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his request to meet his needs at a lower 
cost. 

(f) Aggregation of requests. Where the 
Office reasonably believes that a re-
quester or a group of requesters acting 
in concert is attempting to divide a re-
quest into a series of requests for the 
purpose of evading the assessment of 
fees, the Office may aggregate any such 
requests and charge accordingly. 

(g) Advance payments. (1) Where the 
Office estimates that a total fee to be 
assessed under this section is likely to 
exceed $250.00, it may require the re-
quester to make an advance payment 
of an amount up to the entire esti-
mated fee before beginning to process 
the request, except where it receives a 
satisfactory assurance of full payment 
from a requester with a history of 
prompt payment. 

(2) Where a requester has previously 
failed to pay a records access fee with-
in 30 days of the date of billing, the Of-
fice may require the requester to pay 
the full amount owed, plus any applica-
ble interest (as provided for in para-
graph (h) of this section), and to make 
an advance payment of the full amount 
of any estimated fee before the Office 
begins to process a new request or con-
tinues to process a pending request 
from that requester. 

(3) For requests other than those de-
scribed in paragraphs (g)(1) and (g)(2) of 
this section, the Office shall not re-
quire the requester to make an advance 
payment, i.e., a payment made before 
work is commenced or continued on a 
request. Payment owed for work al-
ready completed is not an advance pay-
ment. 

(h) Charging interest. The Office may 
assess interest charges on an unpaid 
bill starting on the 31st day following 
the day on which the bill was sent to 
the requester. Once a fee payment has 
been received by a component of the 
Office, even if not processed, the ac-
crual of interest shall be stayed. Inter-
est charges shall be assessed at the 
rate prescribed in section 3717 of title 
31 U.S.C. and shall accrue from the 
date of billing. 

[53 FR 8456, Mar. 15, 1988, as amended at 56 
FR 59885, Nov. 26, 1991; 62 FR 55742, Oct. 28, 
1997; 63 FR 29139, May 28, 1998; 64 FR 29522, 
June 1, 1999; 66 FR 34373, June 28, 2001]
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§ 204.1 Purposes and scope. 

The purposes of these regulations 
are: 

(a) The establishment of procedures 
by which an individual can determine 
if the Copyright Office maintains a sys-
tem of records in which there is a 
record pertaining to the individual; and 

(b) The establishment of procedures 
by which an individual may gain access 
to a record or information maintained 
on that individual and have such 
record or information disclosed for the 
purpose of review, copying, correction, 
or amendment.

§ 204.2 Definitions. 

For purposes of this part: 
(a) The term individual means a cit-

izen of the United States or an alien 
lawfully admitted for permanent resi-
dence; 

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

(c) The term record means any item, 
collection, or grouping of information 
about an individual that is maintained 
by an agency, including, but not lim-
ited to, his education, financial trans-
actions, medical history, and criminal 
or employment history, and that con-
tains his or her name, or the identi-
fying number, symbol, or other identi-
fying particular assigned to the indi-
vidual, such as a finger or voice print 
or a photograph; 
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(d) The term system of records means 
a group of any records under the con-
trol of any agency from which informa-
tion is retrieved by the name of the in-
dividual; 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.

§ 204.3 General policy. 
The Copyright Office serves pri-

marily as an office of public record. 
Section 705 of title 17, United States 
Code, requires the Copyright Office to 
open for public inspection all records of 
copyright deposits, registrations, 
recordations, and other actions taken 
under title 17. Therefore, a routine use 
of all Copyright Office systems of 
records created under section 705 of 
title 17 is disclosure to the public. All 
Copyright Office systems of records 
created under section 705 of title 17 are 
also available for public copying as re-
quired by section 706(a), with the ex-
ception of copyright deposits, whose re-
production is governed by section 
706(b) and the regulations issued under 
that section. In addition to the records 
mandated by section 705 of title 17, the 
Copyright Office maintains other sys-
tems of records which are necessary for 
the Office effectively to carry out its 
mission. These systems of records are 
routinely consulted and otherwise used 
by Copyright Office employees in the 
performance of their duties. The Copy-
right Office will not sell, rent, or other-
wise make publicly available any mail-
ing list prepared by the Office. 

[47 FR 36821, Aug. 24, 1982]

§ 204.4 Procedure for notification of 
the existence of records pertaining 
to individuals. 

(a) The Copyright Office will publish 
in the FEDERAL REGISTER, upon the es-
tablishment or revision of the system 
of records, notices of all Copyright Of-
fice systems of records subject to the 
Privacy Act, as provided by 5 U.S.C., 
section 552a(e)(4). Individuals desiring 
to know if a Copyright Office system of 
records contains a record pertaining to 
them should submit a written request 
to that effect either by mail to the Su-
pervisory Copyright Information Spe-

cialist, Information Section, Copyright 
GC/I&R, P.O. Box 70400, Southwest Sta-
tion, Washington, DC 20024, or in per-
son between the hours of 8:30 a.m. and 
5 p.m. on any working day except legal 
holidays at Room LM–401, The James 
Madison Memorial Building, 1st and 
Independence Avenue, SE, Washington, 
DC. 

(b) The written request should iden-
tify clearly the system of records 
which is the subject of inquiry, by ref-
erence, whenever possible, to the sys-
tem number and title as given in the 
notices of systems of records in the 
FEDERAL REGISTER. Both the written 
request and the envelope carrying it 
should be plainly marked ‘‘Privacy Act 
Request.’’ Failure to so mark the re-
quest may delay the Office response. 

(c) The Office will acknowledge all 
properly marked requests made by in-
dividuals wishing to gain access to 
view or copy their records or any infor-
mation pertaining to the individual, 
within a reasonable time. The Office 
will acknowledge in writing an individ-
ual’s request to amend a record per-
taining to him or her within ten busi-
ness days. 

(d) Since all Copyright Office Records 
created under section 705 of title 17 are 
open to public inspection, no identity 
verification is necessary for individuals 
who wish to know whether a system of 
records created under section 705 per-
tains to them. 

[43 FR 776, Jan. 4, 1978, as amended at 47 FR 
36821, Aug. 24, 1982; 50 FR 697, Aug. 14, 1985; 60 
FR 34169, June 30, 1995; 64 FR 36575, July 7, 
1999; 65 FR 39820, June 28, 2000]

§ 204.5 Procedures for requesting ac-
cess to records. 

(a) Individuals desiring to obtain ac-
cess to Copyright Office information 
pertaining to them in a system of 
records other than those created under 
section 705 of title 17 should make a 
written request, signed by themselves 
or their duly authorized agent, to that 
effect either by mail to the Super-
visory Copyright Information Spe-
cialist, Information Section, Copyright 
GC/I&R, P.O. Box 70400, Southwest Sta-
tion, Washington, DC 20024, or in per-
son between the hours of 8:30 a.m. and 
5 p.m. on any working day except legal 
holidays at Room LM–401, The James 
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