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STATEMENT RELATED TO AN | NSTI TUTI ONAL RECORDS AND | NFORMATI ON
MANAGEMENT AND RETENTI ON PCLI CY:

The University of Texas at Dallas recognizes the need for orderly
managenent and retrieval of all official records and a docunented
records retention and destruction schedul e congruent with all state
and federal laws and related regulations. Al official records
(paper, mcroform electronic, or any other nedia) will be retained
for the mninmumperiods stated in the institutional Records Retention
Schedul e as approved by the Texas State Library and Archives

Commi ssion and the Texas State Auditor’'s O fice in conpliance with
Texas CGovernment Code, Chapter 441. After a specified period of
time, official records nust be disposed of in a manner that is
consistent with, and systematically carried out in accordance wth,
prescribed records and information managenent gui delines and
procedur es.

Duplicate files, duplicate copies, library materials, and stocks of
obsol ete forns or panphlets originally intended for distribution are
not considered to be official records or record copies. Duplicates
or non-record conveni ence copi es shoul d be destroyed when they cease

to be useful and should never be kept longer than the official record
copy.
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RECORDS RETENTI ON SCHEDULE

The institutional Records Retention Schedule (Exhibit Al) provides a list of official
records for each departnent on the canpus and prescribes the periods of authorized
retention. The schedule may be revised periodically to include a newy created record
series, to change retention periods, or to delete a record series no | onger useful
Appropri ate approval procedures nust be foll owed and conpl eted before any revisions

woul d becone effective

Al'l records are to kept for the minimumperiods listed in the Records Retention
Schedul e. Notwi t hstandi ng such minimumretention periods, all records nust be
mai ntai ned until all required audits are conpl eted and should be retai ned beyond the
listed retention periods where there is a probability of litigation either involving

records or requiring their use.

Docurments may be mmintained for the prescribed m nimumretention periods in nicroform
if the mcroformreproduction is acconplished pursuant to a procedure that conplies

wi th Texas Government Code Section 441.188; 13 Texas Admi nistrative Code Sections 6.21-
6. 35.

Oficial records kept only in electronic format nust be identified in the Retention

Schedul e and nust conply with the adm nistrative rules of the Texas State Library (13

Texas Admi nistrative Code Sections 6.91-6.99).

Vital Records should be identified in the Retention Schedule and protected in

accordance with Texas Governnent Code Section 441.183. State law defines a vital state
record as any state record necessary to the resunption or continuation of state agency
operations in an energency or disaster; the recreation of the I egal and financi al
status of the agency; or the protection and fulfillnment of obligation to the people of

t he state.

Archi val docunents should be identified in the Retention Schedul e and maintained in
accordance with Texas Governnent Code Section 441.181. An archival state record is any
state record that is retained permanently for lasting historical value and is used for
research and reference by university offices and the general public. Archival or

historical records are to be preserved in the archives of the institution
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SUB. TOPIC
DESTRUCTI ON OF STATE RECORDS

No state records may be destroyed without pernission fromthe Texas State Library as
outlined in Texas Governnent Code Section 441.187; 13 Texas Administrative Code Section
6.7. The Texas State Library has two established nmethods for obtaining | egal authority
to destroy state records. Procedures differ for records listed on an approved Records

Ret enti on Schedul e and any records not |isted.

A state record may not be destroyed if any litigation, claim negotiation, audit, open
records request, administrative review, or other action involving the record is
initiated before the expiration of the retention period for the record set in the
approved institutional Records Retention Schedule. |f no action as described above has
been taken, records may be destroyed in accordance with the approved retention periods
shown in the Records Retention Schedule. Prior to disposal of official records, al
state and institutional records and infornati on managenent regul ati ons and policies mnust

be foll owed.

State records not listed on the approved Records Retention Schedul e (See Exhibit Al)
may be destroyed after receiving approval by officials at the Texas State Library. Form
RVMD 102, Request for Authority to Dispose of State Records, (Exhibit A2), nust be

conpl eted and subnmitted to the Ofice of the Assistant Vice President for Business
Affairs, Mail Station AD24. The forns will be subnmitted to the Records Services
Department of the Texas State Library to obtain approval for the destruction of public
or official records. Unlisted records nmust not be destroyed until the State Library
adm ni strator approves and returns the formto the Assistant Vice President for

Busi ness Affairs and a copy is forwarded to the requestor
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SUB. TOPIC
RELEASE OF RECORDS (Texas Public Infornmation Act)

Under provisions of the Texas Public Information Act (Texas Government Code, Chapter
552), the Chancellor and the President of each U T. System conponent institution may
del egate their authority as the custodians of records to Public Information O ficers.
The Chancel | or has designated the Executive Vice Chancellor for Business Affairs as the
Public Information O ficer at System Administration. The Public Information Oficer at
The University of Texas at Dallas, as designated by the President, is the Senior Vice

Presi dent for Business Affairs.

Witten requests for docunments under the Texas Public Information Act should be directed
to the Public Information O ficer and handl ed i medi ately pursuant to the provisions of
the Act and U T. System BPM 32-09-99. See Section A2-100.0 for nore information.
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SUB. TOPI C
COORDI NATI ON W TH SYSTEM ADM NI STRATI ON RECORDS MANAGEMENT OFFI CER

State |l aw requires each state agency to appoint a Records Managenent Officer (RMO) to
act as the agency’s representative in all issues of records and infornmati on managenent
policy, responsibility, and statutory conpliance pursuant to Texas Governnent Code

Section 441.184. The Assistant Vice President for Business Affairs (Mail Station AD24)

serves as the RMO at The University of Texas at Dall as.

The RMO at System Administration serves as the liaison between the Texas State Library
and the U . T. System conponent institutions and provides a cl earinghouse for collection
of institutional Records Retention Schedules to be subnitted to the Texas State Library
for approval and recertification in accordance with Texas Governnent Code Section
441.185; 13 Texas Administrative Code Sections 6.1-6.10. In addition to coordi nating
the U T. Systemrecords retention prograns, the RMOis available to assist conponent

staff menbers who are assigned records and informati on managenent responsibilities.
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OVERVI EW

It is the policy of the state of Texas that each person is entitled, unless otherw se
expressly provided by law, at all tinmes to conplete information about the affairs of
government and the official acts of public officials and enpl oyees in accordance with
the Texas Public Infornmation Act (“the Act”), Government Code, Chapter 552. This

procedure shall be liberally construed in favor of granting a request for information.

A subpoena duces tecumor a request for discovery that is issued in conpliance with a
statute or a rule of civil or crimnal procedures is not considered to be a request for

i nfornati on under the Act and is not subject to this procedure. A request for docunents
pursuant to an institutional hearing is considered to be a request for information under

t he Act.

PROCEDURES

The following sets forth procedures to be followed by The University of Texas System
(“U. T. Systeni) for conmplying with the Act. For purposes of this procedure, U T. System
i ncludes U.T. System Adnministration (“System Adnmi nistration”) and the conponent

institutions. The term “conponent institutions” refers to the general academ c and

”

health related institutions that conprise U T. System The generic term*®“institution

ref erenced throughout this procedure refers to System Admi nistration and the conponent
institutions. It is the responsibility of System Adnministration and the conponent
institutions to properly instruct its enployees regarding conpliance with these

procedures and the Act.

OFFI CERS FOR PUBLI C | NFORVATI ON AND DESI GNATED AGENTS

The Texas Public Information Act designates the chief adninistrative officer of a
governmental body as the officer for public information. The Chancellor of The
University of Texas Systemis the officer for public information for System

Admi nistration. The chief administrative officer of each component institution is the

of ficer for public information for his or her conponent institution. The Chancellor and
the chief adm nistrative officer of each conponent institution delegate their authority

under the Act to the appropriate Public Information O ficer as defined bel ow
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OFFI CERS FOR PUBLI C | NFORMATI ON AND DESI GNATED AGENTS ( Conti nued)

Pursuant to the Act’s designation of chief adninistrative officers as officers for
public information, the Chancellor of The University of Texas Systemis the officer for
public information for the U T. Systemand its conponent institutions. The Chancell or
del egates authority under the Public Information Act with respect to information held at

each of the conponent institutions in the follow ng manner.

BUSI NESS OFFI CERS DESI GNATED COORDI NATI NG AGENTS

The “Public Information Officer” of System Adm nistration is the Executive Vice

Chancel l or for Business Affairs or his designee; the “Public Information O ficer” of

each conponent institution is the conponent’s chief business officer or another

conponent officer designated in witing by the conponent’s chief adnm nistrative officer
If an individual other than the chief business officer is designated by a conponent
institution, the conmponent chief administrative officer will notify the Executive Vice
Chancel l or for Business Affairs with a copy as appropriate to the Executive Vice
Chancel l or for Acadenmic Affairs or the Executive Vice Chancellor for Health Affairs.
The Public Information Officer (“officer”) is the designated agent for coordinating
responses to requests for public information appropriately submtted to his or her

respective institution.

GENERAL DUTI ES OF PUBLI C | NFORMATI ON CFFI CER

The Public Information O ficer shall nake public information available for public
i nspection and copying; carefully protect public information fromdeterioration
alteration, nutilation, loss, or unlawful renpval; and repair, renovate, or rebind

public information as necessary to maintain it properly.

The officer may not inquire into the purpose for which the information will be used or

make other inquiry of a requestor except to establish proper identification or as

fol | ows:

1. If information requested is unclear, the requestor may be asked to clarify the
request;

2. If a large anmount of information has been requested, the requestor may be asked

how t he scope of a request m ght be narrowed.
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The Public Information O ficer shall treat all requests for information uniformy

wi thout regard to the position or occupation of the requestor, the person on whose
behal f the request is made, or the status of the individual as a nenber of the nedia.
The Act provides that U T. Systemis not required to accept or conply with a request for

i nformati on froman individual who is inprisoned or confined in a correctional facility.

The Public Information O ficer shall give to the requestor all reasonable confort and

facility for the full exercise of the right granted by the Act.

SIGN

As of January 2000, the Public Information O ficer shall prominently display a sign in
the form prescribed by the General Services Comm ssion that contains basic information
about the rights of a requestor, the responsibilities of a governmental body, and the
procedures for inspecting or obtaining a copy of public information. The officer shal
di splay the sign at one or nore places in adnmnistrative offices of the institution

where it is plainly visible to:

1. Members of the public who request public information in person; and
2. Enpl oyees whose duties include receiving or responding to public information
requests.

RECEI VI NG AND REFERRI NG REQUESTS

Al'l requests for public information should be received in witing. For the purposes of

this Act, a witten request includes a request made in witing that is sent to the chief
adm nistrative officer, the Public Information O ficer, or the person designated by the
Public Information Oficer, by electronic nail or facsimle transm ssion. Any official
or other enployee receiving a witten request for information, other than e-mail or a
facsimle transm ssion which are ineffective unless they are sent to the Public

Information Officer, should forward it imrediately to the Public Information O ficer.

I ndi vi dual s contacting System Adninistration with witten or verbal inquiries regarding

public information held by a conponent institution will be advised to subnit their
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RECEI VI NG AND REFERRI NG REQUESTS, Cont i nued

requests in witing directly to the Public Information Oficer of the appropriate

conponent institution.

ROUTI NE_REQUESTS

When it is unquestionably clear that requested information is not excepted fromrequired
di scl osure, the Public Information Oficer should respond or coordi nate responses to the
request, notifying the chief adninistrative officer as appropriate. The Public
Information O ficer should pronptly produce public information for inspection

duplication, or both on application by any person

Public Information OFficers conply with routine requests by:

1. providing the public information for inspection or duplication in the offices of
t he System Admi ni stration or conmponent institution; or

2. sendi ng copies of the public information by first class United States mail if the
person requesting the information requests that copies be provided by nail and

agrees to pay the postage and any other charges that the requestor has accrued.

Charges for providing a copy of public information are considered to accrue at the tine

the requestor is advised that the copy is avail able on paynent of applicable charges.

If the requested information is unavailable at the tinme of the request to exam ne
because it is in active use or in storage, the Public Information O ficer shall certify
this fact in witing to the requestor and set a date and hour within a reasonable tine

when the information will be available for inspection or duplication

If the requested informati on can not be produced for inspection or duplication within 10
busi ness days after the date the information is requested, the Public Information

O ficer shall certify that fact in witing to the requestor and set a date and hour
within a reasonable tinme when the information will be available for inspection or

dupl i cati on.

A requestor rust conplete the examination of the information not later than the 10th day

after the date the information is nade available. The Public Information O ficer
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shall extend the initial exanm nation period by an additional 10 days if, within the
initial period, the requestor files a witten request for additional time. The period
nmust be extended by another 10 days if, within the additional period, the requestor

files a witten request for nore additional tine.

If public information exists in an electronic or magnetic nmedium the requestor may

request a copy either on paper on in an electronic medium such as on diskette or on

magnetic tape. The Public Information Oficer shall provide a copy in the requested

medi um i f:

1. the institution has the technological ability to produce a copy of the requested
information in the requested nmedi um

2. the institution is not required to purchase any software or hardware to
acconmodat e t he request; and

3. provi sion of a copy of the information in the requested mediumw Il not violate

the terns of any copyright agreenent between the institution and a third party.

If the institution is unable to conply with the request to produce a copy of information
in a requested nedium for any of the reasons described above, the institution mnust
provi de a paper copy of the requested information or a copy in another mediumthat is
acceptable to the requestor. The institution is not required to copy infornation onto a

di skette or other material provided by the requestor but may use its own supplies.

The Public Information O ficer nust provide the witten statenent to a requestor
described below if the institution determn nes:
1. that responding to a request for public information will require programm ng or

mani pul ati on of data; and

2. t hat :
a. conpliance with the request is not feasible or will result in substanti al
interference with its ongoing operations; or
b. the information could be nmade available in the requested formonly at a

cost that covers the programi ng and mani pul ati on of data.
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The witten statement mnust include:

1. a statenent that the information is not available in the requested form

2. a description of the formin which the information is avail abl e;

3. a description of any contract or services that would be required to provide the

information in the requested form
4. a statenent of the estimated cost of providing the information in the requested

form as deternmined in accordance with the guidelines for specifying charges for
access to public informtion;
5. a statenent of the anticipated tine required to provide the information in the

requested form

The institution nust provide this witten statement to the requestor within 20 days
after the date of the institution's receipt of the request. The institution has an
additional 10 days to provide the statement if witten notice is given to the requestor
within 20 days after the date of receipt of the request, that the additional tine is

needed.

After providing the witten statenment to the requestor as required above, the

institution does not have any further obligation to provide the information in the

requested formor in the formin which it is available until the requestor states in

witing to the institution that the requestor

1. wants the governnental body to provide the information in the requested form
according to the cost and tine paraneters set out in the statement or according to
other terns to which the requestor and the governnental body agree; or

2. wants the information in the formin which it is avail able.

The Public Information O ficer nust nmaintain a file containing all witten statenents

i ssued pursuant to instructions above in a readily accessible |ocation

NON- ROUTI NE REQUESTS

When it is not clear whether the requested information is excepted fromrequired
di scl osure by the Public Information Act, the Public Information O ficer shall consult
with the Ofice of General Counsel within the time frames outlined bel ow to deternine

whet her the records in question should be withheld or rel eased.




m DATE | SSUE REVI SI ON PAGE
E— ADMINISTRATIVE e CZT/ 7/00 3 A2-100.0.6
POLICIES AND PROCEDURES MANUAL REQUESTS FOR RECORDS

SUB. TOPI C
TEXAS PUBLI C | NFORVATI ON ACT
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Subchapter C of the Public Information Act excepts a nunmber of categories of infornmation
fromrequired disclosure. On deternination by the Ofice of General Counsel that the
requested record falls within one of these excepted categories, The Ofice of Genera
Counsel shall forward a request for a decision to the Attorney General to confirmthat
such information shall be withheld frompublic disclosure. On determ nation by the

O fice of General Counsel that the requested information does not fall within one of the
excepted categories, the request shall be processed follow ng procedures specified above

for a routine request.

RESPONDI NG TO REPETI TI OUS OR REDUNDANT REQUESTS

If the Public Information Oficer determ nes that a requestor has nade a request for

i nfornmati on for which the institution has previously furnished copies to the requestor

or made copies available to the requestor on paynent of applicable charges, the Public

Information Officer may respond to the request by certifying to the requestor that

copies of all or part of the requested information, as applicable, were previously

furni shed to the requestor or nmade available. The certification rmust include:

1. A description of the information for which copi es have been previously furnished
or made avail able to the requestor

2. The date that the institution received the requestor’s original request for that
i nformation;

3. The date that the institution previously furnished copies of or nmade avail abl e
copies of the information to the requestor;

4. A certification that no subsequent additions, deletions, or corrections have been
made to that information; and

5. The nane, title, and signature of the Public Information Oficer or the officer’s

agent making the certification.

A charge nmay not be inposed for naking and furnishing the certification. Information not

furni shed in the previous request must be furnished for the new request.

| TEM ZED ESTI MATE OF CHARGES

If a request for a copy of public information will result in the inposition of a charge

t hat exceeds $40, or a request to inspect a paper record will result in the inposition
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of a charge that exceeds $40, the institution shall provide the requestor with a witten
item zed statenent that details all estinmated charges that will be inposed, including
any allowabl e charges for |abor or personnel costs. |[If an alternative |less costly
met hod of viewing the records is available, the statenent nust include a notice that the
requestor nmay contact the institution regarding the alternative method. The institution
must i nformthe requestor of the duties inposed on the requestor and give the requestor
the informati on needed to respond, including:
1. that the requestor nust provide the institution with a mailing, facsinile
transm ssion, or electronic mail address to receive the item zed statenent and
that it is the requestor’s choice which type of address to provide;
2. that the request is considered automatically withdrawn if the requestor does not
respond in witing to the item zed statenent and any updated item zed statenent in

the appropriate time and manner; and

3. that the requestor nay respond to the statenment by delivering the witten response
to the institution by nail, in person, by facsimle transm ssion, or by electronic
mai |

A request is considered to have been withdrawn by the requestor if the requestor does
not respond in witing to the item zed statenent by informng the institution within 10
days after the date the statenment is sent to the requestor that:

1. the requestor will accept the estimted charges; or

2. the requestor is nodifying the request in response to the itenized statenent.

If the institution | ater determ nes, but before it makes the copy or the paper record
avai |l abl e, that the estimated charges will exceed the charges detailed in the witten
item zed statenment by 20 percent or nore, the institution shall send to the requestor a
witten updated itenm zed statement that details all estimated charges that will be

i mposed, including any allowabl e charges for |abor or personnel costs. |[If the requestor
does not respond in witing to the updated estimate in the tinme and manner descri bed

above, the request is considered to have been wi thdrawn by the requestor

If the actual charges that an institution inmposes for a copy of public information, or

for inspecting a paper record exceeds $40, the charges may not exceed:
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1. the amount estimated in the updated item zed statenent;

2. If an updated itemnmi zed statement is not sent to the requestor, an anmount that

exceeds by 20 percent or nore the anpbunt estimated in the item zed statenent.

An item zed statenent or updated itenized statement is considered to have been sent by

the institution to the requestor on the date that:

1. the statenent is delivered to the requestor in person

2. the institution deposits the properly addressed statenent in the United States
nai |

3. the institution transmts the properly addressed statenment by electronic mail or

facsimle transm ssion, if the requestor agrees to receive the statenment by

electronic mail or facsimile transm ssion, as applicable.

A requestor is considered to have responded to the iteni zed statement or the updated
item zed statenment on the date that:

1. the response is delivered to the institution in person

2. t he requestor deposits the properly addressed response in the United States mil;
or

3. the requestor transnmits the properly addressed response to the institution by

electronic mail or facsimle transnission
These tinme lines do not affect the deadlines required for requesting an Attorney

CGeneral ' s deci si on.

TI VE_ OF THE ESSENCE

If an institution wishes to withhold requested information based upon a Subchapter C

exception and the Ofice of General Counsel determnines there has been no prior
controlling determ nation by the courts or the Attorney General that the records are
clearly of the type that fall within the exception to be relied upon, the Public
Information Act provides that a decision regarding applicability of the specified
exception nmust be requested fromthe Attorney General within ten business days fromthe
date the request is received. Further, the requestor nust be provided the foll ow ng
information within the sane tinme frane:

A witten statenent that the institution wishes to withhold the requested
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i nformati on and has asked for a decision fromthe Attorney General about whether the

information is within an exception to public disclosure; and
2. Acopy of the institution's witten conmunication to the Attorney CGeneral asking for
the decision or, if the witten comunication disclosed the requested information, a

redacted copy of that witten conmunication.

If a decision of the Attorney General is not requested within ten business days and the
requestor is not provided with the infornmation described in the paragraph above, the
information is subject to required public disclosure and nust be rel eased unless there
is a conpelling reason to withhold the infornmation. All related suppl enentary

i nformati on required by the Attorney General nust be provided within 15 business days

fromthe date that the request is received.

These deadlines make it inperative that the Ofice of General Counsel be given as nuch
time as possible to deal with requests to which the legal response is not inmediately
apparent. Unless the Public Information O ficer deternines that the requested

i nformati on i s unquestionably disclosable and routinely fills the request, the Ofice of
CGeneral Counsel should have at |east five business days of the ten-day decision deadline
to review the request. In nany cases, it may be necessary to conpile the requested
material, or representative material if filling the entire request is difficult and tine
consunmi ng, and present it to the Ofice of General Counsel in order for counsel to nake
this determination. In all cases where an Attorney Ceneral's decision is deened
necessary by the O fice of General Counsel, the requested infornmation or representative
mat eri al rmust be conpiled and provided to the Ofice of General Counsel for forwarding
to the Attorney CGeneral along with the request for decision. To facilitate the tinely
review by the O fice of General Counsel, the Public Information O ficer should begin
conpiling the requested information at the same time the Ofice of General Counsel is

first contacted concerning the request.

Al'l possible exceptions nust be conmunicated to the Ofice of General Counsel. [If an
exception is not raised before the Attorney General, it is waived. The only exceptions
to wai ver are exceptions based on a requirenent of federal |aw or exceptions involving

third party property or privacy interests.
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PROPRI ETARY | NFORVATI ON OF A THI RD PARTY

If a request is nade for information pertaining to a person’s proprietary information
that may be subject to exception under the Act and a request for Attorney Genera
decision is nade by the institution, the Public Information O ficer shall made a good
faith attenpt to notify that person of the request for the Attorney Ceneral decision

Noti ce nust:
1. Be in witing and sent within a reasonable tine not later than the 10'" busi ness
day after the date the institution receives the request for the information; and

2. I ncl ude:

a. Acopy of the witten request for the infornmation received by the
institution; and

b. A statenent, in the formprescribed by the Attorney General, that the person is
entitled to subnmit in witing to the Attorney General within a reasonable tine
not later than the 10'" busi ness day after the date the person receives the
noti ce:
i. Each reason the person has as to why the information should be

wi t hhel d; and

ii. Aletter, menorandum or brief in support of that reason

NEWS MEDI A REQUESTS

The Vice Chancellor for Devel opment and External Relations will informa conmponent chief

adm ni strative officer about media requests affecting a conmponent.

At the direction of the chief adm nistrative officer, Public Information Officers are
strongly encouraged to coordinate responses to news nedia requests with other Public
Information Officers who have received the sane or simlar requests and, as appropriate,

the Vice Chancellor for Devel opnment and External Rel ations.

REQUESTS FROM LEG SLATORS AND OTHER GOVERNMENTAL COFFI CES

At the direction of the chief adnministrative officer, the Public Information Oficer
shal |l notify the Vice Chancellor for Governnental Relations when the conmponent receives
requests for public information from menbers of the Legislative or other governnental

of fices
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FORM AND APPROVAL OF RESPONSES

Except for routine responses, requested information should be reviewed and approved by
the chief administrative officer or designee and the Public Information Oficer or

desi gnee followi ng appropriate consultation with the Ofice of General Counsel and the
Executive Vice Chancellor for Business Affairs or designee, in the case of multiple

conponent responses.

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 informati on 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 foll ow 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 “lItem zed Esti nate of Charges.”

2. Definitions:

a. Public Infornati on nmeans infornmation that is collected, assenbled, or

mai nt ai ned under a |law 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.
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b

a.

Ful | Cost nmeans the sumof all direct costs plus a proportional share of
over head, or indirect costs.

St andar d-si ze copy nmeans a printed i npression on one side of a piece of

paper that measures 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.

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, magnetic tapes, CD-ROM and
nonst andar d- si ze paper copies are exanples of nonstandard-size copies.

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 progranmm ng, or information that
al ready exists on microfiche or microfilm |Information that requires a

substantial amount of tine to locate or prepare for release is not readily

avai l abl e i nformati on.

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

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

requested (i.e., no copies nade), no charge nay be assessed except when
1. A requested page contains confidential information that must be
edited fromthe document before the information can be released. The
cost of making a copy of the edited page may be inposed.
2. The public information specifically requested for inspection by
t he requestor:
Is older than five years; or conpletely fills, or when assenbled will
completely fill, six or nmore archival boxes; and
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 nmay require the requestor




m DATE | SSUE REVI SI ON PAGE
I ADMINISTRATIVE SUBJECZT’ 7/00 3 A2-100.1.3
POLICIES AND PROCEDURES MANUAL REQUESTS FOR RECORDS

SUB. TOPIC

TEXAS PUBLI C | NFORVATI ON ACT

RECOVERY OF COSTS AND GUI DELI NES, Conti nued

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 infornation, unless
conplying with the request will require progranm ng or mani 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 determnm ned

that wai ver or reduction is in the public interest.

Prepaynent: 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 estinated 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.

The Public Information O ficer or designee nay require a deposit or bond for
paynment of unpaid anpunts 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 nmay not be prepared. The institution mnust
fully docunent the exi stence and anpunt 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
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or bond for paynent of anticipated costs or unpaid amounts if the

institution's Public Information Officer or the officer’s agent requires a

deposit or bond in accordance with this section

d. Charge Schedule: The following is a sunmary of charges for copies of public

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

charges for public information requests:

Servi ce Rendered 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 nm 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 Series 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 o cassette $ 1.00 each
Oversi zed paper copy $ .50 each
Myl ar (36", 42", and 48")
3 ml. $ .85/linear foot
4 ml. 1.10/1inear foot
5nml. 1. 35/1inear foot
Bl uel i ne/ bl uepri nt paper (all w dths) $ .20/linear foot
O her Act ual cost
Personnel Charges: (See notes 1 & 2)
Pr ogranmm 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 microfilmcharge
Paper copy $ .10 per page
Fi che or film copy Actual cost

Renmpt e docunent retrieval charge (See note 4) Actual cost
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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
QO her costs Act ual cost
Qut sour ced/ Contracted services Act ual cost
No Sal es Tax No Sal es Tax shall be

applied to copies of
Public Information

Char ge Schedul e Not es

1.)

2.)

3.)

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

facility.

Personnel tinme should not be charged for the tine spent by an
attorney, legal assistant or other person to deterni ne whether the
requested information is excepted from di scl osure.

A charge for progranming tine is made if the request requires a
programer to enter data in order to execute an existing program or
to create a new programin order to access the information.




m DATE | SSUE REVI SI ON PAGE
E— ADMINISTRATIVE SUBJECZT/ 7/00 4 A2-100.1.6
POLICIES AND PROCEDURES MANUAL REOUSSTS FOR RECORDS

SUB. TOPIC
TEXAS PUBLI C | NFORVATI ON ACT

RECOVERY OF COSTS AND GUI DELI NES, Conti nued

4.) Where a charge is made for renote document retrieval, no additiona
personnel charge should be factored in for tine spent |ocating

docunent s.

5.) 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 rmade for conputer print-out tine.

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

char ge.

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

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

TABLE 1

Readi |y 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)

Docurent retrieval charge (if applicable)

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

+ + + + +

$ 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)

Progranmming time (if applicable)

Docunent 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 nmiling 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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l. PURPCSE
The purpose of this docunent is to describe the rel ationship between external non-

profit corporations and The University of Texas at Dall as.

[1. ADM NI STRATI ON AND | NVESTMENT OF FUNDS HELD BY PRI VATE SUPPORT ORGANI ZATI ONS

Funds and property received directly by a private support organization froma
donor with the intent of benefitting UTD are not subject to control by the Board
of Regents until such organization relinquishes control of the funds to the Board.
G fts of funds or property to The University of Texas at Dallas froman externa
non-profit corporation nay be accepted under the sane conditions as a gift from

any ot her donor.

[11. CONTRACTS W TH PRI VATE SUPPCORT ORGANI ZATI ONS

Any contract with a Private Support Ogani zati on nust be approved by the Board of

Regents and rmnust:

1. Provi de adequate consideration to the University;
2. Serve a University purpose; and
3. Enabl e the Board of Regents to maintain sufficient control over any

Uni versity resources provided by the contract to ensure the governnental

pur pose is net.

V. REVIEW
This policy docunent shall be reviewed and updated periodically by the Vice

President for University Advancenent in consultation with the President.
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I. PURPOSE

A. The basic purpose of this sectionis to set forth University policies, in
accordance with the Board of Regents Rul es and Regul ati ons, and procedures
related to soliciting, accepting, and processing of all gifts, including
grants and gifts-in-kind, fromprivate philanthropic sources (individuals,
partnershi ps, foundations and corporations).

B. Another purpose is to set forth clearly the responsibilities related to the
above subject, of University enployees, adnministrative heads, the University

Advancenent O fice, and the Business Affairs Ofice.

M. DEFI NI TION CF G FTS

A. For purposes of this document, gifts are defined as follows: G atuitous

transfers of any kind of property, real or personal, which may be
contributed to UTD for any restricted or unrestricted purpose by donors from
the private sector (individuals, partnerships, foundations and

cor porations).

B. Included in the above definition would be such gifts as cash, securities,
and gifts-in-kind (real estate, books, autonobiles, equipnent, etc.). Gfts
Wi |l be categorized according to the nost recent edition of the Managenent
Reporting Standards for Educational Institutions, published by the Counci

for Advancenent and Support of Education and National Association of College
and University Business Oficers.
C. Not included in the definition are grants frompublic entities (local, state

and federal).

[11. GENERAL DI VI SI ONAL RESPONSI BI LI TI ES

A. The University Advancenment O fice has the general responsibility of
soliciting, coordinating and reporting all fund raising fromthe private
sector. This includes both projects and proposals initiated by that office
and those initiated el sewhere in the University. To fulfill this m ssion,
the University Advancenent O fice must be in a position to know who is
gi ving how much and for what purpose. The Vice President for University
Advancerent has the responsibility of reconciling records with official

Uni versity records nmintained by the Business Affairs Ofice.
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B. The Business Affairs Ofice has the primary responsibility of maintaining
official University fiscal records, assuring that all cash is receipted by
the University in a manner consistent with the requirenments of state |aw, and
assuring donors, the Board of Regents, the President, U T. Systemofficials
and the State Auditor’'s Ofice, that all University funds are expended as
required by the stipulations inmposed by the donor, Board of Regents, The
University of Texas Systemand the University administration, and the | aws of

the State of Texas

V. SCLI CI TATION CF G FTS

A. Al solicitation of gifts fromprivate sources by any University
adm ni strator, dean, faculty or staff nenber will be coordi nated before-the-
fact with the Vice President for University Advancenent. This coordination
wi | I occur through prospect coordination nmeetings. The Vice President, or an
appropriate University Advancenent O fice staff menber, may work with the
adm ni strators, deans, faculty or staff menbers on approved fund-raising
initiatives.

B. Regarding unsolicited gifts inquiries which mght be forthconi ng from
prospective donors, the appropriate university enployee will notify the Vice

Presi dent as soon as possible after the contact.

V. ACCEPTANCE OF d FTS

A. Unrestricted cash gifts to the University may be accepted by the President if
they are $500,000 or less. Gfts in an amount that exceeds $500, 000 rmust be
submtted to the Board of Regents for acceptance via the Conponent Docket.

B. Gfts-in-kind to the University nust be approved by the Vice President for
Uni versity Advancenent and the appropriate U T. System Ofice prior to
submi ssion for acceptance.

The Vice President for University Advancenent will confer with the
President’s Cabi net when major gifts are involved. (Note: The University of
Texas System Office of Estates and Trusts nust approve the acceptance of

gifts restricted to establish an endownent or charitable remainder trust or
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PRI VATE

given for addition to the U T. System Pool ed I ncome Fund, or to

amend an

exi sting endownent, regardless of value.) Gfts of real estate or mnerals

and gifts of remminder interests in personal residences or farns nust be

reviewed by the U T. System Real Estate office and Office of General Counsel

and processed by the Real Estate Office prior to acceptance. d

osely held

securities and partnership interests nust be reviewed by the U T. System

O fice of Estates and Trusts and the O fice of General Counsel and processed

by the Ofice of Estates and Trusts prior to acceptance.

The following steps will be followed to obtain official approval

1. If requested by the donor, the Vice President will sign I RS Form 8283

to acknow edge receipt of gifts other than those processed and

approved by the U T. System O fice of Estates and Trusts.

| f

requested by the donor, the Executive Director, Estates and Trusts,

will sign IRS Form 8283 for gifts processed and approved by the Ofice

of Estates and Trusts
2. The Vice President for University Advancement will eval uat
proposed gift and forward it for appropriate approval and
3. The Vice President for University Advancement will notify
that the gift will or will not be accepted.

4, I f approval to accept personal property is granted, the WV

e the
accept ance.

all parties

ce President

will sign and return IRS Form 8283 if requested by the donor, for

gifts other than those processed and approved by the U T.
Ofice of Estates and Trusts. If requested by the donor, t
Director, Estates and Trusts, will sign IRS Form 8283 for

property gifts processed and approved by the O fice of Est

System
he Executive
per sonal

ates and

Trusts. A copy of the formw |l be forwarded by the Vice President to

the fiscal official so that the appropriate accounting ent

made. The Property Manager will be notified that the gift

ries nay be

has been

capitalized, and it should be tagged. |If approval to accept real

property is granted, appropriate |egal counsel within The

Uni versity

of Texas Systemwi |l be consulted regarding required docunmentation.
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5. If approval is granted, the originator will, in coordination with his or
her dean and the Vice President, arrange with the donor(s) for the actual
acceptance with the desires of the donor(s). See Subsection |IX below for
procedures related to publicity.

C. No university personnel will delay the processing of cash, stocks, or other
security docunents. These docunments will be processed w thin one business day.
G fts of marketable securities nust be transferred and sold through the Ofice

of Estates and Trusts.

A/ PROCESSI NG OF d FTS

AL Gfts to the University, other than gifts-in-kind, will be forwarded
i Mmediately to the Vice President for University Advancement together with
witten restrictions fromthe donor (if any). The Vice President is
responsi ble for processing the gift.
B. Imedi ately upon receipt of the gift froma donor, the two-part G ft Receipt
Form (GRF) should be processed by the University Advancement O fi ce.
1. Pur pose: The designated use of the gift as expressed by the donor;
i.e., Schol arship, Purchase of Goods, or other.
2. Account Nunber: The appropriate account to which the gift is to be
credited. |If there is a question concerning the account to which the

gift is to be credited, contact the Acadenic Unit.

3. Anount: The total anbunt of the gift.
4. Dat e:
5. Donor: The nane and conplete nmailing address of the donor.

C. Gfts-in-kind will be processed in accordance with Subsection V, A and B.

VI1. DEFERRED G FTS

A. The Vice President is responsible for mmintaining records regardi ng any known
gifts that will accrue to the University at sone tine in the future (wills,
trusts, etc.). Inmediately upon receipt of information regarding a deferred
gift, the Vice President shall notify The University of Texas System Ofice of

Estates and Trusts. Wth the advice and assi st ance of
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the OfFfice of Estates and Trusts, the Vice President will work with the

donor as appropriate.

B. To assist the Vice President in this effort, it is the responsibility of
any dean, faculty or staff nember who cones into possession of such
know edge to forward the information i mediately to the Vice President.

C Bequests and interests in or distributions fromtrusts nust be reviewed,
processed and approved in the Ofice of Estates and Trusts.

VII1. ACKNOALEDGVENT LETTERS

A. When a gift has been nade to the University, the Vice President is
responsi bl e for generating the acknow edgnent |letter fromthe President
to the donor, including a receipt for incone tax purposes when
appropri ate.

B. In addition to the above, gifts restricted to a given departnent or
programwi || be acknow edged in witing by an appropriate person (Program
Director, Departnent Chair, Dean, Director, etc.). Such acknow edgment
letters will be done within 48 hours of receipt of the gift and copies of
such letters will be sent to the University Advancenent Ofice within 72

hour s.

I X. PUBLI CI TY

A

C

. The Vice President, the donor, the News and Publications Ofice, and the

adm ni stration of the unit or function naned in the gift are responsible for
coordinating publicity related to gifts. |In all cases, the interests and

wi shes of the donors will be respected

Dependi ng on the size of the gift, appropriate publicity could include one

or nore of the following (list not exhaustive):
Picture-taking session in the President’s Ofice;
News rel ease;

Publicity in University publications;

Mermber ship in appropriate giving club
Recognition at special events;

No publicity (if requested by donor).

ouswWNE

REVI EW
This and all other policy and procedure docunents concerning gifts to the
University shall be reviewed periodically by the Vice President for

Uni versity Advancenent in consultation with the President.
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