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Procedure Statement 

The purpose of the procedure is to assist Texas A&M University-Texarkana employees with 
compliance in regard to the Texas Public Information Act and to provide procedures to be used 
for the management of public information requests and compilation of responses. This 
procedure must be read in conjunction with System Regulation 61.01.02, Public Information. 

Reason for Procedure 

This procedure complies with System Regulation 61.01.02, Public Information and establishes 
the procedures to be used in the receipt, referral, and response to public information requests. 

Procedures and Responsibilities 

1. GENERAL

1.1 The Texas Public Information Act designates the Chief Executive Officer (CEO) of each

system member as the Public Information Officer (PIO). The President/CEO of Texas 

A&M University-Texarkana has delegated the PIO responsibilities to the Director of 

University Compliance. The President/CEO of Texas A&M University-Texarkana has 

appointed the Director of Human Resources as the backup/alternate PIO to act in the 

PI O's absence. The identity of the PIO, the PI O's office and mailing address, the 

member's open records email address and a link to the member's electronic open records 

portal must be displayed and easily accessible on the member's web site. 

1.2 The PIO will Compile and coordinate responses and maintain accurate records of all 

public information requests the member receives. 

1.3 The PIO must submit all required reports to the Office of the Attorney General as 

specified by the System Regulation and the Act. The PIO must also submit the annual 

Public Information Act Compliance Certification to the Office of General Council as 

required by the System Regulation. 
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Administrative Code. The requestor is allowed to narrow the scope of the request 
upon receiving cost estimate. 

3.4.2 The University does not charge for fewer than 50 copies. 

3.4.3 Itemized cost estimates will be provided if a request will cost more than $40 to 
process. 

3.4.4 If a cost estimate is required, it must be provided to the requestor no later than 10 
business days after a request is received. 

3.4.5 Actual work should not be done until the requestor agrees to the cost estimate and 
makes a deposit when appropriate. 

3.6 All decisions regarding withholding or releasing records will be made in accordance with 
System Regulation 61.01.02, Public Information.

Related Statutes, Policies, or Requirements 

Tex. Gov't Code, Ch. 552 
Attorney General's Open Government website 
Attorney General's Public Information Act Handbook 
Attorney General's Public Information Act Poster 
Texas Administrative Code Chapter 70, Cost of Copies of Public Information 
System Policy 61. 01. Public Information Act Compliance 
System Regulation 61.01.02, Public Information 

Contact Office 

Director of University Compliance/Public Information Officer, (903) 334-6755 

Approved: 

��d:� mi� Ph.D. 
10/7/11 

Date
President, Texas A&M University-Texarkana 
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