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4.004 Public Information Requests Administration

Policy StatementThe University of North Texas Dallasbelieves that as an ety of the State
of Texas, it exists in order to serve the people of Texascordingly, it is the policy of the

Public Information “Public Informatioh mears information that is collected, assembled, or
maintained under a law or ordinance or in connection with the transaction of official business:
(1) by the University of North Texas Dallas or (2) on behalf of the University of North Texas
at Dallas, andhe University owns the information or has a right of access to it. The general
forms in which public information may exist include, but are not limited to, book, paper, letter,
document, printout, photograph, film, tape, microfiche, microfilm, photostat, sound recording,
map and drawing, or a voice data or video representation which is held in computer memory.

Exampes of information common to the University that usually must be released under the Act
include:

I.  most information contained in the personnel file of University employees;
ii.
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Examples of information common to the University that may not be disclosed includes:

Vi.

non-directory information contained in student records, except as otherwise allowed or
required to be released under the Family Educational Rights and Privacy Act or other
statute;

trade secrets and commercial or financial information obtained from a person and
privileged or confidential by statute or judicial decision;

information contained in a book or publication that is commercially available to the
public or made available to the public as a resource material, such as a library book;

a rare book, original manuscript and certain documents held itohcal research that

was not created in the conduct or official business of the University;

an audit working paper or draft audit; and

a test item developed by the University, a licensing agency, or another governmental
body.

Procedures and Responsitigs.

The following procedures apply to all requests for information regardless of whether the
request states it is made pursuant to the Public Information Act:

1. Custodian of Records The Vice Chancellor and General Counsel isddmgnated

Custodian of Records for the University. As such, the UNT System Office of General
Counsel (OGC) is responsible for overseeing compliance with the Act. Any questions
regarding the Act, this policy, or a specific request for information should be directed to
the OGC.

. Requests Must Be In WritingRequests for information must be in writing before the

University is required to respond under the Act. If an oral request for information is
received, the requestor must be informed of the need to submit the request in written
form. The written request may be provided to any employee of the University or directly
to the OGC.

. Forward Request to Office of General Counséi is imperative that University

employees record the date requests for information are received and immediately
forward them to the @G unless the General Counsel has approved alternate
procedures, in writing, authorizing the department to respond to public information
requests. Any niversity employee who receives a request and any department
authorizd to respond to requests shall not make any decision concerning whether
requested information is confidential or withhold information without first consulting
the OGC.
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4. Research Not RequiredThe Act only requires that documents in paper or electronic
be provided to a requestor.University employees are not required to perform
substantive researctprepare answers to questionsr complete research surveys.

5. Right to Seek Clarificatianlf it is unclear what information is being requested, the
Universty may ask the requestor to clarify his or her request. If a large amount of
information has been requested, the requestor may be inforrhed to narrow the
scope of therequest. However, in accordance with the Achiuersity employees
should not ask whthe information is being requested or about its intended usage.

6. Deadline for Taking Action on Request

Page3 of 8



deemed withdrawn. If charges are estimated to be in excess of one hundred dollars
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photocopying costs of creating
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