
45 C.F.R. § 1169.5
Procedures for acquiring access to NEH records pertaining to an
individual.

(a) An individual may request access to his or her own records contained within an NEH system of records by
writing to the Office of the General Counsel at the email or physical address identified in § 1169.3. The
individual making the request should include his or her full name, address, email address, and telephone
number. The individual making the request should also specifically indicate whether he or she wishes to
review such records in person.

(b) The request for access to a record within a system of records should refer to the specific system or systems
of records listed in the NEH Notice of Systems of Records within which NEH may retrieve the individual's
records, or describe the type of record in sufficient detail such that NEH may reasonably identify the
relevant system of records. The request should further state that it is made pursuant to the Privacy Act. In
addition, the request should include any other information which may permit NEH to identify the record
for which access is being requested, such as maiden name, dates of employment, etc.
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