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PUBLIC INFORMATION PROGRAM GCB
REQUESTS FOR INFORMATION (LOCAL)
Requests for public information shall be made in writing to the Col-
lege District by one of the following methods:
1. Hand delivery;
2. U.S. mail to
HCC Office of General Counsel
Records Request
3100 Main St., 12 Floor
Houston, TX 77002; or
3. Email at recordsrequest@hccs.edu.
Suspension of In the event a catastrophe, as defined by law, impacts the College
Public Information District, the Board shall suspend the applicability of the Texas Pub-
During Catastrophe lic Information Act to the College District for the time permitted by
law and provide the required notices to the attorney general and
the public. The Board shall extend an initial suspension period as
necessary in accordance with law. [See GCB(LEGAL)]
Charging for In addition to other labor charges permitted by and in accordance
Personnel Time with law, the College District shall charge a requestor for additional
personnel time spent producing information for the requestor after
College District personnel have collectively spent:
1. Thirty-six hours of time during the College District’s fiscal
year; or
2.  Fifteen hours of time during a one-month period.
Effective Date This policy shall be effective as of the adoption date, February 5,
2020.
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