and their addresses.) A requester in need of guidance in defining his request may write to the Assistant
Secretary for Administration and Management, U.S. Department of Labor, 200 Constitution Avenue, NW,
Washington, DC 20210-0002. A request should be addressed to the component that maintains the
requested record. Both the envelope and the request itself should be marked: “Privacy Act Request.”

(b) Description of records sought. A request for access to records must describe the records sought in sufficient
detail to enable Department personnel to locate the system of records containing the record with a
reasonable amount of effort. Whenever possible, a request for access should describe the nature of the
record sought, the date of the record or the period in which the record was compiled, and the name or
identifying number of the system of records in which the requester believes the record is kept.
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