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December 2, 2009

Ms. Anastasiya Farukshina

Legal Secretary IlI

Office of the State Prosecuting Attorney
209 W. 14th St., #202

Austin, TX 78701

RE: Office of the State Prosecuting Attorney
Retention schedule due last working day of November 2012.

Dear Ms. Farukshina:

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schedule are superseded with this recertified copy.

Your recertified retention schedule provides you with continuing anthorization to dispose of agency
records according to its terms. Please note that state regulations (13 TAC §6.8) require
documentation of the final disposition of records by your agency. This requirement may be met by
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 your schedule requires special authorization from 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
assigned to your agency.

Your efforts in maintaining an up-to-date records retention schedule are appreciated. It not only
helps to ensure the integrity of your recordkeeping practices, but it is also essential to the success of
your records management program. Y our schedule will be due for recertification on the last
working day of November 2012. If you have any questions, call the information analyst assigned to
your agency, Bret Adams, at 512-421-7204.

Sincerely,

Q gt ?(/L [ L
“Yan Ferrari
Director and State Records Administrator

Enclosure
cc: State Auditor, State Archivist
cc: (without enclosure) Jeffrey Van Homn

v
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STATE OF TEXAS
Records Retention Schedule Certification must accompany all

SLR 105C

Form SLR 105 or SLR 122

submissions of this form.

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

Section 2. Approvals

Agency Code 213

' ~Agency Name _State Prosecuting Attorney

'.(Subm.'ttmg agenc.res ' _ it

(Check one)
[] Initial Certification - Form SLR 105
X Recertification - Form SLR 105

[] Amendment - Form SLR 122

! hereby ceriify that this records retention schedule was
prepared in accordance with Texas Government Code,
Chapter 441, Subchapter L.

| - ~heck one)
[] Agency Head

X Records Management Officer

o ~—

Signature

-Texas State Lrbrary an'd_- Archwes Commlssaon
: (For the exclusrve use: of the

e State Lfbrary and Archrve Comm:ss:on)

[

Name (Print or type)  Anastasiya Farukshina

Date 08/05/2009

Gert/Recert No. -

SLR105C
Rev. 2/09



Texas State Records Retention Schedule
4th Bdition

CAUTION

A state record whose retention petiod 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 request, 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.

0 Py
e (State and Local Records Management

September 2007



STATE OF TEXAS

SLR 105

Form SLR 105C must
accompany this form.

Xds
State Library -
and Archives Records Retention Schedule
Commission | Pge  Page1cf12
2. Agency 3. Agency
Code 213 Name IState Prosecuting Attorneys Office
4. 5. 6. 7. 10.
8.
Records | Agency Retention Period Archival
Series Item 9.
Item No. No. Record Series Title Agency !Storage| Total Remarks 106 No.
AC=Publication or release of final
. audit findings. The State Auditor's
1.1.002 HR1 Audits ACH? AC+T Office retains copies of its audits
performed on Texas state agencies.
AC=September 1 of odd-numbered
calendar years.
ARCHIVES NOTE: The archival
requirement is met by sending the
required copies of the requests to the
1.1.004 HR2 Legislative Appropriation Requests AC+6 AC+6 | A [Texas State Publications Depository
Program, Texas State Library and
Archives Commission. Only copies
of supporting documentation
submitted to the Legislative Budget
Board are archival.
11007 | HR3 |Correspondence — Administrative 3 3 | E [Rone Exemption per Paul Beck
1.1.008 SPA4 |Correspondence — General 1 1

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

SLR105
Rev. 2/09



SLR 105
Form SLR 105C must
1 STATE OF TEXAS accompany this form.
exas
State Library -
nd Archives | Records Retention Schedule 1o
Commission | P Page2o
2. Agency 3. Agency
Code 213 Name State Prosecuting Attorneys Office
4, 5. 6. 7. 10.
8.
Records Agency Retention Pericd Archival
\\\\\ Series ltem 8.
ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No.
Only the calendars, appointment and
itinerary records of elected officials,
executive staff, board or commission
members, division directors and program
heads require archival review. Contact
the State Archives when these records
. . have met their retention periods.
1.1.013 HR-SPAS |Calendars, Appointment & itinerary Records | CE+1 CE+1 | R A record of this type purchased with
personal funds, but used by a state
official or employee to document his or
her work activities may be a state record
and subject to this retention period. See
Open Records Decision 635 issued in
December 1995 by the Attorney General.
| 1.1.014 SPAB |Legal Opinions and Advice AV AV | R
PUBLIC INFORMATION REQUESTS - _ .
1.1.020 HR6 NOT EXEMPTED AC+1 AC+1 AC= Date request fuffilled
PUBLIC INFORMATION REQUESTS - AC= Date of notification that records
1.1.021 HR4 NOT EXEMPTED AC+2 AC+2 are exempt
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 — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded| R — Review by State Archivist
SLR 105

Rev, 2/09



Texas
State Library

STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

gi;;i]iruc‘i}l;:;les | Page  Page3of12
2. Agency 3. Agency
Code 213 Name State Prosecuting Attorneys Office
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.
1.1.023 HR7 Organization Charts us Uus | A
After Av period is over, unpublished
opinions and supplementary files are
1.1 SPABA |State Prosecuting Attorney’s Case Files AV AV scanned into pdf. files and kept in
electronic form by Office of Court
Administration.
1.1 SPASB |DA & Appellant Case Files AV AV
1.1.038 HRS  |Customer Surveys AC+3 AC+3 AC=After preparation of report.
1.1.040 SPA10 ggfe?;‘fféx':zfpg;z:;‘h‘:a:r;:gg::f'°“5 ) AC AC |R g?;ir;i:; toefrgqeli'?/iggii?aeaogtate
o presentations, or reports delivered in osition
conjunction with agency work, P )
11.055 | HR2 |STRATEGIC PLANS AC+6 AC+6 | A [AC= September 1 of odd-numbered
calendar years
Americans with Disabilities Act (ADA) Code of Federal Regulations 28
11.086 | HRIT 150 imentation 8 3 CFR- 35.105(c)

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
MQ - Months

Archival Codes (Field 8)

A - Transfer to State Archives
R ~ Review by State Archivist

PM — Permanent
US — Until Superseded

SLR 105
Rev, 2/09



Texas
State Library

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

e | Pge  Page 4 of 12
2. Agency 3. Agency
Code 213 Name State Prosecuting Attorneys Office
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.
The FE+3 retention period overrides
any shorter retention period for
Agency Performance Measures records series in the schedule if the
1.1.064 HR12 Documentation FE+3 FE+3 records series is needed for
documentation of agency
performance measures.
REPORTS - BIENNIAL OR ANNUAL AC= September 1 of odd-numbered
11066 | HR1 | AGENCY (NARRATIVE) AC+6 ACH6 | A | lendar years
1.1.068 HR13 |Reports on Performance Measures AC+6 AC+8 AC=September 1 of odd-numbered
calendar years
Agency Rules, Policies, and Procedures
- Final: Manuals, guidelines, administrative _ , .
rules, or similar records distributed AC—?a?;np::ﬁ’ggn Orl.t?gg'gftlon of
internally for the use of employees or E]l:gge duFe s » polic
1.1.070 HR14 |externally to the public or those individuals | AC+3 AC+3 | R : .
or entities regulated by an agency that sets SE dEPArIc-nigj.u?genc\}(vgrulgiis, ?fhcﬁsem
out the rules, policies, and procedures that ﬁumb or 1.1 07? - g Fies,
govern an agency’s programs, services, or e
projects.

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~
R—

Transfer to State Archives
Review by State Archivist

SLR 105
Rev. 2/08



SLR 105
Form SLR 105C must
T STATE OF TEXAS accompany this form.
exas
State Library m
and Archives | Records Retention Schedule f
Commission ! Pge Pagebof12
2. Agency 3. Agency
Code 213 Name State Prosecuting Attorneys Office
4. 5, 6. 7. 10.
8.
Records | Agency Retention Period Archival
Series Itern g,
item No. No. Record Series Title Agency |Storage| Total Remarks 106 No.
The original is retained by the State
; and Local Records Management
1.2.005 SAP15 |Records Retention Schedule (SLR) 105 us us Division, Texas State Library and
Archives Commission.
1.2.010 SPA16 |Records Retention Disposition Log 10 10
Records Control Locator Aids Includes
indexes, card files, shelf lists, registers, AC=when control aid is updated,
1.2.013 SPA1Y guides, black books (chronological listing of AC AC revised or no longer needed
all filed cases)
1.3.002 SPA30 |PUBLICATION DEVELOPMENT FILES AV AV | R
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 fo State Archives
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded] R — Review by State Archivist

SLR 105
Rev, 2/09



Texas
State Library

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

ond frchives | Pge  Page6 of 12
2. Agency 3. Agency
Code 213 Name State Prosecuting Attorneys Office
4, 5. 6. 7. 10.
8.
Records | Agency Retention Period Archival
Series ltem g,
ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No.
This function is that of the Office
of Court Administration (OCA).
AC=Until electronic records are
transferred to and made usable in a
new software environment or there
are no electronic records being
retained to meet an approved
2.1.007 SPA18 |Software Programs AC AC retention period that requires the
software to be retrieved and read. 13
TAC 6.94(A)
CAUTION: If an electronic record is
scheduled for permanent retention,
software needed for access to the
record must also be retained
permanently.
3.1.001 HR1g |Applications/Resumes — Not Hired 9 5 29 Code of Federal Regulations
(includes notices of vacancies) (CFR) 1602.31 (State Agencies)
3.1.002 HR20 |Applications for Employment - Hired AC+5 AC+5 AC=Termination of Counseling

Retention Codes (Field 7)

AC - After Closed, Terminated, Cornpleted, 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
R-—

Transfer to State Archives
Review by State Archivist

SLR 105
Rev. 2/09



SLR 105
Form SLR 105C must

Texa STATE OF TEXAS accompany this form.

€Xds

State Library -

and Archives Records Retention Schedule e Pace7 of {2
Commission e ager’ o
2. Agency 3. Agency

Code 213 Name State Prosecuting Attorneys Office
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.
3.1.006 HR21 |Employee Counseling Records AC+3 AC+3 AC=Termination of Counseling
AC=Until superseded or termination

3.1.011 HR22 |Employee Insurance Records AC AC of employment.

3.1.014 HR23 |Employment Selection Records 2 2 29 CFR 1602.31 (State Agencies)

3.1.018 HR24 |Grievance Records AC+2 AC+2 AC=Final decision on the grievance

3.1.019 HR25 |Performance Appraisals 2 2 29 CFR 1620.32(c)

Personnel Disciplinary Action _ -
3.1.021 HR26 Documentation AC+5 AC+5H AC=Termination of employment
3.1.022 HR27 |Personnel Information or Action Forms 2 2 29 CFR 1602.31 (State Agencies)
. i AC=Until superseded or job
3.1.023 HR28 |Position/Job Description AC+4 AC+4 eliminated. 40 TAC 815.106(i).

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 (Figeld 8)

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

SLR 105
Rev. 2/09



Texas
State Library

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

o frchives P Page 8 of 12
2. Agency 3. Agency
Code 213 Name State Prosecuting Attorneys Office
4. 5. 6. 7. 10.
8.
Records | Agency Retention Period Archival
Series ltem S,
lem No. No. Record Series Title Agency |Storage| Total Remarks 106 No.
AC=Termination of employment-
CAUTION: Federal regulation
requires that INS 1-9 forms be
retained for 3 years from date of hire
Employment Eligibility, Documentation or 1 year after separation of the
3.1.029 HR29 |or Verification of Federal Reporting ACH+i AC+1 employee, whichever comes later.
Form (INS 1-9) Agencies should make certain that
the INS 1-9 forms for employees who
terminate from an agency less than 3
years from date of hire are kept for
the 3-year retention period.
EMPLOYEE BENEFITS-OTHER THAN
3.1.031 HRO INSURANCE PM PM
AC=After termination of employee or
32001 | HR30 [Employee Deduction Authorizations AC+4 AC+4 | |after amendment, expiration, or
termination of authorization,
whichever is sooner.
3.2.002 HR31 _|Employee Earnings Records 4 4 40 TAC 815.106(i).
AC=Tax due date, date claim is filed,
32003 | HRS32 f:::r’ggax Records {includes FICA AC+4 AC+4 | |or 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

SR 105
Rev. 2/09

R — Review by State Archivist



SLR 105

Form SLR 105C must

Texas STATE OF TEXAS accompany this form.
State Library -
and Archives | Records Retention Schedule
Commission | Pege Page 9of12
2. Agency 3. Agency
Code 213 Name State Prosecuting Atforneys Office
4. 5. B. 7. 10,
8.
Records | Agency Retention Period Archival
Series ltem g,
ltem No. No. Record Series Title Agency | Storage| Total Remarks 106 No.

AC=Until superseded, obsolete, or
3.2.005 HR33 |W-4Forms AC+4 AC+4 upon separation of employee. — 26
CFR 31.6001-1 (e}{2).

Direct Deposit

32008 | HR34 |40 blication/Authorizations

us us

AC=All accounts with a vendor or
3.2.009 HR35 |[State Deferred Compensation Records AC+H AC+5 vendors for the individual participant

have been closed.

Human Resources Information System - s
3.2.010 HR36 (HRIS) Reports AC+H4 AC+4 AC= Termination of employment.

Restricted Access. AC=Termination

3.3.011 HR37 {Former Employee Verification Records | AC+75 AC+TS of employment.

Texas Workforce Commission (TWC)
3.3.022 HR38 Reports 3 3
3.3.024 HR39 |Personnel Policies and Procedures US+3 Us+3
EEO Reports & Supporting
33031 | HR40 |Documentation-Includes documentation 3 3 fgogir‘é 190232, 7602.39, 160241,
used to complete EEQ reports. T T
Cumulative report is issued each pay
3.4.002 HR41 |Leave Status Reports FE+3 FE+3 cycle and provides employee leave
status information for each position.
3.4.006 HR42 {Time Sheets 4 4 40-TAC 815.106()
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 — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded| R — Review by State Archivist

SLR 105
Rev. 2/09



SLR 105

Form SLR 105C must

Texas STATE OF TEXAS accompany this form.
eXas
State Library -
and Archives | Records Retention Schedule e Pace 10012
Commission | e age 1vo
2. Agency 3. Agency '
Code 213 Name State Prosecuting Attorneys Office
4. 5, 6. 7. 10.
8.
Records | Agency Retention Period Archival
Series ltem 9.
ftem No. No. Record Series Title Agency |Storage| Total Remarks 106 No.
TIME OFF AND/OR SICK LEAVE
3.4.007 HR&3 REQUESTS FE+3 FE+3
. Invoices, payment records,
4.1.001 AC43 |Accounts Payable Information FE+3 FE+3 expenditure journals.
) Inventory and Other Cost Files —
4.1.005 AC44  |Production, job, labor, quotes, pricing, FE+3 FE+3
specifications, efc.
Transfers or Budget Revisions — Transfer
4.1.007 AC45 or adjustment to budgets FE+3 FE+3
Encumbrance Vouchers — Orders,
4.2.004 AC46 statements, change orders, etc. FE+3 FE+3
4.2.005 AC47 |Purchase Vouchers FE+3 FE+3 Reqgs, orders, reports, invoices, etc
4.2.006 AC48 |General Journal Vouchers FE+3 FE+3
4.5.001 AC49 |Worksheets for Preparing Fiscal Reports| FE+3 FE+3
INTERNAL FISCAL MANAGEMENT
4.5.002 HR64 REPORTS FE+3 FE+3
45003 | AC50 |Annual Financial Reports AC+6 Ac+s | |[AC=September1 of odd-numbered
calendar years.
4.5.006 AC51 _|Annual Operating Budgets FE+3 FE+3 Required by General App Act
CPai AC+ AC+ AC=Receipt and recenciliation of
4.5.007 AC52 JUSAS Reports — Daily FE+3 FE+3 monthly report.

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. 2/09




Texas
State Library

and Archives |

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission Pge Page 11 of 12
2. Agency 3. Agency
Code 213 Name State Prosecuting Attorneys Office
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.
AC+ AC+ AC=Receipt and reconciliation of
4.5.008 AC53 |USAS Reports — Monthly FE+3 FE+3 annual report.
4.5.009 AC54 |USAS Reports — Annual FE+3 FE+3
. 7420s 62 screen-year-to-date
4.6.001 ACS55 [Balancing Records (Internal Control) FE+3 FE+3 expenditures
_ . SPA documentation (State Property
4.7.004 |SPA-ACS6|Capital Asset Records LA+3 LA+3 Accounting)
Signature Authorizations — Signature
cards or similar records establishing US+ US+
4.7.012 ACS57  |authority of an agency employee to initiate
R ) 4 FE+3 FE+3
or authorize financial transactions on behalf
of an agency
AC=Expiration or termination of the
5.1.001 ACS58 |(Contracts and Leases AC+4 AC+4 instrument according to its terms.
5.1.005 | SPA-AC59 |Postage Records FE+3 FE+3 Monthly inventory, purchase.
EQUIPMENT HISTORY FILE; This function is that of the Office of
2008 | HRB4 |0 |PMENT SERVICE AGREEMENTS | “A*3 LA*3 | | Court Administration (OCA).
5.2.014 | SPA-ACE0 |Inventory — Annual Physical FE+3 FE+3 Maintained in Excel spreadsheet
HAZARDOUS MATERIALS TRAINING As a part of Health and Safety
5.4.007 HRE5 RECORDS PM PM Employee Manual

Refention 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 (Fie/d 8)

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

SLR 105
Rev. 2/09



Texas
State Library

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives |
Commission - Pap  Page 12 of 12
2. Agency 3. Agency
Code 213 Name State Prosecuting Attorneys Office
4, 5. 6. 7. 10.
8.
Records | Agency Retention Period Archival
Series ltermn 9,
Item No. No. Record Series Title Agency {Storage| Total Remarks 106 No.
AC=Unlil superseded, date of
5.4.012 HR61 |Security Access Records AC+2 AC+2 expiration, or date of termination,
whichever sooner.
54.013 HR62 glz:z:ter Preparedness and Recovery Us us
BILLING DETAIL-
5.5.001 HRE66 |TELECOMMUNICATIONS (OTHER THAN | FE+3 FE+3
TEX-AN) .
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 — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded| R — Review by State Archivist

SLR 1065
Rev. 2/09
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