Disposition

Training objective: Participants will be able to
determine the appropriate disposition for each type
of agency record as well as understand and follow
the agency processes for destruction, transfer, or
permanent archiving of all types of records.

Statutes: Texas Government Code
chapter 441.190.

* Introduce Internal procedures for disposition.
* |dentify the agency units that generate
potentially archival records and discuss internal
procedures for the review and/or transfer of
records to TSLAC.

* Discuss secure shredding vs. recycling and
detail agency procedures for destruction of

all records and the appropriate disposition of
records media.
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Records Management Life Cycle

Training objective: Participants will be able to
understand and follow agency policy and
processes surrounding creation, distribution, use,
maintenance, and final disposition of records.
Statutes: Texas Government Code chapters
441.180, 441.187, and 441.190.

* Briefly explain Texas State Library and Archives
Commission (TSLAC) authority and role in agency
records management.

* Explain the definition of a record and
classification according to function and who
manages or “owns” the record copies of a series.
* Emphasize the records life cycle while planning
at the business unit level--designate who will
perform each action in the life cycle.

* Provide and explain best practices in managing
documents during employee orientation and
separation. Provide and explain best practices
for use of file plans and naming conventions

and include relevant examples from participant
business units.

Communication Management

Training objective: Participants will be able to
identify, maintain, and dispose of records that exist
in communications media in compliance with
agency policy and state records management law.
Statutes: Texas Government Code chapters
552.137, 441.180.

* |dentify all avenues of communication the
agency uses, and the purposes for use per
agency policy.

* Define state records vs non-records; define
transitory records.

» Share ways to capture and save all records in
e-malil, instant messages, and text media.

* Review agency disposition process for
communications media.
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Retention Scheduling

Training objective: Participants will be able to
locate records that they maintain on the agency
retention schedule and follow the schedule’s
instructions for document disposition.

Statutes: Texas Government Code chapter
441.185, and other statutes, depending on
agency and function.

* Review and define retention codes and how to
calculate disposition dates.

* Emphasize relevant laws regarding types of
records and mandatory retention.

* Promote and post the agency records retention
schedule and map out places where unit records
appear within the agency retention schedule.

Storage and Maintenance

Training objective: Participants will be able to
identify and determine the appropriate use for
all agency records storage media.

Statutes: Texas Government Code chapters
441.188, 441.189, 441.190.

* |dentify all records repositories and records
storage in the agency, and the purpose for each
including off-site storage, locked cabinets and
facilities, and portable storage.

* Provide best practices for the use of file plans
and naming standards using examples from
common agency work.

* |dentify and integrate personal device policies.
* Explain agency disposition process for all types
of storage media.



