Texas State Library and Archives Commission
Retention Schedule Recertification Checklist
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ACTION ITEMS:
· Use form SLR 105 in Excel format. Do not alter the template.
· See Instructions for Completing Form SLR 105.

· Ensure any changes (additions, changes, or deletions) made to the schedule through amendments since agency’s last recertification have been incorporated.

· Ensure any changes made to the RRS and/or URRS since agency’s last recertification are incorporated into schedule.
· RRS changes: 
· Updated from 4th to 5th edition, effective May 10, 2020. The State RRS 4th to 5th changes are outlined in our article.
· Updated from 5th to 5.1 edition, effective July 18, 2022.  The State RRS 5th to 5.1 Edition changes are outlined in our article. 
· URRS changes:
· Updated from 1st to 2nd edition, effective July 18, 2022. The State URRS 1st to 2nd Edition changes are outlined in our article.
· Contact your TSLAC Analyst for a red line version of the update(s).

· Follow the minimum retention periods set forth by the current edition of the Texas State Records Retention Schedule Revised 5th edition (RRS): https://www.tsl.texas.gov/slrm/rrs 
· Public universities will additionally use the Texas State University Records Retention Schedule 2nd edition (URRS) for university-specific record series: https://www.tsl.texas.gov/slrm/urrs.

· Copy any definitions, citations, and Archives Notes as written in the RRS or URRS.

· Ensure that archival codes “A” and “R” are assigned correctly as designated in the RRS.
·  For agencies or universities with their own archives, use archival codes “I” and “O”.

· Ensure the schedule meets the fiscal, legal, and administrative needs of your agency.

· Use the RRS Common Series Checklist to review series common to all state agencies and universities. 

· For higher education institutions, use the URRS Common Series Checklist to review series common to all universities. 


· Check Agency Item Numbers (AINs): Each record series must have a unique AIN assigned in Field 3. 
· AINs cannot be repeated or reassigned. RSINs from the RRS and/or URRS cannot be used as AINs.
· If agency departments correspond to AINs (e.g. AIN A100 through A200 = Accounting records), consider including an index for the review process.

· Check for typos, spelling errors, and inconsistencies in capitalization and punctuation. Spell out all acronyms the first time they are used.

· Submit form SLR 105 in Excel format with a signed and scanned copy of the form SLR 105C to your analyst via email.

· State Records Center customers: Ensure any items in storage are assigned to an accurate and appropriate record series. This is especially important for any obsolete record series. https://www.tsl.texas.gov/slrm/training/gimmal#Records%20Management%20Officer
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