Instructions for Completing Form SLR 500

PURPOSE:  State law requires that each local government that wishes to have the authority to destroy records must submit to the Texas State Library and Archives Commission records control schedules listing the records created or received by the local government and retention periods for the records.  Retention periods are determined by the governing body of the local government or under its direction, or by the elected county officer, as applicable.  Retention periods may not be less than those prescribed in a records retention schedule issued by the commission or in a federal or state law, regulation, or rule of court.  Records control schedules may be submitted on an office-by-office basis or on a department-by-department basis within each office.  State law also provides that amended schedules, reflecting new records created or received or revisions to retention periods, be filed with the commission in the same manner as the original records control schedules.  If a records control schedule or amended schedule is accepted for filing by the commission, a records series listed on it may be disposed of after the expiration of its retention period without further notification to the commission.  [Local Government Code, §§203.041, 203.042, and 203.043]
If you have any questions relating to completion of this form, please contact the State and Local Records Management Division at 512-463-7610.

Enter one records series per row. 
Field 1
Enter the page number and the total number of pages in the retention schedule (e.g., 1 of 15).  Do not include the form’s instruction pages in the page count.

Field 2
Enter the name of the local government (e.g., City of Dallas, El Paso ISD, Bastrop County Clerk). You may further subdivide into departments or offices using dashes, e.g., City of McAllen – Police Department.
Field 3
Enter the Record Number for the records series from the appropriate Local Schedule (e.g., GR1000-26a, SD3225-02c(1), TX2975-03, etc.)  If the records series does not appear on any Local Schedule, enter the two-letter code for the schedule where the record should be listed (e.g., GR, EL).  If the records series cannot be matched to a Local Schedule, leave Field 1 blank.   
Field 4
Enter the official title of the records series (i.e., General Correspondence, Records of Access to Information, Appraisal Correspondence).  The official title that you assign to the records series should typically match the Record Title listed in the Local Schedule, but it does not have to.
Field 5
Enter a description for the records series.  The description should typically match the Record Description listed in the Local Schedule, but it does not have to. 

Field 6
Enter the total retention period for this records series.  Refer to the retention codes at the bottom of the form.  
Field 7
Enter any statute references, other legal citations, or government policy used as a basis for the retention period.   This field may also be used for disposition instructions (e.g., “Confidential – Shred” or “Transfer to Records Center for microfilming”), essential records designations, or other information as desired.
SUBMISSION:  Submit two (2) copies of this form. At least one copy must contain the original signature of the records management officer.  Schedules should be typed.  One copy of the schedule will be returned to the records management officer indicating whether or not the records control schedule has been accepted by the commission for filing.
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