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This content has been relocated to A-209-15: Records Requests Received from TWC Open Records.
Records requests that are received from TWC Open Records must by processed by the receiving VR office within five (5) business days.
The assigned VRC/RA team fills out the VR1514, Request from Open Records and follow the instruction below:
· Review records for any items to be withheld such as information harmful to the individual if released regarding certain medical / psychological notations. Release only items within the scope of the authorization and only to those authorized to receive the information.
· Make copies of the records that will be released.
· Sign the Official Certificate and attach it to a copy of the records being released. Open Records does NOT need to see the records before they are provided.
· Make a copy of the signed Official Certificate and retain it in the case file along with a description of the records that are being provided.
· Regardless of what is requested, do NOT answer any questions, complete depositions, or complete affidavits that may arrive as part of the request.
· Do not notarize the certification or other documents.
· If a question or section does not apply, enter "Not Applicable" and explain why. Type or handwrite responses using blue or black ink.
· Return a scanned copy of the VR1514, Request from Open Records and the signed Official Certificate to Open Records (open.records@twc.state.tx.us) via email
If there are no records available in RHW or in a paper case file that is located in the field office, notify Open Records (open.records@twc.state.tx.us) via email within five (5) business days of receipt of this form.
For specific information on policies, procedures, and costs pertaining to open records requests, see the TWC Open Records Unit Manual.
 
