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THE TEXAS PUBLIC INFORMATION ACT TIMELINE

A simple visual guide to key response deadlines and decision points

E- _ o ______ REQUEST RECEIVED (
/ A written request for public information is received. COMMON
i PRESSURE POINTS
INITIAL REVIEW | . S
Q : e """ The city identifies what was requested, which
departments may have responsive records, and |

whether clarification or narrowing is needed.

GATHER RESPONSIVE INFORMATION unclear requests

Staff locates potentially responsive documents and
identifies possible confidentiality or exception issues.

~ 10-BUSINESS-DAY DEADLINE ' N
If withholding is sought, the governmental body must |
timely request an Attorney General ruling and identify

the claimed exceptions. The requestor should also be

notified, and third parties may need notice if applicable. |

large file volume

I confidential
NOTICE TO REQUESTOR / THIRD PARTIES | 0 g 'y
Where applicable, required notices and third-party | imtasTmatiofn
notifications should be sent. |
15-BUSINESS-DAY DEADLINE i ’

> : : third-party
Additional materials and arguments must be submitted . "
to support the request for a ruling. Interests
This typically includes comments, a copy of the request, ‘
proof of receipt date, and the infermation or
representative samples. |
" missed

ATTORNEY GENERAL RULING PHASE | G LA
If a ruling is requested, the matter proceeds through ' UL
the Attorney General review process. ‘
RELEASE / WITHHOLD / REDACT
Information is released, redacted, or withheld inconsistent
depending on the law and any ruling. internal tracking

|
 CLOSEOUT / DOCUMENTATION I

Maintain a record of the request, communications,
deadlines, and production.

WHAT TO REMEMBER

Missing a deadline can ‘ Good intake and Clarification, documentation,

limit withholding tracking matter. and coordination are crucial.
arguments.

q& This graphic is a simplified educational overview and not a substitute for legal review of specific requests.
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Educational resource only. Not legal advice. Texas public information issues can be fact-specific and deadline-sensitive.




