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PUBLIC INFORMATION (OPEN RECORDS) ACT  
REQUESTS PROCESSED BY SPECIAL COUNSEL SECTION 

 
 
Special Counsel Section’s attorneys and legal assistants process nonstandard Public 
Information (Open Records Act) requests, including the following: 
 
• requests deemed sensitive by supervisory personnel, requiring clarification and/or 

negotiations with requestors to minimize expenditure of time and resources by 
Commission staff; 

 
• requests for voluminous information, requiring special payment arrangements or 

supervision over outside copying/litigation support service; 
 
• all requests for information from Office of General Counsel Division, Personnel 

Division, and/or Commissioners’ Offices; 
 
• requests requiring drafting of legal documents, including affidavits of no record 

and/or business records affidavits; 
 
• requests from private law firms for expedited responses, for good cause, based on 

discovery  deadlines or trial/hearing settings; 
 
• requests requiring consideration of exemptions to public disclosure available 

under the Public Information Act (Open Records Act) or any other state or federal 
confidentiality statute or court decision; and 

 
• requests requiring coordination among several sections/divisions of the 

Commission.   
 
 
Special Counsel Section’s legal secretary assembles responsive information, prepares 
comprehensive invoices, receives payments and helps coordinate timely receipt of 
responses from multiple sections/divisions. 
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Surface Mining and Reclamation Division 
Open Records Requests 

Information Sheet 
(Fill out one sheet per filled request) 

 
Date:  
 
Name of Requestor:   

 

 Category  Time 
Spent 
(Hrs.) 

No. of Copies Fees 
Charged 

(FOR RECORDS 
AREA ONLY) 

Publications    
Budget information    
Contract information    
Financial information    
Information regarding agency policies and 
procedures 

   

Litigation information (pending)    
Litigation information (closed)    
Meeting agendas     
*Meeting (tape recordings)    
Meeting (minutes and backup materials).    
*Names and voting records of agency 
  officials 

   

Permit/license applications    
*Personnel information    
*Purchase Orders    
Regulatory/reporting information    
Rules and regulations    
Other    

 
*   Category not normally reported by SMRD 
 
        
      (name) 
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INSTRUCTIONS 
 
1. Complete one form for each request completed. 
2. Enter date of request 
3. Enter name of requestor 
4. Choose one of the categories from the list below that the request pertains to and fill in the 

information on that line, if none of the categories fit, use other. 
5. Enter the time it took to fill request.  Report in quarter hour increments. 
6. Enter number of copies or publications that were sent. 
7. Enter amount of charges if fees were charged. 
8. E-mail form to Records Coordinator upon completion. 
 
 

CATEGORIES OF OPEN RECORDS REQUESTS 
 
1. Publications - All SMRD Publications. 
2. Budget Information - All information on the Division’s operating budget. 
3. Contract Information - All information on contracts for (AML) work or other contracts 

for work done for the Division. 
4. Financial information - All federal grant application information for the Division. 
5. Information regarding agency policies and procedures - All guidance documents, 

advisories, or directives. 
6. Litigation information (pending) - Permit application files that have been docketed in 

the Hearings Division.  Litigation starts with the docketing of the matter in the Hearings 
Division.  A party or counsel’s request for copies or access to records is not an open 
records request. 

7. Litigation information (closed) - Permit application files that have been docketed for 
the permitting process after the Commission has issued a final Order and all appeals have 
been exhausted. 

8. Meeting agendas - Agendas from meetings held by the SMRD or attended by the 
SMRD. 

9. Meeting (tape recordings) - SMRD will not report on this category. 
10. Meeting (minutes and backup materials) - Minutes for meetings involving the Surface 

Mining staff, such as TMRA meetings, OSM quarterly meetings or permit consultation 
meetings for which minutes have been prepared. 

11. Names and voting records of agency officials - SMRD will not report on this category. 
12. Permit/license applications - All open records requests for copies of documents from 

coal and uranium (includes exploration) application records that has not been in litigation 
(docketed).  This also includes open records requests for large amounts of records as a 
result of discovery in a court case. 

13. Personnel information - SMRD will not report on this category. 
14. Purchase orders - SMRD will not report on this category. 
15. Regulatory/reporting information - Reports sent to U.S. Department of Interior, Office 

of Surface Mining (OSM). 
16. Rules and regulations - Information on proposed rules, rule changes, or federal program 

amendments. 
17. Other - Any other request received that does not fit in the above categories. 
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FEE SCHEDULE FOR COPY CHARGES 

1. Standard paper copy      $0.10 per page  
 
2. Nonstandard-size copy:  

a. Diskette       $1.00 each  
b. Magnetic tape       actual cost  
c. Data cartridge       actual cost  
d. Tape cartridge      actual cost  
e. Rewritable CD (CD-RW)     $1.00  
f. Non-rewritable CD (CD-R)     $1.00  
g. Digital video disc (DVD)     $3.00  
h. JAZ drive       actual cost  
i. Other electronic media     actual cost  
j. VHS video cassette      $2.50  
k. Audio cassette      $1.00  
l. Oversize paper copy      $0.50  

(e.g.: 11 inches by 17 inches, greenbar, bluebar,  
not including maps and photographs using specialty paper)  

m. Specialty paper      actual cost  
(e.g.: Mylar, blueprint, blueline, map, photographic)  

 
3. Labor charge:  

a. For programming      $28.50 per hour  
b. For locating, compiling, and reproducing   $15.00 per hour  

 
4. Overhead charge       20% of labor charge  
 
5. Microfiche or microfilm charge:  

a. Paper copy       $0.10 per page  
b. Fiche or film copy      actual cost  

 
6. Remote document retrieval charge     actual cost  

 
7. Computer resource charge:  

a. Mainframe       $10.00 per CPU minute  
b. Midsize        $1.50 per CPU minute  
c. Client/Server System      $2.20 per hour 
d. PC or LAN       $1.00 per hour 

 
8. Miscellaneous supplies      actual cost  
 
9. Postage and shipping charge      actual cost  
 
10. Photographs       actual cost 
 
11. Maps        actual cost 
 
12. Other costs        actual cost  
 
13. Outsourced/Contracted Services--Actual cost for the copy. May not include development 

costs.  
 
14. Sales Tax--No Sales Tax shall be applied to copies of public information. 
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DESCRIPTION QUANTITY PRICE TOTAL
STANDARD SIZE PAPER COPIES 0 0.10$          -$             
EACH SEALED CERTIFICATION 0 1.00$          -$             
MAP COPIES PER SQUARE FOOT 0 0.40$          -$             
COMPACT DISK 0 1.00$          -$             

0 0.89$          -$             
0 1.00$          -$             
0 1.50$          -$             
0 0.10$          -$             

MICROFICHE DUPLICATE 0 0.30$          -$             
POSTAGE 0 -$            -$             
LABOR CHARGES (per hour) 0 15.00$        -$             
OVERHEAD CHARGES (20% of Labor Charge) 20% -$            -$             

-$             

Mastercard
Visa

Check
Exact Cash

SMRD RMS Fee Code
Register No.

SM-04
SURFACE MINING AND RECLAMATION DIVISION

P.O. Box 12967 

1 copy-SMRD Records 

Railroad Commission of Texas

Austin, Texas 78711-2967
(512) 463-6900

1 copy-Customer

Payment Type

MICROFICHE PAPER COPIES (per page) 8 1/2 x 11
COLOR COPIES (per page) 11 x 14

COLOR COPIES (per page) 8 1/2  x 11
COLOR COPIES (per page) 8 1/2  x 14

DATE:

NAME:

COMPANY:

PHONE:

www.rrc.texas.gov

INVOICE

Central Records & 
Finance Initials

SMRD Use

1 copy-Finance (receive checks only)

         TOTAL COST

2 copies-Central Records (receive credit cards and exact cash)

DESCRIPTION: 
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