
Refer PRR to
RAO.

Custodian
recieves PRR.

Does custodian
have all

responsive
records? 

Yes

Flowchart For
When A PRR Is

Submitted
Directly To A

Custodian

No

Are there any
concerns about

non-public
content

included in
these records?

Yes

Are the
responsive

records already
in an easily
shareable

format?

Custodian may fill
PRR by responding

to the requestor
directly. Include

RAO on any
correspondence. 

N
o

No

Yes

Start here:


