General Information 512-421-7200 ® Main Fax 512-421-7201
Records Center Seri Fax 512-421-7255 © Records Management AL mnce Fax 512-421-7287

September 11, 2009

Ms. Mary Camp
Records Management Officer
and Archives Texas Legislative Reference Library
Commission State Capitol Bldg., #2.48

Austin, TX 78701

RE: Texas Legislative Reference Library

Scate and Local Retention schedule due last working day of September 2012.

Records Management

Dear Ms. Camp:

Enclosed is a copy of your recertified records retention schedule. Please ensure all old copies of the

PO. Box 12927 schedule are superseded with this recertified copy.

Austin, Texas

78711-2927 Your recertified retention schedule provides you with continuing authorization to dispose of agency
records according to its terms. Please note that state regnlations (13 TAC §6.8) require

4400, Shoal Creek Blvd.  44cumentation of the final disposition of records by your agency. This requirement may be met by

;&;;;12, Texas maintaining a disposition log or other evidence of the records series titles, dates covered, volume,

and date of disposition. We urge on you the importance of disposing of the records of your agency
in a timely manner in accordance with the retention periods on your schedule. The destruction of
any records of your agency not on vour schedule requires special authorization from us.
www.csl.stare.cx.us
During a certification period, state regulations (13 TAC §6.4) also require the submission of
amendments to the retention schedule as needed to keep the information in the schedule current. If
you are not familiar with the amendment process, contact the government information analyst
Commission Chairman assigned to your agency.
Sandra J. Pickert

Menh Your efforts in maintaining an up-to-date records retention schedule are appreciated. It not only
enbers

Sharon T. Carr helps to ensure the integrity of your recordkeeping practices, but it is alse essential to the success of
Martha Doty Freeman your records management program. Your schedule will be due for recertification on the last
Larry G. Holt working day of September 2012. If you have any questions, call the information analyst assigned to
Scott McAfee your agency, Sarah Jacobson, at 512-421-7214.
Sally Reynolds
Michael C. Waters
Sincerely,

Director and Librarian (j} (;/L/L N _(_2 (;/(/é pye
Peggy . Rudd / 4

“Jan Ferrari
Assistant State Librarian Director and State Records Administrator
Edward Seidenberg

Enclosure

ce: State Auditor, State Archivist
cc: (without enclosure) Mary Camp
Making
information
work

Jor all
Texans RO1-105/105
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STATE OF TEXAS
Records Retention Schedule Certification

SLR 105C

Form SLR 105 or SLR 122
must accompany alf
submissions of this form.

Section 1. Agency Information
(Submitting agencies complete this section only)

Agency Code 105

“Agency Name _Legislalive Reference Library

{Check one)
[ Initial Certification - Form SLR 105
Recertification - Form SLR 105
[C] Amendment - Form SLR 122
I hereby ceriify that this records retention schedule was
prepared in accordance with Texas Government Code,
Chapter 441, Subchapter L.
~(Check one)
B Agency Head

Records Management Officer

Signature W

/
Name (Print or type} Mary L. Cdmp
Date - 9/26/07
SLR 105C

Rev. 06/05




Texas State Records Retention Schedule
4th Bdition

CAUTION

A state record whose retention period has expired may not be destroyed if any
litigation, claim, negotiation, audit, public information request, administrative
review, or other action involving the record is initiated; its destruction shall not
occur until the completion of the action and the resolution of all issues that arise
from it.

A state record whose retention period expires during any litigation, claim,
negotiation, audit, public information tequest, administrative review, or other
action involving the record may not be destroyed until the completion of the
action and the resolution of all issues that arise from it.

comisin (State and Local Records Management
September 2007



Rev, 06/05

SLR 105
Form SLR 105C must
T a5 STATE OF TEXAS accompany this form.
State Library -
and Axchives | Records Retention Schedule R
Comunission rage 1 of 8
2. Agency 3. Agency
Code 105 Name  Legislative Reference Library
4, 5, 8. 7. 10.
8.
Records Agency Retention Perjod Archival
: Series ltem 9.
=1 Itermn No. No. Record Series Title Agency | Storage| Total Remarks 106 No.
Category 1 Administrative Records
1.1.002 1 Audit—Post-Payment AC+7 AC+7 AC=Publication or release of final audit
findings. .
1.1.004 2 Budget Requests ACH6 AC+H6 | A |AC=September | of odd-numbered
calendar years.
1.1.007 3 Correspondence—Administrative 3 3 R |R=Only administrative correspondence
of executive staff or board members
requires archival review.
1.1.008 4 Correspondence—General 1 1
1.1.013 5 Calendars, Appeintment Books CE+1 CE+1 | R |R=Only calendars or appointment books
of director require archival review.
1.1.020 6 Open Records Requests—-Approved ACH1 ACH AC=Date request fulfilled.
1.1.023 7 Organization Chart US US | A |Archival requirement met by including in
_ budget requests sent to TSLAC.
1.1.048 8 Litigation Files AC+H] AC+1 | R |AC=Decision of library not to file
lawsuit or decision that lawsuit will not
be filed against it; dismissal of lawsuit
for want of prosecution or on motion of
plaintiff; or final decision of court in
lawsuit.
1.1.057 9 Transitory Information AC AC AC=Purpose of record has been fulfilled.
1.1.058 10 Board Meeting Agenda and Minutes PM PM | A |Archival requirement met by sending
copy to TSLAC.
Retention Codes (Field 7) Archival Codes (Field 8}
AC — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AV — Admiinistrative Value FE — Fiscal Year End MO — Months US — Until Superseded] R — Review by State Archivist
SLR 105



SLR 105
Form SLR 105C must
Texas STATE OF TEXAS accompany this form.
State Library -
and Archives Records Retention Schedule
Comunission 1Page 2 of 8§
2. Agency 3. Agency
Code 105 Name  Legislative Reference Library
4, 5. 6. 7. 10.
8.
Records Agency Retention Period Archival
_ Series item 9.
- ltem No. No. Record Series Title Agency | Storage| Total Remarks 106 No.
1.1.069 11 Reports—Monthly Activity 1 1
1.2.003 12 Forms—Print Masters AC+] AC+1 AC=Discontinnation of use of form.
1.2.005 13 Records Retention Schedule Us Us
1.2.010 14 Records Disposition Logs 10 10
1.3.001 15 State Publications AC+2 AC+H2 AC=Until superseded or obsolete.
Category 2 Electronic Data Processing Records
2.1.002 16 Master Files—Catalog of Library Collection AC AC AC=Completion of third verification
cycle; completion of audit confirming
successful transaction updates; required
audit trail maintenance; or ability to
restore or migrate when errors are
detected or when hardware or software
changes occur.
_2.1.007 17 Software Programs AC AC AC=Until electronic records are
R transferred to and made usable in a new
software environment or there are no
electronic records being retained to meet
an approved retention period that require
the software to be retrieved and read. 13
TAC 6.94.
Retention Codes (Field 7} Archival Codes (Fieid 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM - Permanent A — Transfer to State Archives
AV - Administrative Value FE — Fiscal Year End MO — Months US - Until Superseded| R — Review by State Archivist

SLR 105
Rev. 06/05



Texas
State Library
and Archives |

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1Page 3 of 8
2. Agency 3. Agency
Code 105 Name  Legislative Reference Library
4, 5. 6. 7. 10.
8.
Records Agency Retention Period Archival
Series Item 9.

iterm No. No. Record Series Title Agency |Storage| Total Remarks 106 No.

2.1.008 18 Hardware Documentation AC AC AC=Until electronic records are
transferred to and made usable in a new
hardware environment or there are no
electronic records being retained to meet
an approved retention period that require
the hardware to be retrieved and read. 13
TAC 6.94,

2.1.009 19 Technical Documentation AC AC AC=Until electronic records are
transferred to and made nsable in a new
hardware or software environment with
new documentation or there are no
clectronic records being retained to meet
an approved retention period that require
the documentation to be retrieved and
read. 13 TAC 6.94,

Category 3 Personnel Records

3.1.001 20 Applications for Employment—Not Hired 2 2 29 CFR 1602.31.

3.1.002 21 Applications for Employment—Hired ACHS ACHS AC=Termination of employment.

3.1.011 22 Employee Insurance Records AC AC AC=Until superseded or termination of
employment.

3.1.012 23 Employment Opportunity Announcements— 2 2 29 CFR 160231,

Job Postings and Ads
3.1.014 24 Employment Selection Records 2 2 29 CFR 1602.31.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE - Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Uniil Superseded

Archival Codes (Field 8)

A — Transfer to State Archives
R — Review by State Archivist

SLR 105
Rev. 06/05



Texas
State Library

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

gﬁgﬁrﬁi};gis | 1Page 4 of &
2. Agency 3. Agency
Code 105 Name  Legislative Reference Library
4, 5. B. 7. 10.
8.
Records Agency Retention Period Archival
Series ltem 9.

-1 Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No.
3.1.020 25 Personnel Corrective Action Documentation ACHS ACHS AC=Termination of corrective action.
3.1.021 26 Personnel Disciplinary Action Documentation | AC+5 ACHS AC=Termination of employment.

3.1.022 27 Personnel Action Forms—Authorizations for 2 2 29 CFR 1602.31.
Employment, Pay Increases, Status Changes
3.1.023 28 Job Pescriptions AC+4 ACH AC=Until superseded or job eliminated.
40 TAC 815.106(3).
3.1.029 29 Employment Eligibility Verification (INS I-9) | AC+HI AC+HI AC=Termination of employment, with
three-year minimum retention. § CFR
274a.2(b)(2)(i)}(A) and (c)(2).
3.1.031 30 Employment Benefit Forms—Other than ACH+2 ACH2 AC=Until superseded or termination of
Insurance employment. (See 3.2.001 for items
authorizing payroll deductions.)
3.1.034 31 Resumes—Unsolicited AV AV (See also 3.1.014))
- 3.2.001 32 Employee Payroll Deduction Authorizations ACH ACH4 AC=After termination of employee or
i after amendment, expiration, or
termination of authorization, whichever
is sooner.
3.2.002 33 Employee Earnings Records 4 4 40 TAC 815.106{1).
3.2.003 34 Federal Tax Records—IRS and FICA Reports, | AC+4 ACH AC=Tax due date, date claim is filed, or
W-2 Transmittal, and 1099 Forms. date tax is paid, whichever is later. 26
CFR 31.6001-1(e)(2).

Retention Codes (Field 7)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM - Permanent
US — Until Superseded

Archival Codes (Field 8)

A — Transfer to State Archives
R — Review by State Archivist

SLR 105
Rev, 06/05



Texas
State Libraty

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commision tage 5 o 8
2. Agency 3. Agency
Code 105 Name  Legislative Reference Library
4. 5. 6. 7.
8.
Records Agency Retention Period Archival
Series ltem 9.
Item No. No. Record Series Title Agency |Storage| Total Remarks
3.2.005 35 W-4 Forms ACH ACH4 AC=Until superseded, obsolete, or upon
separation of employee. 26 CFR
31.6001-1(e)(2).
13.2.007 36 Unemployment Compensation Records ACHS AC+5 AC=Claim closed.
3.2.008 37 Direct Deposit Documentation Us Us
3.2.009 38 Deferred Compensation Records AC+5 ACHS AC=All accounts with a vendor or
vendors for the individual participant
have been closed.
3.2.010 39 Human Resources Information System (HRIS) | AC+H4 AC+4
Reports
3.3.004 40 Benefit Plans Information and Reports—Group | US+1 UsS+1 29 CFR 1627.3(b)(2).
Insurance, Deferred Compensation, TexasSaver,
TexFlex
3.3.010 41 Labor Statistics Reports 3 3
3.3.011 42 Former Employee Verification Records ACH+75 ACHTS AC=Termination of employment.
{Dispose of previous forms as
superseded. See 3.1.038 in state
schedule.)
3.3.020 43 Work Schedules/Assignments 1 1
3.3.022 44 TWC Reports 3 3
3.3.023 45 Authorization Requests—Travel, Training FE+3 FE+3
3.3.024 46 Personne] Policies and Procedures US+3 US+3

Retention Codes (Field 7)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA ~ Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

A -
R -

Archival Codes (Field 8)

Transfer to State Archives
Review by State Archivist

SLR 105
Rev. 06/05



Texas
State Library
and Archives

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1Page 6 of 8
2. Agency 3. Agency
Code 105 Name  Legislative Reference Library
4. 5. 6. 7. 10.
8.
Records Agency Retention Period Archival
Series ltem 9.
Item No. No. Record Series Title Agency |Storage|  Total Remarks 106 No.
3.3.026 47 Agency Staffing Reports—Staff Hired, Staff US+3 US+3
Terminated, FTE Reports
3.3.031 48 EEO Reports and Documentation 3 3 29 CFR 1602.32, 1602.39, 1602.41,
1602.48, and 1602.50.
3.4.001 49 Leave Adjustment Records—Leave Accounting | FE+3 FE+3
Letters of Authorization
3.4.002 50 Leave Status Reports and Summaries FE+3 FE+3
3.4.006 51 Time Sheets and Time Cards 4 4 40 TAC 815.106(i)
3.4.007 52 Leave Requests FE+3 FE+3
3.4.008 53 Sick Leave Pool Documentation FE+3 FE+3
Category 4 Fiscal Records
4.1.001 54 Accounts Payable Information FE+3 FE+3
4.1.007 55 Budget Revision Vouchers FE+3 FE+3
4.2.001 36 Deposit Vouchers FE+3 FE+3
4.2.002 57 Cash Receipts FE+3 FE+3
4.2.004 38 Encumbrance Vouchers FE+3 FE+3
4.2.005 59 Purchase Vouchers FE+3 FE+3
4.2.006 60 Journal Vouchers FE+3 FE+3
4.2.007 61 Travel Vouchers, Payroll Vouchers, and Detail | FE+3 FE+3
Sheets
4.5.002 62 Internal Fiscal Reports—Monthly Budget FEA3 FE+3
Reports and Reconciliation, Travel Analyses

Retention Codes (Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)

A — Transfer to State Archives
R — Review by State Archivist

SLR 105
Rev. 08/05



STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

ot e - 7 o8
2. Agency 3. Agency
Code 105 Name Legislative Reference Library
4. 5. 8. 7. 10.
8.
Records Agency Retention Period Archival
Series ltem 9.

Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No.

4.5.003 63 Annual Financial Reports (AFRs) ACH+6 ACH6 AC=September 1 of odd-numbered
calendar years.

4.5.006 04 Annual Operating Budgets FE+3 FE+3

4.5.007 65 USAS Reports—Daily AC AC AC=Receipt and reconciliation of
monthly report.

4.5.008 66 USAS Reports-—Monthly AC AC AC=Receipt and reconciliation of annual
report.

4.5.009 67 USAS Reparts—Annual FE+3 FE+3

4.6.002 68 Budpget Reconciliations FE+3 FE+3

4.7.003 69 Returned Warrants ACH+3 ACH3 AC=After deemed uncollectible.

4.7.004 70 Capital Asset Records LA+3 LA+3

4.7.009 71 Fixed Asset Sequential Number Logs US+3 US+3

4.7.011 72 DIR/TFC (formerly TBPC) Billing Statements | FE+3 FE+3

4.7.012 73 Financial Transactions Authorizations Us + US +

FE+3 FE+3

Category 5 Support Services Records

5.1.001 74 Confracts and Leases AC+H4 AC+H AC=Expiration or termination of the
instrument according to its terms.

5.1.004 75 Telephone Listings US US

5.1.005 76 Postage Records FE+3 FE+3

5.1.012 77 Fee Schedules US+3 US+3

5.2.008 78 Equipment Service Agreements LA+3 LA+3

5.2.009 79 Equipment Inventory Records FE+3 FE+3

Retention Codes (Field 7}

AC — After Closed, Terminated, Completed, Expired, Settled

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Fieid 8)

A—
R -

Transfer to State Archives
Review by State Archivist

SLR 105
Rev. 06/05



SL.R 105
Form SLR 105C must
STATE OF TEXAS accompany this form.

and Archives Records Retention Schedule

Commission - . 1Page & of &
2, Agency 3. Agency

Code 105 Name  Legislative Reference Library
4, 5. 6. 7. 10.
8.
Records Agency Retention Period Archival
Series item 9.

ltemn No. No. Record Series Title Agency | Storage| Total Remarks 106 No.

5.2.010 80 Equipment Manuals LA LA

5.2.011 81 Equipment Warranties AC+1 ACH] AC=Expiration of warranty.

5.2.014 82 Inventory—Annual Physical FE+3 FE+3

5.2.015 83 Inventory—Removal Records FE+3 FE+3

5.2.016 84 Inventory—Monthly Processing Records AC AC AC=Transfer of information into annual

listing.

5.2.019 85 Service Orders 1 1

5.3.005 86 Packing Slips AV AV

5.3.008 87 Purchase Qrder Database FE+3 FE+3

5.5.006 88 Billing Detail—TEX-AN FEA+3 FE+3

89 Legislative Bill Files—1973 to Present M PM | A
90 Bill Certification Records 5 3

Retention Codes (Field 7) Archival Codes (Field 8}

AG — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent A - Transfer to State Archives

AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded] R — Review by State Archivist
SLR 105

Rev. 06/05
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