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Open Records Request 

• Provides citizens access to public 

information  

• Allows the City to meet State open records 

rules  

• Managed by Communications and Public 

Affairs Office  

• Public Records Coordinator assigned to 

requests 

 

 

 

 

2 



New System Implemented 

• May 31, 2013 – City launched WebQA online 

program that allows the community and the 

City easier access and tracking abilities  

• Before each City Department handled their 

own Open Records Request 

• All requests are now handled through the 

Open Records Coordinator except for Fire 

and Police  

Open Records Request 
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Open Records Request 

Open Records Coordinator  

• As of May 31, 2013 – 1,075 requests have been 
processed  

• Only 55 letters have been written to the Attorney 
General 

 

Open Records – Police Department  

• As of June 1, 2013 police have processed 1,253 
requests  

• 417 letters written to Attorney General on behalf of 
police department 
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Open Records Request 

Common Exceptions 
• Information confidential by State or Federal Law 

(552.101) 

• Information confidential by judicial decision  

• Personnel information  

• Information relating to litigation  

• Information relation competition or bidding 

• Information regarding location or piece of property 

• Certain legislative documents (drafts) 

• Attorney – Client Privilege  
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Open Records Request 

Law Enforcement Exceptions  

• Pending investigation 

• Pending criminal litigation  

• Information regarding police officers 

• Juvenile law enforcement records 

• Records of 9-1-1 calls 
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Open Records Request  

Requesting Public Information Guidelines 

• Request must be received in writing and 

can be done through the following outlets 

– City website  (www.elpasotexas.gov) 

– U.S. mail  

– Hand delivered 

– E-mail  

– Fax  
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Open Records Request  

Submitted Requests  
 

• The City must respond to requests as soon as 
possible  

• Open records request needing Attorney General 
review must be submitted within 10 days of receipt 
of request  

• Timeline begins the first business day after the 
business day received   

• The request is assigned to appropriate 
department(s) 

• Mayor, Council, City Manger notified if request 
involves information from their area 
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Open Records Request  

Submitted Requests 

• Department attaches responsive 

documents, notifies if records are 

releasable or need legal review  

• Documents requested for legal review are 

sent to City Attorney’s office  
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Before requested documents are released 

• Requester is notified of payment amount      

(if appropriate) 

• Payment processed by cash, credit card or 

check 

• All fees associated with open records request 

are in accordance with City Ordinance 

014171 and applicable Texas law  

 

Open Records Request  
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Open Records Request  

Release of Documents 

• Releasable documents are given to 

requester in preferred method of delivery 
(e-mail, U.S. mail, pickup in person or review in 

office)  

• Mayor or City Representative given copies 

of documents involving their area 
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Open Records Request  
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http://www.elpasotexas.gov/
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Thank You  
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