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March 4, 2015

Ms. Donna Osborne

Director, Administrative Services

Texas State Library and Archives Commission
1201 Brazos St.

Austin, TX 78711

Re: Agency records retention schedule amendment approved for use
Dear Ms. Osborne:

Amendment 3 to your agency’s 8th recertification of your records retention schedule is approved for
use as of Monday, March 2, 2015. Your currently approved records retention schedule and all
amendments are available on our website at

https://www.tsl.texas.gov/slrm/state/schedules.html. Please maintain this amendment with your
currently approved schedule so that it can be easily referenced.

We appreciate your efforts in maintaining an up-to-date schedule. Making additions and changes to
your schedule as you identify them not only ensures the integrity of your recordkeeping practices,
but keeps your agency in compliance with state regulations (13 TAC §6.4) requiring the submission
of any needed amendments to a retention schedule during its certification period to keep the
information in the schedule current.

We will notify you of the date your schedule is due for recertification. Any additional approved
amendments to your schedule, such as this one, should be incorporated into your main retention
schedule prior to submitting it for recertification.

Thank you again for your commitment to complying with state records management laws and
regulations. If we can provide any assistance to you, please contact the Government Information
Analyst assigned to your agency, Angela Ossar, at 512-463-6623
or aossar@tsl.texas.gov.
Sincerely,

% -
Craig Kelso

Director and State Records Administrator

cc: State Auditor, State Archivist, Mark Smith

R01.306/306



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 1it.

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.

3 State and Local Records Management Division
Texas State Library and Archives Commission
pione (Rev. 2/11)
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] SLR 105C
STATE OF TEXAS
- -g= - Form SLR 105 or SLR
Records Retention Schedule Certification Al el
submissions of this form.

and Archives

Commission |

Section 1. Agency Information Section 2. Approvais

(Submitting agencies complete this section only)

(Submittingﬂmcies do not write in this section)

Agency Code 306
Texas State Library and
Agency Name Archives Commission

(Check one)
[] Initial Certification - Form SLR 105
[ 1 Recertification - Form SLR 105
X] Amendment - Form SLR 122
1 hereby certify that this records retention schedule was

prepared in accordance with Texas Government Code,
Chapter 441, Subchapter L.

(Check one)

State Auditor’s Office
(For the exclusive use of the State Auditor’s Office)

Signature a«({\e
=
Name (Print or type) Ad
R
Date ‘Q&o‘
R

Texas State Library and Archives Commission
(For the exclusive use of the State Library and Archives Commission)

Signature éw%

Name (Print or type) Donna Osborne

[] Agency Head Name (Print or type)
X Records Management Officer =
C Q :Z Date 0?), OZ’;LO/b
l“ /
Signature !/ (ﬂu/(uu
| Sy
Cert/Recert No. g Amendment No. 5

Date ____// !é‘[/ _S-i —

SLR 105C
Rev. 9/11




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Page 1 of

6

Agency
Code

306

Agency

Name Texas State Library and Archives Commission

Records
Series
Item No.

Agency
Item
No.

Record Series Title

Retention Period

Archival

Agency

Stor-
age

Total

Remarks

Current Schedule

Page Agency
106 No. | No. Item No.

Amend.

Type

4.3.002

1B.010

Accounting: Cash Deposit Vouchers Logs
Log of sequential numbering system required for

deposit documents entered in Uniform Statewide

Accounting System (USAS); document type D.

AC+3

AC+3

AC = After submission of the last
expenditure report for the final year
of each LSTA 5-year plan. Non-
grant records will be destroyed at the
same time as grant records. Check
with ARIS, TBP and LDN before
destruction to ensure all records
necessary to fulfill federal requirements
are included in the corresponding grantee
files.

50 1B.010

C

4.2.001

1B.011

Accounting: Cash Deposit Vouchers

Deposit vouchers and supporting documentation of
cash receipts entered in Uniform Statewide
Accounting System (USAS) and deposited in the
State Treasury.

AC+3

AC+3

AC = After submission of the last
expenditure report for the final year
of each LSTA 5-year plan. Non-
grant records will be destroyed at the
same time as grant records. Check
with ARIS, TBP and LDN before
destruction to ensure all records
necessary to fulfill federal requirements
are included in the corresponding grantee
files.

50 | 1B.011

4.2.004

1B.018

Accounting: Encumbrance Documents
Orders, statements, change orders, etc.

AC+3

AC+3

AC = After submission of the last
expenditure report for the final year
of each LSTA 5-year plan. Non-
grant records will be destroyed at the
same time as grant records. Check
with ARIS, TBP and LDN before
destruction to ensure all records
necessary to fulfill federal requirements
are included in the corresponding grantee
files.

51 | 1B.018

Retention Codes

AC — After Closed, Terminated,
Completed, Expired, Settled FE — Fiscal Year End

AV — Administrative Value LA — Life of Asset

CE — Calendar Year End

MO — Months
PM — Permanent

US — Until Superseded

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

Amendment Codes
N — New

C — Changed

D — Deleted

January 16, 2015




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Page 2 of 6
Agency Agency . . . .
Code 306 Name Texas State Library and Archives Commission
Records | Agency Retention Period Archival Current Schedule
Series Item . _ Stor- Page | Agency |Amend.
Item No. No. Record Series Title Agency | age | Total Remarks 106 No. | No. Item No. | Type
AC = After submission of the last 52 | 1B.019 C
expenditure report for the final year
_ _ of each LSTA 5-year plan. Non-
Accounting: Expenditure Document Logs grant records will be destroyed at the
Logs of sequential numbering system required for same time as grant records. Check
4.3.003 | 1B.019 [payment documents entered in Uniform Statewide AC+3 AC+3 with ARIS, TBP and LDN before
ACCOUnting SyStem (USAS) inCluding, but not ||m|ted destruction to ensure all records
to document types 1, 2,9, and T. necessary to fulfill federal requirements
are included in the corresponding grantee
files.
VITAL RECORD
AC = After submission of the last 52 1B.020 C
expenditure report for the final year
) of each LSTA 5-year plan. Non-
Travel: Expenditure Vouchers grant records will be destroyed at the
4.2.007 | 1B.020 | Employee’s travel vouchers, supporting AC+3 AC+3 same time as grant records. Check
documentation, and records of reimbursement by the with ARIS, TBP and LDN before
agency. destruction to ensure all records
necessary to fulfill federal requirements
are included in the corresponding grantee
files.
AC = After submission of the last 53 | 1B.031 C
expenditure report for the final year
Budget: Expenditure, Transfer, and of each LSTA 5-year plan. Non-
grant records will be destroyed at the
Journal Vouchers i ¢ ds. Check
4.2.006 | 1B.031 Uniform Statewide Accounting System (USAS) K AC+3 AC+3 same Mme as grant recoras. Chec
: : with ARIS, TBP and LDN before
and J documents and logs of sequential numbering destruction to ensure all records
system required for these document types. necessary to fulfill federal requirements
are included in the corresponding grantee
files.
Retention Codes Archival Codes Amendment Codes
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives [N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

January 16, 2015




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Page 3 of 6
Agency Agency . . .
Code 306 Name Texas State Library and Archives Commission
Records | Agency Retention Period Archival Current Schedule
Series Item Stor- Page Agency |Amend.
Item No. No. Record Series Title Agency | age | Total Remarks 106 No. | No. Item No. | Type
AC = End of biennium in which the 53 | 1B.036 C
Budget: Operating Budget Reports fiscal year falls.
45006 | 1B.036 Required by the Gener'al Appropriatiqns Act. Work AC+3 AC+3 CAUTION: Do not confuse this record
papers and reports submitted to the Legislative series with the Annual Operating Budget
Budget Board (LBB). held in EXEC. SEE Agency Item
Number 8.002.
AC = After submission of the last 54 | 1B.038 C
expenditure report for the final year
of each LSTA 5-year plan. Non-
grant records will be destroyed at the
Payroll: Monthly Uniform Statewide same time as grant records. Check
3.2.002 | 18.038 |Payroll System (USPS) ACH | A cton o ensure il ecords
Reports and Employee Eaming Statements necessary to fulfill federal requirements
are included in the corresponding grantee
files.
40 TAC 815.106(i).
CONFIDENTIAL RECORD
AC = After submission of the last 54 | 1B.039 C
expenditure report for the final year
of each LSTA 5-year plan. Non-
Accounting: Payment Voucher grant r_ecords will be destroyed at the
4.2.005 | 1B.039 | Payment vouchers, requisitions, orders, receiving | AC+3 AC+3 same time as grant records. Check
reports, invoices, or statements, change orders, etc. with ARIS, TBP and LDN before
destruction to ensure all records
necessary to fulfill federal requirements
are included in the corresponding grantee
files.
Retention Codes Archival Codes Amendment Codes
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

January 16, 2015




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Page 4 of 6
Agency Agency . . .
Code 306 Name Texas State Library and Archives Commission
Records | Agency Retention Period Archival Current Schedule
Series Item Stor- Page Agency |Amend.
Item No. No. Record Series Title Agency | age | Total Remarks 106 No. | No. Item No. | Type
AC = After submission of the last 56 | 1B.077 C
expenditure report for the final year
of each LSTA 5-year plan. Non-
grant records will be destroyed at the
41003 | 1B.077 |USAS: Cancelled Warrants AC+3 AC+3 same time as grant records. Check
Documentation with ARIS, TBP and LDN before
Supporting documentation for data entered in destruction to ensure all records
Comptroller’s Treasury Operations Warrant necessary to fulfill federal requirements
Cancellation System. (USAS = Uniform Statewide are included in the corresponding grantee
Accounting System) files.
AC = After submission of the last 57 1B.083 C
expenditure report for the final year
of each LSTA 5-year plan. Non-
grant records will be destroyed at the
Payroll and Accounting: Federal Tax same time as grant records. Check
3.2.003 | 1B.083 |Records AC+4 AC+4 with ARIS, TBP and LDN before
Includes 1099, W2, 941, Federal Insurance destruction to ensure all records
Contributions Act (FICA), Employee Wage and Tax necessary to fulfill federal requirements
Statements, Internal Revenue Service (IRS) are included in the corresponding grantee
Employers Quarterly Federal Tax Return, IRS Wage files.
Levy Documents, any applicable supporting 26 CFR 31.6001 - 1(e)(2).
documentation, and other tax records. CONFIDENTIAL RECORD
Time Sheets AC = After submission of the last 72 1E.046 C
Includes Grant Funded employee timesheets, semi- expenditure report for the final year
annual certification form, personnel activity reports, of each LSTA 5-year plan. Non-
and any other supporting documentation needed to grant records will be destroyed at the
show the authorization of hours worked by staff that same time as grant records
3.4.006 | 1E.046 |are paid solely or partially by grant funds, or AC+1 3 | AC+4 ' 91-306-007
personnel being used to match. Also includes leave .
requests (Part B) that are required by policy to be 40 TAC 815'106(')'_
submitted to the Human Resources (HR) office and 2 CFR 225 Appendix B.8.h(3)-(5).
all Family and Medical Leave Act (FMLA)
documentation. CONFIDENTIAL RECORD
Retention Codes Archival Codes Amendment Codes
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New

Completed, Expired, Settled FE — Fiscal Year End
AV — Administrative Value LA — Life of Asset

PM — Permanent

US — Until Superseded

R — Review by State Archivist

C — Changed
D — Deleted

January 16, 2015




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Page 5 of 6
Agency Agency . . . .
Code 306 Name Texas State Library and Archives Commission
Records | Agency Retention Period Archival Current Schedule
Series Item . _ Stor- Page | Agency |Amend.
Item No. No. Record Series Title Agency | age | Total Remarks 106 No. | No. Item No. | Type
AC = After submission of the last 83 1G.016 C
expenditure report for the final year
of each LSTA 5-year plan. Non-
o ) ) grant records will be destroyed at the
Purchase Requisitions, Bid Documentation, same time as grant records. Check
Purchase Orders — Federal and Non-Federal with ARIS, TBP and LDN before
4.2.005 1G.016 Requisitions, orders, receiving reports, AC+1 2 AC+3 destruction to ensure all records 07-306-197
invoices, statements, change orders, best necessary to fulfill federal requirements
value determinations, etc. are included in the corresponding grantee
files.
2 CFR 225 Appendix B.8.h(3)-(5).
Texas ldentification Numbers (TINS)
are CONFIDENTIAL RECORDS
State Agency Approved Retention Schedule ) 125 | 5C.011 C
File AC = Until superseded or agency
Includes the current approved retention schedule + abolished. 20A.
11 5C.011 (Form SLR 105), signature approval page (Form SLR AC 50 | AC+0|R 12-306-216
105C), any amendments (Form SLR 122), and all VITAL RECORD
administrative correspondence to the state agency.
Grant Funded Employee Time Sheets, 73 | 1E.046a D
Certification Forms, and Supporting
Documen_tation _ AC = After submission of the last
Includes timesheets, semi-annual expenditure report for the final year
3.4.006 |1E.046a |certification form, personnel activity AC+3 AC+3 of each LSTA 5-year plan.
(rjeports, and_any otrcljerdsuppr?rtln% 2 CFR 225 Appendix B.8.h(3)-(5)
ocumentation needed to show the g '
authorization of hours worked by staff that CONFIDENTIAL RECORD
are paid solely or partially by grant funds,
or personnel being used to match.
Appointments - ; N
1.1 GEN.083 | Includes letters appointing individuals to serve on AC+3 AC+3 fef:m SE&%;ETSSA?{;@?T&:;?ge%f
advisory boards and committees. )
Retention Codes Archival Codes Amendment Codes
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New

Completed, Expired, Settled FE — Fiscal Year End

AV — Administrative Value

LA — Life of Asset

PM — Permanent

US — Until Superseded

R — Review by State Archivist

C — Changed
D — Deleted

January 16, 2015




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122
Form SLR 105C must
accompany this form.

Page 6 of 6

Agency Agency . . .
Code 306 Name Texas State Library and Archives Commission
Records | Agency Retention Period Archival Current Schedule
Series Item Stor- Page | Agency |Amend.
Item No. No. Record Series Title Agency | age | Total Remarks 106 No. | No. Item No. | Type
Grants: Federal Grants — Library Services 110 4.044 C
and Construction Act (LSCA) - Grantee AC= ?ftef submis?ionhofft.he :aSt 10-306.210
Project Files — Construction Grants expenditure report for the final year |10-306-
4.7.008 14.044 Cofuains all records for construction grants issued ACH: | 16 | AC+20 of the grant. VITAL RECORD 15-306-230
under the LSCA Title Il Program, including tracking
spreadsheets.
AC = After submission of the last 112 4.055 C
expenditure report for the final year
. of each LSTA 5-year plan.
Grants: Federa_l Grants — I_nstltute of CAUTION: If Texas Reads grant is
Museum and lera_ry Serwces (IMLS) - paid through state monies, SEE
LSTA Grantee Project Files _ Agency Item Number 4.050. Other
Including all IMLS funded le?rary Se'rV|ces and retention requirements may vary
Technplogy Act (LSTA), Techm(_:al Assistance d di th ific federal
Negotiated Grant (TANG), Interlibrary Loan (ILL), epe_n Ing on the Spec _|c edera
Library Systems, Federal Texas Reads, or any other funding agency. Agencies must
4.7.008 |4.055 federal (non-construction) competitive grant program AC 3 | AC+3 ensure that _records are retaln_ed for 15-306-231
or cooperation, special projects, and establishment the appropriate retention period.
programs. Contains application, required supporting Also, be sure to check with ADMIN
documents, award, financial records, statistical before destruction to ensure all
records, correspondence, requests for funds, all records necessary to fulfill federal
required r_eports _subr_m_tted by grantee, ILL Centers requirements have been transferred
Consultations (site visit notes gnd cgrrespondence to LDN and are included in the
related to TexNet Program), Financial Status Reports . .
(FSR), and all other related documentation. corresponding grantee files. SEE
Agency Item Number 1B.085.
Previously 4.046, 4.047, 4.048,
4.049, 9.001 VITAL RECORD
Retention Codes Archival Codes Amendment Codes
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

January 16, 2015
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Preserving yesterday,
informing today,
inspiring fomorrow.

July 21, 2014

Ms. Donna Osborne

Director, Administrative Services

Texas State Library and Archives Commission
1201 Brazos St.

Austin, TX 78711

Re: Agency records retention schedule amendment approved for use
Dear Ms. Osborne:

Amendment 2 to your agency’s 8th recertification of your records retention schedule is approved for
use as of Friday, July 18, 2014. Your currently approved records retention schedule and all
amendments are available on our website at

https://www.tsl.texas.gov/slrm/state/schedules.html. Please maintain this amendment with your
currently approved schedule so that it can be easily referenced.

We appreciate your efforts in maintaining an up-to-date schedule. Making additions and changes to
your schedule as you identify them not only ensures the integrity of your recordkeeping practices,
but keeps your agency in compliance with state regulations (13 TAC §6.4) requiring the submission
of any needed amendments to a retention schedule during its certification period to keep the
information in the schedule current.

We will notify you of the date your schedule is due for recertification. Any additional approved
amendments to your schedule, such as this one, should be incorporated into your main retention
schedule prior to submitting it for recertification.

Thank you again for your commitment to complying with state records management laws and
regulations. If we can provide any assistance to you, please contact the Government Information
Analyst assigned to your agency, Angela Ossar, at 512-463-6623

or aossar@tsl.texas.gov.

Sincerely,

4l

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Mark Smith

R01.306/306



A

Texas

State Library
and Archives
Commission

* STATE OF TEXAS
AN Records Retention Schedule Certification

SLR 105C

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

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

Section 2. Approvals
(Submitting agencies do not write in this section)

Agency Code 306

Agency Name 1exas State Library and Archives Commission

(Check one)
[ Initial Certification - Form SLR 105
[ Recertification - Form SLR 105
[X] Amendment - Form SLR 122
1 hereby certify that this records retention schedule was
prepared in accordance with Texas Government Code,
Chapter 441, Subchapter L.
(Check one)
[J Agency Head

[X Records Management Officer

GO pruw

Signature

State Auditor’s Office
(For the exclusive use of the State Auditor’s Office)

S
Signature _v(‘(\\%
5®'
Name (Print or type) z&;\‘z
Date _@?‘
5

Texas State Library and Archives Commission
(For the exclusive use of the State Library and Archives Commission)

Signature g S’\&\J&J\W—%

Name (Print or type)

Date 0 7"( «'1-0 ( "}'

Name (Printortype) _Donna Osborne

oo 7/9//7%

Cert/Recert No. g Amendment No. 2—

SLR 105C
Rev. 9/11




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 1it.

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.

3 State and Local Records Management Division
Texas State Library and Archives Commission
pione (Rev. 2/11)



STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Page 1 of 4
Agency Agency . . .
Code 306 Name Texas State Library and Archives Commission
Records | Agency Retention Period Archival Current Schedule
Series Item Stor- Page | Agency |Amend.
Item No. No. Record Series Title Agency | age | Total Remarks 106 No. No. Item No. | Type
95 | 3A.044 C
Agency Approved Records Retention
Schedule
Agency copy. Formerly Form RMD
105/105C. Includes the current approved Oriainal is retained by the
retention schedule (Form SLR 105), g iVision of y
1.2.005 (1D.001 signature approval page (Form SLR us uUs SLRM Division o TSLSC’
105C), any amendments (Form SLR SEE Agency Item Number
NS 5C.011.
122), all administrative correspondence
to/from SLRM, and any additional forms
designated by the State Records
Administrator.
96 | 3A.046 C
Agency Records Disposition Log
Logs or similar records listing records
destroyed or transferred to ARIS
12010 |1D.002 Division of TSLAC. Log includes FE + 10 FE+10| |Previously 5.021
records series title, agency item number,
record inclusive dates, amount being
destroyed, method of destruction, and
date destroyed or transferred.
AC = Date of authorization for 96 | 3A.048 C
Agency Records Transmittal Forms destruction, permanent transfer
Agency copy (includes Form RMD 101, from storage, or transfer to the
12006 |1D.003 Tx-R-5, 306—58_—1, _and Agency Storage AC +2 AC +2 ARIS Division of TSLAC, by
Forms). Forms indicate records the agency Records
transferred to storage or a transfer of Management Officer (RMO).
legal custody.
Previously 5¢.504
Retention Codes Archival Codes Amendment Codes
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

July 11, 2014




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Page 2 of 4
Agency Agency . . .
Code 306 Name Texas State Library and Archives Commission
Records | Agency Retention Period Archival Current Schedule
Series Item o Stor- Page | Agency |Amend.
Item No. No. Record Series Title Agency | age | Total Remarks 106 No. No. Item No. | Type
96 | 3A.050 C
1.2.012 (1D.004 Records Inventory Worksheets us us
98 | 3A.071 C
Agency Records and Information
Management (RIM) Program Records
Records management plans and similar
1.2.014 11D.005 records that establish the policies and US+1 US+1 VITAL RECORD
procedures under which records and
information are managed in an agency.
99 | 3A.072 C
Agency Destruction Authorizations
Agency level documents authorizing
final disposition of records under a
12001 |1D.006 certified re:cordjs retention schedul_e. Bi- FE +3 FE +3
monthly disposition spreadsheet signed
by the agency’s Records Management
Officer (RMO) showing approval to
destroy and shred pick-up receipts.
99 | 3A.073 C
Public Information Reports
Reports made to the Office of the
1.1.072 |(1D.007 Attorney General (OAG) on an agency's | FE +2 FE +2 Previously 1A.026
Public Information Act (PIA) request
activity.
Retention Codes Archival Codes Amendment Codes
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives [N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

July 11, 2014




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Page 3 of 4
Agency Agency . . .
Code 306 Name Texas State Library and Archives Commission
Records | Agency Retention Period Archival Current Schedule
Series Item Stor- Page | Agency |Amend.
Item No. No. Record Series Title Agency | age | Total Remarks 106 No. No. ltem No. | Type
CAUTION: Do not confuse this 100 | 3A.076 C
record series with other agency
destruction requests. Original is
retained by the SLRM Division
Request for Authority to Dispose of State Klfu-;i:f;%g glEzAsgén(;:g;t:rl::j
1.2.008 (1D.008 Recgrgdesnf:l;ocll)?yRMD 102) FE+3 FE+3 5E.004. SEE ALSO Agency
' Item Number 3A.001 for
archival holding destruction
requests and 5C.103 for Local
Government destruction
requests.
100 | 3A.077 C
State Record Center (SRC) Storage
1.2.011 (1D.009 Approval Forms (Form RMD 106) us us
Agency copy.
, . . CAUTION: Be careful when 3A.078 C
B el o
Files created while working on the Jdustlflcatlon_ files. This >
agency’s retention schedule ocumentation C.OUId be_the only 3
1.2 1D.010 A AV AV written explanation or history o
recertification or amendments. Also about particular record series 2
includes retention period justifications, and should be maintained. at g
explanations, and history of record g ’ =]
series. minimum, as long as that record -
exists on the retention schedule.
Retention Codes Archival Codes Amendment Codes
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives [N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

July 11, 2014




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122
Form SLR 105C must
accompany this form.

Page 4 of 4

Agency Agency . . .
Code 306 Name Texas State Library and Archives Commission
Records | Agency Retention Period Archival Current Schedule
Series Item . _ Stor- Page | Agency |Amend.
Item No. No. Record Series Title Agency | age | Total Remarks 106 No. No. Item No. | Type
Box Content Stora_ge Forms o AC = 101 Storage Transmittal 5 3A.079 C
Internal forms filled out by each division has b d and 2
that initiate the Records Manager to request has been approved an 3=
1.2 1D.011 . . AC AC all records have been 2 o
submit a 101 storage transmittal form to 3
successfully transferred to the @
request boxes be sent for storage at the State Records Center (SRC) =1
State Records Center (SRC). ' =
Retention Codes Archival Codes Amendment Codes
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted
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Texas
State Library
and Archives

Commission

State and Local
Records Management

PO. Box 12927
Austin, Texas
T8711-2927

4400 Shoal Creck Bivd.

Austin, Texas
78756

www.esl.stace.ex.us

Commission Chatrman
Michael C. Waters

Members

Sharon T. Carr
Martha Doty Freeman
F. Lyawood Givens
Larry G. Hole

Wm. Scote McAfee
Sandra J. Pickete

Interim
Director and Librarian
Edward Scidenberg

Preserving yesterday,
informing today.
inspiring tomorrow,

January 31, 2013

Ms. Jelain Chubb

Director of Archives & Information Services
Texas State Library and Archives Commission
1201 Brazos St.

Austin, TX 78711

Re: Texas State Library and Archives Commission
8th Recertification, Amendment Number 1

Dear Ms. Chubb:

Enclosed are approved amendment pages to your records retention schedule. Please maintain these
pages with your currently approved schedule so that they can be easily referenced.

We appreciate your efforts in maintaining an up-to-date schedule. Making additions and changes to
your schedule as you identify them not only ensures the integrity of your recordkeeping practices,
but keeps your agency in compliance with state regulations (13 TAC §6.4) requiring the submission
of any needed amendments to a retention schedule during its certification period to keep the
information in the schedule current.

We will notify you of the date your schedule is due for recertification. Any additional approved
amendments to your schedule, such as this one, should be incorporated into your main retention
schedule prior to submitting it for recertification.

Thank you again for your commitment to complying with state records management laws and

regulations. If we can provide any assistance to you, please call the information analyst assigned to
your agency, Angela Ossar, at 512-463-6623,

Sincerely,

G/

Craig Kelso
Director and State Records Administrator

Enclosure

cc: State Auditor, State Archivist
cc: (without enclosure) Peggy D. Rudd

R01-306/306



Texas
State Library
and Archives
Commission

SLR 105C

Form SLR 105 or SLR 122

% STATE OF TEXAS
b Records Retention Schedule Certification must accompany all

submissions of this form.

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

Section 2. Approvals
( Submitting_g_gencies do not write in this section)

Agency Code 306
Texas State Library and
Agency Name Archives Commission

(Check one)
[ initial Certification - Form SLR 105
[ Recertification - Form SLR 105
X] Amendment - Form SLR 122
I hereby certify that this records retention schedule was
prepared in accordance with Texas Government Code,
Chapter 441, Subchapter L.
(Check one)
[J Agency Head

X Records Management Officer

State Auditor’s Office
(For the exclusive use of the State Auditor’s Office)

Signature “-\b,‘:-\me
Al
Name (Print or type) _-,‘-eé A
Q™
Date V\d‘“

Texas State Library and Archives Commission
(For the exclusive use of the State Library and Archives Commission)

Signature LQM«/W, (Qaﬁ@w

Name (Print or type) __Da N Ao &b@_fﬂ@.,
Date { /9—?//\3

Signature C ‘/\A(ﬁ W«/ \G,U,UD

| \
Name (Print or type) \ _Jelain Chubb

Date 11/20/2012

Cert/Recert No. 8 Amendment No. I

SLR 105C
Rev. 9/11




exas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 1 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
Public I nfor mation Requests — Exempted 3 |GEN.004] C
and Not Exempted
Includes all correspondence, records _ .
1.1.020 certification affidavits, and all other AC = Date request fulfilled
GEN.004 . . AC+2 AC+2 or notification that records
1.1.021 documentation relating to requests for are exempt
records that are furnished to the public or P
that are exempt under Public Information
Act (Chapter 552, Government Code).
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
D — Deleted

AV — Administrative Value

LA — Life of Asset

US — Until Superseded

SLR 122
Rev. 2/09




exas
State Library
and Archives
Commission

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1. Page

2 of 30

2. Agency
Code

3. Agency
Name

4, 5. 6.

Records
Series
Item No.

Agency
ltem
No.

Record Series Title

Retention Period

8.

Archival

Agency | Storage

Total

9.
Remarks

10. 11.

Current
Schedule

12.

Page

106 No. No.

Amend.
Type

Agency
Item No.

1.1.007 GEN.007

Administrative Correspondence
Incoming/outgoing and internal
correspondence, in any media, pertaining to
the formulation, planning, implementation,
interpretation, modification, or redefinition
of the programs, services, or projects of an
agency and the administrative regulations,
policies, and procedures that govern them.

FE+1 3

FE+4

ARCHIVESNOTE: Only the

administrative correspondence of

executive staff, board or
commission members, division
directors, and program heads
require archival review.

CAUTION: Thisrecords series
and Agency Item Number
GEN.008 should be used only
for correspondence that is not
included in or directly related to
another series on the agency’s

approved schedule. For example,

amemorandum that documents
an appropriations request must
be retained for the minimum
retention period prescribed by
Agency Item Number 2.042 or
8.005; aletter concerning an
audit for that prescribed by
Agency Item Number GEN.005,
etc. SEE ALSO Agency Item
Number GEN.010.

91-306-011

GEN.007 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

MO — Months

PM — Permanent

US — Until Superseded

Archival Codes (Field 8)

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

N — New
C - Changed
D — Deleted

Amendment Codes (Field 12)

SLR 122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission | 1.Page 3 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
General Correspondence 6 |[GEN.008] C
Non-administrative incoming/outgoing and
internal correspondence, in any media,
pertaining to or arising from the routine SEE comment to Agency
operations of the palicies, programs, Item Number GEN.007.
1.1.008 GEN.008 services, or projects of an agency, including FE+2 FE+2 SEE ALSO Agency Item
patron research requests and Number GEN.009.
correspondence and resumes from potential
job applicants that do not identify a certain
position they wish to apply for.
CAUTION: Do not confuse 10 [GEN.018] C
this record series with
_ : training materials for
Tral|2gl%23 3;3 Iﬂzta:zd)(;e(jrgvaell oped by an internal staff. SEE Agency
1.1.043 GEN.018 . - s L |US+1 Us+1 Item Number GEN.051.
agency for traning entities or individuals it ; T
regulates or serves, Also, if thetraining is paid
for by federal LSTA funds,
SEE Agency Item Number
4.055.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted
SLR 122

Rev. 2/09




exas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 4 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
Reportsand Studies (Non-Fiscal) — Raw Data 19 |GEN.028] C
Information or data collected and compiled
1;or ct)rr1tes purpose of producing non-fiscal CAUTION: Does not
eports. include source
Including, but not limited to the following: ?rf;(c:)l:m:t?toart: g? (;the; for
11065 |GEN.028 Interndl Investigative Reports, Regional AV AV included or directly related
Historical Resource Depository (RHRD) t0 another record seriesin
Reports and Studies— Raw Data, this schedule. SEE
Administrative Subject Files, Statewide ecialy A .enc ltem
Cost Allocation Plan Data, Collection ﬁsl?mber )éEIgI 0237/
Development Tracking Reports, Sex U
Profanity Violence (SPV) Report, Book
Evaluations, and Program Analysis Data.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission | 1.Page 5 of 30
2. Agency 3. Agency
Code Name
4, 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
Agency Rules, Policies, and Procedures— 22 |GEN.032| C
Final
Manuals, guidelines, administrative rules, or AC = Completion or
similar records distributed internally for the termination of program,
use of employees or externally to the public rules, policies, or
or those individuals or entities regulated by procedures.
an agency that sets out the rules, policies,
and procedures that govern an agency’s SEE ALSO Agency Item
1.1.070 GEN.032 programs, services or projects. AC +3 AC+3| R Number GEN.033.
Any agency, division, department, project, CAUTION: Do not confuse
and program rules, regulations, policies, and this record series with
procedures, which includes but is not Agency Item Numbers
limited to the Employee Guide, Email 1B.001, 2.005, or any other
Policy, Social Media Policy, Website specific policy that merits a
Policy, Ethics Policy, Volunteer Handbook, longer retention.
and all other similar agency or division
policies, procedures, and rules.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




exas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 6 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
CAUTION: Make certain 42 |GEN.060] C
thelist is not part of another
Communications Lists record serieslisted in this
Any mailing address, telephone, fax schedule such as Agency
number, email address, emergency contact Item Number GEN.001—
information, or any other miscellaneous list Special Project Filesor
5.1.004 GEN.060 of information maintained by the Texas us us GEN.074 — Event Planning
State Library and Archives Commission Records.
(TSLAC) onits employees, entities or
persons it serves, supplies, tasks, or other Some personal identifying
various types of information collected. infor mation may be a
CONFIDENTIAL
RECORD.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS

s Records Retention Schedule Amendment
exas
State Library

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 7 of 30
2. Agency 3. Agency
Code Name
4, 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
CAUTION: SEE Agency 48 |GEN.O75( C
Division Purchasing/Financial Databases and Item Number 1G.016 for
Files agency copies of al
Division copies of Purchase Initialization purchasing documents. Be
Form (PIFs), Purchase Request Form careful not to hold Division
(PRFs), receiving reports, packing slips, Purchasing Database, other
5.3 GEN.075 related correspondence, or other documents | FE + 3 FE+3 financial databases, or
related to a purchase that are entered into a associated files longer than
division purchasing or financial database, or the retention assigned to
scanned to Portable Document Format 1G.016. SEE ALSO
(PDF) to track item codes, PIF/PRF dates, Section 1B for al agency
approval dates, etc. financial documentation,
reports, and databases.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted
SLR 122

Rev. 2/09




exas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 8 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
Incident Reports _ N
These files document patrons who have AC = Date of last offense.
recav ed notice Of disciplinary ac_tlon or CAUTION: Documentation
prohibitory sanctions. They consist of on patrons with an ongoin
incident forms completed by the Texas hi st%ry of incidents org 9
54 GEN.076 State Library and Archw_es (_:ommlsson AC AC patrons that have been
(TSLAC) staff about the incident, letters banned from the facility b
sent to patrons describing the unacceptable y oy
. I TSLAC or the Department
activity and the prohibitions on patron .
o ; . of Public Safety (DPS) may
privileges, and correspondence with public need 1o be maintained
safety or patron guardians. |
onger.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission | 1.Page 9 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
Awards— Eligibility and Award History N
Infor mation
Records that document selection criteria and
the history of awards both administered by
the Texas State Library and Archives
Commission (TSLAC) or applied for on
benalf of TSLAC. CAUTION: For Employee
11 GEN.077 Including, but not limited to the following: PM PM of the Quarter (EOQ)
eligibility terms and selection criteri Awards, SEE Agency ltem
grority ) . 4 Number 8.053.
award history and information on funding
sources, award notifications, summary lists
of winners, biographies on winners, and
press releases. Includes Network Library of
the Year Award and Records Management
Program Awards administered to Local
Governments.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission | 1.Page 10 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
Awards— Selection Records N
Records that document the process of
selecting award winners of awards both
administered by the Texas State Library and
Archives Commission (TSLAC) and
applied for on behalf of TSLAC.
Including, but not limited to the following: CAUTION: For Employee
applications, nomination letters, of the Quarter (EOQ)
11 GEN.078 recommendations, letters of award FE+1 FE+1 Awards, SEE Agency Item
notification or denial, letters accepting or Number 8.053.
declining awards, demonstration of need
documentation, and any other related
documentation and correspondence.
Includes Network Library of the Y ear
Award and Records Management Program
Awards administered to Local
Governments.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission | 1.Page 11 of 30
2. Agency 3. Agency
Code Name
4, 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
Training Cour se Development Filesand N
Planning Records
Files created during the planning and
development of internal and external course
training sessions. Including, but not limited AC = Course obsol ete,
to the following: course outlines, reference superseded, or
11 GEN.079 materials and class research, course AC+1 AC+1 administrative value has
justifications, course devel opment been met, as applicable.
correspondence, approval or denial for class
creation, invitations to selected guests for
pilot classes, feedback, and any other files
related to the course devel opment process.
M iscellaneous Presentation and Training N
Records _ -
Miscellaneous one-time presentations or AC = Dateof training.
training sessions held by the Texas State . -
11 GEN.080 Library and Archives Commission AC+5 AC+5| |CAUTION: I thetraining
. ispaid for by federal LSTA
(TSLAC) employees for internal and
. funds, SEE Agency Item
external purposes. Includes presentation
) ; Number 4.055.
dlides, handouts, notes, scripts, and other
supporting materials.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission | 1.Page 12 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No. |ltem No.| Type
Supplemental Training Program Records N
11 GEN.081 Mqterlals pr(_)V|defj to training atten(_Je%for US US
their convenience: welcome letter, list of
lunch destinations, maps, etc.
;gorygsg and Wor kshop Administration CAUTION: Do not confuse N
. . this record series with
Includes registration, class rosters, class - i .
i > training administration
evaluations, schedules/agendas, sign-in records for Librar
sheets, and other records that document the Development an dy
11 GEN.082 administration of training or workshop FE+2 FE+2 N etwor?(in (LD&N) or
classes developed by the Texas State SLRM th atghave different
Library and Archives Commission retention requirements. SEE
(TSLAC) and offered for internal < ;
L Agency Item Number 4.006
employees and external individuals we and 50.201.
regulate or serve. T
Payroll: Multiple Worksite Report 52 | 1B.025 C
Reports pertaining to employees or
completed U.S. Department of Labor Form
33022 18.025 BL S3020 and supporting documentation CE+3 CE+3
submitted to Texas Workforce Commission
(TWC) or its predecessor.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives ‘
Commission | 1.Page 13 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No. |ltem No.| Type
Vendor Direct Deposit Form AC = Inactivation of vendor N
Records used to document the registration in Unified Statewide
41 1B.090 of vendorsto conduct business with the AC+3 AC+3 Accounting System (USAS)
State of Texas and the Texas State Library or direct deposit form
and Archives Commission (TSLAC). superseded.
Americanswith Disabilities Act (ADA) 63 | 1C.001 C
Documentation
11056  |1C.001 Self evaluations, ADA application, and FE +3 FE+3| |28 CFR 35.105(c).
plans documenting compliance with the
requirements of the Americans with
Disabilities Act.
Accident Reportsand Associated 65 | 1E.001 C
Documentation 29 CFR 1904.33.
Accident or occupational disease reports (by
supervisors and employees) and other The Texas Department of
5.4.001 1£.001 associated reports required to be submitted CE+5 CE+5 Insurance (TDI) retains
to the Texas Department of Insurance (TDI) copies of the reports
or its predecessors or maintained internally submitted to it for 50 years.
on accident frequency.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




exas
State Library

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 14 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
EEO-4 Reportsand Work Papers 68 | 1E.012 C
Includes documentation used to complete
3.3.031 1E.012 Equal Employment Opportunity (EEO) FE+3 FE+3
Reports and Dual Employment Reports.
Personnel Action Request Form (Blue Sheet) 70 | 1E.033 C
Forms or similar records used to create or
change information concerning the records AC = Termination of
3.1.022 1E.033 of an employgg |ngl uding pay grade, AC+5 AC+5 employment.
position classification, employee number,
evaluation date, and termination of 29 CFR 1602.31.
employment. Also includes resignation
forms and notifications of employment.
Veterans Report N
This report compiles and analyzes
information about the hiring and Texas Government Code,
33 1E.067 employment of veterans, and identifies us us Section 657.008.
whether an employee is eligible for
veteran's preference.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission | 1.Page 15 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No. |ltem No.| Type
Custodial Work and Cleaning Schedule N
33020 |1F.023 Custodial staff cleaning scheduleand list of | g, 4 US+1
duties and appropriate access times to
compl ete tasks.
Computer Job Schedules and Reports AC = When all 89 | 2050 D
e . reguirements for records
Schedules or similar records showing ;
. AC+ AC+ being created from the
2.2.004 2.050 computer jobs to be run and other reports by 3MO 3MO ol ati
computer operators or programmers of work M M correlating program
database have been satisfied
performed.
or completed.
Quality Assurance Records 90 | 2.053 D
Information verifying the quality of system,
hardware, or software operations including
oo s el o AC = Nolonge et
22013  [2.053 '9 . AC AC an audit trail for any
documentation of abnormal termination and -
. records modified.
of error free processing, checks of changes
put into production, transaction histories,
and other records needed as an audit trail to
evaluate data accuracy.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS

s Records Retention Schedule Amendment
exas
State Library

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 16 of 30
2. Agency 3. Agency
Code Name
4, 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type

AC = Completion of 3° 91 | 2.054 D
Maste Files complaion canfrming
Relatively long-lived compuiter files P nng
- . . successful transaction

containing organized and consistent sets of updates, or required audit

2.1.002 2.054 complete and accurate electronic records. AC AC Pe » O req
. L traill maintenance, or the
Examplesinclude, but are not limited to, ability to restore or miarate
data tables of relational databases used by b oo
lications or computer programs. when errors are detected or
ap when hardware or software
changes occur.
Station Activity Reports 98 | 3A.069 D

Internal listing of incoming/outgoing
5.5.003 3A.069 telephone activity to individual telephone AV AV

stations.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New

Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed

AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




| SLR 122
STATE OF TEXAS

- Form SLR 105C must
Records Retention Schedule Amendment accompany this form.
and Archives ‘
Commission | 1.Page 17 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No. |ltem No.| Type
Agency Destruction Authorizations 99 | 3A.072 C
Agency level documents authorizing final
disposition of records under a certified
records retention schedule. Bi-monthly
1.2.001 3A.072 disposition spreadsheet signed by the FE+3 FE+3
agency’s Records Management Officer
(RMO) showing approval to destroy and
shred pick-up receipts.
CAUTION: Be careful N
when disposing of retention
Agency’s Retention Schedule Working Files period justification files.
and Justifications This documentation could
Files created while working on the agency’s be the only written
12 3A.078 retention schedule recertification or AV AV explanation or history about
amendments. Also includes retention period particular records series and
justifications, explanations, and history of should be maintained, at
record series. minimum, as long as that
record exists on the
retention schedule.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09



exas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1. Page 18 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
AC =101 Storage N
Box Content Storage Forms o Transmittal request has
Internal forms filled out by each division been approved and all
12 3A.079 that initiate the Records Manager to submit AC AC records have been
a 101 storage transmittal form to request successfully transferred to
boxes be sent for storage at the State y
the State Records Center
Records Center (SRC). (SRO)

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)

R — Review by State Archivist

A — Transfer to State Archives

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09




exas
State Library
and Archives
Commission

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1. Page

19 of

30

2. Agency
Code

3. Agency
Name

4, 5.

Records
Series
Item No.

Agency
ltem
No.

6.

Record Series Title

Retention Period

8.

Archival

10.

Agency

Storage

Total

9.
Remarks

106 No.

11.

Current
Schedule

12.

Page
No.

Agency
Item No.

Amend.

Type

54 3C.051

ARIS Surveillance Videotape
Video surveillance of the public service

areas.

90 days

90 days

SEE Agency Item Number
5E.026 for the State
Records Center (SRC)
surveillance videotapes.

CAUTION: Surveillance
video is automatically
overwritten every 90 days
at an offsite location. The
disposal of thisvideo
information need not be
documented through
destruction signoffs
(GEN.034/3A.072) or in
records disposition logs
(3A.046). If surveillance
videotapeis needed asa
part of an investigation,
maintain tape in accordance
with corresponding record
series applicable to incident
or investigation.

104

3C.051

Retention Codes (Field 7)

AC — After Closed, Terminated,

Completed, Expired,
AV — Administrative Value

Settled

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

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission | 1.Page 20 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
Donation of Library Materialsand Monetary N
Contributions Records CAUTION: Do not confuse
Donation forms filled out and submitted by this series with records that
individuals or groups donating monetary document the donation and
contributions and published materials to the accession of archival,
4.7 3C.053 ownership of the Texas State Library and FE+7 FE+7 historical materials, or
Archives Commission (TSLAC). Includes permanent endowments.
donation form, all correspondence, thank SEE Agency Item Numbers
you letters, copies of checks and monetary 3A.001, 3A.027, and
donation information, and any other 3B.002.
pertinent information regarding donation.
Texas State Publications Depository N
Program Publications List Form
Publications List Form, any variation of this
11 3C.054 form, or any correspondence that FE+1 FE+1
accompanies a Texas State Publications
Depository Program publication
submission.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




exas
State Library

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1. Page 21 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item . Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
CAUTION: Does not 106 | 3E.024 C
include source
documentation used for
information or data
. - . included in or directly
(Non Ficeh - Raw Dater e et to ancther records
. : seriesin this schedule.
11065 |3E.024 ][”forma“"” or data collected and compiled | - | FE+3| |especialy Agency Item
or the purpose of producing non-fiscal Number GEN 027, Also. do
reports. Spreadsheet used to report not confuse th.is re;:ord ’
historical collection statistics. . . :
series with other non-fiscal
reports and studies that
have shorter retention
reguirements, SEE Agency
Item Number GEN.029.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




exas
State Library

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 22 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
CAUTION: Thisrecord 107 | 4.004 C
seriesis obsolete as of FY
Jobline Listings 2012 and should be
11 4.004 Job postings for statewide library related FE+1 FE+1 removed from the retenttion
b X ; . schedule in FY 2014 when
positions, received viaemail. . )
the retention period has
been met and all records
have been destroyed.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission | 1.Page 23 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
AC = After submission of 115 | 4.057 C
the final expenditure report.
15 CFR 24.42.
CAUTION: Retention
Grants: Federal Grants— Broadband a?;lggmgnéi%ags\églﬁc
'Ig:agjhenc?lgﬁéOpportumty Program (BTOP) — federal' funding agency.
Ineludes soplicati ired i Agencies must ensure that
appiication, required supporting records are retained for the
4.7.008 4.057 documents, award, financial records, AC+3 AC+3 . .
statistical records, correspondence, requests approprlalte retention
for funds, al required reports submitted by period. A %0, be sure to
. . check with ADMIN before
grantee, Financial Status Reports (FSR), destruction to ensure all
and all other related grant documentation. .
records necessary to fulfill
federal requirements have
been transferred to LD& N
and are included in the
corresponding grantee files.
SEE Agency Item Number
1B.089.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




exas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1. Page 24 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
AC = When updated, 118 | 4.062 C
revised, or no longer
needed.
CAUTION: The disposal of
regularly updated
TexasLibrariesDirectory Database ::gg(;?g:'gg égéﬂﬁ]gnitsgase
5.1.004 4.062 A database that lists contact informationfor | AC AC S
Libraries in Texas. through destruction sg_noffs
(GEN.034/3A.072) or in
records disposition logs
(3A.046). However, if the
database ever becomes
obsolete, the final
destruction of the database
will need to be documented.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission | 1.Page 25 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
CAUTION: The disposal of 123 | 5C.004
the regularly updated
State Agency Recor ds M anagement Officer information in this database
(RMO) List Database need not be documented
Database listing of state agency heads and through destruction signoffs
51004 5C.004 position titles, RMO name and position US US (GEN.034/3A._O_72) orin
title, state agency name and code, analyst records disposition logs
assigned to agency, address, phone, and fax (3A.046). However, if the
number, email address, and any other database ever becomes
contact information. obsolete, the final
destruction of the database
will need to be documented.
Records M anagement Assistance (RMA) 126 | 5C.013
Consulting Files
Correspondence, compliance status reports, g%%é%ﬂ?nﬁ?;a’;‘:dmber
11 5C.013 and notes documenting individual FE+2 FE+2 cbnsul tina log created from
consulting provided to state agencies and . 9109
local governments, including individual this record series.
g : g
consulting logs.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




fexas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1. Page 26 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item . Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
CAUTION: The disposal of 127 | 5C.101
the regularly updated
information in this database
need not be documented
L ocal Gover nment Compliance Database Egg&gggﬁgt:%%] g rgirr:offs
11 5C.101 Includes RMO-G for non-elected officials us us recor d's dispo§i tion logs
and RMO-C for elected officials. (3A.046). However, if the
database ever becomes
obsolete, the final
destruction of the database
will need to be documented.
Supplemental Training Program Records 131 | 5C.505
11 5C.505 Mqterlals pr(_)V|defj to training atten(_Jeesfor US US
their convenience: welcome letter, list of
lunch destinations, maps, etc.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission | 1.Page 27 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item . Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
SEE Agency Item Number 139 | 5E.026 C
3C.051 for ARIS
surveillance videotapes.
CAUTION: Surveillance
video is automatically
overwritten every month at
an offsite location. The
: disposal of thisvideo
\S/ti?jteeotRaTJC:rds Center (SRC) Surveillance information need not be
54 BE.026 . . 1MO 1MO documented through
Video surveillance of the State Records . .
Center grounds and parking lots. destruction signoffs .
(GEN.034/3A.072) or in
records disposition logs
(3A.046). If surveillance
videotape is needed as part
of an investigation,
maintain tape in accordance
with corresponding record
series applicable to incident
or investigation.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission | 1. Page 28 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
OmniRIM Database AC = Until databaseis N
. superseded by new database
Records management inventory control and the transfer or
21.011 5E.028 software used to accession, transfer, and AC AC N
migration of data and
destroy state agency and local government information has been
records to the State Records Center (SRC). completed and verified.
52 6.042 National Library Service (NLS) Inventory AC+3 AC+3 AC = Until final audit 143 | 6.042 D
Control published.
Computer Job Schedules and Reports 145 | 6.053 D
Schedules or similar records showing
2.2.004 6.053 computer jobs to be run and other reportsby| 3 MO 3MO
computer operations or programmers of
work performed.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




fexas
State Library

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1. Page 29 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.

Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
AC = When all requirements 146 | 6.056 D
for records being created from
the correlating program
database have been satisfied or
completed, or completion of
3 verification cycle, or audit
completion confirming
successful transaction
processing, or required audit
trail maintenance, or the ability

Processing Files to restore or migrate when
2.1.001 6.056 Machine-readable files used in the creation, | AC AC errors are detected or when
utilization, and updating of master files. hardware or software changes

occur.
CAUTION: Records
management officers must be
certain before assigning the
retention period of AC to
agency automated processing
files that the files do not fall
under records series listed
elsewhere.

Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)

AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New

Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




Texas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1. Page 30 of 30
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltem No.| Type
Interlibrary Loan (ILL) and Multistate 146 | 6.057 D
11 6.057 Center Request Forms FE+1 FE+1
Formsrequesting ILL titles.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




State Library
and Archives
Commission

State and Local
Records Management

PO. Box 12927
Austin, Texas
78711-2927

4400 Shoal Creck Blvd.

Austin, Texas
78756

www.tsl.state.tx.us

Commission Chairman
Sandra J. Pickett

Members

Sharon T. Carr
Martha Doty Freeman
Larry G. Holt

Wm. Scott McAfee
Sally Reynolds
Michael C. Waters

Director and Librarian
Peggy D. Rudd

Assistant State Librarian
Edward Seidenberg

Making
informacion
work

Jor all

Texans

February 7, 2012

Ms. Jelain Chubb

Director of Archives & Information Services
Texas State Library and Archives

1201 Brazos St.

Austin, TX 78711

RE: Texas State Library and Archives
Retention schedule approved for use.

Dear Ms. Chubb:

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 authorization 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. Your schedule will be due for recertification on the last
working day of February 2015. If you have any questions, call the information analyst assigned to
your agency, Angela Ossar, at 512-463-6623.

Sincerely,

arah Jacobson
Manager, Records Management Assistance
Enclosure

cc: State Auditor, State Archivist
cc: (without enclosure) Peggy D. Rudd

R01-306/306



SLR 105C
7(‘\, STATE OF TEXAS
Records Retention Schedule Certification e

State Librar:
and Archives
Commission

submissions of this form.

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

Section 2. Approvals
(Submitting agencies do not write in this section)

Agency Code 306

Texas State Library and
Agency Name _Archives Commission

(Check one)
[] Initial Certification - Form SLR 105
'ﬂRecertiﬁcation - Form SLR 105
- [J Amendment - Form SLR 122
| hereby certify that this records retention schedule was
prepared in accordance with Texas Government Code,
Chapter 441, Subchapter L.
(Check one)
[] Agency Head

wA Records Management Officer

Signature % W

State Auditor’s Office
(For the exclusive use of the State Auditor’s Office)

Signature o This Time
ired 4

Name (Print or type) Not ReaV

Date

Texas State Library and Archives Commission
(For the exclusive use of the State Library and Archives Commission)

) Ny
Signature }/Z/ /;M é/ /[v’é&,&/(/
Name (Print or type) Péggy D- RUdd

Date ’;\“}2//9\

Name (Print or type) %ain Chubb

Date ?‘M~ //

Cert/Recert No. g Amendment No.

SLR 105C
Rev. 9/11




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 1it.

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.

3 State and Local Records Management Division
Texas State Library and Archives Commission
pione (Rev. 2/11)



TSLAC RECORDS RETENTION SCHEDULE ACRONYMS

ABEST — Automated Budget and Evaluation Systems of Texas

ADA — Americans with Disabilities Act

ADMIN — Administrative Services

AFR — Annual Financial Report

AHRS — Ad Hoc Reporting System

ARIS — Archives and Information Services

BCP — Business Continuity Plan

BOP — Biennial Operating Plan

BTOP — Broadband Technology Opportunity Program
CEU — Continuing Education Units

CFR — Code of Federal Regulations

CPA — Comptroller of Public Accounts

CTIA — Confidential Tax/Vendor Information Agreement
DAFR — Detailed Account Financial Report

DCS — Data Center Consolidation Project

DIR — Department of Information Resources
DIRC — Disability Information and Referral Center
DPS — Department of Public Safety

EEO — Equal Employment Opportunity

EOQ — Employee of the Quarter

ERAC — Electronic Records Advisory Committee
ERS — Employee Retirement System

EXEC — Executive

FDLP — Federal Depository Library Program

FCC — Federal Communication Commission

FICA — Federal Insurance Contributions Act

FMLA — Family and Medical Leave Act

FSR — Financial Status Report

FTE — Full Time Employee

HR —Human Resources

HUB — Historically Underutilized Business

ILL — Interlibrary Loan

IMLS — Institute of Museum and Library Services
IRS — Internal Revenue Service

IRSP — Information Resources Strategic Plan

IRT — Information Resources Technologies

ITD — Information Technology Detail

LAR — Legislative Appropriations Request

LBB — Legislative Budget Board

LD&N — Library Development and Networking
LGRC — Local Government Records Committee
LSAB — Library System Act Advisory Board

LSCA — Library Services and Construction Act
LSTA — Library Services and Technology Act
MSCW — Multistate Center West

MSDS — Material Safety Data Sheet

NARA — National Archives and Records Administration
NHPRC — National Historical Publications and Records Commission
NLS — National Library Service

OAG — Office of the Attorney General

PDF — Portable Document Format

PIA — Public Information Act

PIF — Purchase Initialization Form

PLA — Public Library Association

PRF — Purchase Request Form

RA — Records Administrator

RHRD — Regional Historical Resource Depository
RIM — Records and Information Management



TSLAC RECORDS RETENTION SCHEDULE ACRONYMS

RMA — Records Management Assistance USPS — Uniform Statewide Payroll System
RMICC — Records Management Interagency Coordinating Council
RMO — Records Management Officer

RMPAC — Records Management and Preservation Advisory
Committee

RRS — Texas State Records Retention Schedule

RSDS — Retention Schedule Data Sheet

RSTAT — Retention Schedule Turn-Around-Time

SLRM — State and Local Records Management

SOS — Secretary of State’s Office

SPA — State Property Accounting

SQL — Structured Query Language

SRC — State Records Center

STARS — State Agency Retention Schedules Database

SYNG — Systems Negotiated Grant

TAC — Texas Administrative Code

TAR — Travel Authorization Request

TANG — Technical Assistance Negotiated Grant

TARMS — Texas Agency Records Management System

TBP — Talking Book Program

TDI — Texas Department of Insurance

TFC — Texas Facilities Commission

THDI — Texas Heritage Digitization Initiative

THRAB — Texas Historical Records Advisory Board

TINS — Texas Identification Number System

TSLAC — Texas State Library and Archives Commission

TV —Travel Voucher

TWC — Texas Workforce Commission

USAS — Uniform Statewide Accounting System



State Library
and Archives

STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1.Page 1 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
GENERAL RECORDS FOR ALL DIVISIONS
AC = At a minimum, for the duration of
the project and until all subsequent needs
have been satisfied.
Special Project Files
Unique projects conducted by agency staff CAUTION: Do not confuse this record
that do not fit under another record series series with other specific special project
grouping. Includes notes, reference files that might have a longer retention
materials, work papers, meeting minutes, period. SEE Agency Item Numbers
11 GEN.001 correspondence related to the project, and AC AC | R [3A.028, 3B.008, 3E.003, 4.042, or other

any other supporting documentation needed
throughout the duration of the project.
Includes Data Center Consolidation Project
(DCS).

corresponding record series as
applicable.

Previously 2.045, 3A.054, 5.001, 8.064
In some cases certain special project

files might be considered VITAL
RECORDS

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




SLR 105
STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form.
State Library
and Archives
Commission 1.Page 2 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No.
AC = Termination of service on
committee, disbanding of committee, or
records of committee no longer
administratively valuable to the agency.
Eﬁ‘:q?;?gg:‘gg:ﬁ[&as‘l’ and Professional CAUTION: Do not confuse this record
1.1 GEN.002 Internal and external professional AC AC 2161lee]Sa\s,vsligtgeggg(:gsOfc?)(r)r:/;rir'stI:;gs bodies
committees and work groups. Includes commissions. and C'OUHC"S SEE’A enc
notes, work papers, and reference materials. ' X gency
Item Numbers GEN.021, GEN.022,
GEN.023, GEN.024, GEN.025, or other
related record series as applicable.
Previously 5.005
Denied Social Media Comment
Documentation
Includes text of denied comment, date of SEE Agency Item Number GEN.006 if
1.1 GEN.003 the comment, and all documentation FE+2 FE+2 denied comment leads to a formal
discussing the reason for the comment’s complaint.
rejection from posting on an agency’s social
media site.

Retention Codes (Field 7)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

Archival Codes (Field 8)

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

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

SLR 105
Rev. 06/05




State Library
and Archives

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1.Page 3 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
1
Public Information Requests — Exempted
and Not Exempted AC = Date request fulfilled or
1.1.020 Includes aII_correqundence and notification that records are exempt.
1'1'021 GEN.004 documentation relating to requests for AC +2 AC +2 _
- records that are furnished to the public or Previously 1A.012, 3A.043, 5a.0064,
that are exempt under Public Information 5a.006b, 8.017, 8.038, 9.014, 9.014a
Act (Chapter 552, Government Code).

Retention Codes (Field 7)

CE - Calendar Year End

AC — After Closed, Terminated, Completed, Expired, Settled
FE — Fiscal Year End

AV — Administrative Value

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
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State Library
and Archives

STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1.Page 4 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Audits AC = Publication or release of final audit
Audits and reviews performed by, on behalf findings.
\?Joiﬂiigen;yégtﬁgtﬂaggrr]tc %’He";ﬂgﬁ”]lghtige The State Auditor's Office retains any
1.1.002 GEN.005 Ing pap Ppo L AC+7 AC+7 copies of its audits performed on Texas
also includes external audits, audit reports, state agencies
Records Management Assistance (RMA) g '
?L‘J’g]'lts‘;:gse arlf' ?ﬁgr']tts on government Previously 1A.002, 2.039, 52,012,
quipment. 5¢.109, 6.008, 8.004
AC = Final disposition of the complaint.
Complaint Records CAUTION: If a complaint becomes the
Complaints received by an agency from the subject of litigation, it must be included
1.1.006 GEN.006 public concerning the agency and records | AC + 2 AC +2 in and is subject to the minimum
pertaining to the resolution of the retention period of Agency Item Number
complaint. GEN.019.
Previously 3C.018, 6.009, 8.006

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




State Library
and Archives
Commission

STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

1.Page 5 of 150

2. Agency

Code 306

3. Agency

Name

Texas State Library and Archives Commission

4, 5.

Records
Series
Item No.

Agency
ltem
No.

6.

Record Series Title

7.

Retention Period

Archival

Agency

Storage

Total

9.
Remarks

10.

106 No.

11.
TSLAC
ONLY
Amend.
No.

1.1.007 GEN.007

Administrative Correspondence

Incoming/outgoing and internal
correspondence, in any media, pertaining to
the formulation, planning, implementation,
interpretation, modification, or redefinition
of the programs, services, or projects of an
agency and the administrative regulations,
policies, and procedures that govern them.

FE+1

FE+3

ARCHIVES NOTE: Only the
administrative correspondence of
executive staff, board or commission
members, division directors, and program
heads require archival review.

CAUTION: This records series and
Agency Item Number GEN.008 should
be used only for correspondence that is
not included in or directly related to
another records series on the agency's
approved schedule. For example, a
memorandum that documents an
appropriations request must be retained
for the minimum retention period
prescribed by Agency Item Number
2.042 or 8.005; a letter concerning an
audit for that prescribed by Agency Item
Number GEN.005, etc. SEE ALSO
Agency Item Number GEN.010.

Previously 1A.004, 2.002, 3A.005,
3B.004, 3C.017, 3E.008, 4.011, 5.011,
6.010, 8.007, 9.008

VITAL RECORD

91-306-011

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
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State Library
and Archives

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1.Page 6 of 150
2. Agency 3. Agency
Code 306 Name Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.

General Correspondence
Non-administrative incoming/outgoing and
internal correspondence, in any media,
pertaining to or arising from the routine
operations of the policies, programs,

SEE comment to Agency Item Number
GEN.007. SEE ALSO Agency Item
Number GEN.009.

1.1.008 GEN.008 . - - . FE+1 FE+1
services, or projects of an agency, including Previouslv 1A.005. 2.003. 3A.006
patron research requests and 3B.001 33(3 02'2 3’C (507 ’SD 607 '
correspondence and resumes from potential 3E'018’ 4 0'12 5 206 6 (’)11 .8 00’8 9.012
job applicants that do not identify a certain U T e e e
position they wish to apply for.

Directives
11010  |GEN.009 Any document that officially initiates, Us+1 Us+1| |Previously 52.002, 6.012, 8.037

rescinds, or amends general office
procedures.

Retention Codes (Field 7)

AV — Administrative Value

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

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
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State Library
and Archives

STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1.Page 7 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Executive Orders
Any document that initiates, rescinds, or Previously 1A.001, 5a.003, 8.012
1.1.011 GEN.O10 amends a regulation, policy, or procedure Us+3 Us+3
that governs the programs, services, or VITAL RECORD
projects of an agency.
ARCHIVES NOTE: Only the calendars,
appointment, and itinerary records of
elected officials, executive staff, and
board or commission members require
Calendars, Appointment, and Itinerary archival review.
Records CAUTION: A record of this type
Calendars, appointment books or programs, hased : ith | funds. but used
and scheduling or itinerary records, purchased with personal funds, but use
1.1.013 GEN.011 . - CE+1 CE+1 by a state official or employee to
purchased with state funds or maintained by q . Co
. ; ocument his or her work activities may
staff during business hours that document be a state record and subject to this
appointments, itineraries, and other retention period. SEE Open Records
activities of agency officials or employees. L U
Decision 635 issued in December 1995
by the Attorney General.
Previously 1A.006, 2.032, 3A.033,
3B.017, 4.014, 5.013, 6.013, 8.010, 9.013

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




State Library
and Archives

STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1.Page 8 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
CAUTION: Does not include legal
- . opinions or advice rendered on a matter
Legal Opinions and Advice ST . .
in litigation or with regard to pending
11014  |GEN.012 From agency legal counsel or the Attorney | ., AV | R [litigation. SEE Agency Item Number
General, including any requests eliciting the
L GEN.019.
opinions.
Previously 5a.048, 8.003
Public Relations Records
News, press releases, or any public relations
1.1.019 GEN.013 files maintained or issued by an agency. FE+2 FE + 2| R |Previously 6.014, 8.023
Includes print, electronic, audio, audiovisual
records, or records in any media.
AC = Decision made to implement or not
Plans and Planning Records to implement result of planning process.
e e e
1.1.024 GEN.014 planning - prog ' AC+3 AC + 3| R [planning records are not archival.
services, or projects of an agency that are
not included in or directly related to other .
A Previously 1A.013, 2.013, 3A.035,
records series in this schedule. 3C.049, 4.016, 52.000, 6.015, 8.022,
9.015

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




State Library
and Archives

STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1.Page 9 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Proposed Legislation
1.1.027 GEN.015 Drafts of proposed legislation and related AV AV Previously 5.016, 8.024
correspondence.
AC = Final disposition of summary
report.
Customer Surveys
Surveys returned by the customers or clients SEE Agency Item Number GEN.029 for
1.1.038 GEN.O16 of an agency, and the statistical data AC+3 AC+3 summary reports compiled from
maintained rating an agency's performance, customer surveys.
including Readership Surveys.
Previously 1A.020, 3C.019, 4.019, 5.205,
6.017, 8.009, 9.020
. AC = End of term in office or
Spe?\fgtiss’ gﬁgi{%fg&i;ﬁ?%&?&gs termination of service in a state position.
1.1.040 GEN.017 presentations, or reports &eliverea in AC AC
. Lo Previously 1A.018, 3A.014, 5.020, 8.029,
conjunction with agency work. 9022

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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 10 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
CAUTION: Do not confuse this record
Training Materials — External series with training materials for internal 1
Instructional materials developed by an staff. SEE Agency Item Number
1.1.043 GEN.018 . e Y . |US+1 Us+1 GEN.051.
agency for training entities or individuals it
regulates or serves. Previously 1E.047, 3C.026, 4.005,
5¢.202, 9.060
AC = As applicable, decision of an
agency not to file a lawsuit or decision
that a lawsuit will not be filed against it
on a matter; dismissal of a lawsuit for
want of prosecution or on motion of the
Litigation Files plaintiff; or final decision of a court (or
Records created by or on behalf of an of a court on appeal, if applicable) in a
1.1.048 GEN.019 agency in anticipation of or in the AC+1 AC+ 1| R |lawsuit.
adjudication of a lawsuit. Each division
maintains their own litigation files. ARCHIVES NOTE: Cases that set legal
precedent or exhibit historical value will
be evaluated by the ARIS Division of
TSLAC for archival preservation.
Previously 8.039

Retention Codes (Field 7)

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

LA — Life of Asset
MO — Months

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05
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Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1.Page 11 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Transitory Information AC = Purpose of record has been
Records of temporary usefulness that are fulfilled.
not an integral part of a records series of an .
agency, that are not regularly filed within an onl?;::Je-lr—slgi,:lo' UT deizgdsa?t?gi%in;git nin
agency’s recordkeeping system, and that are hi o gning
required only for a limited period of time this records series item nun_1ber to records
for the completion of an action by an of an agency to make certa}ln they are not
official or employee of the agency or in the pr?.rt ofhanotlher re]:: ords series I|s_ted in
reparation of an ongoing records series this schedule or, for records series unique
P ' to an agency, are not part of a records
Transitory records are not essential to the fﬁ;l(sa?aiﬁ?(t)r(i/oggE];anttizazeo]:‘utlt::elIgzgtcsfor
1.1.057 GEN.020 fulfillment of statutory obligations or to the AC AC the documentation of its functions.

documentation of agency functions. Some
examples of transitory information, which
can be in any medium (voice mail, fax,
email, hard copy, etc.) are routine messages;
telephone message notifications; internal
meeting notices; routing slips; incoming
letters or memoranda of transmittal that add
nothing of substance to enclosures; and
similar routine information used for
communication, but not for the
documentation, of a specific agency
transaction.

The disposal of transitory information
need not be documented through
destruction signoffs (GEN.034/3A.072)
or in records disposition logs (3A.046),
but agencies should establish procedures
governing disposal of these records as
part of its records management plan
(3A.071).

Previously 1A.024, 2.031, 3A.032,
3B.016, 3C.015, 3D.016, 3E.032, 4.041,
5.008, 5.012b, 6.019, 8.042, 9.053

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 12 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
ARCHIVES NOTE: Agency retains
permanent record copy. The archival
requirement will be met by sending a
Meeting Agenda and Minutes copy to the ARIS Division of TSLAC.
Official agenda and minutes of state boards, R .
committees, commissions, and councils that Zg‘;&?{:r‘nTNhfnzngsrdééf\lngszgnd
‘éoon\?e‘iztn?g’rftncrggi“”C%]Saafeiegg'lrw by GEN.023, GEN.024, and GEN.025 must
' P ' be used for those state boards,
Includes TSLAC Commission. Texas committees, commissions, and councils,
Historical Records Advisory Board which bY Iqw or the blennlal_ .
(THRAB), Library System Act Advisor Appropriations Act, are administered by
1.1.058 GEN.021 Board (LS,AB) RZco>r/ds Management y PM PM | A |another state agency. These records and
Interagency Cdordinating Cour?cil all others related to the functions of any
(RMICC), TexShare Advisory Board, Local pf tlh%se dd_epindent egtltles must beh dul
Government Records Committee (LGRC), ”}C# ed In the records retentllf); schedue
Records Management and Preservation of the a m|?|ster|?g a%?_ncy. € .
Advisory Committee (RMPAC), Electronic Secre#_ryol Sta_t € S? |ce.(SOS.) retains
Records Advisory Committee (ERAC), and any official copies of meeting minutes
. : taken during RMICC Meetings.
all other Committees, Councils, or
Commissions. Previously 3A.008, 4.020, 5a.004, 8.035,
8.043,9.064
VITAL RECORD

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 13 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Certified Agendas or Tape Recordings of
Closed Meetings
Certified agendas or tape recordings of
closed meetings of state boards,
commissions, committees, and councils.
Includes TSLAC Commission, Texas AC = The date of the meeting or
Historical Records Advisory Board completlpn of pgndlng a.ctlon involving
(THRAB), Library System Act Advisory the meeting, whichever is later.
1.1.059 GEN.022 AC +2 AC +2
Board (LSAB), Records Management Government Code, 551.104(a). SEE
Interagency Coordinating Council CAUTION commént at.Agenc.y ltem
(RMICC), TexShare Advisory Board, Local Number GEN 021
Government Records Committee (LGRC), e
Records Management and Preservation
Advisory Committee (RMPAC), Electronic
Records Advisory Committee (ERAC), and
all other Committees, Councils, or
Commissions.

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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1.Page 14 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = Official approval of written
Audio or Videotapes of Open Meetings minutes of the meeting by the governing
Audio or videotapes of open meetings of body of an agency.
z?liifi?:rds’ commissions, committees, and CAUTION: Minutes of state agencies are
' permanent records. Audio and videotapes
L are not permanent media. State agencies
:—le L%??sargtgf dg;ﬂﬁ;ﬁ?g;ﬁgas may not retain audio or videotapes of the
. . meetings of governing bodies in lieu of
(THRAB), Library System Act Advisory . : .
1.1.060 GEN.023 Board (LSAB), Records Management Ag + 90 Ag + 90 written mlr}utes. 'It')he pdroceedmgs of all
Interagency Coordinating Council ays ays meetm_gs_o state q oar s,_lcommlttt)ees,
(RMICC), TexShare Advisory Board, Local ?g&g:gst'gcaim cgtérécgo\%tﬁoel\l
Government Records Committee (LGRC), comment at A engé ltem Number
Records Management and Preservation GEN.021 ThegSec)r/etar of State’s
Advisory Committee (RMPAC), Electronic Offi : SOS ) Y fficial .
Records Advisory Committee (ERAC), and |ce.( ). retains any official copies
all other Committees. Councils. or ' of audio or videotapes recorded at open
Commissions ' ' RMICC Meetings.
Previously 4.021, 8.044, 8.047

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 15 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Meeting Notes
Notes taken during open meetings of state
boards, commissions, committees, and
councils from which written minutes are
prepared. AC = Approval of the formal minutes by
Includes TSLAC Commission, Texas Egemgrzgﬁ:r:tng b;?g/' IStIeErli ,C\:lﬁ‘rggeerN
Historical Records Advisory Board GEN 021 ThegSec)r/etar of State’s
(THRAB), Library System Act Advisory  |AC + 90 AC + 90 oo cretary of State's
1.1.061 GEN.024 Office (SOS) retains any official copies
Board (LSAB), Records Management days days § ) ken duri
Interagency Coordinating Council 0 me_etmg notes taken during RMICC
(RMICC), TexShare Advisory Board, Local Meetings.
Government Records Committee (LGRC), .
Records Management and Preservation Previously 8.045, 8.048
Advisory Committee (RMPAC), Electronic
Records Advisory Committee (ERAC), and
all other Committees, Councils, or
Commissions.

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




State Library
and Archives
Commission

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

1. Page 16 of 150

2. Agency

Code 306

3. Agency

Name

Texas State Library and Archives Commission

4, 5. 6.

Records
Series
Item No.

Agency
ltem
No.

Record Series Title

7.

Retention Period

8.

Archival

11.
TSLAC
ONLY

10.

Agency

Storage

Total

9.
Remarks

Amend.

106 No. No.

1.1.062 GEN.025

Meeting Supporting Documentation

Documents submitted at meetings of state
boards, commissions, committees, and
councils including exhibit items,
documentation for agenda items, etc. This
supporting documentation also includes
documents sent in advance of meetings for
briefing purposes, some of which may not
be submitted at an actual meeting.

Includes TSLAC Commission, Texas
Historical Records Advisory Board
(THRAB), Library System Act Advisory
Board (LSAB), Records Management
Interagency Coordinating Council
(RMICC), TexShare Advisory Board, Local
Government Records Committee (LGRC),
Records Management and Preservation
Advisory Committee (RMPAC), Electronic
Records Advisory Committee (ERAC), and
all other Committees, Councils, or
Commissions.

FE+2

SEE CAUTION comment at Agency

FE + 2 Item Number GEN.021.

Previously 4.023, 5a.005, 8.046, 8.049

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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 17 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Staff Meetings and Miscellaneous External
Non-Committee Meeting Minutes and Notes
Minutes, notes, and supporting Previously 1A.009, 2.004, 3A.068, 5.014,
1.1.063 GEN.026 documentation taken at internal agency staff FE+1 FE+1 8.030, 9.023
meetings or miscellaneous external non-
committee meetings.

Retention Codes (Field 7)

AV — Administrative Value

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

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




SLR 105
STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form.
State Library
and Archives
Commission 1. Page 18 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
94-306-048
Agency Performance Measures
Documentation
Any records of an agency needed for the
documentation of output, outcome, CAUTION: The FE + 3 retention period
efficiency, and explanatory measures in an overrides any shorter retention period for
agency's appropriations request or strategic a records series in this schedule if the
plan, and for performance measures used to records series is needed for
manage the agency. documentation of agency performance
measures.
1.1.064 GEN.027 Including, but not limited to the following: | FE +1 2 FE +3
Monthly Reports to the Assistant State Previously 3A.003, 3A.004, 3A.013,
Librarian, Monthly Statistical Activity 3B.015, 3C.008, 3D.012, 4.024, 5.003,
Report, Division/Employee Reports of 5¢.002, 5d.009, 5d.010, 6.020, 8.019,
Service Transactions, State Agency 9.067
Retention Schedule and Certification
Report, Darkroom Production Report, VITAL RECORD
Manager Production and Time Reports, and
any work papers or raw data that supports a
performance report.
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. 06/05




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 19 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Reports and Studies (Non-Fiscal) - Raw Data CAUTION: Does not include source 1
Information or data collected and compiled q . d for inf .
for the purpose of producing non-fiscal ocumentation used for information or
reDorts data included in or directly related to
pors. another records series in this schedule.
Including, but not limited to the following: éEEIlE\Iegggmally Agency Item Number
1.1.065 GEN.028 Internal Investigative Reports, Regional AV AV T
Historical Resource Depository (RHRD .
Reports and Studies — Ly Da3t’a( ) Previously 1A.021, 1A.025, 1F.011,
Administrative Subject Files, Statewide 2A05013 gé 85570139023; 8 %%94'054’ 52,046,
Cost Allocation Plan Data, Collection T T
Development Tracking Reports, and
Program Analysis Data. 1F.011 - VITAL RECORD

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
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STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 20 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
ARCHIVES NOTE: For agencies that
have had an archival appraisal, separate
Reports and Studies (Non-Fiscal) this records series by each type of
Annual, sub-annual, administrative, or archival coding, A, R, or E. SEE page ix
special reports or studies on non-fiscal of the 4™ Edition of the Texas State
aspects of an agency's programs, services, Records Retention Schedule (RRS) for
1.1.067 GEN.029 or prol_ects compllgd by agency personnel, FE + 3 FE +3| R |MOre information.
by advisory committees, or by consultants
under contract with an agency that are not CAUTION: Do not confuse this record
noted elsewhere in this schedule. Includes with ARIS Collection Statistics, SEE
reports distributed either internally or to Agency Item Number 3E.024.
other entities.
Previously 1A.016, 2.023, 3A.012, 5.018,
5a.011, 6.021, 8.026, 9.028
Reports on Performance Measures AC = September 1 of odd-numbered
1.1.068 GEN.030 Quarterly and annual reports on agency AC +6 AC +6 calendar years.
performance measures submitted to
executive and legislative offices. Previously 3A.052, 8.028

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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1.Page 21 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Activity Reports
Reports compiled by agency personnel on a CAUTION: SEE Agency Item Number
1.1.069 GEN.031 daily or other perlpdlc basis pertaining to FE+1 FE+1 GEN.027.
workload monitoring, task completion
times, number of public contacts, and Previously 2.040, 3A.056, 3A.061, 6.022
similar activities.

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 22 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Agency Rules, Policies, and Procedures — 1
Final AC = Completion or termination of
Manuals, guidelines, administrative rules, or roaram rlE)Ies olicies. or procedures
similar records distributed internally for the program, P  OrP '
use of employees or externally to the public
or those individuals or entities regulated by (SBEEIIE\SI:;SO Agency ltem Number
an agency that sets out the rules, policies, R
and procedures that govern an agency's CAUTION: Do not confuse ths record
1.1.070 GEN.032 prog ' » OF Projects. AC+3 AC + 3| R |series with Agency Item Numbers
N . 1B.001, 2.005, or any other specific
Any agency, division, department, project, L . .
and program rules, regulations, policies, and policies that merit a longer retention.
procedures, which includes but is not )
limited to the Employee Guide, Email ng\l/éo%s%iAéoollQé 1E.019,4.017,5.015,
Policy, Social Media Policy, Website o
Policy, Ethlf)S.P.Ohcy, z.m.d all other similar VITAL RECORD
agency or division policies, procedures, and
rules.

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
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State Library
and Archives

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1. Page 23 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
6\?53(%52:?:5 Policies, and Procedures - AC = Completion or termination of
Working files used in the development of program, rules, policies, or procedures.
manuals, guidelines, administrative rules, or
similar records distributed internally for the SEE ALSO Agency Item Number
1.1.071 GEN.033 ~|AC+3 AC + 3| R |GEN.032.
use of employees or externally to the public
or those individuals or entities regulqtgd by Previously 1B.075, 5.002
an agency that sets out the rules, policies,
and procedures that govern an agency's
programs, services, or projects.
Division Destruction Authorizations
12001 |GEN.034 Division level documents authorizing final | . o FE+3| |Previously 5C.503
disposition of records under a certified
records retention schedule.

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 24 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Forms History File AC = Discontinuance of use of form
Print masters of the original version and all '
. AC+1 AC+1
1.2.003 GEN.035 subsequent revisions to an agency form, Previouslv 3A.016. 5¢.302. 6.023. 8.013
including any associated design or design 9031 Y 9A.D0,9C.304, B.U23, 8.9,
modification requests. '
Forms Inventory or Log
1.2.004 GEN.036 Any periodic listing or log of all formsused [ US us Previously 5¢.303
internally or externally by an agency.

Retention Codes (Field 7)

AV — Administrative Value

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

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




State Library
and Archives

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1. Page 25 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Records Control Locator Aids AC = When control aid is updated,
Includes indexes, card files, shelf lists, revised, or no longer needed.
registers, guides, etc.
CAUTION: These records must carry the
Including, but not limited to: Records same retention period and archival code
1.2.013 GEN.037 Control Materials, Regional Historical AC AC of the records they support.
Record Depository (RHRD) Consolidated
Holdings Summary, Storage Indexes, Texas Previously 3A.017, 3B.009, 5.022, 9.006,
Documents Disposal Lists, Texas 9.037,9.051
Publications Databases, and Microfiche
Headers List. 3B.009, 9.037 - VITAL RECORD

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 26 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = Until superseded or obsolete.
CAUTION: Do not confuse this record
series with TBP Publications, SEE
State Publications Agency Item Number 6.024. Many state
One copy of each state publication as publications musj[ be.submitted _to the
defined on page xi of the 4™ Edition of the Texas State Publications Depository
Texas State Records Retention Schedule Eroodger aanlsolipiczﬁbly 1I8\EISV) ($g\liirémvsin|}
(RRS), except a publication that is subject - ' fall ) .bI' .
to a different retention period in this retbam_a cdopy_o all state pun 'Cakf'o_”s
schedule. For example, a meeting agenda :zbjn;cl;ttuteo ;t:)(;rlito(()jri]cae(\;/c;rl]ltjg?clnggto asts,
13001 |GEN.038 (SEE Agency ltem Number GEN.021) also | )\~ , , AC+2| |determine if the publication merits
meets the definition, but it must be retained further retention
permanently; Agency Item Numbers '
1B.002, 2.022, 2.042, 8.005, 8.041, 8.050, dditional inf . d
and GEN.030, which also meet the Fora} Itional information an
definition, are closely associated with the riqbli:Ezrt?sgésnﬁgggz\gﬂg;::ﬁ the public
appropriations process and must be retained P P
AC +6 throgg.h the_lnternet, consult the
' administrative rules of the Texas State
Publications Depository Program of
TSLAC (13 TAC §83.1-3.16).
Previously 1A.014, 4.025, 5.017, 8.031,
9.034

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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 27 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Publication Development Files
Background material, copies (drafts or
working copy), original artwork, photo )
1.3.002 GEN.039 negatives, prints, flats, etc. This includes all | AV AV | R Previously 1A.015, 3A.010, 4.026,
P . 5¢.301, 6.025, 8.025, 8.062, 9.036
work performed both inside and outside the
agency, including the commission’s
publication development files.

Retention Codes (Field 7)

AV — Administrative Value

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

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 28 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
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
Software Programs and Job Control an approved retention period that require
Language the software to be retrieved and read.
Automated software applications and
operating system files including job control 13TAC6.94.
2.1.007 GEN.040 language, program listing/source code, etc. AC AC )
Also includes client-level software to access CA}JTION.' Softwgre needt()ed for _acc;s%s
and interface with a server-based to electronic records must be retained for
application such as Applications the period of time required to access the
Development Programs. records.
Previously 2.009, 2.010, 3A.019, 6.026,
8.070, 9.042
VITAL RECORD

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 29 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
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
Hardware Documentation the hardware to be retrieved and read.
Records documenting operational and
maintenance requirements of computer 13 TAC 6.94.
2.1.008 GEN.041 hardware such as operating manuals, AC AC

hardware/operating system requirements,
hardware configurations, and equipment
control systems.

CAUTION: Software needed for access
to electronic records must be retained for
the period of time required to access the
records.

Previously 2.014, 6.055, 9.043

VITAL RECORD

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




and Archives

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1. Page 30 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Technical Documentation
Records adequate to specify all technical
characteristics necessary for reading or o .
processing of electronic records and their Qacns_feL:rnetéll g:l?(rjor?]: d:eeﬁcs);g?eairr? A new
timely, authorized disposition including hardware or software environment with
documentation describing how a system new documentation or there are no
operates and necessary for using the system . . .
such as user guides, system or sub-system electronic rgcoidstpemg r?t%'?ﬁdtto mget
definitions, system specifications, input and ?ﬁeac?gggéintr:tfonn ',3) nbpee:zz?riev: d raer?éme
output specifications, and system flow read
charts; program descriptions and '
documentation such as program flowcharts, 13 TAC 6.94
2.1.009 GEN.042 program maintenance logs, change notices, AC AC T
and other records that document
modifications to computer programs; and CAUTION.' Software needed for access
data documentation necessary to access, to elect_ronlc rgcords must be retained for
retrieve, manipulate, and interpret data in an J;Z?:oprfjrsmd of time required to access the
automated system such as a data element '
dictionary, file layout, code book or table, Previously 2.008, 3A.018, 3A.055, 6.027
and other records that explain the meaning, R
purpose, structure, logical relationships, and
origin of the data elements. Includes records é(é(()?of;ADOlS 6.027 - VITAL
related to Texas Agency Records
Management System (TARMS), Automated
Applications, etc.

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 31 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
The disposal of Internet cookies need not
Internet Cookies be documented through destruction
Data resident on hard drives that make use authorizations (GEN.034/3A.072) or in
29014 GEN.043 of user-specific information fransmitted by AV AV record_s disposition Iogs (3A.046), but
the Web server onto the user's computer so agencies should establish procedures
that the information might be available for governing disposal of these records as
later access by itself or other servers. part of its records management plan
(3A.071).
The disposal of history files need not be
History Files — Websites documented through destruction
A record of the documents visited during an authorizations (GEN.034/3A.072) or in
29015 GEN 044 Inter_net sess!o_n that allows users to access AV AV record_s disposition Iog_s (3A.046), but
previously visited pages more quickly or to agencies should establish procedures
generate a record of usage of a state-owned governing disposal of these records as
computer. part of its records management plan
(3A.071).

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




State Library
and Archives

STATE OF TEXAS

SLR 105

Form SLR 105C must

Records Retention Schedule accompany this form.

Commission 1. Page 32 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = Date evaluation is completed or
termination of employment, whichever
Manager Employee Performance Files sooner.
Manager’s supporting notes,
documentation, correspondence, CAUTION: Be careful, Agency Item
3.1 GEN.045 memoranda, kudos, or reports related to the | AC + 2 AC +2 Number GEN.046 and GEN.047 might
evaluation of an employee’s job also be held in the Manager Employee
performance that is used for the Performance Files, but these documents
performance appraisal (1E.034). may not be destroyed until the retention
requirements for that record series have
been met.
Employee Counseling Records . AC = Termination of counseling.
Notes, memoranda, or reports relating to the
3.1.006  |GEN.046 counseling of an employee for work-related,| 5, 5 AC+3| |Previously 6.028, 9.057
personal, or substance abuse problems.
Iléf/l;zlallly maintained at the supervisorial CONFIDENTIAL RECORD

Retention Codes (Field 7)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

Archival Codes (Field 8)

LA — Life of Asset PM — Permanent A — Transfer to State Archives
MO — Months US — Until Superseded R — Review by State Archivist

SLR 105
Rev. 06/05




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 33 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = Termination of corrective action.
CAUTION: If, during the retention
period of this records series, any part of
Personnel Corrective Action Documentation this series is used to document and
Corrective actions are those actions which support personnel disciplinary action
do not affect pay, status, or tenure and are under Agency Item Number 1E.010, all
imposed to correct or improve an documentation from this series used to
3.1.020 GEN.047 employee's job performance. AC +5 AC +5 support disciplinary a_ct!on must be_
retained for the the minimum retention
Personnel Corrective Action Documentation period described by Agency ltem
is also referred to as an Improvement Plan, Number 1E.010 and forwarded to Human
but is not a disciplinary action (1E.010). Resources (HR).
SEE CAUTION in remarks.
Previously 2.015, 3A.020, 4.029, 6.029,
9.045
CONFIDENTIAL RECORD

Retention Codes (Field 7)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05




SLR 105
STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form.
State Library
and Archives
Commission 1. Page 34 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Community Service and Volunteer Program
Files
Inc!udes_ application, agreements, WaIVers, AC = Date of Separation or end of terms
registration, correspondence, forms signed -
of service.
by docents or volunteers, parental approval
3.3 GEN.048 acknowlgdgemgnts, persona! information, |AC+5 AC+5 Previously 3B.021, 3C.034, 6.006
offense (if applicable), Travis County
assignments, training documentation,
evaluations, log of hours, time sheets, or CONFIDENTIAL RECORD
lists of total hours worked, or any other
applicable record.
Job Procedure Records CAUTION: Do not confuse this record
Any documents detailing the procedural series with general agency office
3.3.025 GEN.049 dutl_e_s and responglpllltles of agency US + 3 US + 3 procedures. SEE Agency Item Number
positions on a position-by-position basis, GEN.063.
including the standard operating procedures
manual for each position in the agency. Previously 1E.061, 8.015
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. 06/05




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 35 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Aptitude and Skills Tests 29 CFR 1602.31.
Aptitude or skills tests required of job ) .
applicants or of current personnel to qualify tiﬁ%;}?e?le'n?ﬂetgﬁﬁé g]; gimrdlfljz;?gns
3.3.027 GEN.050 for promotion or transfer. Each divisionis [ US + 2 US+2 L hq |
responsible for maintaining notes, key to or a_dmlnflstrart]lon pfoce.dur.es) should be
each exam version, etc. Includes In-Basket retained for the period indicated.
Exercise. Previously 3A.067

Retention Codes (Field 7)

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

AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 36 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Training Administration Records — Internal
Instructional materials and other records
associated with in-house training of agency
personnel on personnel policies and
procedures and other policies and CAUTION: Do not confuse this record
procedures that govern an agency's series with training materials for external
programs, services, or projects. entities or individuals TSLAC regulates
3.3.030 GEN.051 US+2 US+2 or serves. SEE Agency Item Number
Including, but not limited to internal GEN.018.
training on Human Resources (HR) related
topics, Records and Information Previously 1E.053, 3A.071a, 8.065
Management (RIM), Information Security,
Disaster Recovery, or any other internal
policy or procedure that necessitates
training staff.

Retention Codes (Field 7)

AV — Administrative Value

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

CE - Calendar Year End

FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 37 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
CAUTION: This record series is for
those leave requests that only require
Lea\li:g:qu;git;t forms (Part A) or division level approval and are not
correspondence documenting division level forwarded to Human Resources (HR).
3.4.007 GEN.052 . FE+3 FE+3 SEE Agency Item Number 1E.046 for
approval for staff to take sick leave, those requests that do require HR
vacation, comp time, holiday comp, or ? g
overtime. approval.
Previously 2.017, 3A.021, 4.031, 6.031
Transfers or Budget Revisions
Transfers or adjustment to budgets
including Transmittal of Funds/Cost Center
Transfer Spreadsheet and all appropriation
and budget documents.
4.1.007 GEN.053 FE+3 FE+3 Previously 1B.014, 6.064

Including, but not limited to Uniform
Statewide Accounting System (USAS) A,
B, and U documents and logs of sequential
numbering system required for these
document types when entered into USAS.

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 38 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No.
CAUTION: This record series should be
Staff Development Travel Vouchers (TV) .Lll_‘j':g:?gtfgg tr:?)\t/?:“\llglli/%h;;qj \n/ci sagg
and Travel Authorization Requests (TAR) — reimbursement to the emplovee. If
4.2 GEN.054 |No Funds Involved FE +3 FE +3 imot ployee.
Record copy for division only when no reimbursement of funds is required, SEE
funds are involved Agency Item Number 1B.020.
Previously 5a.035
CAUTION: Do not confuse this record
series with Agency Item Number 5.024.
45001 |GEN.055 \é\{:;ﬁfg‘legtjgogtwop&rg‘f E'rzca' Reports— | g, 3 FE+3| [Previously 2.018, 3A.022, 5.025, 6.033,
g P 8.054, 9.059
5.025 - VITAL RECORD
Internal Fiscal Management Reports
Includes agency monthly budget reports and Previously 1B.057, 1B.081, 1B.082,
TSLAC’s Ad Hoc Reporting System 2.043,3A.041, 8.014
4.5.002 GEN.056 (AHRS), including Uniform Statewide FE+3 FE+3
Accounting System (USAS) daily and 1B.057 - VITAL RECORD
monthly reports on financial transactions.

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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 39 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.

External Fiscal Reports
Special purpose reports such as federal
financial reports or salary reports. These
also include Historically Underutilized
Business (HUB) Reports and Planned
Procurement Schedule, including
spreadsheets, correspondence, and
additional raw data to create the report.

4.5.005 GEN.057 FE+3

FE +3 Previously 1B.056, 2.046, 4.053

Retention Codes (Field 7)

AC — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End
AV — Administrative Value 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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 40 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Reconciliations
Including, but not limited to: Retirement
Reconciliations, which include monthly
Employee Retirement Systems (ERS)
Contributions Reconciliation Reports and
Employee Retirement Account Refund
Applications; Automated Budget and :
46002 |GEN.058 Evaluation Systems of Texas (ABEST)/ | FE +3 FE+3| |-reviously 18.040,18.055, 1E.025,
. ; ; 3B.020
Uniform Statewide Accounting Systems
(USAS) Quarterly Reconciliations;
Insurance Premium Reconciliations,
including TexFlex summary and payment
detail reports; and any other reconciliation
records not previously listed under another
record series.
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. 06/05




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1.Page 41 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Contracts and Leases
Contracts, leases, and agreements include
general obligation, land lease, utilities, and
construction, except for buildings.
AC = Expiration or termination of the
Documents contain specifications, affidavits instrument according to its terms.
of publication of calls for bids, accepted
bids, performance bonds, contracts, SEE Agency Item Number 8.075.
5.1.001 GEN.059 purchase orders, inspection reports, and AC+4 AC+4
contract related correspondence. Including, Previously 1C.005, 2.037, 3A.053,
but not limited to Regional Historical 3B.011, 8.068, 9.061, 9.063
Resource Depository Agreements (RHRD),
Loan Agreements (Items on Display), VITAL RECORD
service contracts for storage and imagaing
at the State Records Center (SRC),
TexShare, and Resource Sharing Program
Agreements, etc.

Retention Codes (Field 7)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05




SLR 105
STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form.
State Library
and Archives
Commission 1. Page 42 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Mail, Phone, and Email Listings Previously 1A.000, 3D.005, 4.035, 5.010, 1
o 8.016, 9.047
Any mailing address, telephone or fax
5.1.004 GEN.060 ggmggr,ir?frg ?;;?g;eriséiﬁiggg%engz us us Some personal identifying information
; Y8 may be a CONFIDENTIAL RECORD
agency on its employees or on entities or
persons It serves. 1A.000 - VITAL RECORD
Licenses and Permits for Non-vehicles
51010 GEN.061 !Does not include licenses and permits AC +2 AC + 2 AC = Expiration date of license or
issued by an agency as part of its statutory permit.
responsibilities.
5.1.011 GEN.062 |Photocopier and Fax Usage Logs & Reports AV AV

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
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STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 43 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Office Procedures CAUTION: Do not confuse this record
Any internally distributed manual, series with "ob rocedures that are
guidelines, or similar records that establish specific to (J:ertapin ositions in the
standard office procedures for an agency. apenc SEE A enF:: ltem Number
5.1.014 GEN.063 For example, agency style manuals, US+1 US+1 GgEN 549 gency
telephone protocols, mail room procedures, B
print shop and photocopy ordering Previously 1G.001, 3C.025, 3E.010
instructions, purchasing procedures, 4.040. 6.036 8 055’ 9 666 T
cataloging procedures, etc. T E T e
AC = Completion of project.
Building Construction Project Files SEE ALSO Agency Item Numbers
52002 GEN 064 Planning, de3|gp, and C(_)ns.tructlon records;. AC + 10 AC+ 10 R GEN.065 and 8.075.
accepted and rejected bids; correspondence;
etc. Previously 5b.015, 6.061, 8.057
VITAL RECORD

Retention Codes (Field 7)

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

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

CE - Calendar Year End
FE — Fiscal Year End

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 44 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC: For leased buildings, AC =
Termination or cancellation of lease.
SEE ALSO Agency Item Numbers
State State GEN.064 and 8.075.
Building Plans and Specifications owned: owned: ) . .
5.2.003 GEN.065 Includes architectural and engineering LA LA |R ﬁ;iicI:a:t\i/oisisl\lfg;rsitﬁ.rgw::é El}/illfj\;\:l s
drawings, profiles, and blueprints. Leased: Leased: I g g
AC +2 AC+2| oW
Previously 3B.013, 5b.001, 8.058
VITAL RECORD
Equipment History File; Equipment Service
Agreements
Agreements or contracts between the
agency and equipment vendor to provide Previously 3B.014, 3C.048, 3D.019,
5.2.008 GEN.066 maintenance service for equipment. LA+3 LA+3 5d.004, 6.037, 9.048
Includes requests for installation, moves,
service, repair logbooks, maintenance and
production logs for equipment, etc.

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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 45 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Equipment Manuals
Each division is responsible for maintaining
52010 |GEN.067 the equipment manual for equipment held in| LA Previously 5b.003, 6.038, 9.049
that division. Most manuals are now
accessed online and are no longer in a hard
copy.
AC = Expiration of Warranty.
5.2.011 GEN.068 |Equipment Warranties AC+1 AC+1
Previously 9.050
Evacuation Plans and Drawings
5.4.002 GEN.069 Plans for evacuation of an agency facilities us us Previously 5h.009
in cases of emergency.

Retention Codes (Field 7)

AV — Administrative Value

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

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 46 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No.
AC = Inspection, or date of the correction
of the deficiency if the inspection report
reveals a deficiency.
Inspection Records ) . . .
5.4.003 GEN.070 Fire, safety, and other inspection records of | AC +3 AC+3 CAUTIOf'\é' Ii(j).es not mcludg Inspection
agency facilities, equipment, and machines reports of building construction. SEE
' ' ' Agency Item Number 8.075.
Previously 1F.009, 3B.005, 5b.010,
6.043
Material Safety Data Sheets (MSDS)
Includes data regarding the properties of a AC = After sheets are updated or
particular substance such as: procedures for hazardous chemical no longer stored by
5.4.010 GEN 071 hand_lmg or wo_rkmg_ W|th_ the substance, AC AC agency, as applicable.
physical data, first aid guidance, health
effects, reactivity, storage requirements, Previously 5B.014
disposal guidelines, proper protective
equipment, and spill-handling procedures.

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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 47 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Disaster Preparedness and Recovery Plans
Includes Business Continuity Plan (BCP),
Agency and Division Disaster Recovery Previously 2.029, 3A.015, 4.051, 5a.015
Plans, document strategies, personnel
5:4.013 GEN.072 procedures, and any other resources used to US US CONFIDENTIAL AND VITAL
respond to short/long term interruptions to RECORD
essential services. Might contain
confidential personnel contact information.
Long Distance Telephone Logs
Long distance logs created by agencies for
5.5.002 GEN.073 internal documentation purposes. Includes AV AV Previously 5.026, 8.066
any similar logs created for long distance
faxes or electronic transmissions.

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




SLR 105

STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form.
State Library
and Archives
Commission 1. Page 48 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Event Planning Records AC = Contract completed or all work for
Working papers, records of attendance, event comoleted P
individual evaluation sheets, cost sheets, P '
billing statements, memaos, copies of . .
contracts, correspondence, and all other geﬁléjs-rvlv(i)t'r:l.trgi(r)]imm ;%T;?f;;g'rseﬁggrg
1.1 GEN.074 supporting documentation for events held | AC +3 AC+3 p g m | | y
by TSLAC including conferences TSLAC sta o train internal employees
Genealogy After Dark, TSLAC A’uthor or external entities it regulates or serves.
Speaker Series, Texas Reading Club Kick- éii%%incy Item Number GEN.018 and
off, and other educational or promotional U
events that are hosted by TSLAC.
Division Purchasing Database and Files 1
Division copies of Purchase Initialization .
Form (PIFs), Purchase Request Form g’é‘ g;g?ol\rl'asgip‘ggn% Ig;zr:"Number
(PRFs), receiving reports, packing slips, urlchasin dgcun)]/entsp Be careful not to
53 GEN.075 related correspondence, or other documents | FE + 3 FE+3 Eold Divigion Purchasin Database and
related to a purchase that are entered into Files longer than the ret(gntion eriod
purchasing database or scanned to Portable assi ned%o 1G.016 P
Document Format (PDF) that tracks item g T
codes, PIF/PRF dates, approval dates, etc.

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
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STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 49 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
ADMINISTRATIVE SERVICES DIVISION RECORDS
4.7.001 1B.001 Accounting Policies and Procedures Manual | US +3 US+3 VITAL RECORD
AC = September 1 of odd-numbered 07-306-199
calendar years.
CAUTION: If an agency does not
produce a biennial or annual narrative
report as described in Agency Item
Accounting: Annual Financial Reports Number 8.050, then these annual
45003 1B.002 (AFR) AC +3 3 |lac+s financial reports must be marked with

Required by the General Appropriations Act

(100 Day Report).

Archival Code A. The archival
requirement, when a biennial or annual
narrative report is not produced, is met
by sending the required copies of the
reports to the Texas State Publications
Depository Program, TSLAC.

Previously 8.036

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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 50 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Accounting: Cash Receipts Log
42003 1B.009 Dall_y listing of_checks/money orders FE + 3 FE + 3
received by mail in payment for goods and
services.
Accounting: Cash Deposit VVouchers Logs 3
Log of sequential numbering system
4.3.002 1B.010 required for deposit documents entered in FE+3 FE+3 Previously 8.071
Uniform Statewide Accounting System
(USAS); document type D.
Accounting: Cash Deposit Vouchers
Deposit vouchers and supporting 3
4.2.001 1B.011 documentation of cash receipts entered in FE+3 FE+3
Uniform Statewide Accounting System
(USAS) and deposited in the State Treasury.

Retention Codes (Field 7)

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

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 51 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No.
Accounting: Index Code Sheets
Detail of Uniform Statewide Accounting
4.7.007 1B.015 System (USAS) reporting levels and FE+3 FE+3 VITAL RECORD
methods of finance by division.
Payroll: Employee Savings Bond
Documentation
Uniform Statewide Payroll System (USPS)
reports of amount withheld from
employee’s salary for purchase of United
4.4.004 1B.017 States Savings Bonds, Bonds order forms, FE+3 FE+3 CONFIDENTIAL RECORD
and purchase vouchers documenting
payment to Federal Reserve Bank processed
through Uniform Statewide Accounting
System (USAS).
4.2.004 1B.018 Accounting: Encumbrance Documents FE +3 FE +3 3
Orders, statements, change orders, etc.

Retention Codes (Field 7)

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

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 52 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No.
Accounting: Expenditure Document Logs
Logs of sequential numbering system 3
43.003 |1B.019 required for payment documents entered in | o, o FE+3| |VITAL RECORD
Uniform Statewide Accounting System
(USAS) including, but not limited to
document types 1, 2, 9, and T.
Travel: Expenditure Vouchers 3
42007 1B.020 Employee s travel vouchers, supporting FE + 3 FE + 3
documentation, and records of
reimbursement by the agency.
Payroll: Multiple Worksite Report 1
Reports pertaining to employees or
completed U.S. Department of Labor Form
3.3.022 18.025 BLS3020 and supporting documentation FE+3 FE+3
submitted to Texas Workforce Commission
(TWC) or its predecessor.

Retention Codes (Field 7)

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

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05



aossar
Typewritten Text
1


SLR 105
STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form.
State Library
and Archives
Commission 1. Page 53 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = Satisfaction of all Uniform
Administrative Requirements for Grants
. . and Cooperative Agreements to State and
gﬁiggi}oiegigﬁls Grants/Indirect Cost Local Governments (the Common Rule).
4.7.008 1B.030 Documentatlor} of indirect cost calculations | AC + 5 AC+5 CAUTION: Retention requirements may
and plan submitted to federal grant . i
. vary depending on the specific federal
agencies. . .
funding agency. Agencies must ensure
that records are retained for the
appropriate retention period.
Budget: Expenditure, Transfer, and Journal 3
Vouchers
Uniform Statewide Accounting System
4.2.006 18.031 (USAS) K and J documents and logs of FE+3 FE+3
sequential numbering system required for
these document types.
Budget: Operating Budget Reports CAUTION: Do not confuse this record 3
Required by the General Appropriations series with the Annual Operating Budget
4.5.006 1B.036 Act. Workpapers and reports submitted to FE+5 FE+5 held in EXEC. SEE Agency Item
the Legislative Budget Board (LBB). Number 8.002.

Retention Codes (Field 7)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

Archival Codes (Field 8)

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

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

SLR 105
Rev. 06/05




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 54 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No.
40 TAC 815.106(i).
Payroll: Monthly Uniform Statewide Payroll 3
3.2.002 1B.038 System (USPS) — Reports and Employee FE+4 FE+4 Previously 1E.058
Earning Statements
CONFIDENTIAL RECORD
Accounting: Payment Voucher 5
42005 1B.039 Paymgnt vouchers_, requisitions, orders, FE+3 FE+3
receiving reports, invoices, or statements,
change orders, etc.
5.6.007 1B.047 Vehicle Titles & Registrations LA LA
Accounting: Signature Authorizations
Signature cards or similar records
4.7.012 1B.054 establishing authority of an agency US++3FE US++3FE CONFIDENTIAL RECORD
employee to initiate or authorize financial
transactions on behalf of an agency.

Retention Codes (Field 7)

AV — Administrative Value

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

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 55 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = After submission of the last
expenditure report for the final year of
each 5 year plan. Check with ARIS and
Grants: Federal Grants — Cash Deposit LD&N before destruction to ensure all
Vouchers Log records necessary to fulfill federal
4.7.008 1B.058 Sequentia.l numbering system ng required AC +3 AC +3 requiremen_ts are includgd in the
for deposit documents entered in to corresponding grantee files. SEE Agency
Uniform Statewide Accounting System Item Number 3A.023, 4.055, 4.056, or
(USAS). USAS Document types D and JD. 4.057.
CONFIDENTIAL AND VITAL
RECORD
Travel: State Travel Charge Card Records
and Reports
Documentation of state travel charge cards
4.7 1B.076 issued to selected employees, reports from | FE + 3 FE+3 CONFIDENTIAL RECORD
card administrator’s online system
regarding expenditures, and used for
management purposes.

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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 56 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
USAS: Cancelled Warrants Documentation 3
Supporting documentation for data entered
4.1.003 1B.077 in Comptroller’s Treasury Operations FE+3 FE+3
Warrant Cancellation System. (USAS =
Uniform Statewide Accounting System)
USAS: Direct Deposit Payments Register
Uniform Statewide Accounting System
4.1.008 1B.078 (USAS) report — Detailed Account FE+3 FE+3
Financial Report (DAFR) 3691.
USAS: Warrant Payments Register
Uniform Statewide Accounting System
4.3.003 18.079 (USAS) report — Detailed Account FE+3 FE+3
Financial Report (DAFR) 3691.

Retention Codes (Field 7)

AV — Administrative Value

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

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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 57 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
USAS: TINS Vendor and Grantee
Documentation
Forms used to establish vendors and
4.1.001 1B.080 grantees in the Comptroller’s Texas FE+3 FE+3 CONFIDENTIAL RECORD
Identification Number System (TINS).
(USAS = Uniform Statewide Accounting
System)
. AC = Tax due date, date the claim is
E?é(r)?:::sand Accounting: Federal Tax filed, or date tax is paid whichever is 3
Includes 1099, W2, 941, Federal Insurance later.
Contributions Act (FICA), Employee Wage i
3.2.003 1B.083 and Tax Statements, Internal Revenue AC+4 AC+4 26 CFR 31.6001 - 1(€)(2).
Service (IRS) Employers Quarterly Federal .
Tax Return, IRS Wage Levy Documents, i’ere\(/)I%llely 1B.021,1B.023, 18.053,
any applicable supporting documentation, '
and other tax records. CONFIDENTIAL RECORD

Retention Codes (Field 7)

AV — Administrative Value

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

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset PM — Permanent

MO — Months

US — Until Superseded

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 58 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
. . AC = End of grant, then paper contracts
iIrti?;saitli::/rellvalt:euiglég(glt’fnntsand Other and financial reports submitted by
Inclu des{:opy of award letter grantees are forwarded to LD&N to be
documentation of receipt of funds, deposit a_dded o corresponding grantee project
. - files. SEE Agency Item Number 4.058.
in the State Treasury, other associated Paper pavment documents are filed in
4.7 1B.084 revenue documents, electronic spreadsheets | AC + 3 AC+3 Per pay
. - Accounting, SEE Agency Item Number
used to track receipts of signed contracts 1B.039
from grantees, payments made to grantees, R
and receipt of required financial status )
reports from grantees. Includes Gates Previously 1B.035, 18.070
Foundation Grant. VITAL RECORD
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. 06/05




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 59 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = After submission of the last
expenditure report for the final year of
each 5-year plan. Check with LD&N
Grants: Federal Grants — Institute of before destruction to ensure all records
Museum and Library Services (IMLS) — necessary to fulfill federal requirements
LSTA are included in the LD&N grantee files,
Includes all TSLAC grant programs funded SEE Agency Item Number 4.055.
by IMLS Library Services and Technology
Act (LSTA). Including paper and electronic CAUTION: If Texas Reads grant is paid
administrative cost documents, paper and through state monies, SEE Agency Item
4.7.008 1B.085 electronic cash draw records, electronic AC+3 AC+3 Number 1B.088. Other retention
tracking spreadsheet, electronic purchase requirements may vary depending on the
vouchers and supporting documents for specific federal funding agency.
goods and services purchased by grant Agencies must ensure that records are
funds, Federal Form SF270, deposit/journal retained for the appropriate retention
vouchers documenting receipt of revenue in period.
State Treasury, and Financial Status Reports
(FSR). Previously 1B.059, 1B.060, 1B.063,
1B.068, 1B.069
VITAL RECORD

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 60 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Grants: Federal Grants — Institute of AC = After submission of the final
Museum and Library Services (IMLS) — expenditure report. Check with LD&N
Non-LSTA before destruction to ensure all records
Includes all TSLAC grant programs funded necessary to fulfill federal requirements
by IMLS grants other than Library Services are included in the LD&N grantee files,
and Technology Act (LSTA). Including SEE Agency Item Number 4.056.
paper and electronic administrative cost
4.7.008 1B.086 documents, paper and el_ectronic cash draw AC +3 AC +3 CAUTION: Othe_r retention requ_ir_ements
records, electronic tracking spreadsheet, may vary depending on the specific
electronic purchase vouchers and federal funding agency. Agencies must
supporting documents for goods and ensure that records are retained for the
services purchased by grant funds, Federal appropriate retention period.
Form SF270, deposit/journal vouchers
documenting receipt of revenue in State Previously 1B.061, 1B.064
Treasury, and Financial Status Reports
(FSR). VITAL RECORD

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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 61 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = After submission of the final
expenditure report. Check with ARIS
Grants: Federal Grants — National Archives before destruction to ensure all records
and Records Administration (NARA)/ necessary to fulfill federal requirements
National Historical Publications and Records are included. SEE Agency Item Number
Commission (NHPRC) 3A.023.
Includes paper and electronic administrative
cost documents, paper and electronic cash 36 CFR 1207.42.
draw records, electronic tracking
4.7.008 1B.087 spreadsheet, electronic purchase vouchers AC+3 AC+3 CAUTION: Retention requirements may
and supporting documents for goods and vary depending on the specific federal
services purchased by grant funds, Federal funding agency. Agencies must ensure
Form SF270, deposit/journal vouchers that records are retained for the
documenting receipt of revenue in State appropriate retention period.
Treasury, and Financial Status Reports
(FSR). Previously 1B.062, 1B.065
VITAL RECORD

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 62 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = Grant expires or date final
expenditure report submitted by TSLAC,
then paper contracts and financial status
reports submitted by grantees are
Grants: State Grants forwarded t_o LD&N to be_adde_d to
Incl-udes Lone Star Libraries, Texas Reads, corresponding grantee project files, SEE
Systems Negotiated Grant (SYNG), and Agencytlgem Numtber 419?0d I_Z’aper
other state funded grants. Contains )ri\ayment_ ocgrgén; are Ift mN b
4.7 1B.088 electronic spreadsheets used to track AC+3 AC+3 ceounting, gency tem INumber

receipts of signed contracts from grantees,
payments made to grantees, and receipt of
required financial status reports from
grantees.

1B.0309.

CAUTION: If Texas Reads grant uses
federal monies, SEE Agency ltem
Number 1B.085.

Previously 1B.071

VITAL RECORD

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 63 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = After submission of the final
] expenditure report. Check with LD&N
$er(?t?r:f)-l(I):gefgg;!(?rii?ﬁy_P%:)(;arilrjﬁ?gT oP) before destruction to ensure all records
4 = necessary to fulfill federal requirements
Includes paper and electronic administrative : : :
cost docur:ngnts aper and electronic cash are included in the corresponding grantee
; Paper : files. SEE Agency Item Number 4.057.
draw records, electronic cash deposit
vouchers log, electronic tracking
4.7.008 1B.089 spreadsheet, electronic purchase vouchers | AC +3 AC+3 15CPR24.42.
and supporting documents for goods and ) . .
services purchased by grant funds, Federal CAUTION: _Retentlon requirements may
Form SF270, deposit/journal vouchers vary_dependmg on the §peC|f|c federal
documenting receipt of revenue in State Iﬁntdlng agency. A:[gfenc(;efs mtl;]St ensure
Treasury, and Financial Status Reports al records are retained for the
(FSR) appropriate retention period.
VITAL RECORD
Americans with Disabilities Act (ADA) 1
Documentation
1.1.056 1C.001 Self evaluations and plans documenting FE+3 FE+3 28 CFR 35.105(c).

compliance with the requirements of the
Americans with Disabilities Act.

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
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1


State Library
and Archives

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1. Page 64 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Agency Insurance Policies
Records include Director’s and Officer’s AC = Termination of policy according to
3.1 1C.003 Liability and Volunteer Liability insurance |AC +4 AC+4 terms
policies through the State Office of Risk '
Mangagement (SORM).
Risk Management Correspondence and
Reports
Related information and correspondence
12 1€.006 used in the management of our agency’s AV AV VITAL RECORD
risk management program not found in
another records series in this schedule.

Retention Codes (Field 7)

CE - Calendar Year End
FE — Fiscal Year End

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

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




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 65 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
07-306-198
1

Accident Reports and Associated

Documentation
Accident or occupational disease reports (by
supervisors and employees) and other
associated reports required to be submitted
to the Texas Department of Insurance (TDI)
or its predecessors or maintained internally
on accident frequency.

5.4.001 1E.001 CE+2 3

29 CFR 1904.33.

The Texas Department of Insurance
CE+5 (TDI) retains copies of the reports
submitted to it for 50 years.

VITAL RECORD

Applications for Employment — Hired
Applications, resumes, transcripts, letters of
reference, and similar documents whose

AC = Termination of employment.

3.1.002 1E.003 submission by candidates for vacant AC+5 AC+5
positions is required on the application gggg:quNTlAL AND VITAL
form, by application procedures, or in the
employment advertisement.
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. 06/05
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1


STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 66 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = The criminal history record has
served the immediate purpose for which
it was obtained.
Criminal History Checks (Security CAUTION: An agency that is authorized
Clearance) to obtain a criminal history record
31.026 1E.008 Crlrr_unal history record information on job AC AC mform?tlon _from DPS must refer to its
applicants or agency employees obtained agency's legislation or see Subchapter F,
from the Department of Public Safety Chapter 411, Government Code for
(DPS). appropriate retention and use of this
information.
CONFIDENTIAL RECORD
3.2.008 1E.009 Direct Deposit Application/Authorizations us us CONFIDENTIAL RECORD

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

Archival Codes (Field 8)

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

PM — Permanent
US — Until Superseded

SLR 105
Rev. 06/05




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 67 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Personnel Disciplinary Action
Documentation
Disciplinary actions are those actions which
may affect pay, status, or tenure. They are
imposed to discipline an employee whose AC = Termination of employment.
conduct is harmful to the best interests of
the state, the agency, or the employee work Previously 2.038, 3A.042, 3C.029, 5.027,
31021 1E.010 force; and for failure to improvg AC +5 AC +5 8.074, 9.058
performance or conduct following
imposition of corrective action. May CONFIDENTIAL AND VITAL
include cause for demotion, suspension, or RECORD
dismissal, and the reasons for failure to give
written notice of resignation. May also be
used to document evidence of employee
self-improvement efforts, as well as
favorable and unfavorable communication.
5.6.004 1E.011 Driving Record Verificiations AC AC AC = Until superseded or termination of
employment.

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 68 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
EEO-4 Reports and Work Papers 1
Includes documentation used to complete 29 CFR 1602.32, 1602.39, 1602.41,
33031 11E012 Equal Employment Opportunity (EEO) FE+3 FE+31  11602.48, and 1602.50.
reports.
3.3 1E.013a Employee Separation Survey AC +2 AC +2 AC = Termination of employment.
Employment Selection Records (EEO
Folder) 29 CFR 1602.31.
Includes notes of interviews with
candidates, questions asked of applicants, CAUTION: Does not include criminal
audio and videotapes of job interviews, history checks. SEE Agency Item
3.1.014 1E.017 driving record and previous injury checks, | FE + 3 FE+3 Number 1E.008.
pre-employment physical examinations,
pre-employment drug screening test results, Previously 3B.007
polygraph examination results, and all other
records that document the selection process. CONFIDENTIAL RECORD
(EEO = Equal Employment Opportunity)

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
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SLR 105
STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form.
State Library
and Archives
Commission 1. Page 69 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = Until superseded, obsolete, or upon
separation of employee.
W-4 Forms: Federal Tax Records
3.2.005 1E.020 Employer's copy of "Employee’s AC+4 AC+4 26 CFR 31.6001-1(e)(2).
Withholding Exemption Certificate."
CONFIDENTIAL AND VITAL
RECORD
AC = Final decision on the grievance.
CAUTION: Does not include formal
. complaints filed by an agency employee
Grievance Records . :
. . with the Equal Employment Opportunity
3.1.018 1E.023 Rﬁgg;?]sc;?:u;%st? tgfsgi\gglw glfisil:floyee AC+5 AC+5 (EEO) of the U. S. Department of Labor.
\E/]vorking congitionsp otc P ' SEE Agency Item Number GEN.019.
Previously 8.051
VITAL RECORD
Job Descriptions — Task Statement AC = Until job eliminated or revised.
31023  |1E.026 Job descriptions, including all associated | 5, 4 AC+4| |40 TAC 815.106(i).
task or skill statements, for positions in an
agency. VITAL RECORD

Retention Codes (Field 7)

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

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

A — Transfer to State Archives
R — Review by State Archivist
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Job Analysis Files
3.3.015 1E.027 Records relating to review and monitoring | US + 3 Us+3 Previously 5a.028b
of job classifications within an agency.
Leave Status Reports (Documents)
34002  |1E.030 Cumulative report is issued each pay cycle | pp , o FE+3| |VITAL RECORD
and provides employee leave status
information for each position.
Personnel Action Request Form (Blue Sheet) AC = Termination of employment. 1
Forms or similar records used to create or
change information concerning the records 29 CFR 1602.31.
3.1.022 1E.033 of a_n_employge_ mc_Iudmg pay grade, AC+5 AC+5 _
position classification, employee number, Previously 8.067
evaluation date, and termination of
employment. Also includes registration CONFIDENTIAL AND VITAL
forms and notification of employment. RECORD

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
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29 CFR 1620.32(c).
3.1.019 1E.034 Employee Performance Appraisals FE+2 FE +2 Previously 5a.023, 8.052
VITAL RECORD
Former Employee Verification Records AC = Termination of employment.
Minimum information needed to verify
employment, including name, social SEE ALSO Agency Item Number
3.3.011 1E.035 security number, exact dates of AC + 75 AC + 75 1E.056.
employment, last known address, and most
recent public access option form (change CONFIDENTIAL AND VITAL
request). RECORD
Sick Leave Pool Documentation
3.4.008 1E.041 Requests submitted, approvals, number of | FE + 3 FE+3 CONFIDENTIAL RECORD
hours transferred in and out, etc.

Retention Codes (Field 7)

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

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

CE - Calendar Year End
FE — Fiscal Year End

Archival Codes (Field 8)

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

SLR 105
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Agency Staffing Reports
Any reports compiled by an agency on
aspects of personnel staffing, including
Full-time Employee (FTE) and turnover
reports, vacant position lists, staffing charts,
3.3.026 1E.042 organization charts, as well as listings of all | US + 3 US+3 Previously 5a.049
staff by program or name, staff hired during
a month, detailed listings of employees
within its organizational structure, position
vacancies, analyses of turnover rates, and
seasonality of employment.
e Sheets 40 TAC 815.106(i). 91-306-007 3
Also includes leave requests (Part B) that
. . . SEE Agency Item Number 1E.046a for
34006 |1E.046 aHrS;}Z?}”g:go?:c%‘;'E%ygf(ﬂiiz‘;bamt:ﬁ e\ re, 1| 3 |FE+4| |documentation regarding time worked for
Family and Medical Leave Act (FMLA) grant funded employees.
documentation. CONFIDENTIAL RECORD

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
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. 3
Grant Funded Employee Time Sheets,
gg(r:ﬂltlr]cezu;]t;g?iolzrlorms, and Supporting AC = After submission of the last
Includes timesheets. semi-annual expenditure report for the final year of
e ’ L each 5-year plan.
34006 |1E.046a fgggggagr?g ;g;rgtﬁg:ssmr;ﬂrﬁé‘”ty AC +3 AC +3
documentation needed to show the 2 CFR 225 Appendix B.8.h(3)-(5).
authorization of hours worked by staff that
are paid solely or partially by grant funds, CONFIDENTIAL RECORD
or personnel being used to match.
Employee Training Achievement Records
Certificates of completion, transcripts, test
3.1.027 1E.048 scores, or similar records documenting the |[AC +5 AC+5 AC = Termination of employment.
training, testing, or continuing education
achievements of an employee.

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
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Unemployment Compensation Records
Includes information requested from Texas AC = Request for unemplovment
3.2.007 1E.050 Workforce Commission (TWC) AC+5 AC+5 com_ensgtion ploy
determining eligibility for unemployment P '
benefits. In personnel folder.
AC = Termination of employment.
8 CFR 274a.2(b)(2)(i)(A) and (c)(2).
CAUTION: Federal regulation requires
that INS 1-9 forms be retained for 3 years
from date of hire or 1 year after
Verification of Citizenship — INS 1-9 separation of the employee, whichever
3.1.029 1E.051 Federal reporting form (INS 1-9). AC+3 AC+3 later. 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.
CONFIDENTIAL AND VITAL
RECORD

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
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AC = Until superseded or termination of
Employee Acknowledgement Forms employment.
Acknowledgement forms for receipt of
3.1 1E.053a employee guide, IRT security policy, AC+2 AC+2 29 CFR 1602.31.
retention and recruitment plans, etc.
VITAL RECORD
AC = Until superseded or termination of
employment.
Employee Insu_rance .Records_ . CAUTION: Documents that serve as
Agency copies of information relating to the ayroll deduction authorizations must be
3.1.011 1E.054 selection by employees of life, disability, AC AC ﬁweﬁntained for the retention period
health, and other types of insurance offered rescribed for Agency Item IF\)lumber
by the State of Texas to its employees. P gency
1E.057.
CONFIDENTIAL RECORD
AC = Termination of employment.
31037  |1E.055 Emf’i\‘/’ﬁgﬁﬁggﬂ@:e&” gﬁﬁ‘r’erd;tc AC+5 AC+5| |SEE ALSO Agency Item Number 8.053
' ' e for Employee of the Quarter (EOQ)
Records.

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
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Public Access Option Form
Change Request Form completed and
signed by employee or official, or former
employee or official, electing to keep home SEE Agency Item Number 1E.035.
3.1.038 1E.056 address, home telephone number, social us us
security number, and family information VITAL RECORD
open or confidential under the Public
Information Act, Government Code
§552.024.
Employee Deduction Authorizations ?fifaﬁzﬁgﬁgﬂmgmﬁmf rloyee or
Documentation used to start, modify, or termination of au,thorization, whichever
3.2.001 1E.057 stop all voluntary or required deductions AC+4 AC+4 sooner '
from payroll, including garnishment or '
other court-ordered attachments. CONFIDENTIAL RECORD

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
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Income Adjustment Authorizations
Used to make increases or decreases to
3.2.004 1E.059 employees' gross pay, Federal Insurance FE+2 FE+2 29 CFR 516.6(c).
Contributions Act (FICA), retirement, or in
the computation of taxes.
AC = All accounts with a vendor or
vendors for the individual participant
have been closed. For instructions
regarding the determination of the
. closure of accounts and for additional
3.2.009 1E.060 State Deferred Compensation Records AC+5 AC+5 information regarding the retention
period see the most current edition of the
Benefits Coordinator Reference Manual
issued by the Employees Retirement
System of Texas (ERS).
Retention and Recruitment Plan
3.3.001 1E.062 Affirmative action plans for both regular FE+5 FE+5 29 CFR 30.8(e) for apprenticeship plans.
employees and apprenticeship programs.

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
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USAS/USPS/SPA/TINS: Security Access
Documents
Confidential Tax/VVendor Information
Agreement (CTIA) forms that are signed by
all employees who are given access to one
or more of the computer systems _ . N
4.7.012 1E.063 adminstered by the Comptroller of Public [AC+5 AC+5 'eA\rg I—OUrr:]tel:“superseded or termination of
Accounts (CPA), including Uniform ploy '
Statewide Accounting System (USAS),
Uniform Statewide Payroll System (USPS),
State Property Accounting (SPA), and
Texas Identification Number System
(TINS).
Formal EEO Complaints
Includes complaint, legal and investigative
11.048  |1E.064 documents, exhibits, related AC+5 AC +5| R [AC = Final decision of complaint.
correspondence, and decisions or
judgments. (EEO = Equal Employment
Opportunity)

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
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5.6.009 1E.065 Parking Permits and Authorizations AC +2 AC +2 AC = Until superseded or termination of
employee.
Security Access Records
Records relating to the issuance and AC = Until superseded, date of
approval for identification badges, expiration, or date of termination,
5.4.012 1E.066 electronic access cards, building passes, or | AC + 2 AC +2 whichever sooner.
similar instruments of access to agency or
state facilities, equipment, or automated Previously 8.072
systems.
Inventory of Building Keys Issued
Inventory listing and records relating to the AC = Until superseded, date of
5.4.012 1F.001 issuance and return of keys to agency or AC +2 AC +2 expiration, or date of termination,
state facilities, equipment, or automated whichever sooner.
systems.

Retention Codes (Field 7)

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

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

CE - Calendar Year End
FE — Fiscal Year End

Archival Codes (Field 8)

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

SLR 105
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Vehicle Use Reports
5.6.005 1F.002 Includes mlleag_e, fuel/oil consumption, FE + 3 FE + 3
passengers carried, and other related
operational information.
Postage Records
5.1.005 1F.003 Records and reports of postage expenses, FE+3 FE+3
including postal meter usage.
Reproduction Service Records
5.1.007 1F.005 Includes word processing and data AV AV
processing.
5.6.003 1F.008 Vehicle Inspection, Repair, and Maintenance LA+ 1 LA+ 1
Records

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
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Annual Property Inventory Verifications
5.2.014 1F.012 Property, equipment, and supply FE+3 FE+3
verifications.
Inventory Monthly Updates
59016 1F.013 Llstlrjg shows all addltlpns, changes, AC AC AC = Transfer of information into annual
deletions, and transfer times for the monthly listing.
processing period.
5.2.017 1F.014 Lost & Stolen Property Reports FE+3 FE+3
Personal Property Inventory Reconciliation
with SPA
52009 1F.015 L_Jp_dates agency portion of the inventory FE +3 FE +3
listing and adds, changes, transfers, or
deletes items from inventory. (SPA = State
Property Accounting)

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
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5.2.021 1F.016 Surplus Property Sale Records FE+3 FE+3
4.7.004 1F.017 Real Property Inventory Reconciliation LA+3 LA+3
4.7.004 1F.018 Capital Asset Records LA+3 LA+3
Equipment Inventory Detail Report
59009 1F.020 L.Jijates agency portion of the inventory FE +3 FE + 3
listing and adds, changes, transfers, or
deletes items from inventory.
TFC Portal Requests SEE Agency Item Numbers 5.0009,
59019 1F.021 Work qrd_er submitted to Texas Fa<:|_I|t|es FE+1 FE+1 5B.005, ar_1d 6.045 for other_S|m|Iar _
Commission (TFC) for any mechanical record series that have varying retention
service, installation, or repair. requirements.

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
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5.2.020 1F.022 Annual Consumable Inventory FE+1 FE+1
Purchasing Logs
Log, register, spreadsheet, etc., that
5.3.008 1G.002 provides a record of purchase orders issued, | FE + 3 FE+3
orders received, and similar data on
procurement status.
07-306-197 ‘)
Purchase Requisitions, Bid Documentation, . )
Purchase Orders — Federal and Non-Federal 2 CFR 225 Appendix B.8.h(3)-(5)
s || O || s enuncaton s 1
value de:[erminationé etc g ' are CONFIDENTIAL RECORDS

Retention Codes (Field 7)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

A — Transfer to State Archives
R — Review by State Archivist
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INFORMATION RESOURCES TECHNOLOGY DIVISION RECORDS
Data Processing Policies and Procedures
Manuals, guidelines, or similar documents CAUTION: Does not include technical
establishing data processing policies and documentation of procedures necessary
procedures in an agency in such areas as for reading or processing of electronic
2.2.010 2.005 access and security, systems development, | US + 3 US+3 records. SEE Agency Item Number
data retention and disposition, data GEN.042.
ownership, production control, system
back-up, etc., including IRT Security VITAL RECORD
Policies.
29016 2020 S(_)ftware Registrations, Warranties, and LA+3 LA+3
License Agreements

Retention Codes (Field 7)

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

AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

A — Transfer to State Archives
R — Review by State Archivist
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AC = September 1 of odd-numbered
calendar years.
SEE ALSO Agency Item Number 8.041.
Information Resources Strategic Plan (IRSP)
1.1.055 2022 Informgtlon resources aqd operational . AC +6 AC+6| A ARQHIVES _NOTE: The ar.chlval
strategic plans prepared in accordance with requirement is met by sending the
2054.095 and 2056.002, Government Code. required copies of the plans to the Texas
State Publications Depository Program,
TSLAC.
VITAL RECORD

Retention Codes (Field 7)

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

AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

A — Transfer to State Archives
R — Review by State Archivist
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ARCHIVES NOTE: For agencies that
Reports — Department of Information have had an archival appraisal, separate
Resources (DIR) and Legislative Budget this records series by each type of
1.1.067 2.027 Board (LBB) FE+5 FE + 5| R |archival coding, A, R, or E. SEE page ix

Non-fiscal special reports other than

Strategic Plan.

of the 4™ Edition of the Texas State
Records Retention Schedule (RRS) for
more information.

Retention Codes (Field 7)

AV — Administrative Value

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

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
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AC = September 1 of odd-numbered
calendar years.
SEE ALSO Agency Item Number 8.005.
Legislative Appropriation Requests (LAR)
Including any supporting documentation ARCHIVES NOTE: The archival
1.1.004 2042 cregted_and/or useq to justify and support AC +6 AC+6| A requirement is met by sending the
legislative appropriations requests by an required copies of the requests to the
agency. Also includes Biennial Operating Texas State Publications Depository
Plan (BOP) and Information Technology Program, TSLAC. Only copies of
Detail (ITD). supporting documentation submitted to
the Legislative Budget Board (LBB) are
archival.
VITAL RECORD
Service Requests
51 2048 Helpdesk requests. and tele_phone service AV AV
requests used for information as a
knowledge base to support agency users.

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
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AC = When all requirements for records
being created from the correlating
program database have been satisfied or
completed, or completion of 3rd
verification cycle, or audit completion
confirming successful transaction
Processing Files processing, or required audit trail
Machine-readable files used in the creation, maintenance, or the ability to restore or
2.1.001 2.049 utilization, and updating of master file AC AC migrate when errors are detected or when

including Structured Query Language
(SQL) scripts that create and alter
databases.

hardware or software changes occur.

CAUTION: Records management
officers must be certain before assigning
the retention period of AC to agency
automated processing files that the files
do not fall under records series listed
elsewhere.

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
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TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
1
Computer Job Schedules and Reports AC = When all requirements for records
Schedules or similar records showing - g -
. AC + AC + being created from the correlating
2.2.004 2.050 computer jobs to be run and other reports by o
3 MO 3 MO program database have been satisfied or
computer operators or programmers of work leted
performed. completed.
Audit Trail Records
Files needed for electronic data audits such
as files or reports showing transactions _ . .
2.1.010 2.051 accepted, rejected, suspended, and/or AC AC Qgt_ All audit requirements have been
processed; history files/tapes; records of on- '
line updates to application files or security
logs.

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

Archival Codes (Field 8)

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

PM — Permanent
US — Until Superseded

SLR 105
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SLR 105
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4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Output Records for Computer Production AC = When all requirements for records
29012 2 052 Reports shoyvlng transactions that were AC AC being created from the correlatlpg_
accepted, rejected, suspended, and/or program database have been satisfied or
processed. completed.
1
Quality Assurance Records
Information verifying the quality of system,
hardware, or software operations including
records of errors or failures and the loss of
29013 2053 data resultln_g from such fallures,_ _ AC AC AC = No longer neeq§:d as an audit trail
documentation of abnormal termination and for any records modified.
of error free processing, checks of changes
put into production, transaction histories,
and other records needed as an audit trail to
evaluate data accuracy.

Retention Codes (Field 7)

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

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

CE - Calendar Year End
FE — Fiscal Year End

Archival Codes (Field 8)

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

SLR 105
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TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
1
AC = Completion of 3rd verification
cycle, or audit completion confirming
successful transaction updates, or
required audit trail maintenance, or the
Master Files ability to restore or migrate when errors
Relatively long-lived computer files are detected or when hardware or
21002 2 054 containing organized and consi_stent sets of AC AC software changes occur.
complete and accurate electronic records.
Examples include, but are not limited to, CAUTION: Records management
data tables of relational databases used by officers must be certain before assigning
applications or computer programs. the retention period of AC to agency
automated processing files that the files
do not fall under records series listed
elsewhere.

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
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Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
ARCHIVES AND INFORMATIONS SERVICES DIVISION RECORDS
Archival Holding Files CAUTION: Do not confuse this record
Includes retention schedules, destruction series with other agency destruction
requests, accessions, preservation surveys, requests. Original is retained by the
finding aids, appraisals, finding aid SLRM Division of TSLAC, SEE Agency
processing files, processor and appraiser Item Numbers 5C.012, 5E.003, and
1.1 3A.001 notes, manuscript accessions, overall files PM PM 5E.004. SEE ALSO Agency Item
on loans, exhibits, shelf lists, inventories, Number 3A.076 for agency records
conservation/preservation treatments, destruction requests and 5C.103 for
evaluations, and condition reports, and Local Government destruction requests.
subgroups that include replevin, Capitol
Aurt, and flag files. VITAL RECORD
11 3A.002 Patron Registrations and Archival Materials PM PM CONEIDENTIAL RECORD
Usage Reports

Retention Codes (Field 7)

AV — Administrative Value

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

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




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.
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Commission 1. Page 93 of 150
2. Agency 3. Agency
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4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = After submission of the final
Federal Grants — Grant Files expenditure report.
Includes TSLAC grant programs funded by
the Institute of Museum and Library 36 CFR 1207.42.
Services (IMLS), National Archives and i . .
Records Administration (NARA), National CAUTION: _Retentlcr)]n requ!;gmfents rrllay
Historical Publications and Records }/ary.dependmg on the specific edera
Commission (NHPRC), and other federal tﬁgtd :ng?ggg(xr'::[g?r?;clje:orrntlﬁlset ensure
4.7.008 3A.023 funding sources, including applications AC+3 AC+3 anpropriate retention period. Also. be
processed through the Texas Historical SSrpe tg check with ADpMIN beforé
Records Advisory Board (THRAB), destruction to ensure all records
required supporting documents, award, fulfill federal .
contract, correspondence, payment Eecesgary totu f' ?j eral requirements
documents, required reports, Financial cg\r/r?es egrq dtirr?ns gr?teeet?i I?e gprsoglrzl age enc
Status Reports (FSR), and other financial | ,\? b glgB 087 ' gency
documents. tem Number 18.087.
VITAL RECORD
Photocopy Service Requisitions _ .
5.1.007 3A.025 Includes word processing and data AC+ AC + AC = Cor_npleted request has been mailed
processing 2 MO 2 MO to or received by patron.

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
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Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Procedures Manuals for the Treatment of
Agency Holdings
Manuals, guidelines, administrative rules, or
similar records distributed internally for the
use of employees or externally to the public
1.1.070 3A.026 or those individuals or entities regulated by | PM PM | R |VITAL RECORD
an agency that sets out the rules, policies,
and procedures that govern an agency's
programs, services, or projects.
ARCHIVES NOTE: Correspondence,
notes, etc., with donors who transfer
Donor Lead Files manuscript collections to the ARIS
11 3A.027 Cprrespond_ence and other documentation FE +5 FE+5| R Division.of TSLA_C Wi!| be added to the
with potential transfers or donations of manuscript accession files. SEE Agency
historical materials. Item Number 3A.001.
VITAL RECORD

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
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TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Outreach Projects
11 3A.028 Hlstqucgl documentation of e_:xhlt_)lts, PM PM
publications, events, loans, histories of
holding treatments, etc.
Capital Asset Records — Sam Houston Center
4.7.004 3A.034 Copies of deeds, agreements with donors, |LA+3 LA+3
and property maintenance reports.
Agency Approved Records Retention 3
Schedule
Agency copy. Formerly Form RMD
105/105C. Includes the current approved L .
retention schedule (Form SLR 105), O_rlg_]lr_1al Is retained by the SLRM
1.2.005 3A.044 : uUs uUs Division of TSLAC, SEE Agency Item
signature approval page (Form SLR 105C), Number 5C.011
any amendments (Form SLR 122), all B
administrative correspondence to/from
SLRM, and any additional forms designated
by the State Records Administrator.

Retention Codes (Field 7)

AV — Administrative Value

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

LA — Life of Asset
MO — Months

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05
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Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
. 2
Agency Records Disposition Log
Logs or similar records listing records
destroyed or transferred to ARIS Division
12010  |3A.046 of TSLAC. Log includes records series title, | . |, FE+10| |Previously 5.021
agency item number, record inclusive dates,
amount being destroyed, method of
destruction, and date destroyed or
transferred.
AC = Date of authorization for
Agency Records Transmittal Forms destruction, permanent transfer from 2
Agency copy (includes Form RMD 101, storage, or transfer to the ARIS Division
1.2.006 3A.048 Tx-R-5, 306-58-1, and Agency Storage AC +2 AC +2 of TSLAC, by the agency Records
Forms). Forms indicate records transferred Management Officer (RMO).
to storage or a transfer of legal custody.
Previously 5¢.504
1.2.012 3A.050 Records Inventory Worksheets us us 2

Retention Codes (Field 7)

AV — Administrative Value

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

CE - Calendar Year End

FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05
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TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Permissions History
11 3A.058 Image permission formg and o AV AV
correspondence requesting permission to
publish images from archival collections.
Photo Reproduction Orders
11 3A.060 Memos and check |n/.out shee?s to vgndors AV AV
since 1977. Includes information or image
numbers, description, and work performed.
1.1 3A.062 Onlln_e EXh.'b'tS . AC+3 AC+3 AC = Exhibit no longer available online.
Digital image files.
Appraisal Working Files
11 3A.063 Records used during appraisal projects; AV AV | R
phone logs, steps, transfers, chart of
accessions, notes, and memos.

Retention Codes (Field 7)

AV — Administrative Value

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

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
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TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
4.4.002 3A.065 Accounts Receivable Ledgers_— Photocopies FE + 3 FE + 3
Payments due for photocopies.
Station Activity Reports 1
55003 3A.069 Internal Ilstlng Qf mcgm!ng/outgomg AV AV
telephone activity to individual telephone
stations.
Agency Records and Information 2
Management (RIM) Program Records
Records management plans and similar
1.2.014 3A.0T1 records that establish the policies and US+1 US+1 VITAL RECORD
procedures under which records and
information are managed in an agency.

Retention Codes (Field 7)

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

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
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TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No.
Agency Destruction Authorizations --1-2
Agency level documents authorizing final
disposition of records under a certified
1.2.001 3A.072 records retention schedule. Bi-monthly FE+3 FE+3
disposition spreadsheet signed by the
agency’s Records Management Officer
(RMO) showing approval to destroy.
Public Information Reports 2
Reports made to the Office of the Attorney .
1.1.072 3A.073 General (OAG) on an agency's Public FE +2 FE +2 Previously 1A.026
Information Act (PIA) request activity.
11 3A.074 Conservation/Preservation Database PM PM

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



aossar
Typewritten Text
1


SLR 105
STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form.
State Library
and Archives
Commission 1. Page 100 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Conservation Equipment and Supply
Research, Pricing, and Documentation AC = Date of direct purchase, decision
53 3A.075 Research an_d other preliminary AC AC not to procge(_j wnh purchase, or until no
documentation needed for the procurement longer administratively valuable, as
of grant funded goods and services for the applicable.
Conservation Lab.
CAUTION: Do not confuse this record 2
series with other agency destruction
requests. Original is retained by the
Request for Authority to Dispose of State SLRM Division of TSLAC, SEE Agency
1.2.008 3A.076 Records (Form RMD 102) FE+3 FE+3 Item Numbers 5C.012, 5E.003, and
Agency copy. 5E.004. SEE ALSO Agency Item
Number 3A.001 for archival holding
destruction requests and 5C.103 for
Local Government destruction requests.
State Record Center (SRC) Storage 2
1.2.011 3A.077 Approval Forms (Form RMD 106) us us
Agency copy.

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

Archival Codes (Field 8)

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

PM — Permanent
US — Until Superseded

SLR 105
Rev. 06/05
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Form SLR 105C must
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Commission 1. Page 101 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Regional Historical Resource Depository
(RHRD) - Permanent Archival Holding Files
11 3B.002 Accession records, donor files, and PM PM VITAL RECORD
collection history records.
Microfilm Loan Requests
11 3B.006 Loan requests fr_om !nterllbrary Loan (ILL) FE+1 FE+1
and Regional Historical Resource
Depository (RHRD).
Regional Historical Resource Depository
(RHRD) Microfilm Projects
11 3B.008 RHRD microfilm holdings mc_Iude pac_kmg PM PM
lists, camera operator reports, inventories,
finding guides, and correspondence with
Genealogical Society of Utah and RHRDs.

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
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Commission 1. Page 102 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Duplicate Exchange/Disposal List
1.1 3C.004 Materials withdrawn by federal depository | FE + 3 FE+3
libraries in Texas.
U.S. Government Printing Office — Federal
Depository Library Program (FDLP)
11 3C.006 FDLP plans,_ msr_)ect.lons,. lost/missing AV AV | R
documents list, finding aids, and
Bernan/Folland/Marcive shipping list
database.
Senate Tape Request Forms AC = Date request fulfilled.
Includes all correspondence and
1.1.020 3C.046 documentation relating to requests for AC+1 AC+1 Public Information Act, Government
records. Code, Chapter 552.

Retention Codes (Field 7)

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

CE - Calendar Year End

FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

S

LR 105
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TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Texas State Data Center Records
The Texas State Data Center and Office of
the State Demographer, in cooperation with
a network of affiliates, functions as a focal
oint for the distribution of Census : :
2.1 3C.047 ?nformation from the federal government, |AC +4 AC+4 AC = Until TSLAC withdraws from the
state government, and other sources. program.
TSLAC is a Coordinating Agency for the
program. Records include correspondence,
agreements, surveys, and list of reference
works.
1.2 3C.050 Archives Retrieval and Return Log 'g‘ I\C/Ig) 'g‘ I\C/Ig) cAocr:m_)Iclathg.l all actions have been

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
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Commission 1. Page 104 of 150
2. Agency 3. Agency
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4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
SEE Agency Item Number 5E.026 for
the State Records Center (SRC) 1
surveillance videotapes.
CAUTION: If surveillance videotape is
54 3C.051 ARIS Surveillance Videotape 90 Days 90 Days needed as part of an investigation,
maintain tape in accordance with
corresponding record series applicable to
incident or investigation.
CONFIDENTIAL RECORD
ARIS Visitor Registers and Logs
Logs, registers, or similar records SEE Agency Item Number 5A.001 for
54011 3C.052 docu_mentmg visitors to I|m|t<_eq access or FE +3 FE +3 SLRM visitor registers and logs.
restricted areas of agency facilities,
including research room registrations and Previously 3B.003, 3B.018
the agency visitor log book.

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
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Rev. 06/05



aossar
Typewritten Text
1


State Library
and Archives

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1. Page 105 of 150
2. Agency 3. Agency
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4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Genealogy Collection History Documentation
Documents that describe or clarify history
or significant changes in the collection. _ .
11 3D.001 Including genealogy, reference, and AC AC ﬁ\i(s:b;nﬁzfr collection has been
archives brochures, newspaper clippings, '
memos, letters, discussions on the changes
to hours of operation.
- . . . AC = Until contract terminated,
11 3E.003 SirsiDynix Project Files AC+7 AC+7 completed, or expired.

Retention Codes (Field 7)

AV — Administrative Value

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

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
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Commission 1. Page 106 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
1
AC = Until Subsequent need fulfilled.
Collection Statistics — Reports and Studies CAUTION:_ Does not m&_:lude source
(Non-Fiscal) — Raw Data documentation used for information or
Information or data collected and compiled gr?f)a}[r:gflrléig? (;:s()erri?elsreirit'lt%i;esliaee(:jgl)e
1.1.065 3E.024 for the purpose of producing non-fiscal AC + 10 AC + 10 SEE especially Agency Item Number.
reports. Spreadsheet used to report GEN 057 AIs)(/) d% n0¥confuse this
historical collection statistics. I J ;
record series with other non-fiscal reports
and studies that have shorter retention
requirements, SEE Agency Item Number
GEN.029.
AC = Until bound items have been
. AC + AC + returned from bindery and it is
11 3E.034 TSLAC Bindery Records 2 MO 2 MO determined that work was satisfactorily
performed.

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
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Form SLR 105C must
accompany this form.

Commission 1. Page 107 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
LIBRARY DEVELOPMENT AND NETWORKING DIVISION RECORDS
AC = After certification expiration. 06-306-196
13 TAC 1.81.
» 1,002 gﬁ:?ﬁl Librarian Certification: Grade I, Il, Ac . A+t CAUTION: Since the approval of Senate
' ' Bill 913 in 2007, TSLAC is no longer
authorized to issue County Librarian
Certificates. This is an obsolete record.
CONFIDENTIAL RECORD
Jobline Listings 1
1.1 4.004 Job postings for statewide library related FE+1 FE+1
positions, received via email.

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
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Commission 1. Page 108 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
LD&N Workshop Participant Attendance CAUTION: Do not confuse this record
Records series with RMA Training Program
Sign-in sheets or other documents recording Records. SEE ALSO Agency Item
11 4.006 the presence of participants. Used for FE+5 FE+5 Number 5C.201.
certifications and Continuing Education
Units (CEU). VITAL RECORD
Library System Membership Applications
11 4008 Pape_r appllca_tlon f_orm signed by library FE +5 FE +5
officials seeking Library System
membership.
Library Establishment and Legal
Documentation
11 4.010 Documents that show the legal PM PM VITAL RECORD
establishment of libraries.

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
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Form SLR 105C must
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Commission 1. Page 109 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
LD&N Special Project Files AC = Submission of final report, final
Projects of temporary duration specific to grant documentation, or other project
1.1 4.042 LD&N. May include research studies, one- | AC +5 AC+5 deadline.
time grants, distribution of settlement
materials, etc. Previously 9.004
CAUTION: Does not include source
- documentation used for information or
Public Library Annual Report Data data included in or directly related to
Spreadsheets and/or databases of summary another records series in this schedule
1.1.065 4.043 statistical data of annual quantitative PM PM all b :
erformance also used for historical reports SEE especially Agency [tem Number
P ' GEN.027.
VITAL RECORD
Public Library Annual Report
Documentation
1.1.007 4.043A Incoming/outgoing correspondence to/from | PM PM | R
entities seeking changes in their Public
Library Association (PLA) documentation.

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
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Form SLR 105C must
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Commission 1. Page 110 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
. . 3
Grants: Federal Grants — Library Services -
. AC = After submission of the last
grr]g'gcc;néit&c_“gg r,?;itngl&?;A();;aﬁtrsantee expenditure report for the final year of
4.7.008  |4.044 Ject . AC + 20 AC +20| [the grant.
Contains all records for construction grants
issued under the LSCA Title Il Program,
including tracking spreadsheets. VITAL RECORD
AC = Submission of final report and/or
close of grant term.
Grants: State Funded Grant Programs CAUTION: If Texas Reads grant is paid
Documentation through federal monies, SEE Agency
Including Lone Star Libraries, Texas Reads, Item Number 4.055. Also, be sure to
System Negotiated Grant Program (SYNG), check with ADMIN before destruction to
47 4050 and aI_I other state funded grant programs. AC +3 AC +3 ensure all re_cords necessary to fulfill
Contains application (budgets and plans of federal requirements have been
service), other financial records, supporting transferred to LD&N and are included in
documents, awards, amendments, statistical the corresponding grantee files. SEE
records, correspondence, requests for funds, Agency Item Number 1B.088.
reports, and performance reports.
Previously 9.065a
VITAL RECORD

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




State Library
and Archives

STATE OF TEXAS

Records Retention Schedule

SLR 105
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Commission 1. Page 111 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = After the last day of service for a
particular funding year.
47 CFR 54.516
4.7 4.052 E-Rate Documentation AC+5 AC+5

Federal Communication Commission
(FCC 04 - 190).

VITAL RECORD

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

S

LR 105
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Form SLR 105C must
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Commission 1. Page 112 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = After submission of the last 3
expenditure report for the final year of
Grants: Federal Grants — Institute of each 5-year plan.
Museum and Library Services (IMLS) —
LSTA Grantee Project Files CAUTION: If Texas Reads grant is paid
Including all IMLS funded Library Services through state monies, SEE Agency Item
and Technology Act (LSTA), Technical Number 4.050. Other retention
Assistance Negotiated Grant (TANG), requirements may vary depending on the
Interlibrary Loan (ILL), Library Systems, specific federal funding agency.
Federal Texas Reads, or any other federal Agencies must ensure that records are
(non-construction) competitive grant retained for the appropriate retention
4.7.008 4.055 program or cooperation, special projects, AC+3 AC+3 period. Also, be sure to check with
and establishment programs. Contains ADMIN before destruction to ensure all
application, required supporting documents, records necessary to fulfill federal
award, financial records, statistical records, requirements have been transferred to
correspondence, requests for funds, all LD&N and are included in the
required reports submitted by grantee, ILL corresponding grantee files. SEE Agency
Centers Consultations (site visit notes and Item Number 1B.085.
correspondence related to TexNet Program),
Financial Status Reports (FSR), and all Previously 4.046, 4.047, 4.048, 4.049,
other related documentation. 9.001
VITAL RECORD

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
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Form SLR 105C must

Commission 1. Page 113 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = After submission of the last 91-306-010
expenditure report for the final year of
each 5-year plan.
Grants: Federal Grants — Institute of
Museum and Library Services (IMLS) — CAUTION: As of Fiscal Year 2010,
Interlibrary Loan (ILL) Requests and these records are no longer maintained in
Statistics a paper format and are no longer stored at
4.7.008 4.055a Including all turnaround time statistics and AC 3 AC+3 the State Records Center (SRC). Once all
monthly ILL statistics for TexNet Centers of the paper records held at the SRC have
that are subject to Library Services and been destroyed, the assigned storage
Technology Act (LSTA) records retention number can be voided.
requirements.
Previously 9.002
VITAL RECORD

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. 06/05
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Commission 1.Page 114 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = After submission of the final
expenditure report.
Grants: Federal Grants — Institute of CAUTION: If Texas Reads grant is paid
Museum and Library Services (IMLS) — through state monies, SEE Agency Item
Non-LSTA Grantee Project Files Number 4.050. Other retention
Including all Non-Library Services and requirements may vary depending on the
Technology Act (LSTA) IMLS funded specific federal funding agency.
grants, or any other federal (non- Agencies must ensure that records are
construction) competitive grant program or retained for the appropriate retention
4.7.008 4.056 cooperation, special projects, and AC+3 AC+3 period. Also, be sure to check with
establishment programs. Contains ADMIN before destruction to ensure all
application, required supporting documents, records necessary to fulfill federal
award, financial records, statistical records, requirements have been transferred to
correspondence, requests for funds, all appropriate corresponding grantee files.
required reports submitted by grantee, SEE Agency Item Number 1B.086 and
Financial Status Reports (FSR), and all 1B.087.
other related documentation.
Previously 9.065
VITAL RECORD

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
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Commission 1. Page 115 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = After submission of the final
expenditure report. 1
15 CFR 24.42.
Grants: Federal Grants — Broadband ) . .
Technology Opportunity Program (BTOP) — CAUTION: -Retentlon requirements may
Grantee Project Files vary.dependlng on the S.pECIfIC federal
Includes application, required supporting Iﬁntdlng agency. ,A:Eggnc&e];s mtl;]St ensure
4.7.008 4.057 documents, award, financial records, AC+3 AC+3 a recqrts arte r«ta_alne _o(; Ae] b
statistical records, correspondence, requests apprc:pna € lr(e e%?gﬁ;:?\l b fso, €
for funds, all required reports submitted by Zuri otc_ ect wi I %ore
grantee, Financial Status Reports (FSR), ngzersuscarlsr;oc;lfl?;llj:‘zger;f?gausirements
and all other related grant documentation. have been transferred to LD&N and are
included in the corresponding grantee
files. SEE Agency Item Number 1B.089.
VITAL RECORD

Retention Codes (Field 7)

AV — Administrative Value

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

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

A — Transfer to State Archives
R —

Review by State Archivist

SLR 105
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Commission 1. Page 116 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = After submission of the final
expenditure report.
CAUTION: Retention requirements may
Grants: Private Foundation and Other vary depending on the specific federal
Alternatively Funded Grant Sources — funding agency. Agencies must ensure
Grantee Project Files that records are retained for the
Non-federal and non-state funded grants. appropriate retention period. Also, be
47 4058 Includes appllcatlon,_ requ_lred supporting AC +3 AC +3 sure to c_heck with ADMIN before
documents, award, financial records, destruction to ensure all records
statistical records, correspondence, requests necessary to fulfill federal requirements
for funds, all required reports submitted by have been transferred to LD&N and are
grantee, and all other related grant included in the corresponding grantee
documentation. files. SEE Agency Item Number 1B.084.
Previously 9.071
VITAL RECORD

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
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Commission 1. Page 117 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No.
Advisory Board Rosters
Rosters of the TexShare Advisory Board, AC = Termination of consortium,
Library of Texas, Texas Heritage working group, or program.
11 4.059 Digitization Initiative (THDI) working AC+3 AC+3
groups, and other program participants, task Previously 9.062
forces, and working group rosters.
TexShare Invoicing
Requisitions, orders, receiving reports,
42005  |4.060 invoices or statements, change orders, best | | FE+3| |Previously 9.068
value determinations, etc., including
payments to Amigos, payment option
forms, and pricing schedules.

Retention Codes (Field 7)

AV — Administrative Value

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

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05




SLR 105
STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form.
State Library
and Archives
Commission 1. Page 118 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = Completion, termination, or
discontinuance of the program.
11 4.061 Program History Files — TexShare and Other AC +3 AC+3| R _
Sharing Programs Previously 9.070
VITAL RECORD
AC = When updated, revised, or no
longer needed. 1
1.2.013 4.062 Texas Libraries Directory Database AC AC
Previously 9.072
STATE AND LOCAL RECORDS MANAGEMENT DIVISION RECORDS
Consulting Lods SEE Agency Item Number 5C.013 for
A consgolidagted log of all consulting logs individual Records Management
1.1.064 5.006 . FE+5 FE+5 Assistance (RMA) Consulting Files.
that is used for performance measure
reporting. VITAL RECORD

Retention Codes (Field 7)

AV — Administrative Value

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

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
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Form SLR 105C must
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Commission 1. Page 119 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Customer Orders
Orders from customers requesting services SEE Agency Item Numbers 1F.021,
49 5009 from SLRM such as microform copies of FE + 3 FE + 3 5B.005, ar.1d 6.045 for other_S|m|Iar _
documents. Includes census, Supreme Court record series that have varying retention
dockets, Texas Documents, Docket requirements.
Subscribers, etc.
CAUTION: Do not confuse this record 90-306-002
. series with Agency Item Number
45.001 5024 Budget Work Papers, Estimates, and FE 6 FE +6 GEN 055,
Requests
VITAL RECORD
SLRM Work Schedules/Assignments
3.3.020 5.028 Work, duty, shift, crew, or case schedules, | FE +1 FE+1
rosters, or assignments.
94-306-083
State and Teacher Employment Verifications
11 5201 Reference files including index and PM PM PM

verification log needed as reference for
employment verification lookup.

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
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Form SLR 105C must
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Commission 1. Page 120 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
95-306-093
SLRM Visitor Registers and Logs
Logs, registers, or similar records SEE Agency Item Number 3C.052 for
5.4.011 5A.001 documenting visitors to limited access or FE 3 FE+3 ARIS visitor registers and logs.
restricted areas of agency facilities
including the State Records Center (SRC).
AC = Completion of 3rd verification
cycle, or audit completion confirming
successful transaction updates, or
required audit trail maintenance, or the
. bility to restore or migrate when errors
State Agency Codes Master Files a
Relatively long-lived computer files :(r)it\?\zfgtfﬁagr evx;h(;egcnz;lrdware or
containing organized and consistent sets of g '
2.1.002 5A.016 complete and accurate electronic records. AC AC CAUTION: Records management
Examples include, but are not limited to, officers mu'st be certain before assigning
data tables of relational databases used by . .
applications or computer programs the retention period of AC to agency
' automated processing files that the files
do not fall under records series listed
elsewhere.
VITAL RECORD

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




State Library
and Archives

STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
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Commission 1. Page 121 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
91-306-008
Work Papers - Billing Statements
Includes billing detail, public microfilm
4.1.002 5A.031 orders, contracts (convenience copy), FE 3 FE+3 VITAL RECORD
correspondence, billing detail report by
month, etc.
Service Orders
Agency copy of forms completed by
mechanical service personnel for SEE Agency Item Numbers 1F.021,
installation or repair and Texas Facilities 5.009, and 6.045 for other similar record
5.2.019 5B.005 Commission (TFC) Portal Requests for FE+2 FE+2 series that have varying retention
building maintenance or other services. requirements.
Includes billing code, service, labor, parts,
and remarks.
5 6.003 5B.011 Vehicle Inspection, Repair, and Maintenance LA+ 1 LA+ 1
Records

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
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Form SLR 105C must
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Commission 1. Page 122 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Texas Health and Safety Code,
5.4.008 5B.012 Hazard Communication Plans US+5 US+5 502.009(g).
VITAL RECORD
. . Texas Health and Safety Code,
5.4.009 5B.013 Workplace Chemical Lists FE + 30 FE + 30 502.005(d).
Vehicle Use Reports
5 6.005 5B.018 Includes mlleage, fuel/oil consumption, FE + 3 FE + 3
passengers carried and other related
operational information.
State Agency Retention Schedules Database /rbe\zge:ti'?igstri%al of subsequent
11 5C.001 (STARS) AC AC '
Retention schedule tracking database. VITAL RECORD

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
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Form SLR 105C must
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Commission 1. Page 123 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
State Agency Records Management Officer
(RMO) List
List of the state agency head and position
5.1.004 5C.003 title, designated RMO name and position US+2 US+2
title, state agency name and code, address,
phone and fax number, email address, and
any other contact information.
State Agency Records Management Officer 1
(RMO) List Database
Formerly Records Administrator (RA) List.
Database listing of state agency heads and
5.1.004 5C.004 position titles, RMO name and position us us VITAL RECORD
title, state agency name and code, analyst
assigned to agency, address, phone and fax
number, email address, and any other
contact information.
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
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Form SLR 105C must
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Commission 1. Page 124 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
State Agency Schedule Recertification Log
Listing that shows the dates and deadlines
11 5C.007 of state agency retention schedule US US VITAL RECORD
recertifications.
State Agency Records Management Officer
11 scoog  |(RMO) Appointments US +3 US+3
Letter of appointment from state agency
head or Form SLR 104.
CAUTION: Be careful not to dispose of
documents listed under Agency Item
State Agency Retention Schedules — Working Numbers 5C.014 or 5C.501when
Copies disposing state agency retention schedule
11 5C.010 Working copies of retention schedule AV AV working copies. SEE Agency Item
certification or amendment submissions. Numbers 5C.014 and 5C.501 for
retention instructions for these
documents.

Retention Codes (Field 7)

Archival Codes (Field 8)

CE - Calendar Year End

AV — Administrative Value

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

FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

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

SLR 105
Rev. 06/05
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Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1. Page 125 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
12-306-216 3
State Agency Approved Retention Schedule
File
Includes the current approved retention AC = Until superseded or agency
schedule (Form SLR 105), signature abolished.
11 5C.011 approval page (Form SLR 105C), any AC 50 AC+50
amendments (Form SLR 122), and all VITAL RECORD
administrative correspondence to the state
agency.
CAUTION: Do not confuse this record
State Agency Requests for Authority to series with other agency destruction
Dispose of State Records (Form RMD 102) requests. SEE Agency Item Numbers
1.1 5C.012 Requests from state agencies to SLRMto  |FE + 20 FE + 20 3A.001, 3A.076, 5C.103, 5E.003, and
destroy records series that are not listed on 5E.004.
their approved retention schedule.
VITAL RECORD

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

S

LR 105

Rev. 06/05




State Library
and Archives

STATE OF TEXAS
Records Retention Schedule

SLR 105
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Commission 1. Page 126 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Records Management Assistance (RMA) 1
Consulting Files
Correspondence, compliance status reports, SEE Agency Item Number 5.006 for
11 5C.013 and notes documenting individual FE+1 FE+1 consolidated consulting log created from
consulting provided to state agencies and this record series.
local governments, including individual
consulting logs.
AC = Until schedule is superseded, then
filed with Agency Item Number 5C.011,
and maintained for an additional 20 years
with the corresponding schedule in
State Agency Retention Schedule accordance with the retention
Certification and Amendment Files requirements of Agency Item Number
Includes Recertification/Amendment 5C.011.
1.1 5C.014 Checklist, Individual Agency Retention AC AC
Schedule Turn-Around-Time Report CAUTION: Do not confuse these
(RSTAT), and Retention Schedule Data documents with other records involved
Sheet (RSDS). with state agency retention schedule
reviews listed under Agency Item
Number 5C.501.
Previously 5¢.006a, 5¢.006b

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
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Form SLR 105C must
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Commission 1. Page 127 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Personal contact information of some
Local Government Compliance Databases ggxgirdnerp:;?éﬁocll\lallfl g}?’(j?i AL 1
11 5C.101 Includes RMO-G for non-elected officials us us RECORD
and RMO-C for elected officials.
VITAL RECORD
Local Government Compliance Records
Includes Forms SLR 500, SLR 504, SLR
507, SLR 508, SLR 509, SLR 520, SLR
540, or equivalent records control schedule,
11 5C.102 Electronic Records Certification, all records PM PM VITAL RECORD
management ordinances/policies, and any
administrative correspondence to/from the
local government.
. 93-306-029
. CAUTION: Do not confuse this record
Request for Authority to Destro : - :
Ungcheduled Recordg’(Form SL)I/? 501) series with other agency destructlt())n
. requests. SEE Agency Item Numbers
11 5C.103 Submitted by local governments to TSLAC. | pe o | 17 |Fg 4 00| [3A.001, 3A.076, 5C.012, 5E.003, and
Includes intent to dispose of public records 5E 004
and Requests for Authority to Destroy R
Unscheduled Records (Form SLR 501). VITAL RECORD

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
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Commission 1. Page 128 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Local Government Schedules Database
Database includes records control schedule
tracking checklist, date of receipt, date
11 5C.104 schedule approved/denied, analyst us us
assignments, and any relevant notes
regarding the approval process of the
schedule.
Petitions to Retain School Records
Petitions from Countywide superintendent
11 5C.105 of the County Clerk’s office to retain school PM PM VITAL RECORD
records.
1.1 5C.108 State Agency and Local Government AC AC AC = Change made to database.
Database Updates

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
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Commission 1. Page 129 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Records Management Assistance (RMA)
Training Program Recorc_is . CAUTION: Do not confuse this record
Includes databases, registration, class series with LD&N Workshoo Participant
11 5C.201 rosters, class evaluations, training FE+5 FE+5 Records. SEE ALSO A encp ltem P
schedules, and other materials pertaining to Number.4 006 gency
the administration of the RMA training R
program.
Requisitions for In-Agency or Inter-Agency
51.007 5C.304 Copying and Printing Se_rwces AV AV
Includes word processing and data
processing.
1.1 5C.400 Technical Library Card Catalog us us

Retention Codes (Field 7)

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

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05
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Commission 1. Page 130 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = Next recertified schedule approved.
CAUTION: Be careful not to dispose of
the Recertification/Amendment
Checklist, Individual Agency Retention
State Agency Retention Schedule Review Schedule Turn-Around-Time Report
Working Files (RSTAT), or Retention Schedule Data
1.1 5C.501 Includes analyst checklists, corrections AC AC Sheet (RSDS) as a part of the retention
memoranda, notes, archives reports, storage schedule review working files. SEE
memoranda, and related correspondence. Agency Item Number 5C.014 for
retention instructions for these
documents. SEE Agency Item Number
5C.010 for disposition instructions on
working copies of state agency retention
schedules.
11 scs02  |Local Government Records Control AC+3 AC+3| |AC= Schedule Approved.
Schedule Review Files

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
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Commission 1. Page 131 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Supplemental Training Program Records 1
11 5C 505 Ma_terlals pr(_)wdeq to training attenQees for US US
their convenience: welcome letter, list of
lunch destinations, maps, etc.
Local Government Records Control
11 5C.506 Schedules — Working Copies AV AV
Camera Operator’s Certificates AC = Life of film.
Includes Camera Operator’s Certificates,
11 5D.001 Certificate of Authority, Retake AC AC Record copy included on each roll of
Certificates, and Omission Certificates. film.
Film Processing Control Charts
5.2 5D.002 Documents quality control for microfilming | PM PM
process.

Retention Codes (Field 7)

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

CE - Calendar Year End

FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05
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SLR 105
STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form.
State Library
and Archives
Commission 1. Page 132 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Microfilm Control Logs (Form SLR 261)
59018 5D.005 Dgcum_ents_quallt_y co_ntrol fr_om editing PM PM
microfilm, including inspection report and
reader log.
94-306-084
Microfilm Production Logs (Form RMD 627)
Includes Camera Operator Production Log
1.1.064 5D.008 (Form RMD 627), Document Preparation PM PM PM VITAL RECORD
Log, and Editor’s Log.
Microfilm Program Compliance
1.1 5D.011 Tracking file documenting compliance with | FE + 3 FE+3
state microfilming rules.
95-306-095
State Records Center (SRC) Operations Data
1.1 5E.001 Reports from AutoRec and OmniRIM FE+1 9 |FE+10
Systems.

Retention Codes (Field 7)

CE - Calendar Year End
FE — Fiscal Year End

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

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
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Commission 1. Page 133 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = Until the end of the year report is
printed and filed with Agency Item
. Number 5E.003. The filed yearly report
Destruction Request Logs . S - .
1.2 5E.002 Includes Fort RMD 302, 105 log, and state | AC + 3 AC +3| [iSthen maintained n accordance with
agency destructions. Agerjcy Item Number 5E.003 retention
requirements.
VITAL RECORD
AC = Records disposition finalized. 93-306-028
Microfilmed at the end of each fiscal
year along with the end of the year report
Original Requests for Authority to Dispose of from Agency Item Number 5E.002.
State Records (TX-R-6, RMD 102) Microfilmed copy stored under Agency
Includes destruction requests, Item Number 5E.004.
1.2.008 5E.003 acknowledgements, and supporting AC 50 |AC +50
documentation from state agencies, as well CAUTION: Do not confuse this record
as a copy of the end of the year report from series with other agency destruction
Agency Item Number 5E.002. requests. SEE Agency Item Numbers
3A.001, 3A.076, 5C.012, 5C.103, and
5E.004.
VITAL RECORD

Retention Codes (Field 7)

AV — Administrative Value

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

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
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Commission 1. Page 134 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Microfilmed at the end of each fiscal 94-306-081
year and paper maintained for reference.
SEE Agency Item Numbers 5E.002 and
5E.003.
Original Request for Authority to Dispose of ) .
12008 |SE004 [State Records (TX-R-6, RMD 102) PM | M | pm | |CAUTION: Donot confuse this record
series with other agency destruction
requests. SEE Agency Item Numbers
3A.001, 3A.076, 5C.012, 5C.103, and
5E.003.
VITAL RECORD
97-306-147
Records Destruction Documentation
Working papers that document records
12 5E.005 destruction from the State Records Center FE 5 FE+5
(SRC).
19 5E 007 State Records Center (SRC) Storage us us VITAL RECORD
Approval Log

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
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Commission 1. Page 135 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Original State Records Center (SRC) Storage
Approval Forms (Form RMD 106)
Forms that document the initiation or
1.2.011 5E.009 change in storage information and Form PM PM
RMD 106 storage number assignments for a
particular record series listed on an
agency’s approved retention schedule.
11 5E.010 Transmittal (Form RMD 101) Tracking Log | FE +5 FE+5
AC = Final transfer from storage or 92-306-019
destruction of records and paper filmed at
1.2 5E.011a Transmittals (Form RMD 101) - Index AC 50 |[AC+50 the end of each fiscal year.
VITAL RECORD

Retention Codes (Field 7)

AV — Administrative Value

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

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
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Commission 1. Page 136 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
. . AC = Final disposition of all records on | 92-306-018
Tra?:é?l;gt:lslsﬁ—monrgmglslc()'ll',><+)F(€_-s:5F,%MD 101) transmittal or permanent transfer to
306-58-1, and Agency Storage Forms. agency.
1.2.006 5E.012 Forms indicate records transferred to AC 50 |[AC+50 Filmed at the end of each fiscal year
storage or a transfer of legal custody. SEE Agency Item Number 5E.013 '
Includes both the State Records Center B
(SRC) and imaging files. VITAL RECORD
94-306-080
Transmittals — Originals (Disaster Recovery)
Includes Form RMD 101, Tx-R-5,
306-58-1, and Agency Storage Forms.
1.2.006 5E.013 Forms indicate records transferred to PM PM PM VITAL RECORD
storage or a transfer of legal custody.
Includes both the State Records Center
(SRC) and imaging files.
12 5E.014 Rejected Transmittals (Form RMD AC AC AC = After corrected or 3 months,

101/101C)

whichever occurs first.

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
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Commission 1. Page 137 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = Final transfer to agency. Filmed at | 92-306-022
the end of each fiscal year and paper
1.2 5E.015 Permanent Transfers (paper) AC 50 |[AC+50 maintained for reference.
VITAL RECORD
94-306-082
Permanent Transfers (microfilm)
19 5E 016 Disaster recovery microfilm that shows the PM PM PM VITAL RECORD
permanent transfer of records stored at the
State Records Center (SRC) prior to 1987.
Circulation Receipts
Receipts that document checking in and out AC = Item returned or permanently
12 SE.017 of files and boxes from the State Records AC+3 AC+3 transferred to agency. Original at SRC.
Center (SRC) to agencies.

Retention Codes (Field 7)

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

CE - Calendar Year End

FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05
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Commission 1. Page 138 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Delivery Schedules
3.3.020 5E 018 Work, duty, shlft, crew, or case schedule_s, AC + 2 AC + 2 AQ = Completion and verification of
rosters, or assignments that document daily delivery.
delivery routes.
92-306-020
Document Requests
1.2 5E.019 Requests from state agencies for files and FE 3 FE+3
boxes from the State Records Center (SRC).
1.2 5E.022 Lost/Missing Files AC AC AC = After found.
Disaster Recovery Service Authorizations
1.2.016 5E.024 (Form RMD 113) Us+1 UsS+1 VITAL RECORD

Retention Codes (Field 7)

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

CE - Calendar Year End
FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05
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Commission 1. Page 139 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
92-306-024
Disaster Recovery Service Transmittals
1.2.015 5E.025 (Form RMD 109) FE 1 FE +1 VITAL RECORD
SEE Agency Item Number 3C.051 for 1
ARIS surveillance videotapes.
54 5E.026 St_ate Records Center (SRC) Surveillance 1 MO 1 MO CAUTION: If survel_llance_V|d_eotape is
Videotape needed as part of an investigation,
maintain tape in accordance with
corresponding record series applicable to
incident or investigation.
State Records Center (SRC) and Imaging
Services Department Fees for Service
51012  |5E.027 Schedules of prices charged by an agency | )5 | 5 us+3| |Previously 5a.050, 5d.003
for services to the public or other agencies,
including any documentation used to
determine the charges.

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



aossar
Typewritten Text
1


STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

State Library
and Archives
Commission 1. Page 140 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
TALKING BOOK PROGRAM DIVISION RECORDS
Copyright Records
Correspondence, memos, and forms dealing
11 6.001 with requests for permission to record PM PM VITAL RECORD
copyrighted publications.
AC = Termination of service to patron. 04-306-184
. Meets Library of Congress Rules and
Patron Files Regulations, Administrative Procedures
1.1 6.002 Includes patron applications that are AC +2 3 AC+5 g '
. . . No. 9.8.3.
pending, active, or denied.
CONFIDENTIAL AND VITAL
RECORD
School Registration Forms
1.1 6.004 Forms submitted by schools to register FE+1 FE+1 CONFIDENTIAL RECORD
eligible students for service from TBP.

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
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Commission 1. Page 141 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Disability Reference Information
11 6.007 Database that _tracl_<s_, reference questions and US US
answers for Disability Information and
Referral Center (DIRC) Coordinator.

Retention Codes (Field 7)

AV — Administrative Value

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

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
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Commission 1. Page 142 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = Until superseded or obsolete.
CAUTION: This record series is only for
TBP - State Publications TBP State P.ubli.cations. For all other
One copy of each state publication as agency publications SEE Agency ltem
defined on page xi of the 4" Edition of the Nunlw.ber.GEN.038. Many s.tate h
Texas State Records Retention Schedule publications musj[ be.Sme'ttEd _to the
L - - Texas State Publications Depository
(RRS), except a publication that is subject Program, TSLAC, by law (Government
to a different retention period in this Code 44'1 101_44'1 106). TSLAC will
schedule. For example, abmeeting agendzil retain a coby of all étate bublications
1.3.001 6.024 (SEE Agency_ I@e_m Num er GEN.021) a0 I Ac+5 AC+5 submitted to it on a continuing basis,
meets the definition, but it must be retained subiect to periodic evaluation to
permanently; Agency Item Numbers1B.002, q Jectiop L .
2.022, 2.042, 8.005, 8.041, 8.050, and etermine if the publication merits
GEN.030, which also meet the definition, further retention.
are closely associated with the . . .
appropriations process and must be retained For qddltlonal mformgtlon and
AC + 6. requirements concerning state -
publications made available to the public
through the Internet, consult the
administrative rules of the Texas State
Publications Depository Program of
TSLAC (13 TAC 8§§3.1-3.16).

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
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Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
TBP Work Schedules/Assignments
3.3.020 6.030 Work, duty, shift, crew, or case schedules, |FE +1 FE+1
rosters, or staff assignments.
Machine Repair Annual Reports
Machine lending coordinator receives
reports from each of the 7 repair facilities.
5.1 6.040 They calculate and report the total number | FE +5 FE+5
of machines repaired in the state for a
particular year and send information to the
National Library Service (NLS).
5.2 6.042 gg:]':’rrg’l" Library Service (NLS) Inventory |\, 5 AC+3|  |AC = Until final audit published. 1
Warranty Repair Report _ . S
5.2 6.044 Listings, forms, and reports noting status of | AC AC iAI\S(t:Ir: Transfer of information into annual
machines returned for warranty service. g-

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 PM — Permanent

MO — Months

US — Until Superseded

Archival Codes (Field 8)

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

SLR 105
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2. Agency

Code 306

3. Agency

Name

Texas State Library and Archives Commission

4, 5. 6.

Records
Series
Item No.

Agency
ltem
No.

Record Series Title

7.

Retention Period

8.

Archival

Agency

Storage

9

Total Remarks

11.
TSLAC
ONLY
Amend.
No.

10.

106 No.

5.2.019 6.045

TBP - Service Orders

Agency copy of forms completed by
mechanical service personnel for
installation or repair. Includes billing code,
service, labor, parts, remarks, and list of
repairs done on specific machines by
Pioneer Center each month.

FE+1

SEE Agency Item Numbers 1F.021,
5.009, and 5B.005 for other similar
record series that have varying retention
requirements.

FE+1

4.2.005 6.048

Order/Packing Slips and Receiving Reports

Requisitions, orders, receiving reports,
invoices, or statements, change orders, best
value determinations, etc.

Includes shipping and invoice inforamtion
from National Library Serves (NLS) and
Multistate Center West (MSCW) for items
sent to TSLAC such as machines, machine
parts and accessories, tools, batteries, boxes,
and styrofoam, etc.

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 (Field 8)

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

SLR 105
Rev. 06/05
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Commission 1. Page 145 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No.
Monthly Machine Reports
Statistical reports (counts) of National
Library Services (NLS) playback machines
5.2.015 6.049 that have been assigned to TSLAC, which FE+3 FE+3
includes obsolete, damaged, transferred, and
lost or stolen.
TBP Books Database
1.1 6.052 Information on the production of books on AV AV
tape in the recording studios.
Computer Job Schedules and Reports 1
Schedules or similar records showing
2.2.004 6.053 computer jobs to be run and other reports by| 3 MO 3 MO
computer operators or programmers of work
performed.

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
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SLR 105
STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form.
State Library
and Archives
Commission 1. Page 146 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = When all requirements for records
being created from the correlating 1
program database have been satisfied or
completed, or completion of 3rd
verification cycle, or audit completion
confirming successful transaction
processing, or required audit trail
maintenance, or the ability to restore or
Processing Files migrate when errors are detected or when
2.1.001 6.056 Machine-readable files used in the creation, | AC AC hardware or software changes occur.
utilization, and updating of master files.
CAUTION: Records management
officers must be certain before assigning
the retention period of AC to agency
automated processing files that the files
do not fall under records series listed
elsewhere.
VITAL RECORD
Interlibrary Loan (ILL) and Multistate 1
11 6.057 Center Request Forms FE+1 FE+1
Forms requesting ILL titles.
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. 06/05



aossar
Typewritten Text
1

aossar
Typewritten Text
1


State Library
and Archives

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1. Page 147 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
EXECUTIVE DIVISION RECORDS
CAUTION: Do not confuse this record
Annual Operating Budgets series with the Operating Budget held in
4.5.006 8.002 Required by the General Appropriations FE+3 FE+3 ADMIN that requires a longer retention
Act. period. SEE Agency Item Number
1B.036.
AC = September 1 of odd-numbered
calendar years.
Legislative Appropriation Requests (LAR) —
Biennial Budget Requests and Supporting ARCHIVES NOTE: The archival
Documentation requirement is met by sending the
1.1.004 8.005 Including any supporting documentation AC+6 AC + 6| A |required copies of the requests to the
created and/or used to justify and support Texas State Publications Depository
legislative appropriations requests by an Program, TSLAC. Only copies of
agency. supporting documentation submitted to
the Legislative Budget Board (LBB) are
archival.
1.1.023 8.018 Organization Charts us us (A

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
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Form SLR 105C must
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Commission 1. Page 148 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Staff Suggestions and Responses
1.1.041 8.032 Suggestions submitted by agency personnel | FE + 1 FE+1
and responses.
Texas Register Submissions and Notice of
Open Meetings
Copies of all proposed, withdrawn, _ Lo
1.1.026 8.033 emergency, and adopted rules; open AC+5 AC+5 AC - Date of publication in the Texas
; L Register.
meetings notices; or any other documents
required by law to be submitted to the
Texas Register.
Registration Logs
Logs or similar records used to register
persons appearing before state agencies as AC = Report filed with the Texas Ethics
1.1.053 8.040 required by Chapter 2004, Government AC AC Commission.
Code, including quarterly reports filed with
the Texas Ethics Commission.

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

Archival Codes (Field 8)

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

PM — Permanent
US — Until Superseded

SLR 105
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Commission 1. Page 149 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
AC = September 1 of odd-numbered
calendar years.
Strategic Plans
1.1.055 8.041 Informgtion resources aqd operational . AC +6 AC+6| A ARQHIVES _NOTE: The ar_chival
strategic plans prepared in accordance with requirement is met by sending the
2054.095 and 2056.002, Government Code. required copies of the plans to the Texas
State Publications Depository Program,
TSLAC.
AC = September 1 of odd-numbered
Reports — Biennial or Annual Agency calendar years.
(Narrative)
Biennial narrative reports to the governor |AC+6 AC+6 ARCHIVES NOTE: The archival
1.1.066 8.050 . . , A g . .
and legislature as required by an agency's requirement is met by sending the
enabling statutes, including annual narrative required copies of the reports to the
reports if they are required by statute. Texas State Publications Depository
Program, 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
FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist

AV — Administrative Value

SLR 105
Rev. 06/05
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Commission 1. Page 150 of 150
2. Agency 3. Agency
Code 306 Name  Texas State Library and Archives Commission
4. 5. 6. 7. 8. 10. 11.
TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No.
Employee Recognition Records
Letters of recommendation and support, AC = Termination of employment.
applications, and other correspondence and
3.1.037 8.053 notes that document the screening and AC+5 AC+5 SEE ALSO Agency Item Number 1E.055
selection process for awards, incentives, for Human Resources (HR) awards,
tenure, or other information needed for the incentives, and tenure records.
Employee of the Quarter (EOQ) Ceremony.
Sunset Review Report and Documentation
11074 8.061 Annu_al, sub-annual, or speC|faI studies on AC + 12 AC+12 R AC = After the subsequent Sunset
non-fiscal reports on agency’s programs, Review.
services, or projects.
Building Contstruction Contract and SEE ALSO Agency Item Numbers
52028 8.075 Inspection Records LA + 10 LA + 10l R GEN.064 and GEN.065.
Building construction contracts, surety
bonds, and inspection records. VITAL RECORD

Retention Codes (Field 7)

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

CE - Calendar Year End

FE — Fiscal Year End

PM — Permanent
US — Until Superseded

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

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

SLR 105
Rev. 06/05




TSLAC RECORDS RETENTION SCHEDULE INDEX

Keyword, Subject, or Title See AIN

401K 1E.060
457 1E.060
ABEST Reconciliations GEN.058
Access Documentation — ID Badges/Cards 1E.066
Access Documentation — Keys 1F.001
Access Documentation — SPA 1E.063
Access Documentation — USAS/USPS 1E.063
Accessions — Archival Holdings 3A.001
Accessions — RHRD 3B.002
Accident Reports 1E.001
Accounting Policies and Procedures 1B.001
Accounts Receivable Ledgers — for Photocopies 3A.065
Acknowledgement Forms 1E.053a
Activity Reports GEN.031
Ad Hoc Reporting System GEN.056
ADA 1C.001
Address and Telephone Listings GEN.060
Administrative Correspondence GEN.007
Administrative Rules — Agency Final GEN.032
Administrative Rules — Agency Working GEN.033
Administrative Rules — Texas Register Submissions 8.033
Administrative Rules — Treatment of Agency Holdings 3A.026
Advisory Board Rosters 4.059
Affirmative Action Plans 1E.062
AFR 1B.002
Agency Approved Records Retention Schedule 3A.044
Agency Codes Master Files 5A.016
Agency Destruction Authorizations 3A.072
Agency Performance Measures Documentation GEN.027
Agency Records Disposition Log 3A.046
Agency Staffing Reports 1E.042
AHRS GEN.056
Agendas — Board/Commission/Committee/Council — Open GEN.021

Keyword, Subject, or Title See AIN

Meetings

Agendas — Staff Meetings GEN.026
Agreements GEN.059
Agreements — Confidential Tax Information 1E.063
Agreements — Equipment Service GEN.066
Agreements — Software 2.020
Alternatively Funded Grants — Financial 1B.084
Alternatively Funded Grants — LD&N 4.058
American with Disabilities Act Documentation (ADA) 1C.001
AMIGOS Payments 4.060
Analytical Committees GEN.002
Announcements GEN.O013
Annual Agency Reports 8.050
Annual Financial Report 1B.002
Annual Operating Budget — ADMIN 1B.036
Annual Operating Budget — EXEC 8.002
Annual Property Inventory 1F.012
Applications — Community Service GEN.048
Applications — Development Programs GEN.040
Applications — Direct Deposit 1E.009
Applications — Employment 1E.003
Applications — Library System Membership 4.008
Applications — TBP Patrons 6.002
Applications — Volunteers GEN.048
Appointment Books GEN.011
Appraisal — Archival Holdings 3A.001
Appraisal — Working Files 3A.063
Appropriations Request — EXEC 8.005
Appropriations Request — IRT 2.042
Aptitude and Skills Tests GEN.O50
Architectural Drawings GEN.065
Archival Holdings 3A.001
Archival Holdings — RHRD 3B.002




TSLAC RECORDS RETENTION SCHEDULE INDEX

Keyword, Subject, or Title See AIN

Archival Holdings — RHRD Microfilm 3B.008
Archival Holdings — Treatment Procedures 3A.026
Archival Materials Usage Reports 3A.002
Archives Retrieval and Return Log 3C.050
Attorney Files GEN.019
Audio — Closed Meetings GEN.022
Audio — Open Meetings GEN.023
Audit GEN.005
Audit Trail 2.051
Author Speaker Series GEN.074
Authorizations — Agency Destruction 3A.072
Authorizations — Direct Deposit 1E.009
Authorizations — Disaster Recovery Service 5E.024
Authorizations — Division Destruction GEN.034
Authorizations — Employee Deduction 1E.057
Authorizations — Income Adjustment 1E.059
Authorizations — Parking 1E.065
Authorizations — Signature 1B.054
Automated Applications GEN.042
BCP GEN.072
Bid Documentation 1G.016
Biennial Budget Requests 8.005
Biennial Budget Work Papers GEN.055
Biennial Narrative Reports 8.050
Biennial Operating Plan 2.042
Billing Detail — SLRM 5A.031
Billing Statements — SLRM 5A.031
Bindery 3E.034
Blue Sheet 1E.033
Blueprints GEN.065
Board — Closed Meeting — Certified Agenda or Tape Recording | GEN.022
Board — Open Meeting — Agenda and Minutes GEN.021
Board — Open Meeting — Audio or Videotapes GEN.023

Keyword, Subject, or Title See AIN

Board — Open Meeting — Notes GEN.024
Board — Open Meeting — Supporting Documentation GEN.025
Bonds — Surety 8.075
Books Database 6.052
BOP 2.042
Broadband Technology Opportunity Program Grant — 1B.089
Financial

Broadband Technology Opportunity Program Grant — LD&N 4.057
BTOP - Financial 1B.089
BTOP - LD&N 4.057
Budget — Adjustments GEN.O53
Budget — Biennial Narrative 8.050
Budget — Biennial Requests 8.005
Budget — Operating — ADMIN 1B.036
Budget — Operating — EXEC 8.002
Budget — Revisions GEN.053
Budget — Strategic Plan — EXEC 8.041
Budget — Strategic Plan — IRT 2.022
Budget — Supporting Documentation 8.005
Budget — Transfers GEN.053
Budget — Work Papers GEN.055
Budget — Work Papers, Estimates, Requests — SLRM 5.024
Building Construction GEN.064
Building Construction — Contract 8.075
Building Construction — Inspection 8.075
Building Inspection GEN.070
Building Inspection — Construction 8.075
Building Plans and Specifications GEN.065
Business Continuity Plan GEN.072
Calendars GEN.011
Camera Operator’s Certificates 5D.001
Cancelled Checks/Warrants 1B.077
Capital Asset — Agency 1F.018




TSLAC RECORDS RETENTION SCHEDULE INDEX

Keyword, Subject, or Title See AIN Keyword, Subject, or Title See AIN

Capital Asset — Sam Houston Center 3A.034 Committee — Closed Meeting — Certified Agenda or Tape GEN.022
Card Catalog — Technical Library 5C.400 Recording

Cash Deposit Vouchers 1B.011 Committee — Open Meeting — Agenda and Minutes GEN.021
Cash Deposit Vouchers Log 1B.010 Committee — Open Meeting — Audio or Videotapes GEN.023
Cash Deposit Vouchers Log — Federal Grants 1B.058 Committee — Open Meeting — Notes GEN.024
Cash Receipts Logs 1B.009 Committee — Open Meeting — Supporting Documentation GEN.025
Certificates — Camera Operator 5D.001 Committees — Planning, Analytical, and Professional GEN.002
Certification — County Librarian 4.002 Community Service GEN.048
Certification Forms — Grant Funded Time Sheets 1E.046a Compensation Records — State Deferred 1E.060
Certified Agendas — Closed Meetings GEN.022 Compensation Records — Unemployment 1E.050
Certified Tape Recordings — Closed Meetings GEN.022 Complaints — Customer GEN.006
Change Request Form 1E.056 Complaints — EEO 1E.064
Charge Schedules/Price Lists 5E.027 Compliance - Local Government Database 5C.101
Checklist — Analyst Review 5C.501 Compliance — Local Government Files 5C.102
Checklist — Local Government Control Schedule 5C.104 Compliance — Microfilm Program 5D.011
Checklist — State Agency Retention Schedule 5C.014 Computer Applications 2.049
Chemical Lists 5B.013 Computer Job Schedules — IRT 2.050
Chemicals — Hazardous GEN.071 Computer Job Schedules — TBP 6.053
Circulation Receipts 5E.017 Computer Manuals GEN.041
Classification Review Files 1E.027 Computer Output Production 2.052
Client Level Software GEN.040 Conference Planning GEN.074
Closed Meetings — Certified Agendas or Tape Recordings GEN.022 Confidential Tax Information Agreement Form 1E.063
Collection Development Tracking Reports GEN.028 Conservation Supply Research/Pricing 3A.075
Collection History 3D.001 Conservation/Preservation Database 3A.074
Collection History — RHRD 3B.002 Conservation/Preservation Treatments 3A.001
Collection Statistics 3E.024 Construction — Building GEN.064
Comments — Denied Social Media GEN.003 Construction — Contracts 8.075
Commission — Closed Meeting — Certified Agenda or Tape GEN.022 Construction — Inspection 8.075
Recording Consulting Files 5C.013
Commission — Open Meeting — Agenda and Minutes GEN.021 Consulting Logs — Consolidated 5.006
Commission — Open Meeting — Audio or Videotapes GEN.023 Consulting Logs — Individual 5C.013
Commission — Open Meeting — Notes GEN.024 Consumable Inventory 1F.022
Commission — Open Meeting — Supporting Documentation GEN.025 Contracts GEN.059




TSLAC RECORDS RETENTION SCHEDULE INDEX

Keyword, Subject, or Title See AIN

Contracts — Building Construction 8.075
Contracts — Equipments Service GEN.066
Contracts — Imaging Service GEN.059
Contracts — Storage Service GEN.059
Control Schedule — Local Government 5C.102
Control Schedule — Local Government — Database 5C.104
Control Schedule — Local Government — Review Files 5C.502
Control Schedule — Local Government — Working Copies 5C.506
Cookies — Internet GEN.043
Copier Usage Logs and Reports GEN.062
Copy Requests — ADMIN 1F.005
Copy Requests — ARIS 3A.025
Copy Requests — SLRM 5C.304
Copyright 6.001
Corrective Action — Personnel GEN.047
Correspondence — Administrative GEN.007
Correspondence — General GEN.008
Correspondence — Transitory GEN.020
Cost Center Transfer Spreadsheet GEN.053
Council — Closed Meeting — Certified Agenda or Tape GEN.022
Recording

Council — Open Meeting — Agenda and Minutes GEN.021
Council — Open Meeting — Audio or Videotapes GEN.023
Council — Open Meeting — Notes GEN.024
Council — Open Meeting — Supporting Documentation GEN.025
Counsel (Legal) Files GEN.019
Counseling GEN.O046
County Librarian Certification 4.002
Criminal History Checks 1E.008
CTIA Form 1E.063
Customer Orders 5.009
Customer Surveys GEN.O16
DAFR 3691 - Direct Deposits 1B.078

Keyword, Subject, or Title See AIN

DAFR 3691 — Warrant Payments 1B.079
Daily Cash Receipt Logs 1B.009
Data Center Consolidation 2.045
Data Processing Policies and Procedures 2.005
Database — Books 6.052
Database — Conservation/Preservation 3A.074
Database — Disability Reference 6.007
Database — Local Government Compliance 5C.101
Database — Local Government Schedules 5C.104
Database — Master Files — IRT 2.054
Database — Master Files — SLRM 5A.016
Database — Purchasing — SLRM 5A.051
Database — RMA Training 5C.201
Database — RMO List 5C.004
Database — RMO-C 5C.101
Database - RMO-G 5C.101
Database — STARS 5C.001
Database — State and Local Updates 5C.108
Database — Texas Libraries Directory 4.062
Data Center Consolidation Project GEN.001
Day Planners GEN.011
DCS Project Files GEN.001
Deduction Authorizations — Employee 1E.057
Deeds — Sam Houston Center 3A.034
Deferred Compensation Records 1E.060
Delivery Schedule/Route 5E.018
Denied Social Media Comment GEN.003
Deposit Vouchers 1B.011
Destruction Authorizations — Agency 3A.072
Destruction Authorizations — Division GEN.034
Destruction Documentation 5E.005
Destruction Request Logs 5E.002
Destruction Requests — Agency 3A.076




TSLAC RECORDS RETENTION SCHEDULE INDEX

Keyword, Subject, or Title See AIN

Destruction Requests — Archival Holdings 3A.001
Destruction Requests — Records Center 5E.003
Destruction Requests — Records Center (Microfilm) 5E.004
Destruction Requests — RMA — Local Government 5C.103
Destruction Requests — RMA - State Agency 5C.012
Direct Deposit Application 1E.009
Direct Deposit Register 1B.078
Directives GEN.009
Directories GEN.060
Disability Reference 6.007
Disaster Preparedness Plan GEN.072
Disaster Recovery Plan GEN.072
Disaster Recovery Service Authorization 5E.024
Disaster Recovery Service Transmittals 5E.025
Disaster Recovery Training — Internal GEN.O51
Disciplinary Action 1E.010
Disposal List 3C.004
Division Destruction Authorizations GEN.034
Document Requests 5E.019
Donor Files — RHRD 3B.002
Donor Lead Files 3A.027
Driving Record 1E.011
DRP GEN.072
Duplicate Exchange 3C.004
Earning Records 1B.038
Educational Events GEN.074
EEO Complaint 1E.064
EEO Folder 1E.017
EEO-4 1E.012
Electronic Fund Transfers 1B.078
Email Lists GEN.060
Emergency Contact Lists GEN.060
Employee — Acknowledgement Forms 1E.053a

Keyword, Subject, or Title See AIN

Employee — Applications 1E.003
Employee — Counseling GEN.046
Employee — Criminal History 1E.008
Employee — Deduction Authorizations 1E.057
Employee — Earning Statements GEN.038
Employee - Eligibility 1E.051
Employee — Grievance 1E.023
Employee — Guide - Final GEN.032
Employee — Income Adjustments 1E.057
Employee — Insurance 1E.054
Employee — Performance Appraisals 1E.034
Employee — Performance Files (Manager) GEN.045
Employee — Public Access Option 1E.056
Employee — Recognition - EXEC 8.053
Employee — Recognition - HR 1E.055
Employee — Retention and Recruitment Plan 1E.062
Employee — Savings Bonds 1B.017
Employee — Selection Records 1E.017
Employee — Separation Survey 1E.013a
Employee — Suggestions 8.032
Employee — Tax Statements 1B.083
Employee — Time Sheets 1E.046
Employee — Time Sheets — Grant Funded Employees 1E.046a
Employee - Training 1E.048
Employee — Verification 1E.035
Encumbrance Documents 1B.018
Encumbrance Documents Log 1B.019
Engineering Drawings GEN.065
EOQ 8.053
Equal Employment Opportunity Reports 1E.012
Equipment — History GEN.066
Equipment — Inspection GEN.070
Equipment — Inventory Detail 1F.020




TSLAC RECORDS RETENTION SCHEDULE INDEX

Keyword, Subject, or Title See AIN

Equipment — Maintenance GEN.066
Equipment — Manuals GEN.067
Equipment — Service Agreements GEN.066
Equipment — Warranty GEN.068
E-Rate 4.052
E-Records Conference GEN.074
E-Records Forum GEN.074
ERS Contributions Reconciliations GEN.058
Ethics Commission Report 8.040
Evacuation Plans GEN.069
Evaluations — Community Service GEN.048
Evaluations — Employee 1E.034
Evaluations — Volunteers GEN.048
Executive Orders GEN.010
Exhibits — Online 3A.062
Exit Interview 1E.013a
Expenditure Vouchers — Budget 1B.031
Expenditure Vouchers — Travel 1B.020
External Fiscal Reports GEN.057
External Training Materials GEN.018
Event Planning GEN.074
Facility Inspection GEN.070
Fax Usage Logs and Reports GEN.062
FDLP 3C.006
Federal Depository Library Program 3C.006
Federal Grants — BTOP — Financial 1B.089
Federal Grants — BTOP — LD&N 4.057
Federal Grants — Cash Deposit Voucher Log 1B.058
Federal Grants - ILL - Financial 1B.085
Federal Grants — ILL — LD&N 4.055
Federal Grants — IMLS/LSTA - Financial 1B.085
Federal Grants — IMLS/LSTA — LD&N 4,055
Federal Grants — IMLS/Non-LSTA 1B.086

Keyword, Subject, or Title See AIN

Federal Grants — IMLS/Non-LSTA 4.056
Federal Grants — Indirect Cost Allocation 1B.030
Federal Grants — LSCA 4.044
Federal Grants — LSTA — Financial 1B.085
Federal Grants — LSTA — LD&N 4.055
Federal Grants — NARA — ARIS 3A.023
Federal Grants — NARA — Financial 1B.087
Federal Grants — NHPRC — ARIS 3A.023
Federal Grants — NHPRC - Financial 1B.087
Federal Grants — Non-LSTA - Financial 1B.086
Federal Grants — Non-LSTA — LD&N 4.056
Federal Grants — TANG - Financial 1B.085
Federal Grants — TANG — LD&N 4.055
Federal Grants — Texas Reads - Financial 1B.085
Federal Grants — Texas Reads — LD&N 4.055
Federal Tax Records — Accounting 1B.083
Federal Tax Records — HR 1E.020
Fees for Service — Microfilm/Records Center 5E.027
FICA 1E.059
Film Processing Control 5D.002
Finding Aid Processing Files — Archives 3A.001
Fire Inspection GEN.070
Fiscal Management Reports — Internal GEN.056
Fiscal Reports — External GEN.057
Fiscal Reports — Working Papers — Agency GEN.055
Fiscal Reports — Working Papers — SLRM 5.024
FMLA Leave Documentation 1E.046
Former Employee Verification 1E.035
Forms — 941 1B.083
Forms — 1099 1B.083
Forms — Acknowledgement 1E.053a
Forms — Agency Records Transmittal 3A.048
Forms — Agency SLR 105/105C 3A.044

Vi




TSLAC RECORDS RETENTION SCHEDULE INDEX

Keyword, Subject, or Title See AIN Keyword, Subject, or Title See AIN

Forms — Blue Sheet 1E.033 Forms — RMD 106 — Records Center 5E.009
Forms — Change Request 1E.056 Forms — RMD 109 5E.025
Forms — Confidential Tax Information Agreement 1E.063 Forms — RMD 113 5E.024
Forms — CTIA 1E.063 Forms — RMD 627 5D.008
Forms - FICA 1B.083 Forms — School Registration 6.004
Forms — History File GEN.035 Forms — Senate Tape Requests 3C.046
Forms — ILL and Multistate Center 6.057 Forms — SLR 104 5C.008
Forms — INS I-9 1E.051 Forms — SLR 105 — Agency 3A.044
Forms — Inventory GEN.036 Forms — SLR 105 — SLRM 5C.011
Forms — Log GEN.036 Forms — SLR 105C — Agency 3A.044
Forms — Master List GEN.035 Forms — SLR 105C — SLRM 5C.011
Forms — Personnel Action Request 1E.033 Forms — SLR 122 — Agency 3A.044
Forms — Public Access Option 1E.056 Forms — SLR 122 — SLRM 5C.011
Forms — Records Transmittal — Agency 3A.048 Forms — SLR 261 5D.005
Forms — Records Transmittal — Index 5E.011a Forms — SLR 500 5C.102
Forms — Records Transmittal — Records Center 5E.012 Forms — SLR 501 5C.103
Forms — Records Transmittal — Records Center (Disaster 5E.013 Forms — SLR 504 5C.102
Recovery) Forms — SLR 507 5C.102
Forms — Records Transmittal — Rejected Transmittals 5E.014 Forms — SLR 508 5C.102
Forms — Records Transmittal — Tracking Log 5E.010 Forms — SLR 509 5C.102
Forms — RMD 101 - Agency 3A.048 Forms —SLR 520 5C.102
Forms — RMD 101 - Index 5E.O11a Forms — SLR 540 5C.102
Forms — RMD 101 - Records Center 5E.012 Forms —SLR 627 5D.008
Forms — RMD 101 - Records Center (Disaster Recovery) 5E.013 Forms - W2 1B.083
Forms — RMD 101 - Rejected Transmittals 5E.014 Forms — W-4 — Accounting 1B.083
Forms — RMD 101 - Tracking Log 5E.010 Forms — W-4 — HR 1E.020
Forms — RMD 102 — Agency 3A.076 Genealogy After Dark GEN.074
Forms — RMD 102 - Archival Holdings 3A.001 General Correspondence GEN.008
Forms — RMD 102 - Records Center 5E.003 Grant Funded Time Sheets 1E.046a
Forms — RMD 102 - Records Center (Microfilmed) 5E.004 Grants — Alternatively Funded — Financial 1B.084
Forms — RMD 102 - Request Log 5E.002 Grants — Alternatively Funded — LD&N 4.058
Forms — RMD 102 - RMA 5C.012 Grants — BTOP - Financial 1B.089
Forms — RMD 106 — Agency 3A.077 Grants — BTOP - LD&N 4.057

Vii
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Keyword, Subject, or Title See AIN Keyword, Subject, or Title See AIN

Grants — Federal — Cash Deposit Voucher Logs 1B.058 Hardware Documentation GEN.041
Grants — Federal — Indirect Cost Allocation 1B.030 Hazard Communication Plans 5B.012
Grants — ILL — Financial 1B.085 Hazardous Chemical Lists 5B.013
Grants — ILL - LD&N 4.055 HAZMAT Communication Plans 5B.012
Grants — IMLS /LSTA - Financial 1B.085 Helpdesk Request 2.048
Grants — IMLS/LSTA — LD&N 4.055 History Files — Websites GEN.044
Grants — IMLS/Non-LSTA - Financial 1B.086 HR Training — Internal GEN.051
Grants — IMLS/Non-LSTA — LD&N 4.056 HUB Report GEN.057
Grants — Lone Star Libraries — Financial 1B.088 1-9 Form 1E.051
Grants — Lone Star Libraries — LD&N 4.050 ILL and Multistate Center Requests 6.057
Grants — LSCA 4.044 ILL Grant Consultations 4.055
Grants — LSTA - Financial 1B.085 ILL Grant - Financial 1B.085
Grants — LSTA — LD&N 4.055 ILL Grant — LD&N 4.055
Grants — NARA - ARIS 3A.023 ILL Requests/Statistics 4.055
Grants — NARA - Financial 1B.087 Image Permissions 3A.058
Grants — NHPRC — ARIS 3A.023 Imaging Service Contract GEN.059
Grants — NHPRC - Financial 1B.087 IMLS/LSTA Grant — Financial 1B.085
Grants — Non-LSTA - Financial 1B.086 IMLS/LSTA Grant — LD&N 4.055
Grants — Non-LSTA — LD&N 4.056 IMLS/Non-LSTA Grant — Financial 1B.086
Grants — Private — Financial 1B.084 IMLS/Non-LSTA Grant — LD&N 4.056
Grants — Private — LD&N 4.058 Improvement Plan — Personnel GEN.047
Grants — State — Financial 1B.088 In-Basket Exercise GEN.050
Grants — State — LD&N 4.050 Income Adjustment Authorizations 1E.059
Grants — State — Tracking System 1B.088 Income Tax 1B.083
Grants — SYNG - Financial 1B.088 Income Tax Withholding Form 1E.020
Grants — SYNG — LD&N 4.050 Index Code Sheet 1B.015
Grants — TANG - Financial 1B.085 Indexes — Record Control Materials GEN.037
Grants — TANG — LD&N 4.055 Indirect Cost Allocation Plan GEN.030
Grants — Texas Reads (Federal) — Financial 1B.085 Information Requests GEN.004
Grants — Texas Reads (Federal) — LD&N 4.055 Information Resources Strategic Plan 2.022
Grants — Texas Reads (State) — Financial 1B.088 Information Security Training — Internal GEN.051
Grants — Texas Reads (State) — LD&N 4.050 Information Technology Detail 2.042
Grievance 1E.023 Inspection — Building Construction 8.075

viii
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Keyword, Subject, or Title See AIN

Inspection — Equipment GEN.070
Inspection - Facility GEN.070
Inspection — Fire GEN.070
Inspection — Machine GEN.070
Inspection — Safety GEN.070
Inspection — Vehicle - ADMIN 1F.008
Inspection — Vehicle — SLRM 5B.011
Institute of Museum and Library Services Grant/Library 1B.085
Services and Technology Act - Financial

Institute of Museum and Library Services Grant/Library 4.055
Services and Technology Act — LD&N

Institute of Museum and Library Services Grant/Non-Library 3A.023
Services and Technology Act — ARIS

Institute of Museum and Library Services Grant/Non-Library 1B.086
Services and Technology Act - Financial

Institute of Museum and Library Services Grant/Non-Library 4.056
Services and Technology Act — LD&N

Instructional Materials — Internal GEN.051
Instructional Materials — External GEN.018
Insurance — Agency Policy 1C.003
Insurance — Employee 1E.054
Insurance Premium Reconciliations GEN.058
Interagency Voucher 1B.039
Interlibrary Loan - Financial 1B.085
Interlibrary Loan — LD&N 4.055
Internal Fiscal Management Reports GEN.056
Internal Investigative Reports GEN.028
Internal Training GEN.051
Internet Cookies GEN.043
Interview Notes 1E.017
Inventory — Annual Property 1F.012
Inventory — Building Keys 1F.001
Inventory — Consumable 1F.022

Keyword, Subject, or Title See AIN

Inventory — Equipment Detail Report 1F.020
Inventory — Forms GEN.036
Inventory — Monthly Updates 1F.013
Inventory — NLS 6.042
Inventory — Personal Property 1F.015
Inventory — Real Property 1F.017
Inventory — Records 3A.050
Inventory — SPA 1F.015
Invoices — Accounting 1B.039
Invoices — Purchasing 1G.016
Invoices — TexShare 4.060
IRSP 2.022
IRT Security Training — Internal GEN.051
Items on Display Agreements GEN.059
ITD 2.042
Itinerary Records GEN.O11
Job Analysis 1E.027
Job Applications 1E.003
Job Classification Review 1E.027
Job Control Language GEN.040
Job Descriptions 1E.026
Job Procedures GEN.049
Jobline Listing 4.004
Journal Vouchers 1B.031
LAR — EXEC 8.005
LAR - IRT 2.042
Lawsuit GEN.019
LD&N Special Project Files 4.042
Leases GEN.059
Leave Requests — Division GEN.052
Leave Requests — HR 1E.046
Leave Status Reports 1E.030
Ledgers — Photocopies Accounts Receivable 3A.065
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Keyword, Subject, or Title See AIN

Legal Advice GEN.012
Legal Files GEN.019
Legal Opinions GEN.012
Legislation GEN.015
Legislative Appropriations Request - EXEC 8.005
Legislative Appropriations Request — IRT 2.042
Library Establishment Documentation 4.010
Library Legal Documentation 4.010
Library of Texas Board Roster 4.059
Library Services and Construction Act 4.044
Library Services and Technology Act Grant - Financial 1B.085
Library Services and Technology Act Grant — LD&N 4.055
Library System Advisory Act Board — Closed Meeting — GEN.022
Certified Agenda or Tape Recording

Library System Advisory Act Board — Open Meeting — Agenda GEN.021
and Minutes

Library System Advisory Act Board — Open Meeting — Audio or | GEN.023
Videotapes

Library System Advisory Act Board — Open Meeting — Notes GEN.024
Library System Advisory Act Board — Open Meeting — GEN.025
Supporting Documentation

Library System Membership Application 4.008
Licenses — Non-vehicles GEN.O61
Licenses — Software 2.020
Listings — Mail, Phone, and Email GEN.060
Litigation GEN.019
Loan Agreements (Items on Display) GEN.059
Local Government Compliance Database 5C.101
Local Government Compliance Records 5C.102
Local Government Database Updates 5C.108
Local Government Request to Destroy Records 5C.103
Local Government Schedules Database 5C.104
Local Government Schedules Review 5C.502

Keyword, Subject, or Title See AIN

Local Government Schedules Working 5C.506
Logs — Agency Records Disposition 3A.046
Logs — Archives Retrieval and Return 3C.050
Logs — Cash Deposit Voucher 1B.010
Logs — Cash Deposit Voucher — Federal Grants 1B.058
Logs — Cash Receipts 1B.009
Logs — Consulting — Consolidated 5.006
Logs — Consulting — Individual 5C.013
Logs — Copier Usage GEN.062
Logs — Destruction Requests 5E.002
Logs — Disposition 3A.046
Logs — Expenditure 1B.019
Logs — Fax Usage GEN.062
Logs — Forms GEN.036
Logs — Long Distance Telephone GEN.073
Logs — Microfilm Control 5D.005
Logs — Microfilm Production 5D.008
Logs — Photocopier Usage GEN.062
Logs — Purchasing 1G.002
Logs — Records Center Storage Approval 5E.007
Logs — Records Disposition 3A.046
Logs — Registration 8.040
Logs — Retention Schedule Recertification 5C.007
Logs — RMD 101 Tracking 5E.010
Logs — Visitor — ARIS 3C.052
Logs — Visitor — SLRM 5A.001
Lone Star Libraries Grant — Financial 1B.088
Lone Star Libraries Grant — LD&N 4.050
Long Distance Telephone Logs GEN.073
Lost Property 1F.014
Lost SRC Files 5E.022
LSAB - Closed Meeting — Certified Agenda or Tape Recording GEN.022
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A

GEN.021

LSAB — Open Meeting — Agenda and Minutes

LSAB - Open Meeting — Audio or Videotapes GEN.023
LSAB — Open Meeting — Notes GEN.024
LSAB — Open Meeting — Supporting Documentation GEN.025
LSCA Grant Files 4.044
LSTA Grant - Financial 1B.085
LSTA Grant — LD&N 4.055
Machine Inspection GEN.070
Machine Repair Reports 6.040
Machine Reports 6.049
Mail List GEN.060
Maintenance — Equipment GEN.066
Maintenance — Vehicle - ADMIN 1F.008
Maintenance - Vehicle - SLRM 5B.011
Manager Employee Performance Files GEN.045
Manuals — Accounting Procedures 1B.001
Manuals — Computer GEN.042
Manuals — Equipment GEN.067
Manuals — Hardware GEN.041
Manuals — Job Procedures GEN.049
Manuals — Office Procedures GEN.063
Manuals — Standard Operating Procedures GEN.049
Master Files — IRT 2.054
Master Files — SLRM 5A.016
Material Safety Data Sheets GEN.071
Meetings —Board/Commission/Committee/Council — Agenda GEN.021
and Minutes

Meetings — Board/Commission/Committee/Council — Certified | GEN.022
Agendas or Tape Recordings of Closed

Meetings — Board/Commission/Committee/Council — Audio or | GEN.023
Videotapes of Open

Meetings — Board/Commission/Committee/Council — Notes GEN.024
Meetings — Board/Commission/Committee/Council — GEN.025

Keyword, Subject, or Title See AIN ‘
Supporting Documentation

Meetings — Staff and Miscellaneous External Non-Committee GEN.026
Meeting Minutes and Notes

Microfiche Headers List GEN.037
Microfilm Control Logs 5D.005
Microfilm Fees 5E.027
Microfilm Loan Request 3B.006
Microfilm Processing Control 5D.002
Microfilm Production Logs 5D.008
Microfilm Program Compliance 5D.011
Minutes — Board/Commission/Committee/Council — Open GEN.021
Meetings

Minutes — Miscellaneous External Non-Committee Meetings GEN.026
Miscellaneous External Non-Committee Meeting Minutes and | GEN.026
Notes

Missing SRC Files 5E.022
MSDS GEN.071
Multiple Worksite Report 1B.025
Multistate Center Request Form 6.057
NARA Grant — ARIS 3A.023
NARA Grant — Financial 1B.087
National Archives and Records Administration Grant — ARIS 3A.023
National Archives and Records Administration Grant — 1B.087
Financial

National Historical Publications and Records Commission - 3A.023
ARIS

National Historical Publications and Records Commission - 1B.087
Financial

News Releases GEN.013
NHPRC Grant — ARIS 3A.023
NHPRC Grant - Financial 1B.087
NLS Inventory 6.042
Non-Committee Meeting Minutes and Notes GEN.026

xi
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Keyword, Subject, or Title See AIN Keyword, Subject, or Title See AIN

Notes — Miscellaneous External Non-Committee Meetings GEN.026 Permissions History 3A.058
Notes — Open Meetings GEN.024 Permits — Non-vehicles GEN.061
Notes — Staff Meetings GEN.026 Permits — Vehicles 1E.065
Notice of Open Meetings 8.033 Personal Property Inventory Reconciliations with SPA 1F.015
Office Procedures GEN.063 Personnel Action Request Forms 1E.033
Online Exhibits 3A.062 Personnel Activity Report — Grant Funded Employee Time 1E.046a
Open Meetings — Agenda and Minutes GEN.021 Personnel Corrective Action Documentation GEN.047
Open Meetings — Audio or Videotapes GEN.023 Personnel Disciplinary Action Documentation 1E.010
Open Meetings — Notes GEN.024 Petitions — School Records 5C.105
Open Meetings — Notice 8.033 Phone Lists GEN.060
Open Meetings — Supporting Documentation GEN.025 Photo Reproduction Orders 3A.060
Open Records Reports 3A.073 Photocopier Usage Logs and Reports GEN.062
Open Records Request — Agency GEN.004 Photocopy Services — ADMIN 1F.005
Open Records Request — Senate Tapes 3C.046 Photocopy Services — ARIS 3A.025
Operating Budget Reports 1B.036 Photocopy Services — SLRM 5C.304
Operating Instructions — Equipment GEN.067 Physical Inventory 1F.012
Operating Procedures — Job GEN.049 PIA Report 3A.073
Operating Procedures — Office GEN.063 PIA Request GEN.004
Organization Charts 8.018 Planned Procurement Schedule GEN.057
Outreach Projects 3A.028 Planning Committees GEN.002
Packing Slips 6.048 Planning Records GEN.014
Parking 1E.065 Planning Records - Events GEN.074
Patron Files 6.002 Plans and Planning GEN.014
Patron Registrations 3A.002 Plans — Biennial Operating 2.042
Patron Research Requests GEN.008 Plans — Building GEN.065
Payment Voucher 1B.039 Plans — Business Continuity GEN.072
Payroll Deduction Authorizations 1E.057 Plans — Disaster GEN.072
Performance Appraisals 1E.034 Plans — Evacuation GEN.069
Performance Files — Manager files on Employees GEN.045 Plans — Hazard Communication 5B.012
Performance Measures Documentation GEN.027 Plans — Indirect Cost Allocation 1B.030
Performance Measures Reports GEN.030 Plans — Retention and Recruitment 1E.062
Permanent Transfers 5E.015 Plans — Strategic — EXEC 8.041
Permanent Transfers — Disaster Recovery 5E.016 Plans — Strategic — IRT 2.022

Xii
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Keyword, Subject, or Title See AIN

Policy — Accounting 1B.001
Policy — Data Processing 2.005
Policy — Email GEN.032
Policy — Ethics GEN.032
Policy — Final GEN.032
Policy — Insurance (Agency) 1C.003
Policy — IRT Security 2.005
Policy — Social Media GEN.032
Policy — Website GEN.032
Policy — Working Files GEN.033
Portal Request — ADMIN 1F.021
Portal Request — SLRM 5B.005
Postage 1F.003
Presentations GEN.017
Preservation/Conservation Database 3A.074
Press Releases GEN.013
Private Grants — Financial 1B.084
Private Grants — LD&N 4.058
Procedures — Accounting 1B.001
Procedures — Agency - Final GEN.032
Procedures — Agency — Working Files GEN.033
Procedures — Archival Holdings Treatment 3A.026
Procedures — Data Processing 2.005
Procedures —Job GEN.049
Procedures — Office GEN.063
Processing Files — Finding Aid 3A.001
Processing Files — IRT 2.049
| Processing Files — TBP | 6.056 |
Professional Committees GEN.002
| Program Analysis Data | GEN.028 |
Program History Files 4.061
| Program Monitoring | GEN.031 |
Project Files — Building Construction GEN.064

Keyword, Subject, or Title See AIN
Project Files — LD&N 4.042
Project Files - SirsiDynix 3E.003

| Project Files — Special | GEN.001 |
Promotional Events GEN.074

| Property Inventory | 1F.012 |
Proposed Legislation GEN.015

| Public Access Option Form | 1E.056 |
Public Information Reports 3A.073

| Public Information Request — Exempted | GEN.004 |
Public Information Request — Non-Exempted GEN.004

| Public Library Annual Report Data | 4.043 |
Public Library Annual Report Documentation 4.043a

| Public Microfilm Orders | 5A.031 |
Public Relations GEN.013

| Publications — Agency | GEN.038 |
Publications — Development Files GEN.039

| Publications — TBP | 6.024 |
Purchase Orders — Accounting 1B.039

| Purchase Orders — Purchasing | 1G.016 |
Purchase Requisitions — Accounting 1B.039

| Purchase Requisitions — Purchasing | 1G.016 |
Purchase Voucher 1B.039

| Purchasing Database — SLRM | 5A.051 |
Purchasing Logs 1G.002

| Quality Assurance — IRT | 2.053 |
Quality Control Reports — Microfilm 5D.005

| Questionnaires — Customer | GEN.O16 |
Raw Data — Non-Fiscal Reports and Studies GEN.028

| Readership Surveys | GEN.O16 |
Reading Club Kick-off GEN.074

| Real Property | 1F.017 |
Reallocation of Funds GEN.053

| Receipts — SRC Circulation | 5E.017 |

xiii
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Keyword, Subject, or Title See AIN ‘
Receiving Reports — Accounting 1B.039

‘ Receiving Reports — Purchasing | 1G.016 ‘
Receiving Reports — TBP 6.048

‘ Recognition Records — EXEC | 8.053 ‘
Recognition Records — HR 1E.055

\ Reconciliations | GEN.058 ‘
Reconciliations — ABEST/USAS GEN.058

\ Reconciliations — ERS Contributions | GEN.058 ‘
Reconciliations — Insurance GEN.058

\ Reconciliations — Real Property | 1F.017 ‘
Reconciliations — Retirement GEN.058

\ Reconciliations — SPA | 1F.015 ‘
Reconciliations — TexFlex Summary GEN.058

\ Records Center Fees | 5E.027 ‘
Records Center Lost/Missing Files 5E.022

\ Records Center Operations | 5E.001 \
Records Center Records Destruction 5E.005

‘ Records Center Storage Approval Form — Agency | 3A.077 ‘
Records Center Storage Approval Form — SLRM 5E.009

‘ Records Center Storage Approval Log | 5E.007 ‘
Records Center Surveillance Videotape 5E.026

‘ Records Control Locator Aids | GEN.037 ‘
Records Control Materials GEN.037

‘ Records Destruction Authorization — Agency | 3A.072 ‘
Records Destruction Authorization — Division GEN.034

\ Records Destruction Documentation — Records Center | 5E.005 ‘
Records Destruction Requests — Agency 3A.076

\ Records Destruction Requests — Archival Holdings | 3A.001 ‘
Records Destruction Requests — Local Government 5C.103

\ Records Destruction Requests — Logs | 5E.002 ‘
Records Destruction Requests — Records Center 5E.003

\ Records Destruction Requests — Records Center (Microfilm) | 5E.004 ‘
Records Destruction Requests — State Agency 5C.012

Keyword, Subject, or Title See AIN ‘
Records Disposition Log 3A.046
Records Inventory 3A.050
Records Management Interagency Coordinating Council — GEN.022
Closed Meeting — Certified Agenda or Tape Recording
Records Management Interagency Coordinating Council — GEN.021
Open Meeting — Agenda and Minutes
Records Management Interagency Coordinating Council — GEN.023
Open Meeting — Audio or Videotapes
Records Management Interagency Coordinating Council — GEN.024
Open Meeting — Notes
Records Management Interagency Coordinating Council - GEN.025
Open Meeting — Supporting Documentation
Records Management — Program Records 3A.071

‘ Records Management Training — Internal | GEN.051 ‘
Records Management Training — External 5C.201

‘ Records Control Schedule — Local Government | 5C.102 ‘
Records Control Schedule — Local Government - Database 5C.104

\ Records Control Schedule — Local Government — Review Files | 5C.502 ‘
Records Control Schedule — Local Government — Working 5C.506
Copies

\ Records Retention Schedule — Agency | 3A.044 ‘
Records Retention Schedule — Local Government 5C.102

\ Records Retention Schedule — Local Government - Database | 5C.104 ‘
Records Retention Schedule — Local Government — Review 5C.502
Files
Records Retention Schedule — Local Government — Working 5C.506
Copies
Records Retention Schedule — State Agency 5C.011

‘ Records Retention Schedule — State Agency — Review Files | 5C.501 ‘
Records Retention Schedule — State Agency — Working Copies 5C.010

\ Records Transmittal — Agency | 3A.048 ‘
Records Transmittal — Index 5E.011a

\ Records Transmittal — Records Center | 5E.012 ‘
Records Transmittal — Records Center (Disaster Recovery) 5E.013

Xiv
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Keyword, Subject, or Title See AIN
Records Transmittal — Rejected 5E.014
Records Transmittal — Tracking Log 5E.010

| Recruitment Plan | 1E.062 |
Register — Direct Deposit Payments 1B.078

| Register — Visitor — ARIS | 3c052]
Register — Visitor — SLRM 5A.001

| Register — Warrant Payments | 1B.079 |
Registration Logs 8.040

| Registrations — Research Room | 3C.052 |
Registrations — School 6.004

| Registrations — Software | 2.020 |
Registrations — Vehicle 1B.047

| Repair — Vehicle - ADMIN | 1F.008 |
Repair — Vehicle — SLRM 5B.01

| Replevin | 3A.001 |
Reports — Accident 1E.001

| Reports — Activity | GEN.031 |
Reports — Annual Agency 8.050

| Reports — Annual Financial | 1B.002 |
Reports — Archival Materials Usage 3A.002

| Reports — Assistant State Librarian | GEN.027 |
Reports — AutoRec 5E.001

| Reports — Biennial Narrative | 8.050 |
Reports — Billing Detail 5A.031

| Reports — Charge Card (Travel) | 1B.076 |
Reports — Computer Jobs — IRT 2.050

| Reports — Computer Jobs — TBP | 6.053 |
Reports — Copier Usage GEN.062

| Reports — Darkroom Production | GEN.027 |
Reports — DIR 2.027

| Reports — Division Service Transactions | GEN.027 |
Reports — EEO-4 1E.012

| Reports — Employee Earning | 1B.038 |

Keyword, Subject, or Title See AIN

Reports — Employee Service Transactions GEN.027

| Reports — Equipment Inventory Detail | 1F.020 |
Reports — Ethics 8.040

| Reports — External Fiscal | GEN.057 |
Reports — Fax Usage GEN.062

| Reports — HUB | GEN.057 |
Reports — Internal Fiscal GEN.056

| Reports — Internal Investigative | GEN.028 |
Reports — LAR — EXEC 8.005

| Reports — LAR — IRT | 2.042 |
Reports — LBB — EXEC 8.005

| Reports — LBB — IRT | 2.027 |
Reports — Leave Status 1E.030

| Reports — Machine | 6.049 |
Reports — Machine Repair 6.040

| Reports — Manager Production and Time | GEN.027 |
Reports — Mileage — ADMIN 1F.002

| Reports — Mileage — SLRM | 5B.018 ]
Reports — Multiple Worksite 1B.025

| Reports — Narrative | 8.050 |
Reports — OmniRIM 5E.001

| Reports — On Performance Measures | GEN.030 |
Reports — Open Records 3A.073

| Reports — Operating Budget | 1B.036 |
Reports — Patron Registrations 3A.002
Reports — Performance Measures GEN.030
Reports — Personnel Activity — Grant Funded Hours 1E.046a
Reports — Photocopier Usage GEN.062
Reports — Planned Procurement Schedule GEN.057
Reports — Property Maintenance 3A.034
Reports — Public Information 3A.073
Reports — Public Library Annual Data 4.043
Reports — Public Library Annual Documentation 4.043a

XV
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Keyword, Subject, or Title See AIN ‘
Reports — Receiving — Accounting 1B.039
Reports — Receiving — Purchasing 1G.016
Reports — Receiving — TBP 6.048
Reports — Risk Management 1C.006
Reports — RSTAT 5C.014
Reports — Service Transactions GEN.027
Reports — Special (Non-Fiscal) GEN.029
Reports — Staffing 1E.042
Reports — State Agency Retention Schedule and Certification GEN.027
Reports — Station Activity 3A.069
Reports — Statistical Activity GEN.027
Reports — Sunset Review 8.061
Reports — Surplus Property 1F.016
Reports — Travel Charge Card 1B.076
Reports — USAS Daily GEN.056
Reports — USAS Monthly GEN.056
Reports — USPS 1B.038
Reports — Vehicle Use — ADMIN 1F.002
Reports — Vehicle Use — SLRM 5B.018
Reports — Warranty Repair 6.044
Reports and Studies — Non-Fiscal — Collection Statistics 3E.024
Reports and Studies — Non-Fiscal - Final GEN.029
Reports and Studies — Non-Fiscal — Raw Data GEN.028
Reports and Studies — Non-Fiscal — Raw Data — Administrative | GEN.028
Subject Files

Reports and Studies — Non-Fiscal — Raw Data - Collection

Development Tracking GEN.028
Reports and Studies — Non-Fiscal — Raw Data — Internal GEN.028
Investigative

Reports and Studies — Non-Fiscal — Raw Data — Program GEN.028
Analysis Data

Reports and Studies — Non-Fiscal — Raw Data - RHRD GEN.028
Reports and Studies — Non-Fiscal — Raw Data — Statewide Cost | GEN.028

Keyword, Subject, or Title See AIN ‘
Allocation Plan Data

Reproduction Orders — ADMIN 1F.005
Reproduction Orders — ARIS Photo Reproductions 3A.060
Reproduction Orders — ARIS Photocopies 3A.025
Reproduction Orders — SLRM 5C.304
Requests — Authority to Dispose of Records — Agency 3A.076
Requests — Authority to Dispose of Records — Archival 3A.001
Holdings

Requests — Authority to Dispose of Records — Local 5C.103
Governments

Requests — Authority to Dispose of Records — Records Center 5E.003
Requests — Authority to Dispose of Records — Records Center 5E.004
(Microfilm)

Requests — Authority to Dispose of Records — State Agency 5C.012
Requests — Biennial Budget 8.005
Requests — Budget —SLRM 5.024
Requests — Document 5E.019
Requests — Help Desk 2.048
Requests — ILL 4.055
Request — Legislative Appropriations (LAR) — EXEC 8.005
Request — Legislative Appropriations (LAR) — IRT 2.042
Requests — Microfilm Loan 3B.006
Requests — Patron Research GEN.008
Requests — Public Information GEN.004
Requests — Senate Tapes 3C.046
Requests — Service 2.048
Requests — TFC Portal 1F.021
Requisitions — Accounting 1B.039
Requisitions — Photocopy Services — ARIS 3A.025
Requisitions — Purchasing 1G.016
Requisitions — SLRM Printing 5C.304
Requisitions — TBP 6.048
Requisitions — TexShare 4.060

XVi
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Keyword, Subject, or Title See AIN

Research Room Registrations 3C.052
Resource Sharing Program Agreements GEN.059
Restricted Access Registers — ARIS 3C.052
Restricted Access Registers — SLRM 5A.001
Resume 1E.003
Retention and Recruitment Plan 1E.062
Retention Schedule — Agency 3A.044
Retention Schedule — Local Government - Approved 5C.102
Retention Schedule — Local Government Database 5C.104
Retention Schedule — Local Government Review Files 5C.502
Retention Schedule — Local Government Working Copies 5C.506
Retention Schedule — State Agency — Approved 5C.011
Retention Schedule — State Agency Certification and 5C.014
Amendment Files

Retention Schedule — State Agency Recertification Log 5C.007
Retention Schedule — State Agency Review Files 5C.501
Retention Schedule — State Agency Tracking Database 5C.001
Retention Schedule — State Agency Working Copies 5C.010
Retirement Reconciliations GEN.058
RHRD Consolidated Holdings Summary GEN.037
RHRD Agreements GEN.059
RHRD Microfilm Loan Request 3B.006
RHRD Microfilm Projects 3B.008
RHRD Permanent Archival Holding Files 3B.002
RHRD Reports and Studies — Raw Data GEN.028
RIM Program Records 3A.071
Risk Management 1C.006
RMA Consulting Files 5C.013
RMA Training Program Records 5C.201
RMD 101 - Agency 3A.048
RMD 101 - Index 5E.011a
RMD 101 - Records Center 5E.012
RMD 101 - Records Center (Disaster Recovery) 5E.013

Keyword, Subject, or Title See AIN

RMD 101 - Rejected Transmittals 5E.014
RMD 101 - Tracking Log 5E.010
RMD 102 - Agency 3A.076
RMD 102 - Archival Holding 3A.001
RMD 102 - Records Center 5E.003
RMD 102 - Records Center (Microfilm) 5E.004
RMD 102 - Request Log 5E.002
RMD 102 - RMA 5C.012
RMD 106 — Agency 3A.077
RMD 106 — Records Center 5E.009
RMD 109 5E.025
RMD 113 5E.024
RMD 627 5D.008
RMICC - Closed Meeting — Certified Agenda or Tape Recording | GEN.022
RMICC — Open Meeting — Agenda and Minutes GEN.021
RMICC — Open Meeting — Audio or Videotapes GEN.023
RMICC — Open Meeting — Notes GEN.024
RMICC - Open Meeting — Supporting Documentation GEN.025
RMO Appointments 5C.008
RMO-C Database 5C.101
RMO-G Database 5C.101
RMO List 5C.003
RMO List Database 5C.004
RSDS 5C.014
RSTAT 5C.014
Rules — Final GEN.032
Rules — Working Files GEN.033
Safety Inspection GEN.070
Sam Houston Center — Capital Asset Records 3A.034
Savings Bond 1B.017
Schedules — SLRM Delivery 5E.018
Schedules — SLRM Work/Shift 5.028
Schedules — TBP Work/Shift 6.030
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Keyword, Subject, or Title See AIN

School Registration 6.004
Security Access — ID Badges/Cards 1E.066
Security Access — Keys 1F.001
Security Access — SPA 1E.063
Security Access — TINS 1E.063
Security Access — USAS/USPS 1E.063
Security Videotape — ARIS 3C.051
Security Videotape — SLRM 5E.026
Selection Records 1E.017
Semi-Annual Certification Form 1E.046a
Senate Tape Request Forms 3C.046

| Separation Survey — Employees | 1E.013a |
Service Agreements GEN.066

| Service Order — Helpdesk Request | 2.048 |
Service Order — SLRM Customer 5.009

| Service Order — TBP Repairs/Service | 6.045 |
Service Order — TFC Portal Request — ADMIN 1F.021

| Service Order — TFC Portal Request — SLRM | 5B.005 |
Service Records — Employee 1E.035

| Sick Leave | GEN.052 |
Sick Leave Pool 1E.041

| Signature Authorizations | 1B.054 |
Sirsi-Dynix Project Files 3E.003

| Skills and Aptitude Tests | GEN.050 |
SLR 104 5C.008

| SLR 105 — Agency | 3A.044 |
SLR 105 — SLRM 5C.011

| SLR 105C — Agency | 3A.044 |
SLR 105C — SLRM 5C.011

| SLR 122 — Agency | 3A.044 |
SLR — 122 - SLRM 5C.011

| SLR 261 | 5D.005 |
SLR 500 5C.102

Keyword, Subject, or Title See AIN
SLR 501 5C.103
SLR 504 5C.102

| SLR 507 | 5c.102 ]
SLR 508 5C.102

| SLR 509 | 5c.102 ]
SLR 520 5C.102

| SLR 540 | 5C.102 |
SLR 627 5D.008

| Social Media | GEN.003 |
Software Programs GEN.040

| Software Registrations and Licenses | 2.020 |
SPA 1F.015

| SPA Security Access | 1E.063 |
Special Projects GEN.001

| Special Projects — Data Center | 2.045 ]
Special Projects — LDN 4.042

| Special Projects — Sirsi-Dynix | 3E.003 |
Specifications — Buildings GEN.065

| Speeches | GEN.017 |
SQL Scripts 2.049

| SRC Fees | 5E.027 ]
SRC Imaging Service Contract GEN.059

| SRC Lost/Missing Files | 5E.022]
SRC Operations 5E.001

| SRC Records Destruction | 5E.005 |
SRC Storage Approval Form — Agency 3A.077

| SRC Storage Approval Form — SLRM | 5E.009 |
SRC Storage Approval Log 5E.007

| SRC Storage Service Contract | GEN.059 |
SRC Surveillance Videotapes 5E.026

| Staff Meeting Minutes and Notes | GEN.026 |
Staff Suggestions 8.032

| Staffing Reports | 1E.042 |
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Standard Office Procedures GEN.063

| Standard Operating Procedures — Job | GEN.049 |
STARS 5C.001

| State Agency Database Updates | 5C.108 |
State Agency Requests for Authority to Dispose 5C.012

| State Agency Retention Schedule — Approved | 5C.011 |
State Agency Retention Schedule - Certification and 5C.014
Amendment Files

| State Agency Retention Schedule — Recertification Log | 5C.007 |
State Agency Retention Schedule — Review Working Files 5C.501

| State Agency Retention Schedule — Tracking (STARS) | 5C.001 |
State Agency Retention Schedules — Working Copies 5C.010

| State Agency RMO Appointments | 5C.008 |
State Agency RMO List 5C.003

| State Agency RMO List Database | 5C.004 |
State Deferred Compensation Records 1E.060

| State Employment Verifications | 5.201 |
State Grant Files — Financial 1B.088

| State Grant Files — LD&N | 4.050 ]
State Grant Files — Lone Star Libraries — Financial 1B.088

| State Grant Files — Lone Star Libraries — LD&N | 4.050 |
State Grant Files — SYNG - Financial 1B.088

| State Grant Files — SYNG — LD&N | 4.050 |
State Grant Files — Texas Reads — Financial 1B.088

| State Grant Files — Texas Reads — LD&N | 4.050 |
State Publications — Agency GEN.038

| State Publications — TBP | 6.024 |
State Records Center Fees 5E.027

| State Records Center Imaging Service Contract | GEN.059 |
State Records Center Lost/Missing Files 5E.022

| State Records Center Operations | 5E.001 |
State Records Center Records Destruction 5E.005

| State Records Center Storage Approval Form — Agency | 3A.077 |

Keyword, Subject, or Title See AIN

State Records Center Storage Approval Form — SLRM 5E.009

| State Records Center Storage Approval Log | 5E.007 |
State Records Center Storage Service Contract GEN.059

| State Records Center Surveillance Videotapes | 5E.026 |
Statewide Cost Allocation Plan Data GEN.028

| Station Activity Reports | 3A.069 |
Statistics — Historical Collections 3E.024

| Statistics — Public Library Annual Report | 4.043 |
Stolen Property 1F.014

| Storage Indexes | GEN.037 |
Storage Approval Form — Agency 3A.077

| Storage Approval Form — SLRM | 5E.009 |
Storage Approval Log 5E.007

| Storage Service Contract | GEN.059 |
Strategic Plans - EXEC 8.041

| Strategic Plans — IRT | 2.022 |
Studies — Non-Fiscal — Final GEN.029

| Studies — Non-Fiscal — Raw Data | GEN.028 |
Suggestions 8.032

| Sunset Review | 8.061 |
Supplemental Training Program Records 5C.505

| Supporting Documentation — Meetings | GEN.025 |
Surplus 1F.016

| surveillance Video — ARIS | 3c051]
Surveillance Video — SRC 5E.026

| Surveys — Customer | GEN.016 |
Surveys — Employee Separation 1E.013a

| Surveys — Readership | GEN.O16 |
SYNG Grant - Financial 1B.088

| SYNG Grant — LD&N | 4.050 |
System Negotiated Grant — Financial 1B.088

| System Negotiated Grant — LD&N | 4.050 |
Talks and Speeches GEN.017
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Keyword, Subject, or Title See AIN ‘
TANG Grant - Financial 1B.085
TANG Grant — LD&N 4.055

‘ Tape Recordings — Closed Meetings | GEN.022 ‘
TAR - Funds Involved 1B.020

| TAR - No Funds Involved | GEN.054 |
Task Statement 1E.026

| Tax — Federal | 1B.083 |
Tax — IRS Quarterly Return 1B.083

\ Tax — IRS Wage Levy | 1B.083 ‘
Tax — W-4 — Accounting 1B.083

| Tax—W-4 - HR | 1E.020 |
Teacher Employment Verifications 5.201

\ Technical Assistance Negotiated Grant — Financial | 1B.088 ‘
Technical Assistance Negotiated Grant — LD&N 4.050

\ Technical Documentation | GEN.042 ‘
Technical Library Card Catalog 5C.400

‘ Telephone Lists | GEN.060 ‘
Telephone Message Notifications GEN.020

‘ Tests — Aptitude and Skills | GEN.050 ‘
Texas Documents Disposal Lists GEN.037
Texas Historical Records Advisory Board — Closed Meeting — GEN.022
Certified Agenda or Tape Recording
Texas Historical Records Advisory Board — Open Meeting — GEN.021
Agenda and Minutes
Texas Historical Records Advisory Board — Open Meeting — GEN.023
Audio or Videotapes
Texas Historical Records Advisory Board — Open Meeting — GEN.024
Notes
Texas Historical Records Advisory Board — Open Meeting — GEN.025
Supporting Documentation
Texas Identification Number System Security Access 1E.063
Texas Libraries Directory Database 4.062 ‘
Texas Publications Database GEN.037

Keyword, Subject, or Title See AIN ‘
Texas Reading Club Kick-off GEN.074
Texas Reads (Federal) — Financial 1B.085

‘ Texas Reads (Federal) — LD&N | 4.055 ‘
Texas Reads (State) — Financial 1B.088

| Texas Reads (State) — LD&N | 4.050 |
Texas Register Submissions 8.033

\ Texas State Data Center Records | 3C.047 ‘
TexFlex Summary Reconciliations GEN.058

\ TexShare Advisory Board Roster | 4.059 ‘
TexShare Advisory Board — Closed Meeting — Certified Agenda  GEN.022
or Tape Recording
TexShare Advisory Board — Open Meeting — Agenda and GEN.021
Minutes
TexShare Advisory Board — Open Meeting — Audio or GEN.023
Videotapes

‘ TexShare Advisory Board — Open Meeting — Notes | GEN.024 ‘
TexShare Advisory Board — Open Meeting — Supporting GEN.025
Documentation

\ TexShare Agreements | GEN.059 ‘
TexShare Invoicing 4.060

\ TexShare Program History Files | 4.061 ‘
TFC Portal Request — ADMIN 1F.021

| TFC Portal Request — SLRM | 5B.005 |
THDI Board Roster 4.059
THRAB - Closed Meeting — Certified Agenda or Tape GEN.022
Recording
THRAB - Open Meeting — Agenda and Minutes GEN.021

‘ THRAB — Open Meeting — Audio or Videotapes | GEN.023 ‘
THRAB - Open Meeting — Notes GEN.024

‘ THRAB - Open Meeting — Supporting Documentation | GEN.025 ‘
Time Off Requests — Part A GEN.052

‘ Time Off Requests — Part B | 1E.046 ‘
Time Sheets — Employee 1E.046
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Time Sheets — Grant Funded Employees 1E.046a
Time Sheets — Volunteer and Community Service GEN.048
TINS Security Access 1E.063
TINS Vendor Documentation 1B.080
Titles — Vehicle 1B.047
Training — Administration Records (Internal) GEN.051
Training — Employee 1E.048
Training — LD&N Sign-in Sheets 4.006
Training — RMA 5C.201
Training — RMA Supplemental 5C.505
Training Materials — External GEN.018
Training Materials — Internal GEN.051
Transcript 1E.003
Transfer Vouchers 1B.031
Transitory GEN.020
Transmittals — Agency Storage 3A.048
Transmittals — Disaster Recovery Service 5E.025
Transmittals — Index 5E.011a
Transmittals — Of Funds GEN.053
Transmittals — Records Center 5E.012
Transmittals — Records Center (Disaster Recovery) 5E.013
Transmittals — Rejected 5E.014
Transmittals — Tracking Log 5E.010
Travel — Charge Card 1B.076
Travel — Expenditure Vouchers 1B.020
Travel — No Funds Involved GEN.054
Travel Authorization Request — No Funds Involved GEN.054
TLSAC Author Speaker Series GEN.074
TSLAC Commission — Closed Meeting — Certified Agenda or GEN.022
Tape Recording

TSLAC Commission — Open Meeting — Agenda and Minutes GEN.021
TSLAC Commission — Open Meeting — Audio or Videotapes GEN.023

Keyword, Subject, or Title See AIN

TSLAC Commission — Open Meeting — Notes GEN.024
TSLAC Commission — Open Meeting — Supporting GEN.025
Documentation

TV - Funds Involved 1B.020
TV - No Funds Involved GEN.054
Unemployment 1E.050
US Government Printing Office — FDLP 3C.006
USAS Daily Reports GEN.056
USAS Document 1 1B.019
USAS Document 2 1B.019
USAS Document 9 1B.019
USAS Document A GEN.053
USAS Document B GEN.053
USAS Document D 1B.010
USAS Document D — Federal Grants 1B.058
USAS Document K 1B.031
USAS Document J 1B.031
USAS Document JD 1B.058
USAS Document T 1B.019
USAS Document U GEN.053
USAS Daily Reports GEN.056
USAS Monthly Reports GEN.056
USAS Reconciliations GEN.058
USAS Security Access 1E.063
USPS Employee Earning Statements 1B.038
USPS Reports 1B.038
USPS Security Access 1E.063
Vehicle — Inspection, Repair, Maintenance — ADMIN 1F.008
Vehicle - Inspection, Repair, Maintenance — SLRM 5B.011
Vehicle — Titles and Registration 1B.047
Vehicle — Use Report — ADMIN 1F.002
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Keyword, Subject, or Title See AIN Keyword, Subject, or Title See AIN

Vehicle — Use Report — SLRM 5B.018 Work Schedules — SLRM Deliveries 5E.018
Verification — Annual Property Inventory 1F.012 Work Schedules — TBP 6.030
Verification — Citizenship 1E.051 Workplace Chemical Lists 5B.013
Verification — Driving Record 1E.011 Worksheets for Preparing Fiscal Reports GEN.055
Verification — Employee 1E.035 Worksheets for Preparing Fiscal Reports — SLRM 5.024
Verification — State/Teacher Employment 5.201 Workshop Attendance 4.006
Videotapes — ARIS Surveillance 3C.051

Videotapes — Open Meetings GEN.023

Videotapes — SLRM Surveillance 5E.026

Visitor Registers/Logs — ARIS 3C.052

Visitor Registers/Logs — SLRM 5A.001

Volunteers GEN.048

Vouchers — Cash Deposit 1B.011

Vouchers — Federal Grants Cash Deposit Logs 1B.058

Vouchers — Expenditure (Budget) 1B.031

Vouchers — Expenditure (Travel) 1B.020

Vouchers — Payment 1B.039

W2 Form 1B.083

W-4 Form — Accounting 1B.083

W-4 Form — HR 1E.020

Wage Adjustment Authorization 1E.059

Warrants — Cancelled 1B.077

Warrants — Payment Register 1B.079

Warranty — Equipment GEN.068

Warranty — Hardware/Software 2.020

Warranty — TBP Machine Repair 6.044

Website History Files GEN.044

Work Order — Helpdesk Request 2.048

Work Order — TBP Service 6.045

Work Order — TFC Portal Request — ADMIN 1F.021

Work Order — TFC Portal Request — SLRM 5B.005

Work Papers - Billing Statements 5A.031

Work Schedules — SLRM 5.028
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