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Impossible?



Impossible?



Management/Tracking

SPREADSHEET WORKFLOW CHART 



Spreadsheet

PIR File # Request Status
To be 

done by:
City Requestor Request: Date Rec'd

10-Day 

Deadline: 

*Holidays 

calculated

Comments
15-Day 

Deadline

1. COMPLETE Eric Farrar

Requesting 

video and 

personnel file 

relating to 

Incident/Repo

rt #xxxxx

11/22/2021 12/8/21

3. Pending AG 

ruling
Eric Farrar

Copies of full 

investigation 

report for 

Case #xxxxx

12/1/2021 12/15/21

4. IN PROCESS Eric Farrar

Copy of 

Incident 

Report for 

Case #xxxxx

12/3/2021 12/17/21



Workflow

• Basic timeline

• Responsibilities

– (e.g., legal review, copies, mailing)

• Clarity

• Training/Turnover



Redaction



Redaction



Emails



Emails



Emails

Easy Button!



Templates

• Commonly asserted exceptions

• Form language (e.g., Section 552.130)

• Copy and paste

–Avoid complacency



Questions?

Olson & Olson LLP

713-533-3800

Eric C. Farrar

efarrar@olsonllp.com


