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All requests must be in writing and directed to the City Secretary, 214 Meadow Park Drive, White Settlement, Texas, 76108; fax 817-367-0885; email: amyarnold@wstx.us
Section 552.221 of the Government Code states (a) An officer for public information of a governmental body shall promptly produce public information for inspection, duplication, or both on application by any person to the officer. In this subsection, "promptly" means as soon as possible under the circumstances, that is, within a reasonable time, without delay.  (d) If an officer for public information cannot produce public information for inspection or duplication within 10 business days after the date the information is requested under Subsection (a), the officer shall certify that fact in writing to the requestor and set a date and hour within a reasonable time when the information will be available for inspection or duplication.

Section 552.261 of the Government Code allows a city to charge a requestor for labor and overhead (in addition to the cost for documents) if the request is for 50 or more copies of paper records, or if the requested information is located in two or more separate buildings or in a separate storage facility.
If it appears that charges for copies, labor or material are to be assessed, you will be notified of the estimated amount and requested to agree to payment of those charges before the material is produced or made available.

 Requestor's Name: _____________________________________________________________
Mailing Address: ________________________________________________________________

City, State, Zip: _________________________________________________________________

Telephone and/or email :__________________________________________________________

DETAILED Description of information sought: _____________________________________
____________________________________________________________________________________________________________________________________________________________
 (Check One)
__________ I request paper copies



__________ I request digital copies (when available)



__________ I request only to view at City Hall



__________ Other (explain) 



______________________________________________




______________________________________________


Requestors Signature ______________________________________
Date _______________
Date Received:  ___________     Tracking No. ____________
Disposition:

(a)         ____ provided the following information for viewing: _____________________________________________________________________________

_____________________________________________________________________________
(b) ____  provided copies of the following information: ____________________________________________________________________________________________________________________________$ ____________ (fees assessed) 

(c) ____ sent to Attorney on _ ____________________________  (date)

(d) ____ AG Opinion requested on _________________________ (date)

(e) ____ AG Opinion _______ (number) received on   __________ (date)
(f) ____ sent auto-reply & entered tracking number on __________(date)
Notes: __________________________________________________________________________________________________________________________________________________________

City Secretary Signature:
 ____________________________________________Date Completed:_______________
Revised 01/29/2010 


