
7—2505.5(17A,22) Requests for treatment of a record as a confidential record and its withholding 
from examination. Requests to the agency to treat a record as confidential will be addressed in accordance 
with the following rules. The lawful custodian may treat a record as a confidential record and withhold it 
from examination only in accordance with applicable law.

2505.5(1) Persons who may request. Persons who believe they may be harmed by a potential 
disclosure of a record may request that the lawful custodian declare the record as confidential.

2505.5(2) Request. Any person may submit a request to treat a record as confidential. To be valid, the 
request will:

a. Be in writing,
b. Be filed with the lawful custodian,
c. Explain the legal and factual reasons the record should be confidential,
d. Include the requester’s contact information, and
e. Be accompanied by a redacted copy of the record.
The lawful custodian may also require a signed statement or affidavit supporting the confidentiality 

claim. If the request for confidentiality is for a specific period of time, the requester is also obligated to 
identify the time frame.

2505.5(3) Failure to request. The lawful custodian may treat a record as confidential even if no 
person files a request to treat the record as confidential. However, the agency has discretion to determine 
whether voluntary submission of an unredacted record to the agency, such as in the context of a bidder 
submitting an unredacted bid in response to a procurement, constitutes waiver of any argument that the 
person may have had that the record is in fact confidential.
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