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DUTIES & RESPONSIBILITIES

• Serve as the centralized communications 

department for the City

• Process open records requests (ORR)

• Manage the broadcast and archiving of City 

Council meetings and board and commission 

meetings held at City Hall
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PUBLIC INFORMATION OFFICE
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Public Information Act

Overview

• “It is the policy of this state that each person is entitled, 

unless otherwise expressly provided by law, at all times 

to complete information about the affairs of government.” 

(Texas Gov’t Code §552.001)

• Most information held by a governmental body is 

presumed to be public, but some exceptions to 

disclosure exist

• The Attorney General must rule on the applicability of 

most of those exceptions
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PIO & OPEN RECORDS

• The Public Information Act designates the chief 

administrative officer of the governmental body 

as the Public Information Officer

• As the chief administrative officer for the City, 

the City Manager has delegated this 

responsibility to the Public Information Office
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OPEN RECORDS REQUESTS
AT A GLANCE

• City Hall

• Processing about 15,000 open records requests 

annually

• An average response is within seven business days 

for routine requests

• DPD

• Processing about 19,335 Open records requests 

annually 

• An average response is within ten business days for 

routine requests
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OPEN RECORDS REQUESTS
AT A GLANCE

• City Hall: 2 full-time employees 

• FY2013-2014: 14,616 open record requests

• Oct. 1, 2014 to July 31, 2015: 13,859 open record requests

• Monthly average: 1,302 open record requests

• 38 City ORR liaisons

• DPD: 10 full-time employees

• FY2013-2014: 16,250 open record requests

• Oct. 1, 2014 to July 31, 2015: 16,919 open record requests

• Monthly average: 1,523 open record requests

• 48 ORR liaisons throughout DPD
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NEW ORR SYSTEM

• For the first time, City Hall and DPD will be on the same 

platform

• Allows online payment 

• Public release of documents

• Provides tracking of fee/time tracking per request

• Social media archiving

• Archived meetings videos downloadable at 

DallasCityNews.net
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PUBLIC INFORMATION ACT

Gov. Code Chapter 552

• We must respond “promptly”. 
“Promptly” means that a 
governmental body may take a 
reasonable amount of time to 
produce the information, but may 
not delay.

• If we cannot produce public 
information for inspection or 
duplication within 10 business days 
after the date the information is 
requested we must notify the 
requestor in writing when the 
information will be available for 
inspection or duplication.
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PUBLIC INFORMATION ACT

Gov. Code 552

• “Public information” means information that is written, produced, collected,

assembled, or maintained under a law or ordinance or in connection with

the transaction of official business:

• (1) by a governmental body, or

• (2) for a governmental body and the governmental body:

(a) owns;

(b) has a right of access to the information; or

(c) spends or contributes public money for the purpose of writing,

producing, collecting, assembling, or maintaining the information; or

• (3) by an individual officer or employee of a governmental body in the

officer ’s or employee ’s official capacity and the information pertains to

official business of the governmental body

• Texas Gov’t Code §552.002
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PUBLIC INFORMATION ACT
(continued)

• Information is in connection with the transaction of official business if the 
information is created by, transmitted to, received by, or maintained by an 
officer or employee of the governmental body in the officer ’s or employee ’s 
official capacity, or a person or entity performing official business or a 
governmental function on behalf of a governmental body, and pertains to 
official business of the governmental body. 

• The definition of "public information" provided by Subsection (a) applies to 
and includes any electronic communication created, transmitted, received, 
or maintained on any device if the communication is in connection with the 
transaction of official business. 

• The general forms in which the media containing public information exist 
include a book, paper, letter, document, e-mail, Internet posting, text 
message, instant message, other electronic communication, printout, 
photograph, film, tape, microfiche, microfilm, photostat, sound 
recording, map, and drawing and a voice, data, or video representation 
held in computer memory. 
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PUBLIC INFORMATION ACT

What is an open records request?

• IT MUST BE IN WRITING

• No requirement to label it as an open records 
request or public information request

• Can be typed, handwritten, faxed or emailed

• Does not require use of a specific form to submit 
request, No signature required.

• An open records request that is made by email or 
fax must be sent to the Public Information Office.



OPEN RECORDS REQUEST PROCESS

• Request received by Open Records Coordinator and is 
entered into CRMS for distribution to departments and 
tracking

• Within 10 business days of receipt of request, the City 
must respond to requestor with one of the following:
• Notification that information is available

• Notification that clarification is needed in order to respond to 
request

• If request cannot be completed in 10 business days, 
notification of length of time and/or estimated cost to 
produce the requested information; or

• If request includes records exempt from disclosure, 
notification that the City is seeking an open records ruling 
from the Office of the Attorney General
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OPEN RECORDS REQUEST PROCESS

• In order to complete an open records request, departments may 
be required to:

• Locate all physical files requested
• Searches may include digital, on-premise storage, as well as archives

• Identify all email searches that must be conducted and coordinate 
with CIS to conduct searches

• Review all responsive documents to determine if exceptions to 
disclosure apply, such as private emails

• Provide documentation to City Attorney’s Office that need to be 
submitted to the Office of the Attorney General that may be 
exempted from disclosure

• Research time for staff can range from a few minutes to several 
days of staff time to locate, research, review, redact and organize 
the requested records
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OPEN RECORDS REQUEST PROCESS

• Requestors may be required to pay for 
associated costs of producing a record in 
accordance with Texas Administrative Code
• Personnel/Labor

• Programming

• Cost for copies

• After inspection, requestors sometimes take 
only a limited number of documents produced 
which reduces the fee charged regardless of 
the time staff spent producing the original 
request
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PUBLIC INFORMATION ACT

Withholding Information: Gov. Code 552

• The City is required to ask the OAG for an open records 

ruling in most cases when the information invokes the 

application of an exception to the Act.



PUBLIC INFORMATION ACT

Typical Mandatory Exceptions

• 552.101 - Common law privacy information (i.e., medical, mental health, victim 

identifiers of assaultive offenses)

• 552.101 - Confidential by statute (i.e., juvenile suspect offenses, abuse of child 

offenses, medical records)

• 552.102 – Date of birth of city employees

• 552.110 - Trade secrets and certain commercial and financial information

• *552.117 - Officer/Employee’s personal information 

• 552.127 - Personal information relating to participants in neighborhood crime watch 

organization

• *552.130 - Motor Vehicle record information 

• *552.136 - Financial access device numbers

• *552.137 - Email addresses of members of public

• *552.147 - Social Security numbers

• 552.148 - Certain personal information maintained by a municipality pertaining to a 

minor
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*No OAG ruling necessary



PUBLIC INFORMATION ACT

Typical Discretionary Exceptions

Discretionary:

• 552.101 – Informer’s privilege

• 552.103 – Litigation exception

• 552.104 – Information relating to competition or bidding in order to get the best value 

for the City

• 552.105 – Information relating to location or price of property in order to get the best 

value for the City

• 552.106 – Certain legislative documents

• 552.107 - Attorney-client privileged information

• 552.108 – Law Enforcement 

• 552.111 – Agency memoranda and work product privilege

• 552.116 – Audit working papers

• 552.122 – Test items

• 552.131 – Certain economic development information in order to get the best value 

for the City
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PUBLIC INFORMATION ACT

Requests for OAG Rulings

March 2014-Sept. 2014 Oct. 2014-June 2015

DPD

Release: 4 4

Partial Release: 16 27

Confirm Exception: 277 306

Total: 297 337

City Hall

Release: 23 15

Partial Release: 18 51

Confirm Exception: 59 40

Total: 100 106
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PUBLIC INFORMATION ACT

Criminal Penalties: Gov. Code 552

• Failure or refusal to provide access to or copying of 

public information can result in a fine not more than 

$1,000 and/or county jail time for not more than six 

months.
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• Texas Attorney General schedule of charges:

• Cost of Copies - various media

• Labor charge for locating, compiling, manipulating data, 

and reproducing public information.

• Labor charge for programming

• Overhead charge and other charges

• Inspection when copies are not requested

COST OF COPIES
OF PUBLIC INFORMATION

TEXAS ADMINISTRATIVE CODE

(CHAPTER 70)
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• The City may waive or reduce copy charges:

• When it is in the public interest because the 

information benefits the general public

• When the collection of a charge will exceed amount 

of the charge

WAIVER OR REDUCTION OF FEE



REQUESTS FOR EMAILS

• Due to the affordability of storage, emails may be saved 

for a long time.

• One of the most complex parts of responding to an ORR 

is to search through emails to find responsive emails.

• Emails are then reviewed to determine if exceptions to 

disclosure apply.

• Information to be withheld is redacted
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TOP ORRs FOR CITY HALL

(Jan. 1, 2014 – Jan. 1, 2015)
Code Compliance 

• General Code Inspection 
Records

• Multi-tenant Inspections

• Health Inspections

• Vacant Structures

Fire 

• Fire Inspection

• Sprinkler Plans/Permits

• Dispatch Reports

• List of Burned Structures

• Arson Reports
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Water

• Lien Information

Sustainable Development 
and Construction 

• Variance information 

Courts 

• Citation Dispositions

General

• Staff and Council emails



TOP ORRs FOR DPD

(Jan. 1, 2014 – Jan. 1, 2015)

• Couriers: 2,496 (hired by insurance companies)

• Attorneys: 1,080 

• Media: 886
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TRANSPARENCY 2015 REPORT CARD
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Source: Dallas Morning News



2726



28



29



PUBLIC INFORMATION OFFICERS

• Strategic communications

• Crisis communications

• Internal and external communications

• Branding

• Graphic Design

• Media relations

• Social media

• DallasCityNews.net

• Talk Dallas
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DallasCityNews.net
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TRADITIONAL MEDIA
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BRANDING

• Working to align the City logo and brand with DCVB

• The current City brand is fractured and confusing

• One voice, one message

• Will strengthen our prominence as a destination for 

employees, employers, visitors and residents
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BROADCAST TEAM

City Hall Broadcasts
Council Agenda (*WRR)
Council committee
Council subcommittee
Board and commission
Inauguration

Cable
Time Warner Cable
Verizon FiOS
AT&T U-Verse

Other Services
Live stream/online archiving
City news, services, events
DallasCityNews.net
Virtual town hall meetings
IVR recordings
Press conferences
PSAs
Promotional videos
Live City bid openings
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PEG FUNDING
(Public, Education, Government)

• Established by Ordinance #24484 adopted Dec 13, 2000

• The fund was established for the deposit, investment and use of the PEG 

initial grant payments required by City cable franchises

• In 2005 the Texas Legislature passed Senate Bill 5 

• Transferred the authority for franchising cable providers from cities to 

the Texas Public Utility Commission

• Cable companies operating under a State Issued Certificate of 

Franchise Authority are required to pay cities 1% of their gross 

revenues to support PEG uses of the cable system

• Payments are received quarterly 

• Use of PEG funds is restricted by federal law to capital expenditures for 

PEG facilities and equipment

• Since 2008, the City has used these funds for the construction and 

equipment in the L2 studio and equipment upgrades at City Hall

• Money was also used to create studio space at the library
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MEETINGS BROADCAST PROJECT

• Briefed to Council November 2014

• Project started January 2015

• About $2M (PEG) on technological upgrades and 

cameras so far this calendar year

• 46 cameras (up from 12) 

• 113,600’ cabled installed (audio, video, fiber, network)

• 21.3 miles of cable 

• 218 Reunion Towers

• 7 meeting rooms equipped (up from 3)
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ONLINE ARCHIVING PROJECT

• Not previously briefed to Council

• Project started in March 2015

• City staff-initiated project

• Enhanced level of transparency 

• Providing online access to archives of council committee 

briefings, board and commission meetings

• On-demand type online access to meetings that are 

broadcast on City cable channels
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Dallas City Council Agenda

Dallas City Council Briefing Meetings

Budget, Finance & Audit Committee

Economic Development Committee

Housing Committee

Public Safety Committee

Transportation & Trinity River Project 

Committee

Quality of Life & Environment Committee

Arts, Culture & Libraries Committee

City Plan Commission

Community Development Commission

Citizens/Police Review Board

Civil Service Board

Dallas Landmark Commission & Task Force

Dallas Animal Services

Dallas Park and Recreation Board

Public License and Appeal Board

Virtual Town Hall

Zoning Board of Adjustments (BDA)

Automated Red Light Commission (ARC)

Ad Hoc Committee

COUNCIL, BOARD AND COMMISSION MEETINGS
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BROADCAST CENTER
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BROADCAST CENTER
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RETURN ON INVESTMENT

• In-house broadcast/education center of 

excellence in community

• Partnerships with DISD and higher educational 

institutions

• Internal training dissemination opportunities

• Informed public=City ambassador
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TRANSPARENCY AT A GLANCE

• New City open records system

• Social media archiving

• Public release of information

• DallasCityNews.net

• Broadcasting of board and commission 

meetings at City Hall

• Online archiving of meetings broadcast on cable 

channels

• Downloadable archived videos
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HOW WE SUPPORT COUNCIL

• Support for City events (e.g., groundbreaking, library 

opening, bridge opening, streetcar)

• Media relations

• Talking points

• Video production

• A/V support

• Marketing
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NEW FEATURES

• Training of all Council assistants:

 Support for district-specific events

 Media relations

 Media advisories/news releases

 Talking points

• Additional funding:

 Graphic design

 Media advisories/news releases

 Talking points
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QUESTIONS?

57


	E_PIO Memo
	E_PIO Briefing
	E_PIO Briefing 2
	E_PIO Briefing 3
	E_PIO Briefing 4
	E_PIO Briefing 5
	E_PIO Briefing 6
	E_PIO Briefing 7
	E_PIO Briefing 8
	E_PIO Briefing 9
	E_PIO Briefing 10
	E_PIO Briefing 11
	E_PIO Briefing 12
	E_PIO Briefing 13
	E_PIO Briefing 14
	E_PIO Briefing 15
	E_PIO Briefing 16
	E_PIO Briefing 17
	E_PIO Briefing 18
	E_PIO Briefing 19
	E_PIO Briefing 20
	E_PIO Briefing 21
	E_PIO Briefing 22
	E_PIO Briefing 23
	E_PIO Briefing 24
	E_PIO Briefing 25
	E_PIO Briefing 26
	E_PIO Briefing 27
	E_PIO Briefing 28
	E_PIO Briefing 29
	E_PIO Briefing 30
	E_PIO Briefing 31
	E_PIO Briefing 32
	E_PIO Briefing 33
	E_PIO Briefing 34
	E_PIO Briefing 35
	E_PIO Briefing 36
	E_PIO Briefing 37
	E_PIO Briefing 38
	E_PIO Briefing 39
	E_PIO Briefing 40
	E_PIO Briefing 41
	E_PIO Briefing 42
	E_PIO Briefing 43
	E_PIO Briefing 44
	E_PIO Briefing 45
	E_PIO Briefing 46
	E_PIO Briefing 47
	E_PIO Briefing 48
	E_PIO Briefing 49
	E_PIO Briefing 50
	E_PIO Briefing 51
	E_PIO Briefing 52
	E_PIO Briefing 53
	E_PIO Briefing 54
	E_PIO Briefing 55
	E_PIO Briefing 56
	E_PIO Briefing 57



