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Examples of information common to the University that may not be disclosed includes: 

i. non-directory information contained in student records, except as otherwise allowed or 
required to be released under the Family Educational Rights and Privacy Act or other 
statute; 

ii. trade secrets and commercial or financial information obtained from a person and 
privileged or confidential by statute or judicial decision; 

iii. information contained in a book or publication that is commercially available to the 
public or made available to the public as a resource material, such as a library book; 

iv. a rare book, original manuscript and certain documents held for historical research that 
was not created in the conduct or official business of the University; 

v. an audit working paper or draft audit; and 
vi. a test item developed by the University, a licensing agency, or another governmental 

body.  

Procedures and Responsibilities. 

The following procedures apply to all requests for information regardless of whether the 
request states it is made pursuant to the Public Information Act: 

1. Custodian of Records.  The Vice Chancellor and General Counsel is the designated 
Custodian of Records for the University.  As such, the UNT System Office of General 
Counsel (OGC) is responsible for overseeing compliance with the Act.  Any questions 
regarding the Act, this policy, or a specific request for information should be directed to 
the OGC. 
 

2. Requests Must Be In Writing.  Requests for information must be in writing before the 
University is required to respond under the Act. If an oral request for information is 
received, the requestor must be informed of the need to submit the request in written 
form. The written request may be provided to any employee of the University or directly 
to the OGC. 

 
3. Forward Request to Office of General Counsel. It is imperative that University 

employees record the date requests for information are received and immediately 
forward them to the OGC, unless the General Counsel has approved alternate 
procedures, in writing, authorizing the department to respond to public information 
requests.  Any university employee who receives a request and any department 
authorized to respond to requests shall not make any decision concerning whether 
requested information is confidential or withhold information without first consulting 
the OGC. 
 

 



 
 

Page 3 of 8 

  

4. Research Not Required.  The Act only requires that documents in paper or electronic 
be provided to a requestor.  University employees are not required to perform 
substantive research, prepare answers to questions, or complete research surveys. 
 

5. Right to Seek Clarification.  If it is unclear what information is being requested, the 
University may ask the requestor to clarify his or her request. If a large amount of 
information has been requested, the requestor may be informed how to narrow the 
scope of the request. However, in accordance with the Act, university employees 
should not ask why the information is being requested or about its intended usage. 
 

6. Deadline for Taking Action on Request












