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 Follow a structure

• Introduction

• Any useful history (clarification sought, information released, 
requestor paid a bond or deposit)

• Broadest exceptions

• Narrow exceptions

 Organize attachments

• Copy of original request

• Clarifications or useful communications with requestor

• Affidavits/attachments to support arguments

• Copy or representative sample of information at issue

Best Practices for Requesting a Ruling



Common Briefing Errors

 Not fulfilling requirements of Sections 552.301 and 552.305

 Typographical errors

 Not labeling submitted documents

 Not adequately or accurately describing submitted documents

 Redaction of submitted documents

 Not informing the Open Records Division (“ORD”) when a request has 
been withdrawn

 Not adequately asserting all exceptions



Typographical Errors

 Incorrectly-typed exceptions

• There is a BIG difference between section 552.103 (litigation 
exception) and section 552.130 (motor vehicle information).

 Incorrectly-typed names

 Incorrectly-typed dates

 Spelling errors

 Copies are illegible



Label, Label, Label!

 Send copies, not originals, of the documents at issue

• Do NOT redact documents that you are submitting for our review

• If we can’t read it, we can’t rule on it

 Mark all submissions clearly, carefully and consistently

• Make sure all exhibit numbers on documents match up with 
exhibit numbers in the brief

• Make clear what has been released to the requestor and what has 
not

• Reference all previous correspondence with ORD on all future, 
related correspondence – use our ID# or your reference number if 
you have one

• If you have previously received a ruling on the same or very 
similar information, let ORD know



What is This? 

 “Why on earth did the governmental body submit this?”

 Provide adequate background information for the documents 
submitted as responsive

• How are these documents responsive?

• How are they related to the pending investigation, litigation, etc.?

• Who are the parties mentioned in the documents?

• What is their relationship to the governmental body?

• What, if anything, has already been released?

• Do you have a pending cost estimate or complaint?

• What does your governmental body do?  If you have a law 
enforcement function, please tell us.



It’s Been Withdrawn?!

 If the request has been withdrawn, please let ORD know as soon as possible 
so ORD is notified before the ruling has been issued.

 Proper reasons for withdrawal:

• The governmental body has released all of the requested information to 
the requestor, OR

• The requestor has withdrawn the request voluntarily or by operation of 
law, OR

• The requestor has clarified or narrowed the request, and the 
governmental body has released the info subject to the more narrowly-
tailored request, OR

• The requestor is satisfied with the information or response the 
governmental body provided, OR 

• The governmental body has no information responsive to the request, 
OR

• The governmental body is relying on a previous determination to 
withhold the information.



Previous Determinations

 Factors considered by ORD in granting a previous determination

• Mandatory exception?

• Governmental body’s track record in correctly applying the 
exception to the information at issue in earlier ruling requests

• Governmental body’s overall track record in requesting rulings

• Number of requests the governmental body receives for the 
specific type of information at issue

• Are there any valid complaints against the governmental body?



Proper Briefing of Exceptions

 Be sure to fulfill the requirements of all claimed exceptions

 The Public Information Act Handbook is your best resource for briefing to 
ORD

 Search previous Open Records Letter Rulings and Decisions on the OAG’s 
website for free

 Rulings and Decisions can also be found in Westlaw and Lexis 



 You may not ask why a requestor wants information.

 You may:

• Explain to the requestor what information you do maintain

• Explain how much information may be responsive to a request

• Discuss with the requestor how to narrow or clarify a request

• Request permission to redact information that is excepted from 
disclosure

• Explain Public Information Act procedures

Communicating with the Requestor



 The Public Information Act Handbook

 The Office of the Attorney General’s Website 
(www.texasattorneygeneral.gov)

 The Open Government Hotline, (877) 673-6839

Available Resources



Open Records Division Forms
https://www.texasattorneygeneral.gov/og/redacting-public-information-rules-and-forms



Electronic Filing System



Online Rulings



Online Cost Estimate Model Tool



Questions?


