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As a general rule, cover letters responding to requests for public information should be

signed by the Public Information Oficer or designee.

RESOLUTI ON_ OF QUESTI ONS

Questions regarding the procedure for answering requests for public information should

be directed to the Ofice of the Vice President for Business Affairs. That Ofice wll
direct any questions that need further clarification to the U T. System Ofice of the

Executive Vice Chancell or for Business Affairs.

RECOVERY OF COSTS AND GUI DELI NES

In accordance with Subchapter F of the Act and Title 1 of the Texas Adm nistrative Code,
it is the policy of The University of Texas Systemto recover the full costs for
retrieving and copying public records. Oficers filling requests for public information
shoul d account for all costs in fulfilling these requests using the follow ng

gui del i nes.

1. The Public Information O ficer shall nmake a prelinmnary estimte of the cost of
retrieving and copying public records under these guidelines and notify the
requestor, giving the requestor the option to agree to the cost and subnit
necessary prepaynent (for charges which exceed $100), and alter, or w thdraw the
request. |f charges are in excess of $40, the Public Information O ficer should
follow the procedures outlined in “ltem zed Esti nate of Charges.”

2. Definitions:

a. Public Infornmation nmeans infornmation that is collected, assenbled, or

mai nt ai ned under a |aw or ordinance or in connection with the transaction

of official business by a governnmental body or for a governnental body and

t he governnental body owns the infornmation or has a right of access to it.
b. Ful | Cost neans the sumof all direct costs plus a proportional share of

overhead, or indirect costs.

C. St andard-si ze copy means a printed i npression on one side of a piece of

paper that neasures up to 8-1/2" X 14". Each side of a piece of paper on
which an inpression is made is counted as a single copy. A piece of paper
that is printed on both sides is counted as two copi es.

d. Nonst andar d-si ze copy nmeans a copy of public information that is made

available to a requestor in any format other than a standard-size paper
copy. Mecrofiche, mcrofilm diskettes, nmagnetic tapes, CD-ROM and
nonst andar d- si ze paper copies are exanples of nonstandard-size copies.
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e. Readi |y available informati on nmeans information that already exists in
printed form or information that is stored electronically and is ready to
be printed or copied wthout requiring any progranm ng, or information that
al ready exists on microfiche or microfilm Information that requires a
substantial anmount of time to |locate or prepare for release is not readily
avai l abl e i nformation.

3. The U T. System adopts the rules for establishing charges to be nade for public

records set out in the Texas Administrative Code, Title 1 88§ 111.61 - 111.70 as

sumari zed bel ow.

a.

I nspection of Information: \Where only inspection of paper docunents is

requested (i.e., no copies nade), no charge nay be assessed except when

i A requested page contains confidential information that nust be edited
fromthe document before the information can be rel eased. The cost of
maki ng a copy of the edited page may be inposed.

ii. The public information specifically requested for inspection by the

requestor:

A Is older than five years; or conpletely fills, or when assenbl ed
will conmpletely fill, six or nore archival boxes; and

B. The Public Information O ficer or designee estimtes that nore
than five hours will be required to make the public information

avai | abl e for inspection.
The Public Information O ficer or designee nay require the requestor
pay, or to make a deposit or post a bond for the paynent of
antici pated personnel costs for making avail able for inspection such

public information.

Where only inspection of information that exists in an electronic mediumis
requested, no charge may be assessed for access to the information, unless
conplying with the request will require progranmnmi ng or nani pul ati on of data.
In such a case, the requestor nust be notified of estimted charges to be

i nposed before assenbling the information.

Wai ver or Reduction: Costs shall be waived or reduced if it is determ ned

that wai ver or reduction is in the public interest.

Prepaynment: A bond or deposit for paynent of anticipated costs for the
preparation of a copy of public records shall be required if the charges for
providing the copy of the public information is estimated to exceed $100 and
if the Public Information O ficer or designee has provided the requestor
with the required witten itenized statenment detailing the estinated charge

for providing the copy.
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The Public Information O ficer or designee nay require a deposit or bond for
paynment of unpaid anmounts owing to the institution before preparing a copy
of public information in response to a new request if those unpaid anounts
exceed $100. A request for an Attorney General’s opinion nust still be nmade
within 10 days necessitating a review of the public information requested,
even though the requestor’s copy nay not be prepared. The institution nust
fully docunment the exi stence and ampbunt of those unpaid amounts or the
amount of any anticipated costs, as applicable, before requiring a deposit
or bond under this section. The docunentation is subject to required public
di scl osure under this chapter

A request for a copy of public information is considered to have been
received by an institution on the date the institution receives the deposit
or bond for paynent of anticipated costs or unpaid anmounts if the
institution's Public Information Officer or the officer’s agent requires a

deposit or bond in accordance with this section

Charge Schedule: The following is a summary of charges for copies of public

i nfornati on that have been adopted by the General Services Conm ssion
System Admi ni strati on and conponent institutions shall maintain a record of

charges for public information requests:

Servi ce Render ed Char ge
St andar d- si ze paper copy $ .10 per page
Nonst andar d- si ze copy
Di skette $ 1.00 each
Magneti c tape
4 mm $13.50 each
8 mMm 12. 00 each
9-track 11. 00 each
Data cartridge
2000 Series $17.50 each
3000 Series 20. 00 each
6000 Series 25. 00 each
9000 Seri es 35. 00 each
600A 20. 00 each
Tape cartridge
250 MB $38. 00 each
525 MB 45, 00 each
VHS vi deo cassette $ 2.50 each
Audi 0 cassette $ 1.00 each

Oversi zed paper copy $ .50 each
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RECOVERY OF COSTS AND GUI DELI NES, Conti nued

Myl ar (36", 42", and 48")

3ml. $ .85/linear foot
4 ml. 1.10/1inear foot
5ml. 1.35/1inear foot
Bl uel i ne/ bl ueprint paper (all w dths) $ .20/linear foot
O her Act ual cost
Personnel Charges: (See notes 1 & 2)
Pr ogranm ng personnel (See note 3) $26. 00 per hour
O her personnel $15. 00 per hour
Over head charge(20% of Total Personnel Charges) X $.20
M crofiche or mcrofilmcharge
Paper copy $ .10 per page
Fi che or film copy Actual cost
Rermpt e docunent retrieval charge (See note 4) Actual cost

Conput er resource charge (See note 5)

Mai nf r ame $10. 00 per minute
M dsi ze 1.50 per mnute
dient/ Server 2.20 per hour
PC or LAN 1. 00 per hour
M scel | aneous supplies (See note 6) Act ual cost
Post age and shi ppi ng charge (See note 6) Act ual cost
Phot ogr aphs Actual cost
O her costs Act ual cost
Qut sour ced/ Contract ed services Act ual cost
No Sal es Tax No Sal es Tax shall be

applied to copies of

Public Infornmation

Char ge Schedul e Not es

1.)

2.)

A personnel, overhead or docunent retrieval charge should not be made
for requests that are for 50 or fewer pages of readily avail able
infornmation in standard-size form unless the pages to recopied are

| ocated in two or nore separate buildings that are not physically
connected with each other, or are in a renote storage facility.
Bui I di ngs are not separate if they are connected by a covered or open
si dewal k, an el evated or underground passageway, or a sinilar
facility.

Personnel tinme should not be charged for the tine spent by an
attorney, |legal assistant or other person to deternine whether the

requested information is excepted from di scl osure.




1T s DATE | SSUE REVI SI ON PAGE
27100 ; A2 10016
ADMINISTRATIVE SUBJECT
POLICIES AND PROCEDURES MANUAL REQUESTS FOR RECORDS

SUB- TOPI C

TEXAS PUBLI C | NFORVATI ON ACT

RECOVERY OF COSTS AND GUI DELI NES, Conti nued

3.)

4.)

5.)

6.)

A charge for programming tinme is made if the request requires a

programmer to enter data in order to execute an existing program or

to create a new programin order to access the information.

Where a charge is made for renbte docunent retrieval, no additiona
personnel charge should be factored in for time spent |ocating

docunent s.

A charge nade to recover conputer utilization cost is the actual tine
the conputer uses to execute a particular programtimes the applicable
rate. It does not include programmng or printing time. No charge

shoul d be made for conputer print-out tine.

Actual costs of supplies - |abels, boxes, etc.- necessary to produce
the requested infornmation and all postal and shipping charges
necessary to transnit the infornation should be added to the tota

char ge.

Exanpl es of Charges for Copies of Public Information: The follow ng tables

present a few exanples of the cal culation of charges for information.

TABLE 1

Readily Available Information (fewer than 50 pages):

$.10 per copy X number of copies (standard-size paper copies)
or cost of nonstandard copy (e.g., diskette)

+ Postage and shipping (if applicable)

$ TOTAL CHARGE
TABLE 2

Readily Available Information (nore than 50 pages):
$.10 per copy x nunber of copies (standard-size copies)
or cost of nonstandard copy (e.g., diskette)

Personnel charge (if applicable)

Overhead charge (if applicable)

Docunent retrieval charge (if applicable)

Actual cost of mscellaneous supplies (if applicable)
Post age and shipping (if applicable)

+ 4+ + + +

$ TOTAL CHARGE
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TABLE 3

Information that is Not Readily Avail abl e:

Cost of copy (standard-size or nonstandard-size, whichever applies)
Personnel charge (if applicable)

Overhead charge (if applicable)

Conput er resource charge (if applicable)

Programming time (if applicable)

Docurent retrieval charge (if applicable)

Actual cost of mscellaneous supplies (if applicable)

Post age and shipping (if applicable)

+ 4+ + + + + +

$ TOTAL CHARGE

f. Billing Form Exhibits A3 and A4 are the billing forms to be used for the

i nvoi ci ng of requests for public records.

4. The entire amount of fees collected pursuant to policies outlined herein should be

deposited back to the appropriate fund fromwhich costs were incurred.

REG STER OF REQUESTS FOR PUBLI C | NFORVATI ON RECEI VED

U T. System Admini stration and conponent institutions shall naintain a register which

records recei pt and processing of requests for public information.

The Register of Public Information Requests for The University of Texas at Dallas is
mai nt ai ned by the Ofice of the Senior Vice President for Business Affairs. Each
University area that has obtained the approval of the Senior Vice President for Business
Affairs to process routine requests for records, such as mailing addresses or | abels,
shoul d conplete a regi ster page (Exhibit A5) and forward it to the Ofice of the Senior

Vice President for Business Affairs on a nonthly basis.
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