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You may be entitled to know what information UT Arlington collects concerning you. You may review and have UT Arlington correct this information according to procedures set forth in UT System Administration UTS139. The law is found in sections 552.021, 552.023 and 559.004 of the Texas Government Code.
MODIFICATION TO THIS EXHIBIT IS STRICTLY PROHIBITED.
Header
The authoring department's name is centered above the form or exhibit title. The form or exhibit title is centered on the same line as the form or exhibit number. Form and exhibit titles must clearly identify the specific purpose of the form or exhibit. If needed, a second line under the main title line may be used to clarify the purpose of the form.
 
 
Number
The form or exhibit number is placed against the right margin in the upper right corner over the origination or revision date. Forms and exhibits numbers are assigned by Business Affairs - Administrative Information Management.
 
 
Forms and Exhibits Content Guidelines and Restrictions
 
1) Content: Form and exhibit content must comply with all Federal Laws, Texas State Laws, UT System Board of Regents'Rules and Regulations, UT System Administration Policies, UT Arlington Policies, Regulations, Procedures, and all otherrequirements that apply to UT Arlington. Form content should support an existing procedure and reflect the flow of work in thatprocedure. An exhibit can be an article, memo, table, presentation, picture, or any other type of illustrative information, designedby a UT Arlington author and referenced in UT Arlington procedures. Exhibits can be used to clarify a procedure or to provide adata source referenced in the procedure.
 
2) Format/Layout: Forms should be formatted to support the flow of the procedures they support. Data entry fields should beplaced in the order in which they become available in procedural steps. Because the greatest cost associated with forms is thelabor required to process them, input from major users of the form is critical to the form’s cost efficiency. Exhibits should beprepared for publication in a format that is most appropriate to the way the exhibit is used.
 
3) Social Security Numbers: The use of Social Security Numbers on forms and exhibits is prohibited. Social Security numbersmay not be requested on forms nor may they be displayed on exhibits. Exceptions are allowed on forms only when there is alegally acceptable reason for requesting them and when the form contains wording that cites the law allowing their use. Examplesof acceptable uses of Social Security Numbers and approved wording are found in Appendix 4 of University of Texas SystemPolicy UTS165. Forms requesting Social Security Numbers without appropriate accompanying wording provided in UTS165Appendix 4 will not be published by Business Affairs - Administrative Information Management. If there are no appropriate examples provided by UTS165 Appendix 4 that adequately describe the reason for requesting a Social Security Number, contact Business Affairs - Administrative Information Management for assistance. Exhibits displaying Social Security Numbers will not be published by Business Affairs - Administrative Information Management.
 
4) Personally Identifying Information: Exhibits containing personally identifying information will not be published byBusiness Affairs - Administrative Information Management. Forms that request entry of personally identifying information must also contain the following footnote:
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