
Commission Cairrnan
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Ms. Carolyn Williams
Records Management Officer
Texas Workforce Commission
4405 Springdale Rd., Ste. C
Austin, TX 78723

Re: Agency records retention schedule amendment approved for use.

Dear Ms. Williams:

Amendment 6 to your agency’s 4th recertification of your records retention schedule is
approved for use as of January 3, 2017. 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.

Members

F Sincerely,
arryG. —:

Rornr’ta M:a-Ba’ara
lV’r Scott ‘/cA’ee

Craig Kelso
Director and Lbrarjarl Director and State Records Administrator
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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, Erica Wilson at 512-463-6627
or ewilson@tsl.texas.gov.

Martha Lfo—rj

Assistant Stare Lbrar/an

G[ora Tv’e’az

cc: Agency head; State Auditor
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. - - - Form SLR 105 or SLR 122

Records Retention Schedule Certification must accompany a/

submissions of this form.

and Archives
Commission

Section 1. Agency Information Section 2. Approvals
(Submitting agencies complete this section only) (Submitting agencies do not write in this section)

Agency Code 320 State Auditor’s Office
(For the exclusive use of the State Auditor’s Office)

Agency Name Texas Workforce Commission

(Check one) .

Signature
.. .. .

[I Initial Certification - Form SLR 105
Name (Print or type)

[1 Recertification - Form SLR 105
Date

Amendment - Form SLR 122

I hereby certify that this records retention schedule was Texas State Library and Archives Commission
prepared in accordance with Texas Government Code, (For the exclusive use of the State Library and Archives Commission)

Chapter 441, Subchapter L.

(Checkone) Signature

El Agency Head Name (Print or type) EZ$i.cve,
Records Management Officer —, Y

, - Date
. .

Signature

Name (Print or type) Carolyn Williams
,___-Th_ If

Date ‘. CertlRecert No. Amendment No.

SLR 105C
Rev. 9/11



 
 

 

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

 

 
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 it.   
 
A state record whose retention period expires during any litigation, claim, 
negotiation, audit, public information request, administrative review, or other 
action involving the record may not be destroyed until the completion of the 
action and the resolution of all issues that arise from it.  
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Records Retention Schedule
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5120.03 5.1.001 Grant/Contract 
Documentation (in contract 
files) grant/contract 
documents and 
correspondence.                      

Contracts, leases, and agreements include 
general obligation, land lease, utilities, 
and construction except for buildings. 
Documents include specifications, 
affidavits of publication of calls for bids, , 
performance bonds, contracts, purchase 
orders, inspection reports, and 
correspondence. May also include other 
applicable documentation in the master 
contract file per Texas Comptroller of 
Public Accounts Contract Management 
Guide.

AC 7 AC = Expiration or 
termination of the 
instrument according to its 
terms. (Paper and Electronic.)

NOTE: Executed, renewed, or 
amended ON or AFTER 
September 1, 2015.                    

Government 
Code, 441.1855

C 5120.03

14
. C
ur
re
nt
 A
IN4. 

Record
Series
Item No.

3.

 
Agency 
Item No.

1. Agency Code: 320

9.

AC Definition

8. 
Retention Period6.

Description

5.

Record Series Title 13
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12.

Legal Citations

11.

Remarks10
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7.
 R
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2. Agency Name: Texas Workforce Commission 
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Record
Series
Item No.

3.

 
Agency 
Item No.

1. Agency Code: 320

9.

AC Definition

8. 
Retention Period6.

Description

5.

Record Series Title 13
. N

, C
,  
O

12.

Legal Citations

11.

Remarks10
. A

rc
hi
va
l

7.
 R
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. C
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e 
   

2. Agency Name: Texas Workforce Commission 

5120.04 5.1.001 Grant/Contract 
Documentation (in contract 
files) grant/contract 
documents and 
correspondence.                      

Contracts, leases, and agreements include 
general obligation, land lease, utilities, 
and construction except for buildings. 
Documents include specifications, 
affidavits of publication of calls for bids, , 
performance bonds, contracts, purchase 
orders, inspection reports, and 
correspondence. May also include other 
applicable documentation in the master 
contract file per Texas Comptroller of 
Public Accounts Contract Management 
Guide.

AC 4 AC = Expiration or 
termination of the 
instrument according to its 
terms. (Paper and Electronic)

NOTE: Executed, renewed, or 
amended ON or BEFORE 
August 31, 2015.                         

Government 
Code, 441.1855

C 5120.03A

5500.18 1.1 QETP ‐ Questionable 
Employment Tax Practices

AV N

5606.02 2.1.010 TOP Electronic Transactions Files needed for electronic data audits 
such as files or reports showing 
transactions accepted, rejected, 
suspended, and/or processed; history 
files/tapes; records of on‐line updates to 
application files or security logs. 

AC 7 AC=Last TOP action in 
automated Benefits System. 

Note: IRS 
Publication 
1075. Tax 
Information 
Security 
Guidelines. 

IRC 7213 or 
7213(A), IRC 7431 

N
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Item No.
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Agency 
Item No.

1. Agency Code: 320

9.

AC Definition

8. 
Retention Period6.

Description
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Record Series Title 13
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Legal Citations
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2. Agency Name: Texas Workforce Commission 

5636.12 5.3.007 Purchase Requisitions & 
Invitations to Bid ‐ High 
Tech. 

Includes bid requisition/ authorizations, 
invitations to bid or propose, bid 
specifications, successful and 
unsuccessful bids, and bid 
tabulation/evaluations.          
      
                                           

AC

          

7      

      

AC=Expiration or termination 
of the instrument according 
to its terms or decision not to 
proceed with the bid.

NOTE: Associated with a 
contract executed, renewed, 
or amended ON or AFTER 
September 1, 2015.

C 5636.12

5636.13 5.3.007 Purchase Requisitions & 
Invitations to Bid ‐ High 
Tech. 

Includes bid requisition/ authorizations, 
invitations to bid or propose, bid 
specifications, successful and 
unsuccessful bids, and bid 
tabulation/evaluations.          
      
                                           

AC

          

4 AC=Expiration or termination 
of the instrument according 
to its terms or decision not to 
proceed with the bid.

NOTE: Associated with a 
contract executed, renewed, 
or amended ON or BEFORE 
August 31, 2015.

N
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Item No.
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Item No.

1. Agency Code: 320

9.

AC Definition

8. 
Retention Period6.

Description
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Record Series Title 13
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Legal Citations
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2. Agency Name: Texas Workforce Commission 

5636.14 5.3.007 Purchase Requisitions & 
Invitations to Bid ‐ High 
Tech. 

Includes bid requisition/ authorizations, 
invitations to bid or propose, bid 
specifications, successful and 
unsuccessful bids, and bid 
tabulation/evaluations.  

AC 2 AC=Date of notification of 
denial or date withdrawl, as 
applicable. 

NOTE: Unsuccessful bids that 
do not meet agency 
submission requirements and 
are not included in bid 
evaluation process (e.g. 
withdrawn, missed 
submission deadline, 
incomplete submission, etc.). 

N

5636.15 5.2.020 Supply Usage Reports  FE 3 Paper & Electronic  C 5636.13
5643.04 5.4.011 Visitor Control Registers Logs, registers, or similar records 

documenting visitors to limited access or 
restricted areas of agency facilities.

5 Note: IRS 
Publication 1075 
(9.3.11.7)

C 5643.04
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August22, 2016

Ms. Carolyn Williams
Records Management Officer
Texas Workforce Commission
4405 Springdale Rd., Ste. C
Austin, TX 78723

Re: Agency records retention schedule amendment approved for use

Dear Ms. Williams:

Amendment 5 to your agency’s 4th recertification of your records retention schedule is approved for
use as of Monday, August 15, 2016. Your currently approved records retention schedule and all
amendments are available on our website at
https://www.tsl .texas.gov/slrm/state/schedules.htm I. 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 identi1i 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, Erica Wilson, at 5 12-463-6627
or ewilson@tsl.texas.gov.

Sincerely,

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Larry Temple

ROl .320/320



* SLRIO5C
STATE OF TEXAS

- - - Form SLR 105 or SLR 122
.. .. Records Retention Schedule Certification must accompany all

submissions of this form.

and Archives
Commission

Section 1. Agency Information Section 2. Approvals
(Submitting agencies complete this section only) (Submitting agencies do not write in this section)

Agency Code 320 State Auditor’s Office
Texas Workforce (For the exclusive use of the State Auditor’s Office)

Agency Name Commission

‘cc
(Check one)

.Signature

El Initial Certification - Form SLR 105
Name (Print or type)

El Recertification - Form SLR 105
Date

Amendment - Form SLR 122

I hereby certify that this records retention schedule was Texas State Library and Archives Commission
prepared in accordance with Texas Government Code, (For the exclusive use of the State Library and Archives Commission)

Chapter 441, Subchapter L.

(Check one) Signature

Li Agency Head Name (Print ortype) O’(\CL C—4e_
Records Management Officer

Date S.
Signature

..•

Name (Print or type) Carolyn Williams

Date March 10, 2016 Cert/Recert No. 4 Amendment No. 5

SLR 105C
Rev 9/11



 
 

 

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

 

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



 

STATE OF TEXAS 
Records Retention Schedule Amendment 

SLR 122 
 
Form SLR 105C must 
accompany this form. 

 

Page 1 of 4 
2. Agency 
    Code      320 

3. Agency  
Name Texas Workforce Commission 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

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 

Amendment Codes (Field 12) 

N – New   
C – Changed 
D – Deleted 

SLR 122 
Rev. 2/09 

 Regulatory Integrity Division: Collections & Civil Actions 

4.4 5603.02 Tax Liens and benefits 
Assessments and Judgments AC+1  AC+1  

AC=Date overpaid has been 
repaid, waived, written off or 
zeroed out + 1 Year. (Microfilm / 
Microfiche & Digital Image) 
 

 

  

N 

4.4 5603.03 
Tax Liens and benefits 
Assessments and 
Judgements (Paper) 

AV  AV  
Paper retained for no more than 
2 years after scanned 
 

 
  

N 

 Risk & Security Management 

1.1.070 5643.01 Security Guard Procedures AC+3  AC+3 R 

AC = Until superseded or 
completion or termination of 
program, rules, policies, or 
procedures. Paper & Electronic 

 55 5381.04 C 

5.4 5643.02 
Security Records- Security 
Guard report & related 
documents 

3  3    55 5381.05 C 

5.4.012 5643.03 
Security Access Records 
(Card Keys)  Includes Key 
Receipts 

AC+2  AC+2  AC = Date card key/keys have 
been returned  55 5381.08 C 

5.4.011 5643.04 Visitor Control Registers 3  3    55 5381.09 C 



 

STATE OF TEXAS 
Records Retention Schedule Amendment 

SLR 122 
 
Form SLR 105C must 
accompany this form. 

 

Page 2 of 4 
2. Agency 
    Code      320 

3. Agency  
Name Texas Workforce Commission 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

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 

Amendment Codes (Field 12) 

N – New   
C – Changed 
D – Deleted 

SLR 122 
Rev. 2/09 

5.4.003 5643.05 

Inspection Records-Fire, 
safety and other Inspection 
records of agency facilities 
and equipment 

AC+3  AC+3  

AC = Inspection, or date of the 
correction of the deficiency, if the 
inspection report reveals a 
deficiency. 

 55 5381.10
 C 

5.4.007 5643.06 

Hazardous Materials Training 
Records-Records of training 
given to TWC employees in 
hazard communications 
program 

5  5  

Health and Safety Code, Section 
502.009(g)  
Includes NEO Employee Safety 
Orientation 

 55 5381.11 C 

5.4.008 5643.07 Hazard Communication Plans US+5  US+5  Health and Safety Code, Section 
502.009(g)  56 5381.12 C 

5.4.009 5643.08 Workplace Chemical Lists 30  30  Health and Safety Code Section 
502.005(d)  56 5381.13 C 

5.4.010 5643.09 Safety Data Sheets AC  AC  
AC = After sheets are updated or 
hazardous chemicals no longer 
stored by agency, as applicable. 

 56 5381.14 C 

5.6.004 5643.10 License & Driving Record 
Checks AC  AC  AC = Until superseded or until 

termination of employment.  56 5381.17 C 

5.4.002 5643.11 
Evacuation Plans-Plans for 
evacuation of agency facilities 
in cases of emergency 

US  US    56 5381.18 C 



 

STATE OF TEXAS 
Records Retention Schedule Amendment 

SLR 122 
 
Form SLR 105C must 
accompany this form. 

 

Page 3 of 4 
2. Agency 
    Code      320 

3. Agency  
Name Texas Workforce Commission 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

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 

Amendment Codes (Field 12) 

N – New   
C – Changed 
D – Deleted 

SLR 122 
Rev. 2/09 

5.4.004 5643.12 

Fire Orders-Orders issued by 
Fire Marshal to correct 
deficiencies in compliance 
with the fire code 

AC+3  AC+3  AC = Deficiency corrected  56 5381.19 C 

5.4.013 5643.13 
Continuity of Operations 
Planning (Business 
Continuity) 

US  US    56 5381.20 C 

3.3.030 5643.14 Training Instructional Material US+2  US+2      N 

1.1.067 5643.16 Reports/Studies (non-fiscal) 3  3 R Includes Quarterly license checks 
and ad hoc reports    N 

1.1.069 5643.17 Reports - Activity 1  1      N 

2.1.011 5643.18 Indexes and Tracking 
Systems AC  AC  AC = The related records have 

been destroyed.     
N 

Infrastructure Support Services & Maintenance 

5.5.001 5381.15 Long Distance Telephone 
Charge Reports FE+3  FE+3  Maintained electronically  56 5381.15 C 



 

STATE OF TEXAS 
Records Retention Schedule Amendment 

SLR 122 
 
Form SLR 105C must 
accompany this form. 

 

Page 4 of 4 
2. Agency 
    Code      320 

3. Agency  
Name Texas Workforce Commission 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

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 

Amendment Codes (Field 12) 

N – New   
C – Changed 
D – Deleted 

SLR 122 
Rev. 2/09 

 

Contract Services Department 

5.1.001 5120.03 

Grant/Contract Documentation 
(in contract files) 
grant/contract documents and 
correspondence 

AC+4  AC+4  

AC = Expiration or termination of 
the instrument according to its 
terms. Executed PRIOR to 
September 1, 2016.  (Paper and 
Electronic)   

 25 5120.03 C 

5.1.001 5120.03A 

Grant/Contract Documentation 
(in contract files) 
grant/contract documents and 
correspondence 

AC+7  AC+7  

AC = Expiration or termination of 
the instrument according to its 
terms. Executed ON or AFTER 
September 1, 2016.  (Paper and 
Electronic)  Government Code, 
441.1855 

   N 
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Ms. Carolyn Williams
Records Management Officer
Texas Workforce Commission
4405 Springdale Rd., Ste. C
Austin, TX 78723

Re: Agency records retention schedule amendment approved for use

Dear Ms. Williams:

Amendment 4 to your agency’s 4th recertification of your records retention schedule is approved for
use as of Monday, January 11, 2016. 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 amendirients 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, Erica Wilson, at 512-463-6627
or ewilson@tsl.texas.gov.

Sincerely,

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Larry Temple

ROl .320/320
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STATE OFTEXAS
Form SLR 105 or SLR 122

must accompany all
Records Retention Schedule Certification

submissions of this form.

and Archives
Commission

Section 1. Agency Information Section 2. Approvals
(Submitting agencies complete this section only) (Submitting agencies do not write in this section)

Agency Code 320 State Auditor’s Office
Texas Workforce (For the exclusive use of the State Auditor’s Office)

Agency Name Commission

—
(Check one)

Signature

fl Initial Certification - Form SLR 105
Name (Print or type)

LI Recertification - Form SLR 105
Date

Amendment - Form SLR 122

I hereby certify that this records retention schedule was Texas State Library and Archives Commission
prepared in accordance with Texas Government Code, (For the exclusive use of t tate Library and Archives Commission)
Chapter 441, Subchapter L.

(Check one) Signature

EJAgencyHead Name (Printortype)

Records Management Officer
\ \Date

Signature O2A...O 4L1) 4._1’LL&ttii

Name (Print or type) Carolyn Williams

Date October 8, 2015 Cert/Recert No. Amendment No.

SLR 105C
Rev. 9/11



 
 

 

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

 

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



 

STATE OF TEXAS 
Records Retention Schedule Amendment 

SLR 122 
 
Form SLR 105C must 
accompany this form. 

 

1. Page    1    of      1       
2. 

Age
ncy 

    Code      320 
3. Agency  

Name 
Texas Workforce Commission 

 
4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No. 

 

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 

Amendment Codes (Field 12) 

N – New   
C – Changed 
D – Deleted 

SLR 122 
Rev. 2/09 

1.1.075 5628.14 Employment/Housing Cases with 
Settlements/Conciliations  AC+4  AC4  

AC = After Closed + Fiscal 
Year End of the 
settlement/conciliation is 
closed 

   N 

1.1.006 5628.13 Policy Reviews of State Agencies and 
Institutions of Higher Education FE+5  FE+5  (All Audit Requirements 

will be met)  83 5628.13 C 

4.4 5411.56 Active Claimant Overpayment Files-
Subsection 16(d) & 16(e) cases AV  AV  

Paper retained for no more 
than 2 years and then 
filmed/scanned. (Paper) 

 66 5411.56 C 

4.4 5411.57 Active Claimant Overpayment Files-
Subsection 16(d) & 16(e) cases  AC+1 AC+1  

AC = Date overpaid has 
been repaid, waived, written 
off or zeroed out + 1 year. 
Original at TSL, duplicate at 
agency. (Microfilm at TSL. 
Digital Images - Agency) 

90-320-008 66 5411.57 C 
 

1.1 6659.08 Foreign Labor Certification – Application for 
Employment 2yrs.  2yrs.  

Paper records are retained 
after scanned for up to 2 
years then destroyed. 

   N 
 



July 1, 2014

and Archives
Co nirnisS iOn

State and Local
Records Management

P.O. Box 12927
Austin, Texas
78711.2927

4400 Shoal Creek Blvd.
Ausnn, Texas
78756

www.tsLtexas.gov

Commission Chairman
Michael C. Waters

Members
Sharon T. Catr
Martha Doty Freeman
F. Linwood Givens
Larry G. Holt
Wm. Scott McAffee
Sandra J. Pickett

Director and Librarian
Mark Smith

Assistant State Librarian
Edward Seidenberg

Ms. Carolyn Williams
Records Management Officer
Texas Workforce Commission
4405 Springdale Rd., Ste. C
Austin, TX 78723

Re: Agency records retention schedule amendment approved for use

Dear Ms. Williams:

Amendment 3 to your agency’s 4th recertification of your records retention schedule is approved for
use as of Friday, June 27, 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, Erica Wilson, at 512-463-6627
or ewilson@tsl.texas.gov.

Sincerely,

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Larry Temple

Preservinjesterdqy,
in/brtning today,
inipithg tomorrow.

Texas
State Library

ROl .320/320
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SLRIO5C

I
STATE OF TEXAS

Records Retention Schedule Certification
Form SLR 105 or SLR 122

submissions of this form.
and
Commission

Section 1. Agency Information Section 2. Approvals

(Submitting agencies complete this section only) (Submitting agencies do not write in this section)

Agency Code 320 State Auditor’s Office
Texas Workforce (For the exclusive use of the State Auditor’s Office)

Agency Name Commission

(Check one)
Signature

LI Initial Certification - Form SLR 105 .

Name (Print or type)
[] Recertification - Form SLR 105

Date
Amendment - Form SLR 122

I hereby certiI’ that this records retention schedule was Texas State Library and Archives Commission
prepared in accordance with Texas Government Code, (For the exclusive use of the State Libra,y and Archives Commission)
Chapter 441, Subchapter L.

(Check one) Signature
£

LI Agency Head Name (Print ortype)

Records Management Officer
Date 7ö1f

Signature

Name (Print or type) Carolyn Williams

Date May 9, 2014 Cert/Recert No. 4 Amendment No.

SLR 105C
Rev. 11/07



 
 

 

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

 

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



 

STATE OF TEXAS 
Records Retention Schedule Amendment 

SLR 122 
 
Form SLR 105C must 
accompany this form. 

 

1. Page   1     of    1         
2. Agency 
    Code      320 

3. Agency  
Name Texas Workforce Commission 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

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 

Amendment Codes (Field 12) 

N – New   
C – Changed 
D – Deleted 

SLR 122 
Rev. 2/09 

3.2.003 5500.17 
Electronic and Non-Electronic Federal 
Tax Information (FTI) Logs. Used to 
Track location of FTI Received by IRS. 

5  5  

NOTE: IRS 
publication 1075.  
Tax Information 
Security Guidelines. 

 

   
 
 
 

N 
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            



Ei
and Archives
Commission

State and Local
Records Management

P.O. Box 12927
Austin, Texas
78711.2927

4400 Shoal Creek Blvd.
Austin, Texas
78756

www.tsl.texas.gov

Commission Chairman
Michael C. Waters

Members
Sharon T. Carr
Martha Doty Freeman
F. Linwood Givens
Larry G. Holt
Wm. Scott McAffee
Sandra J. Pickets

Director and Librarian
Mark Smith

Assistant State Librarian
Edward Seidenberg

Preservingyesterdqy,
informing today,
inspiring tomorrow.

January 13, 2014

Ms. Carolyn Williams
Records Management Officer
Texas Workforce Commission
4405 Springdale Rd., Ste. C
Austin, TX 78723

Re: Agency records retention schedule amendment approved for use

Dear Ms. Williams:

Amendment 2 to your agency’s 4th recertification of your records retention schedule is approved for
use as of Friday, January 10, 2014. Your currently approved records retention schedule and all
amendments are available on our website at
https://www.tsl.texas.gov/slrmlstate/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, Erica Wilson, at 512-463-6627
or ewilsontsl.texas.gov.

Sincerely,

Craig Kelso
Director and State Records Administrator

Enclosure
cc: State Auditor, State Archivist
cc: (without enclosure) Larry Temple

RU 1.320/320



Agency Code 320
Texas Workforce

Agency Name Commission

El Initial Certification - Form SLR 105

[1 Recertification - Form SLR 105

Amendment - Form SLR 122

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

Date November 19, 2013

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

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

Signature

Name (Print or type)

.—

Of- iD21

: SLRIO5C
STATE OF TEXAS

I - - - - Form SLR 105 or SLR 122Records Retention Schedule Certification must accompany all
submissions of this form.

: d Archives
Commission

Section 1. Agency Information Section 2. Approvals
(Submitting agencies complete this section only) (Submitting agencies do not write in this section)

(Check one)
Signature

Name (Print or type)

Date

(Check one)

LI Agency Head

Records Management Officer

Signature

1’
Name (Print or type) Carolyn Williams

Date

Cert/Recert No. 4 Amendment No. ‘2

SLR lo5c
Rev. 11/07



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

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 it.   

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



STATE OF TEXAS 
Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page    1    of  1   
2. Agency

Code 320  
3. Agency

Name Texas Workforce Commission 
4.  

Records 
Series  

Item No. 

5. 

Agency 
Item  
No. 

6.  

Record Series Title 

7.  

Retention Period 

8.  

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total Vital 9. Remarks 

Page 
No. 

Agency 
Item No. 

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 

Amendment Codes (Field 12) 

N – New  
C – Changed 
D – Deleted 

SLR 122 
Rev. 2/09

3.2.001 5211.30 

Employee Deduction Authorization. 
Documents used to start, modify, or stop all 
voluntary or required deductions from 
payroll, including garnishment or other 
court-ordered attachments. 

AC+4  AC+4 X 

AC=After termination of 
employee or after 
amendment, expiration, or 
termination of authorization, 
whichever sooner. 

N 

2.1.010 5211.31 

Audit Trail Records.  Files needed for 
electronic data audits such as files or 
reports showing transactions accepted, 
rejected, suspended, and/or processed; 
history files/tapes; records of on-line 
updates to application files or security logs.  

AC AC X AC=All required audit
requirements have been met. N 

1.1 6659.03 Work Opportunity Tax Credit (WOTC) 
Correspondence Files. AC 5 AC+5 X AC=After Closed

NOTE: DOL TEGL 10-12 00-320-091 105 6659.03 C 



r

____

- April 8, 2013

Texas
State Library

Ms. Carolyn Williamsand Archives Records Management Officer
Commission Texas Workforce Commission

4405 Springdale Rd., Ste. C
Austin, TX 78723Srat arid Local

R..urds M anacmcnr
Re: Texas Workforce Commission

4th Recertification, Amendment Number 1
P0. 1ox 1 292”
Auszm, h:cas Dear Ms. Williams:
S’1 1-292

Enclosed are approved amendment pages to your records retention schedule. Please maintain these

-hUt) Shoal Crcck pages with your currently approved schedule so that they can be easily referenced.
Austiti. Jt..is

S7 ‘56 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

www.csLstate,cs.us of any needed amendments to a retention schedule during its certification period to keep the
information in the schedule current.

in We will notify you of the date your schedule is due for recertification. Any additional approved
\h.harl C.. ‘‘ars amendments to your schedule, such as this one, should be incorporated into your main retention

schedule prior to submitting it for recertification.
,‘%lernbrs

Thank you again for your commitment to complying with state records management laws and
F, Lvd regulations. If we can provide any assistance to you, please call the information analyst assigned to
Lkrry G. Ilolt your agency, Erica Wilson, at 512-463-6627.
\Vm, Scott cAice
Sandra). Pwkct

Sincerely,

J),r,ir and Librarian

hdward Seidcnlwrg

Craig Kelso
Director and State Records Administrator

Enclosure
cc: State Auditor, State Archivist

n-nil” ) stcrday cc: (without enclosure) Larry Temple
inJoniiimg toaa).

inspiring Iomrlrrnu

RO 1-320/320



Agency Code 320
Texas Workforce

Agency Name Commission

Amendment- Form SLR 122

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

Signature

Name (Print or type)

Date

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

(Check one)

LI Agency Head

Records Management Officer

q4 lJCLø

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

Signature
- LQA57c4_u&._

___________________

Name (Print or type)

Name (Print or type) Carolyn Williams

Date March 7,2013 Cert/Recert No. 4 Amendment No.

STATE OF TEXAS
SLR 105C

Form SLR 105 or SLR 122Records Retention Schedule Certification must accompany all
submissions of this form.

Commission

Section 1. Agency Information Section 2. Approvals
(Submitting agencies complete this section only) (Submitting agencies do not write in this section)

fl1cj

(Check one)

LI Initial Certification - Form SLR 105

LI Recertification - Form SLR 105

Signature

Date

SLR 105C
Rev. 11/07



CAUTION
A state record whose retention period has expired may not be destroyed if anylitigation, claim, negotiation, audit, public information request, administrativereview, or other action involving the record is initiated; its destruction shall notoccur until the completion of the action and the resolution of all issues that arisefrom it.

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

State and Local Records Management DMsionTexas State Library and Archives Commission(Rev. 2111)



SLR 122
STATE OF TEXAS

. Form SLR 105C must
Records Retention Schedule Amendment accompanythis form.

Co mission 1. Page 1 of 1
2. Agency 3. Agency

Code Name

4. 5. 6. 7. 8. 10. 11. 12.
Current

Records Agency Retention Period Archival Schedule
Series Item Vital Page Agency Amend.

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

5.1.015 0000.12 Mailing Lists And Mailing Documentation. 1 YR 1 YR Retention Note: Retain 1 N
Address changes notices and similar source year after correction
documentation used to correct mailing lists, made to mailing list.

5.1.015 0000.13 Mailing Lists And Mailing Documentation. 1 YR 1 YR Retention Note: Retain N
Mail returned by the postal or other mail delivery for 1 year after return
services as undeliverable.

5.1.015 0000.14 Mailing Lists And Mailing Documentation. 1 YR 1 YR — N
Run list affidavits, certificate of mailing forms,
and similar records evidencing the mailing of
notices to recipient/respondent or claimant.

1.1 6634.03 Child Care Program Material 3 YR 3 YR NOTE: Retain longer if it 96 6643.03 C
has Administrative Value

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

AC — After Closed, Terminated, CE — Calendar Year End MD — 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. 09/08
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Ms. Carolyn Williams
Records Management Officer
Texas Workforce Commission
4405 Springdale Rd., Ste. C
Austin, TX 78723

RE: Texas Workforce Commission
Retention schedule approved for use.

Dear Ms. Williams:

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 November 2015. If you have any questions, call the information analyst assigned to
your agency, Erica Wilson, at 512-463-6627.

Sincerely,

Craig Kelso
Director and State Records Administrator

Enclosure
cc: State Auditor, State Archivist
cc: (without enclosure) Larry Temple

Prscrt: )ci1rLI),

“J’”x 1ild).

IPg,p,r::g t(M,tfl)i4

State Library

R01-320/320



SLR 105C
STATE OF TEXAS

Records Retention Schedule Certification
Form SLR 105 or SLR 122

submissions of this form.

Section t Agency Information Section 2. Approvals
(Submitting agencies complete this section only) (Submitting agencies do not write in this section)

Agency Code 320 State Auditor’s Office

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

Agency Name Commission

(Check one) Signature

Q Initial Certification - Form SLR 105
Name (Print or type)

Recertification - Form SLR 105
Date

Li Amendment - Form SLR 122

I hereby certify that this records retention schedule was Texas State Library and Archives Commission

prepared in accordance with Texas Government Code, (For the exclusive use of the State Library and Archives Commission)

Chapter 441, Subchapter L.

(Check one) Signature 1j.1 i&E

Agency Head Name (Print or type) gY P Rudd
Records Management Officer I

Date /2—

Signature z:._Lzi 1tic
/

Name (Print or type) Carolyn Williams

Date 06/27/2012 Recertification No. 4 Amendment No.

SLR 105C
Rev. 06/05



CATJTION

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

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

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



4. 5.
Records Agency
Series Item
Item No. No.

Agency Rules, Policies, and Procedures-
Final. Manuals, guidelines, administrative
rules or similar records distributed
internally for the use of employees or
externally to the public or those
individuals or entities regulated by an
agency

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification I Page 1 d 110
6. 7. Retention 8. Archival :10. 11.Period

_____

TSLACRecord Series Title ;AgencyStorag& Total 9. Remarks ONLY
Amend.

_______

____

ai lO6NoNo

2. Agency
Code 32O

1.1.070 0000.01

OFFICE/DEPARTMENT/EXECUTIVE OFFICE

AC+3 AC+3 X R

CSEE ALSO: Agency Rules, Policies and
Procedures — Working Files, item number 1.L071

AC Until superseded or completion or
termination of program, rules, policies, or
procedures.

Time Off and/or Leave Requests - military
0

3.4.007 0000.02
orders & all other hard copy leave

FE+3 FE+3
TWC Administrative Series - Personnel Manual.documents: excludes extended sick leave

material
5.2.010 0000.03 Equipment Manuals LA LA — — 0TWC Notices - General announcements

01.1.057 0000.04 which are not essential to program AC AC AC=Purpose of Record has been fulfilled.operations.
3.1.027 0000.05 Training Documents - Includes Form TR-1 AC+5 AC-’-5 — — AC=Termination 03.1.023 0000.06 Essential Job Function Descriptions US+4 US+4 X 40 TAC 815.106(i) 0
3.4.006 0000.07

Daily Personnel Activity Report (Form ‘f’-
4 40 TAC 815.106(i) 06) Monthly time sheets

— — —

—3.1.014 0000.08 Employment Selection Records 2 2 X 29 CFR 1602.31(a) 03.1 0000.09 Employee Personnel Files - (Inactive! AC+ AC-i- Official Personnel Files retained in Human 0Separated Employees) Local Supervisor’s FE+3 FE+3 Resources Department.
Copy

AC = After Closed (Termination! Separation of
Employee

FE = Fiscal Year

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

7. Retention • 8. Archival
Period

Record Series Title Agency Storage Total

_._L_
Transitory Information. Records of
temporary usefulness that are not an
integral part of a records series of an
agency, that are not regularly filed within
an agency’s recordkeeping system, and
that are required only for a limited period
of time for the completion of an action by
an official or employee of the agency or in
the preparation of an ongoing records
series. Transitory records are not essential
to the fulfillment of statutory obligations
or to the documentation of agency
functions. Examples of transitory
information are routine messages (can be
recorded on any medium, such as hard
copy message slips or in an electronic
format on e-mail and voicemail);

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012

4. 5. 6.
Records Agency
Series Item
Item No. No.

1.1.057 0000.10

2;Agency
Code 32QA11._

__

!. Li11°
:io. ii.

____

TSLAC
9.Rernarks (i ONLY

Amend.
106 No. No.

AC AC AC=Purpose of record has been fulfilled.

CAUTION: Records management officers
should use caution in assigning this records
series item number to records of an agency to
make certain they are not part of another records
series listed in this schedule or, for records series
unique to an agency, are not part of a records
series that documents the fulfillment of the
statutory obligations of the agency or the
documentation of its functions. 0



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

4 - 17.
Records Agency : Period
Series Item Record Series Title AgencyStorage Total

I Item No. No.
S’itai

I 1,Page 3 110

;TsLAc
—---1 ‘-“-1 ONLY

Internal meeting notices; routing slips;
incoming letters or memoranda of
transmittal that, add nothing of substance
to enclosures; and similar routine
information used for communications, but
not for the documentation, of a specific
agency transaction.

The disposal of transitory information need not
be documented through destruction sign-offs
(1.2.001) or in records disposition logs (1.2.010),
but agencies should establish procedures
governing disposal of these records as part of its
records management plan (1.2.014).

Electronic & Paper

5.5.002 0000.11 Long Distance Telephone Charge Reports 3 Yrs 3Yrs. — Electronic & Paper —

Long distance logs created by the agency Vista Plus electronic record is kept for 6 months.
for internal documentation purposes. Paper record is retained for 3 years.
Indudes any similar logs created for long
distance facsimile or electronic
transmissions.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012

9. Remarks

0



cf 110

TSLAC
ONLY

Amend.
No.

Correspondence-Administrative.

Incoming outgoing and Internal

correspondence, in any format, 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.

___________

This records series and item

number 1.1.005 should be used only for

correspondence that is not included in or

directly related to another records series in this

schedule. For example, a memorandum that
documents an appropriations request must be

retained for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for that prescribed by item
number 1.1.002, etc. SEE ALSO item number
1.1.011.

1.1.008 5003.02 Correspondence-General. Non- 2 Yrs Yrs — —

administrative Incoming/outgoing and
internal correspondence, in any media,

pertaining to or arising from the routine 0
operations of the policies, programs,

services or projects of the agency.

1.1.059 5003.03 Meetings, Certified Agendas or Tapes AC+2 C+2 AC=The date of the meeting or completion of
Recordings of Closed - Certified agendas pending action involving the meeting,
or tape recordings of closed meetings of whichever is later.
the Commission.

0
Paper and Electronic.

Government Code, Section 551.104(a)

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist

5.
Records Agency
Series Item

I Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

6. 7. Retention I 8. Archival
Period

Record Series Title 14gency Sto rage Total - 7Remarks

VitalII I

1.1.007 5003.01

2. Agency
—. Code 320

I i Page 4

4 Yrs

COMMISSIONER — Representing Labor

Yrs x

0.

106 No.

R

0

10/22/20 12



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

4. 5. 1 6. 7. Retention 8. Archival
Records Agency Period
Series Item Record Series Title AgencyStorageTTotaI F9.Remarks -

ItemNo. No.

__

uiit

2. Agency
Code 320 .

1.Page 5

—

< Cl,

106
lcD —

d 110

rniii.
TSLAC I
ONLY

Amend.
No. No.

1.1.010 5003.04 Directives - Any document that officially US+1 JS+1 — — Paper and Electronic

initiates, rescinds, or amends general 0
office proce4ures.

1.1.011 5003.05 Executive Orders - Any document that US+3 JS÷3 A Paper and Electronic

initiates or amends a regulation, policy, or

procedure that governs the programs, 0

services or projects of an agency.

1.1.013 5003.06 Calendars, Appointment and Itinerary CE+1 :E-1-1 R ARCHIVES NOTE: Only the calendars,

Records. Calendars, appointment books or appointment, and itinerary records of elected

programs and scheduling or itinerary officials, executive staff, board or commission
records, purchased with state funds or members, division directors, and program heads
maintained by staff during business hours require archival review. Contact the State 0

that document appointments, itineraries Archives when these records have met their

and other activities of agency officials or retention.

employees.

1.1.040 5003.07 Speeches, Papers and Presentations. Notes AC AC R Paper and Electronic

or text of speeches, papers, presentations AC = End of Term in Office or termination of

or reports delivered in conjunction with service or state position.

agency work.

1.1.014 5003.08 Legal Opinions and advice from agency AC+1 C+1 R AC=Date legal opinion rendered.

legal counsel or the AG’s office, attorney

case summaries and case notes. Includes CAUTION: Does not include legal opinions or
Crequest eliciting the opinions, advice tendered on a matter in litigation or with

regard to pending litigation. SEE item number

1.1.048.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4’ Recertification

4. 5. 1 f7. t 8.Archival
Records Agency I Period
Series Item Record Series Title Agency Storage I Total
Item No. No. —

— —________ -

-- fItaI]

Correspondence-Administrative.
Incoming outgoing and Internal
correspondence, in any format, 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.

CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series in this
schedule. For example, a memorandum that
documents an appropriations request must be
retained for the minimum retention period
prescribed by item number 1.1.004; a letter
concerning an audit for that prescribed by item
number 1.1.002, etc. SEE ALSO item number
1.1.011.

1.1.008 5004.02 Correspondence-General. Non-
administrative Incoming/outgoing and
internal correspondence, in any media,
pertaining to or arising from the routine
operations of the policies, programs, 2 Yrs 2 Yrs 0

services or projects of the agency.

1.1.002 5004.03 Audit AC+7 C÷7 AC = Publication or release of final audit
Audits and reviews, including the findings. The State Auditor’s Office retains any
working papers that support the audit. copies of its audits performed on Texas state
Also includes audits performed on the agencies. C
agency.
Reports Documentation and/or work
papers.

Retention Codes (Field 7)

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

AV — AHminicfrnflvp VIi ,,

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

Archival Codes (Field 8) Security Code

US — Until Superseded A — Transfer to State 0— Open
PM — Permanent Archives C — Confidential

P — Rpvipw hv Ztif Amhivkt

1.1.007 5004.01

——

4 Yrs

OFFICE OF INTERNAL AUDIT
— —

1.Page 6 d 110:

—
——-—- -i

‘10. 11.
I TSLAC

—I ONLY
‘<Co *

o Amend.
106 No. No.

—

1 Yrs R

0



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

6. 7.Retention 8.ArchivaI
Period

_______

Record Series Title ‘Agency Storage! Total j J9.Rernarks —

2. Agency
Cocte432

1.1.002 5004.04 Audit Reports I AC Publication or release of final audit

(OperationallFinancial/EDP)
AC+7 L C+7

findings. The State Auditor’s Office retains any

.

copies of its audits performed on Texas state
agencies.

Retention Codes (Field 7)

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

AV — Artminktrtivp VIi ie

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO-Months

Archival Codes (Field 8)

US — Until Superseded A — Transfer to State
PM — Permanent Archives

P — RAviw hu fts Amhivkt

Security Code

0-Open
C — Confidential

4. 5.
Records Agency
Series Item
Item No. No.

1.Page 7 d 110

‘10. 11.
TSLAC

-. ONLY

ll 106 No.
Amend.



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

Records Agency L. Period
Series Item Record Series Title Agency Storage Total
ItemNo. No.

________

yitail

Correspondence-General. Non- — —
—

administrative Incoming/outgoing and

internal correspondence, in any media,

1.1.008 5006.02
pertaining to or arising from the routine

2Yrs ?Yrs 0
operations of the policies, programs,

services or projects of the agency.

Retention Codes (Field 7)

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

— Adminicfrtiw ‘/Ii .

1.1.007

2. Agency

5006.01

9. Remarks

1.Page 8 cf

10.

0CD I106 No.

110

11.
TSLAC
ONLY

Amend.
No.

COMMISSIONER Representing Employers

______

___________ ________________

4 Yrs Yrs XRCorrespondence-Administrative.

Incoming outgoing and Internal

correspondence, in any format, 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.

OCAUTION: This records series and item

number 1.1.008 should be used only for

correspondence that is not included in or

directly related to another records series in this

schedule. For example, a memorandum that

documents an appropriations request must be

retained for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for that prescribed by item

number 1.1.002, etc. SEE ALSO item number

1.1.011.

CE — Calendar Year End LA — Life of Asset US — Until Superseded
FE — Fiscal Year End MO — Months PM — Permanent

Archival Codes (Field 8)

A — Transfer to State
Archives

P — Rpvinw hv t2tP AmhMt

Security Code

O - Open
C — Confidential



2 Agency
[ Code 320j

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
4. 5. 6. 7. Retention 8. Archival
Records Agency Period

-

___________________-

-Series Item Record Series Title AgencyStorage Total i 9. RemarksItemNo. No. :

I ‘ital

LTS= For serial publications issued in successive
parts bearing numerical or chronological
designation (e.g., news-letters, annual statistical
reports of regulated activities), from the date of
release of the next part in the series.

CAUTION: Many state publications must be
submitted to the Texas State Publications
Depository Program, Texas State Library and
Archives Commission, by law (Government
Code 441.101-441.106). The Texas State Library
and Archives Commission will retain a copy of
all state publications submitted to it on a
continuing basis, subject to periodic evaluation
to determine if the publication merits further
retention.

For additional information and requirements
concerning state publication made available to the
public through the Internet, consult the administrative
rules of the Texas State Publications Depository
Program of the Texas State Library and Archives
Commission (13 TAC 3.1-3.16).

1.1.010 5006.04 Directives - Any document that officially US+1 JS+1 Paper and Electronic —

initiates, rescinds, or amends general
office procedures.

Retention Codes (Field 7)

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

AV — AHminiqtritivp VIiic

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

US — Until Superseded A — Transfer to State
PM — Permanent Archives

P — Puøw hu Stt Arrhivit

Security Code

0-Open
C — Confidential

1.3.001 5006.03 Texas Business Today-Newsletter issued
by the Commissioner representing
Employers to subscribing employers.

9I Page

US+5 JS+5

cf 110

10.
TSLAC
ONLY

106 No.
Amend.

0



STATE OF TEXAS
Texas Workforce Commission

Records Rt nSchede 4th Receiflcation
i.ge 10 d ii0

4. 5. 6. 7. Retention f8. Archival 10. 11.
Records Agency Period

_______

TSLAC

Series Item Record Senes Title ONLY

Item No No
/ital

106 No
Aind

1.1.011 5006.05 Executive Orders - Any document that US+3 JS÷3 — A Paper and Electronic

initiates or amends a regulation, policy, or
procedure that governs the programs, o
services or projects of an agency.

1.1.013 5006.06 Calendars, Appointment and Itinerary CE+1 :E÷1 R ARCHIVES NOTE: Only the calendars,

Records. Calendars, appointment books or appointment, and itinerary records of elected

programs and scheduling or itinerary officials, executive staff, board or commission

records, purchased with state funds or members, division directors, and program heads

maintained by staff during business hours require archival review. Contact the State

that document appointments, itineraries Archives when these records have met their 0

and other activities of agency officials or retention.

employees.

1.1.040 5006.07 Speeches, Papers and Presentations. Notes AC AC R 0 = Paper and Electronic

or text of speeches, papers, presentations AC = End of Term in Office or termination of

or reports delivered in conjunction with service or state position.

agency work.

1.1.014 5006.08 Legal Opinions and advice from agency AC÷1 \.C+1 R AC=Date legal opinion rendered

legal counsel or the AG’s office; Attorney
case summaries and case notes. Includes CAUTION: Does not include legal opinions or

request eliciting the opinions, advice tendered on a matter in litigation or with
regard to pending litigation. SEE item number
1.1.048.

Retention Codes (Field 7)

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

AV — Ar1minitritivø VIi ip

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO-Months

Archival Codes (Field 8) Security Code

US — Until Superseded A — Transfer to State 0— Open
PM — Permanent Archives C — Confidential

P — Rvw hv Sff Amhivkt



1.Page 11 cf 110

_._L.11

I }TSL.ACI
ONLY

Amend.
No. +

Correspondence-Administrative.
Incoming outgoing and Internal
correspondence, in any format, 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.

CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series in this
schedule. For example, a memorandum that
documents an appropriations request must be
retained for the minimum retention period
prescribed by item number 1.1.004; a letter
concerning an audit for that prescribed by item
number 1.1.002, etc. SEE ALSO item number
1.1.011.

1.1.008 5007.02 Correspondence-General. Non- 2 Yrs lYrs — — 0
administrative Incoming/outgoing and
internal correspondence, in any media,
pertaining to or arising from the routine
operations of the policies, programs,
services or projects of the agency.

1.1.059 5007.03 Meetings, Certified Agendas or Tapes. AC+2 C+2 AC=The date of the meeting or completion of
Recordings of Closed - Certified agendas pending action involving the meeting,
or tape recordings of dosed meetings of whichever is later.
the Commission. C

Paper and Electronic.

Government Code, Section 551.104(a).

Retention Codes (Field 7)

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

MI — AHminktrntiu \/nii ip

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

Archival Codes (Field 8) Security Code

US — Until Superseded A — Transfer to State 0— Open
PM — Permanent Archives C — Confidential

P — Pøviw hv tit Amhivqt

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

4 • 5. 6. 7. Retention 8. Archival
Records . Agency [ Period
Series Item Record Series Title I gency StorageS Total 9. Remarks
Item No. No.

yItaIj

1.1.007 5007.01

CHAIRMAN - COMMISSIONER Representing the Public —

4Yrs lYrs X R

Cl)

106 No.

0



4. j5.

Records Agency
I Series Item

Item No. No.

1.1.010 5007.04 Directives - Any document that officially US+1 JS+1 — Paper and Electronic
initiates, rescinds, or amends general

0
office procedures.

— — —
—

1.1.011 5007.05 Executive Orders - Any document that US+3 JS+3 A Paper and Electronic
initiates or amends a regulation, policy, or

procedure that governs the programs,

services or projects of an agency.
— — —

—

1.1.013 5007.06 Calendars, Appointment and Itinerary CE+1 E+1 R ARCFIIVES NOTE: Only the calendars,
Records. Calendars, appointment books or appointment, and itinerary records of elected
programs and scheduling or itinerary officials, executive staff, board or commission
records, purchased with state funds or members, division directors, and program heads
maintained by staff during business hours require archival review. Contact the State
that document appointments, itineraries Archives when these records have met their
and other activities of agency officials or retention.
employees.

—

—

1.1.040 5007.07 Speeches, Papers and Presentations. Notes AC AC R Paper and Electronic 0
or text of speeches, papers, presentations AC = End of Term in Office or termination of
or reports delivered in conjunction with service or state position.
agency work.

1.1.014 5007.08 Legal Opinions and advice from agency AC÷1 C+1 R AC=Date legal opinion rendered
legal counsel or the AG’s office; Attorney
case summaries and case notes. Includes CAUTION: Does not include legal opinions or

Crequest eliciting the opinions, advice tendered on a matter in litigation or with
regard to pending litigation. SEE item number

1.1.048.

Retention Codes (Field 7)

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

AV — A(1mIn,tr2tIvp Viii ip

CE — Calendar Year End
FE — Fiscal Year End

LA— Life of Asset
MO — Months

- Archival Codes (Field 8)

US — Until Superseded A — Transfer to State
PM — Permanent Archives

P — Rviw hu Stt Arr’h.dt

Security Code

O - Open
C — Confidential

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule Recertification
6. 7. Retention 8. Archival

Peñod
Record Series Title AgencyStorage! Total 9. Remarks

iVitall

I 1.Page ci 11012

1 0.

U)

106 No.

11.
TSLAC
ONLY

Amend.
No.



Correspondence-Administrative.

Incoming outgoing and Internal

correspondence, in any format, 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.

CAUTION: This records series and item

number 1.1.008 should be used only for

correspondence that is not included in or

directly related to another records series in this
schedule. For example, a memorandum that

documents an appropriations request must be

retained for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for that prescribed by item

number 1.1.002, etc. SEE ALSO item number

1.1.011.

1.1.008 5100.02 Correspondence-General. Non- 2 Yrs Yrs
—

administrative Incoming/outgoing and

internal correspondence, in any media,

pertaining to or arising from the routine

operations of the policies, programs,

services or projects of the agency. — — —

1.1.002 5100.03 Audits-State Auditor’s Office AC+7 C÷7 AC = Publication or release of final audit.

1.1.002 5100.04 Audits-Governor’s Audit, Federal Audits, AC+7 C+7 AC = Publication or release of final audit.
and Special Audits.

1.1.067 5100.05 Conference and/or meeting reports and 3 3 R
documents.

1.1.067 5100.06 Reports from Consultants and 3 3 R oCommittees.

Retention Codes (Field 7)

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

AV — Adminitrntivp /2IaIp

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

US — Until Superseded A — Transfer to State
PM — Permanent Archives

P — Pviw hv ftp Arwhivit

Security Code

0-Open
C — Confidential

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

FJ Aral
Records Agency Period
Series Item Record Series Title geniorage Total F 9. Remarks -

Item No. j No. I
--

____

——

__-

VitaI

1.1.007 5100.01

EXECUTIVE DIRECTOR

JLPa9ei3jdr11O

TSLAC
ONLY

Amend.
106 No. No.

4Yrs Yrs X R

< 0

to
3

0



STATE OF TEXAS
Texas Workforce Commission

“

Records Retention Schedule 4th Recertification I Page 14 cf 110

I 4. 5. 6. 7. Retention 8. Archival 10. 11.Records Agency Period TSLACSeries Item Record Series Title :Agency Storage Tota’
-

9. Remarks —
ONLYItem No. No. I 1

N
Amend.

\‘ital I 0 No

1.1.043 5100.07 U.S. DOL Training and Employment US-i-3 JS+3 X
Guidance Letters (TEGL).

1.1.062 5100.08 Meetings — Supporting Documentation. 2 2 — A 0
1.1.013 5100.09 Calendars, Appointment and Itinerary CE+1 E÷1 R ARCHIVES NOTE: Only the calendars,

Records. Calendars, appointment books or appointment, and itinerary records of elected
programs and scheduling or itinerary officials, executive staff, board or commission
records, purchased with state funds or members, division directors, and program heads
maintained by staff during business hours require archival review. Contact the State
that document appointments, itineraries Archives when these records have met their
and other activities of agency officials or retention.
employees.

—
—-

1.1.040 5100.10 Speeches, Papers and Presentations. Notes AC AC R Paper and Electronic
or text of speeches, papers, presentations AC = End of Term in Office or termination of
or reports delivered in conjunction with service or state position. 0
agency work.

Retention Codes (Field 7)
- Archival Codes (Reid 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0—OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV— Adminitrflvp ViIiip
P — Ppvjpw hv tif rrhk,ief



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule Recertification
6. T7Retentkn 8.Archiv

I Records Agency Period
Series Item Record Series Title ii -ItemNo. No.

iviili
— —--——-—--. —---——--- I

___

CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series in this
schedule. For example, a memorandum that
documents an appropriations request must be
retained for the minimum retention period
prescribed by item number 1.1.004; a letter
concerning an audit for that prescribed by item
number 1.1.002, etc. SEE ALSO item number
1.1.011.

Retention Codes (Field 7)

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

AV — AHminiqtrtiup Vnh ‘p

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

Archival Codes (Field 8)

US — Until Superseded A — Transfer to State
PM — Permanent Archives

P — Ppvipw hu Arrh,wi,t

Security Code

O - Open
C — Confidential

1.1.007 5101.01 4 Yrs

GOVERNMENTAL RELATIONS
——

1.Page 15 d 110

io. ii.
TSLAC

I ONLY
‘<ci,
C) . Amend.

106 No. No.

lYrs X RCorrespondence-Administrative.
Incoming outgoing and Internal
correspondence, in any format, 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.

0

1.1.008 5101.02 Correspondence-General. Non- 2 Yrs ?Yrs
administrative Incoming/outgoing and
internal correspondence, in any media,
pertaining to or arising from the routine 0
operations of the policies, programs,
services or projects of the agency.

1.1.069 5101.03 Legislative Implementation Report (LW).



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

4. 5. 6. 7. Retention 8. Archival
Records Agency Period
Series Item Record Series Title AgencyrStorage Total
Item No. No.

Correspondence-Administrative.

Incoming outgoing and Internal

correspondence, in any format, 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.

WTION: This records series and item

number 1.1.008 should be used only for

correspondence that is not included in or

directly related to another records series in this
schedule. For example, a memorandum that

documents an appropriations request must be

retained for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for that prescribed by item

number 1.1.002, etc. SEE ALSO item number

1.1.011.

1.1.007 5102.01

9. Remarks

4 Yrs

I page cf 110
-

__.tL
10. 11.

TSLAC
ONLY

<cot

r
1106 No.

Amend.

OFFICE OF GENERAL COUNSEL

I Yrs x R

0

1.1.008 5102.02 Correspondence-General. Non- 2 Yrs “.Yrs — —

administrative Incoming/outgoing and

internal correspondence, in any media, o
pertaining to or arising from the routine

operations of the policies, programs,

services or projects of the agency. — — — —

1.1.026 5102.03 Texas Register Meetings— AC+1 C+1 AC= Date Published in Texas Register

Correspondence and forms relating to Paper and Electronic.

TWC Meetings posted in accordance With 0
the Administrative Procedure and Texas

Register Act. — — —

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012



STATEOFTEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
4. 5. 6. 7. Retention 8. ArchivalRecords Agency __eod____J__ - —Senes Item Record Series Title tAgency;Storag& Total 9. RemarksItem No. No.

fitaI

WT-.)4T.V:4-: ;

I Page 17 d * 110

;io. 11.
TSLAC

-

1ONLY.<cn
C) Amend.

106 No. No.

1.1.026 5102.04 Texas Register Publications - AC+1 .C+1 — — AC= Date Published in Texas Register
Correspondence and forms relating to Paper and Electronic.

. TWC Misc. Document submission posted
0

in accordance with the Administrative

Procedure and Texas Register Act.

1.1.058 5102.05 Meeting Agenda & Minutes. Official PM PM A Agency retains permanent record copy. The
agenda and minutes of the Commission, archival requirement will be met by sending a
as required by Government Code, Chapter copy to the Archives and Information Services
551

— — — Division, TSLAC.
—

1.1.060 5102.06 Meetings, Audio or Videotapes of Open C+90 C+9 AC=Official approval of written minutes by the
Audio or video tapes of open meetings of days 0 governing body of an agency. 0
the Commission. day —

—

1.1.061 5102.07 Meetings — Notes taken during open C+90 C÷9 AC=Official approval of written minutes by the
meetings of the Commission from which days 0 governing body of an agency. 0written minutes are prepared. dar —

—

1.1.062 5102.08 Meetings-Supporting Documentation 2 2 A
submitted at meetings of the Commission,

including exhibit items, documentation for

agenda items, etc.
— —

—3.1 5102.09 EEOC/TCHR Complaints by Employee AC-i-3 C+3 AC=Final EEOC/TCHR decision on matter

—
— Paper and Microfilm

—1.1 5102.10 EEOC1CHR Complaints by job Services AC÷3 C+3 AC=Final EEOC/TCHR decision on matter
Applicants

Paper and Microfilm c

1.1 5102.11 Court Orders for Records AC+1 C+1 E AC= Date of last transaction

— E=Archival Exemption
—

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

4 5 - —— - -- 7 Retention 8 Archival
— 0__ 11Records Agency Period J TSLAC

Series Item Record Series Title lAgency! StoragTotaI 9. Remarks
—

.<, ONLY
Item No. No. Amend.

-.-— L.i__ 1f °.

1.1.048 5102.12 Benefits Lawsuits. Records relating to UI AC-t-2 C+2 — E AC= As applicable, decision of agency not to —
Benefits cases appealed to a court. Records file a lawsuit or decision that a lawsuit will not
created by or on behalf of the agency in be filed against it on a matter; dismissal of a
anticipation of or in the adjudication of a lawsuit by the court or on motion of the
lawsuit. plaintiff in a lawsuit.

E = Archival Exemption

1.1.048 5102.13 Lawsuits-Petitions, Complaints, Opinions, PM PM E These are documents that are not available
Settlements, Judgments (including DWOP, elsewhere. 0
Non-suites and Dismissals). — — — E = Archival Exemption —

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA— Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist
10/22/2012

1.Page 18 cf 110



4. 15.
Records Agency
Series Item
Item No. No.

:io. Iii. I
TSLAC!

ONLY
Amend.

lO6N0No

Lawsuits. Records relating to civil
litigation, tax lawsuits, child labor
lawsuits, and proprietary schools lawsuits,
payday lawsuits, and any other causes
other than UI Benefits related. Records
created by or on behalf of the agency in
anticipation of or in the adjudication of a
lawsuit.

AC=As applicable, decision of agency not to file
a lawsuit or a decision that a lawsuit will not be
filed against it on a matter; dismissal of a
lawsuit by the court or on motion of the
plaintiff in a lawsuit; decision of a court
affirming or reversing the Commission’s action
in the matter; settlement of the matter by
parties involved in lawsuit.

Cases that set legal precedent or may have
historical value will be selected as such by TWC
and transferred to TSLAC.

0= Paper and Microfilm

1.1.014 5102.15 Legal Opinions and Advice Interpretations AV AV — R CAUTION: Does not indude legal opinions or
of Laws and Governing the operations of advice rendered on a matter in litigation or
and programs administered by the agency. with regard to pending litigation. SEE item
From agency legal counsel or the Attorney number 1.1.048.
General, induding any requests eliciting
the opinions. — — Keep for OAG Letter Rulings on Open Records. —

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4’ Recertification

I 6. Retention 8. Archival
Period

Record Series Title AgencyjStorageITotaI1 9. Remarks

Mtali

1.1.048 5102.14

- ——— a -

—--— I 9LiL0

AC+2 C÷2 R C

10/22/2012



2. Agenc
Cqdq.2Q.

,J:’4

__________________

..

I Page 20 cf 110

11.
TSLAC
ONLY

Amend.
No.

I Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012

4. •5.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

6. 7. Retention 8. Archival
Period IRecord Series Title AgencyStorage Total 9. Remarks

1.1.048 5102.16

Vital

ACJob Training Partnership Act (JTPA)/
Workforce Investment Act (WIA)
[successor to JTPAJ litigation Files-Records
created by or on behalf of the agency in
anticipation of or in the adjudication of a
lawsuit.

6 R

C)
2 106 No.

C 97-320-058AC = Date of last transaction. As applicable,
decision of agency not to file a lawsuit or
decision that a lawsuit will not be filed against
it on a matter; dismissal of a lawsuit or on
motion of the plaintiff; or final decision of a
court (or of a court on appeal, if applicable) in a
lawsuit.

Cases that set legal precedent or exhibit
historical value will be evaluated by the
Archives and Information Services Division of
the TSLAC for archival preservation.



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
4. 5. 6. 7. Retention 8. Archival 10.
Records Agency

Period
—

_______________________—

- -
Series Item Record Series Title Agencystorage Total 9. Remarks .< ,Item No. No.

I

iPage 121!dL 110

I TSLAC I
ONLY

106 No.
Amend.

JTPA/WIA Administrative Hearing
Records. Records created by or on behalf
of the agency in anticipation of or in the
adjudication of an administrative
proceeding.

AC=Date of final resolution of dispute. As
applicable, decision of agency not to file a
request for administrative hearing will not be
filed against it on a matter; dismissal of a
request for administrative hearing by a
hearings officer or on motion of the requester;
or final resolution of an administrative hearing
dispute.

Case that set legal precedent or exhibit
historical value will be selected as such by TWC
and transferred to TSLAC.

1.1.014 5102.18 JTPAIWIA Opinions and Advice AC÷3 C+3 R AC = Date opinion rendered CAUTION: Does —

Interpretation of laws and regulations not include legal opinions or advice rendered
governing the operations of and on a matter in litigation or with regard to
administered by the agency. From agency pending litigation. SEE item Number 1.1.048. C
legal counsel or the Attorney General,
induding any requests eliciting the SEE JTPA Section 165(e); 20 USCA 627.430 for
opinions.

— — — necessary three-year retention —1.1.020 5102.19 Open Records Requests-Non-Subpoena AC+1 .C+1 This includes any records in any format and in
includes all correspondence except any medium in this record series. AC = Date
responsive documents relating to request Request fulfilled.
for records that are furnished to the NOTE: Responsive documents requested are
public, not retained except to the extent they are 0

retained in other departments per their separate
records retention schedule.
0 = Paper or Electronic

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

1.1.048 5102.17 AC+3 C+3 R

C

10/22/2012



4.5.002 5102.20 Information Request Summary FE+3 E+3 — E
Accounting Information

1.1 5102.21 Subpoena Requests AC+2 C÷2 AC=Date Request Filled.

1.1 5102.22 Government Information Requests AC÷1 C÷1 AC=Date Request Filled.
o

1.1 5102.23 Special Federal & State Requests-Grand AC+2 C÷2 AC=Date Request Filled.
Jury subpoenas, etc. C

1.1 5102.24 Developmental Files-Drafts of rules, AC÷2 C÷2 AC=After adoption of rules or after completion
external comment letters, administrative for external comment letters, administrative
correspondence, legal memos, policy and correspondence, legal memos, policy and
manual development, research projects manual development, research projects or other
and other special projects. special projects.

0

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

6.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule Recertification

7. Retention 8. Archival

Record Series Title L 9. Remarks

Vital

gencyi Storage i Total

1.Page 22_jdt1o

10.

‘<a)

106 No.

11.
TSLAC
ONLY

Amend.
No.

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule Recertification
4. 5. 6. 7. Retention 8. ArchivalRecords Agency
Series Item Record Series Title AgencyStorageJ Total j 9. RemarksItem No. No.

f

_______________

I /itaI

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012

5102.25

gJicy
àde 320

_____

Dockets-Civil Litigation, Foreclosures and
Condemnation proceedings, or any docket
maintained relating to lawsuits.

?5 yrs 5 yrs

TSLAC
ONLY

Amend.
106 No. No.

R Paper and Electronic

C



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

6. 7. Retention 8. Archival
Records Agency Period — - -

Series Item Record Series Title !Agencyl Storage I Total f -Item No. No.

___________

This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series in this
schedule. For example, a memorandum that
documents an appropriations request must be
retained for the minimum retention period
prescribed by item number 1.1.004; a letter
concerning an audit for that prescribed by item
number 1.1.002, etc. SEE ALSO item number
1.1.011.

Retention Codes (Field 7) Archival Codes (Field 8) Securfty Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist
10/22/2012

1.1.007 5108.01

9. Remarks

I Page 24 cf 110

1 0.

CUSTOMER RELATIONS

‘< (I)
0

o 2

11.
TSLAC
ONLY

Amend.
No.

Correspondence-Administrative.
Incoming outgoing and Internal
correspondence, in any format, pertaining
to the formulation, planning,
Implementation, interpretation,
modification, or redefinition of the
programs, services, or projects of an
agency and the administrative regi±lations,
policies, and procedures that govern them.

106 No.

Yrs Yrs X R 0

1.1.008 5108.02 Correspondence-General. Non
administrative Incoming/outgoing and
internal correspondence, in any media,

Yrs Yrs 0pertaining to or arising from the routine
operations of the policies, programs,
services or projects of the agency.



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule Recertification

7.Retenon8.ArchivaI
Period

[j_: Mtal

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

AC=Expiration or termination of instrument
according to its terms.

Paper (pen & ink signed) and electronic
(electronically signed) documents.

1.1.070 5120.02 Contract Administration Standards — — R AC = Until superseded or completion or
Manual termination of program, rules, policies, or

X procedures.
AC-i-3 AC-i-3 0

5.1.001 5120.03 Grant/Contract Documentation (in AC-i-4 C÷4 AC=Expiration or termination of the
contract files) grant/contract documents instrument according to its terms.
and correspondence. Paper and Electronic

x 0

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist

.4. :5 6.
I Records Agency

Series Item
Item No. No.

Record Series Title

1.1.008 1

9. Remarks

I Page 25 ct 1 110

0.

2 Yrs

CONTRACT SERVICES DEPARTMENT

EiwAIx. —Yrs

.< U)
C,

a.
cD -

11.
TSLAC
ONLY

Amend.
No.106 No.

0

10/22/2012

A5



CHiEF FINANCIAL OFFiCER

ARCHIVE NOTE: Only the administrative

correspondence of executive staff, board or

commission members, division directors and

program heads require archival review; contact

the Records Management Officer when these

records have met their retention periods.

CAUTION: This records series and item

number 1.1.008 should be used only for

correspondence that is not included in or

directly related to another records series in this

schedule. For example, a memorandum that

documents an appropriations request must be

retained for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for the prescribed item

number 1.1.002, etc. SEE ALSO item number

1.1.011.

1.1.008 5200.02 Correspondence-General. Non- — — —

administrative Incoming/outgoing and
internal correspondence, in any media,

pertaining to or arising from the routine 2 Yrs 2 Yrs 0

operations of the policies, programs,

services or projects of the agency.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

6.4.
Records
Series
Item No.

5.
Agency

Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

Record Series Title

7. Retention
Period

8. Archival

1.1.007 5200.01

TotalAgency Storage!

I
9. Remarks

1.Page 26 ci 110

0.

4 Yrs 4 Yrs x

11.
TSLAC
ONLY

Amend.
No.106 No.

Correspondence-Administrative.

Incoming outgoing and Internal

correspondence, in any format, 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.

R

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

4. :5. 6.
Records Agency

________ _____

Series Item
Item No. No.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/20 12

I Page 1 27 d 110

Period TSLAC
Record Series Title AgencyStorag& Total 9.Remarks ONLY

Amend.

1.1.066 5200.03 Reports — Narrative reports to the AC÷6 AC+6 — A AC = September 1 of odd-numbered years. —

Governor. Copies sent to the Texas State Depository
Program.

1.1.002 5200.04 Internal Audits AC-t-7 AC÷7 AC = Publication or release of audit. o
1.1.002 5200.05 State Audits AC+7 AC+7 AC = Publication or release of audit.



FINANCIAL OPERATIONS

—1.01

CAUTION: This records series and item

number 1.1.008 should be used only for

correspondence that is not included in or

directly related to another records series in

this schedule. For example, a

memorandum that documents an

appropriations request must be retained

for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for the prescribed item

number 1.1.002, etc. SEE ALSO item

number 1.1.011.

1.1.008 5211.02 Correspondence-General. Non- — —

administrative Incoming/outgoing and
internal correspondence, in any media,

2 Yrs 2 YR 0pertaining to or ansing from the routine

operations of the policies, programs,

services or projects of the agency. — —

4.2.007 5211.03 Expenditure Vouchers-Vouchers to record FE+1 2 FE+3 X Paper & Electronic

payment to vendors for goods and 0
services.

5.1.001 5211.04 Accounting Records-contracts, invoices, AC÷1 3 AC÷4 X AC = Termination of Lease Period
97-320-074vouchers, and work papers. — —

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

4.
Records
Series
Item No.

6.5.
Agency

Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule Recertification

Record Series Title

7. Retention
Period

Agency’ Storage!

8. Archival

1.1.007

Total 9. Remarks

friti

IPage 28 cf 110

110.

C)

lCD

11.
TSLAC
ONLY

Amend.
No.

Correspondence-Administrative.

Incoming outgoing and Internal

correspondence, in any format, 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.

106 No.

4 Yrs 4 YR R 0

10/22/2012



2. AgencySTATE OF TEXAS
Texas Workforce Commission

- —
-

—

Records Retention Schedule 4th Recei-tifition — I Page d 110
4. 5. 6. 7. Retention 8. Archival

10. 11.Records Agency Period
TSLACSeries Item Record Series Title Agency Storagei Total’ I 9 Remarks 1< , ONLYItem No. No.

.

106 No.
Amend.

Vital

1.1.070 5211.05 TWC Administrative Services Manual- R Paper & Electronic
—Finance Department Letters-source of

AC+3 AC+3
AC Until superseded or completion orpolicies and procedure issuance.
termination of program, rules, policies, or

procedures.
1.1.070 5211.06 Fiscal Program Guidance Letters and

R AC = Until superseded or completion orRules
termination of program, rules, policies, or

AC÷3 AC+3
procedures.

Paper & Electronic

4.7.001 5211.07 Financial Operations-Department Policies US÷3 US+3 Paper & Electronic
& Procedures

4.2.007 5211.08 Travel Vouchers-authorization requests, FE÷1 2 FE+3
paid voucher reports and documentation

—

—4.7.002 5211.09 Advance Travel - Bank Records FE+3 FE+3
C4.2.007 5211.10 Rental Car Records FE+3 FE+3 — C4.2.005 5211.11 Purchase Vouchers - payment requests FE+3 FE+3 X Paper & Electronic Cand support documentation

— —

3.2.002 5211.12 Terminated Employee Records AC÷4 AC÷4 X 40 TAC 815.106(i) C
AC=After terminated

— Paper & Electronic
—3.2.002 5211.13 Employee Earning Records FE+4 FE+4 X 40 TAC 815.106 (i) C

—
— Paper & Electronic3.3.023 5211.14 Corporate Charge Card Applications FE+3 FE+3

CReimbursable Activities, Requests and
Authorizations to Engage in.

1.2.007 5211.15 Corporate Charge Card Report FE÷3 FE-i-3 — — C
Retention Codes (Field 7)

Archival Codes (Field 8) Security Code
AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialM — Administrative Value

R — Review by State Archivist
10/2212012



3.2.003 5211.16 Federal Tax Records. W-2 and Form 1099 AC+4 AC+4 X AC = Tax due date, date the claim is filed, or C

date tax is paid, whichever is later. 26 CFR
: 31.6001 — 1(e)(2).

4.2 5211.17 Daily Payroll Transactions 10 10 X Paper & Electronic C
4.2 5211.18 Regular Payroll 10 10 X — Paper & Electronic C
4.2 5211.19 Lump Sum Payroll 10 10 X — Paper & Electronic C
4.2 5211.20 Additional Payroll 10 10 X — Paper & Electronic C
4.2 5211.21 ACHV Bonus Payroll 10 10 X — Paper & Electronic C
4.2 5211.22 Prior Payroll 10 10 X — Paper & Electronic C
4.2 5211.23 Monthly Payroll Reports 10 10 X — Paper & Electronic C
3.3.026 5211.24 Staffing Reports US-f-3 US+3 — C
4.1.004 5211.25 Encumbrance Detail: Support and FE÷3 FE+3

CDocumentation

4.5.002 5211.26 Billing Details/Documents FE+3 FE+3 X CAUTION: Does not include long distance

telephone billing detail. SEE Items # 5.5.001, C
5.5.006, 5.5.007.

4.5.002 5211.27 Financial Technical Assistance US-i-3 US+3 Paper & Electronic
Correspondence and Support

—
—

3.2.003 5211.28 Payroll Quarterly Reports AC+4 AC+4 X AC = Tax due date, date the claim is filed or

date tax is paid, whichever is later. C

(26CFR31.6001-1(e)(2)
5.1.001 5211.29 Contract Closeouts-Documentation AC÷1 3 AC+4 X Paper & Electronic

AC=Expiration or termination of the contract

according to its terms.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

.

Records Agency __pd
--

Series Item Record Series Title !AgencyStorageF Total 9. RemarksItem No. No. j
-

- - __L j__

IPage 30 a’ 110

HO.

106 No.

< (n
CD

[0

11.
TSLAC
ONLY

Amend.
No.

10/22/2012



- Issued Field Receipts

5212.02 Refund Vouchers Requests to State

Comptroller on claimant related

overpayments.

4.

Records
Series
Item No.

6.5.

Agency
Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

Record Series Title

7. Retention 8. Archival
Period

4.2.002 5212.01

4.2.005

Agency Storage i Total 9. Remarks

i.Page 31 ci 110

1 0.

0
REVENUE AND TRUST MANAGEMENT

I’< U7
08

FE+3 FE÷3

11.
TSLAC
ONLY

Amend.

No.106 No.

C

4.2 5212.03 TWC Deposit List C-lb and Allocation of CE+b CE+1 — — Paper

Remittance C-52

4.2 5212.04 TWC Deposit List C-lb and Allocation of CE 5 CE+5 Microfilm
C 91-320-038

Remittance C-52.

4.3 5212.06 Fiscal Year Documents-recapitulation of FE+2 FE÷2

posted documents. —
—

4.4.001 5212.07 General Accounting Ledger for UI Funds FE+3 FE÷3

and Expenditures — —
—

4.5.002 5212.08 Federal Report Analysis (ETA 8401) FE+3 FE+3

Monthly Benefit account transactions. — —
—

4.5.002 5212.09 Federal Report Analysis (ETA 8405) FE+3 FE+3

Monthly Analysis of Clearing account 0

transactions

4.5.002 5212.10 Federal Report Analysis (ETA 2112) FE+3 FE+3 X

Monthly UI Financial Transaction Fund. — —
—

4.5.002 5212.11 Federal Report Analysis (ETA 8413)- FE+3 FE+3 X

Income/Expense Analysis benefit account. — —
—

4.5.002 5212.12 Federal Report Analysis (ETA 8414)- FE+3 FE+3 X

Income/Expense Analysis Clearing 0

Account

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012



STATE OF TEXAS$ Texas Workforce Commission
Records Retention Schedule Recertification

-

J ion Arhiv
Period

Record Series Title AgencyStoragei Total

-------- ------—--—,

4.2.005 5212.13 Special Handling Form for Exception FE÷3 FE÷3 —

—Processing of payment/voucher
0authorization

4.7.003 5212.14 Returned Checks AC÷3 AC-i-3 — — AC = After Deemed Uncollectable. 04.7.006 5212.15 Comptroller Statements FE÷3 FE÷3 — —

04.7.006 5212.16 Cash Management Improvement Act FE÷3 FE÷3
Agency Information for Comptroller’s

0Annual Report
4.5.001 5212.17 Cash Worksheets-to complete daily FE+3 FE+3

Federal Cash Reports used to order
0money.

—

4.5.005 5212.18 Federal External Reports - Financial Status FE+3 FE+3
(SF-269), Quarterly Return of Withholding
Federal Income Tax (941E), Federal Tax
Deposit (8109A), and Federal Cash

Transaction Report (POS 272).

4.1.002 5212.19 Billing Detail Documents FE+3 FE+3 CAUTION: Does not indude long distance
telephone billing detail. SEE Item #: 5.5.001, 0
5.5.006, & 5.5.007

1.1 5212.20 Program payments received (microfilmed 10 yrs 10 yrs Microfilm — Original at TSL. Duplicate at
11-320-151

checks).
agency (R&TM)for 10 yrs.

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSeftied FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

4. 5. 6.
Records Agency
Series Item
Item No. No.

ft. Agency
Code.329

‘10.

Vital

1.Page 32 d 110

11.
TSLAC

-‘ iONLY‘<(0’
Amend.lO6No. No

— -----

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

7. teion8.Ahival
Period

Record Series Title gency StoragTTotaI

CAUTION: This records series and item

number 1.1.008 should be used only for

correspondence that is not included in or

directly related to another records series in this
schedule. For example, a memorandum that

documents an appropriations request must be

retained for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for that prescribed by item

number 1.1.002, etc. SEE ALSO item number

1.1.011.

1.1.008 5213.02 Correspondence-General. Non-
—

—

administrative Incoming/outgoing and

internal correspondence, in any media,
. . . . . 2Yrs 2Yrs 0pertaining to or ansing from the routme

operations of the policies, programs,

services or projects of the agency. —
—

1.1 5213.03 Monitoring Reports - All Titles AC+2 6 AC+8 AC = After Closed.

0 97-320-057

1.1 5213.04 Audit Resolution Files AC÷3 7 AC+1 — AC = After Closed
0 97-320-060

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist

4. 5. 6.
Records Agency
Series Item
Item No. No.

1.1.007 5213.01

9. Remarks

‘Iital

IPage 33 cf 1 110

;i o.

SUBRECIPIENT MONITORING

< ci)

CD

11.
TSLAC
ONLY

Amend.
No.

Correspondence-Administrative.
Incoming outgoing and Internal
correspondence, in any format, 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.

106 No.

4 Yrs 4Yrs X R 0

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

rention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012

IPage cf 110

4 5 6 7 Retention
— i8Archival 10

Records Agency TSLAC
Series Item Record Series Title Agencyl oae Lroiai ONLY
Item No. No. o Amend.

-----——

1.1.007 5213.05 Technical Assistance Documentation (site AC+4 AC+4 R — AC = Date of Last Transaction —

visits), financial. Yrs Yrs 0

1.1.006 5213.06 CRC Complaint System Files AC+3 AC÷3 AC= Final disposition of the complaint. c
1.1.006 5213.07 CRC Complaint Log AC+3 AC+3 AC=Final disposition of the complaint c
1.1.006 5213.08 EO Compliance Reviews and Desk Audits AC-i-3 AC+3 AC=Final disposition of the complaint.

CAUTION: If a complaint becomes the subject
of litigation, it must be included in and is
subject to the minimum retention period of
item number 1.1.048.

1.1.006 5213.09 TWC Complaint Fact Finding Reports AC÷3 AC-t-3 AC=Final disposition of the complaint c



7. Retention
Period

nci Storage

_1

_________

ii0

TSLACj
— ONLYIto Amend.

106 No. No.

lIIIJ
I4.7 5215.01 Ps-i — Funded Applicants for Internet AC÷5 AC+5 X

Access Secondary Schools
4.7 5215.02 Ps 1 — Non-Funded Applicants AC+5 AC÷5 X — 0
4.7 5215.03 Ps 1 — Not Eligible Applicants AC+5 AC+5 X 0

521504
Ps 2 — Funded Applicants for Internet AC+5 AC+5 X
Access Enrollment of 1000

4.7 5215.05 PS 2 — Non-Funded Applicants AC+5 AC+5 X — 0
521506

P53 — Public School Grants and Non- AC+5 AC+5 X
Funded Applications

—

—

521507
PS 4 — Public School Grants and Non- AC+5 AC÷5 X
Funded Applications

— —

521508
P55 — Public School Grants and Non- AC+5 AC+5 X
Funded Applications

— —

4.7 5215.09 PS6 — Public School Grants and Non- AC+5 AC+5 X
Funded Applications

—

—4.7 5215.10 PS7 — Public School Grants and Non- AC+5 AC+5 X
Funded Applications

— —

5215 11
PS 8 — Public School Grants and Non- AC+5 AC+5 X
Funded Applications

— —

—

5215 12
— Public School Grants and Non- AC+5 AC+5 X

Funded Applications
—

—

5215 13
PS SP — Public School Special Program AC÷5 AC÷5 X 0Grants

5215 14
PS 10 — Public School Grants and Non- AC+5 AC÷5 X 0Funded Applications

—

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

I 4.
Records
Series
Item No.

5. 6.
Agency

Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

Record Series Title

8. Archival

Total 9. Remarks

tai1

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

4. 5 6. 7. Retention 8. Archival 10. 11.
Records Agency Period - .. TSLAC
Series Item Record Series Title miJ em ONLY
Item No. No. L Amend.

, .1 .
106 No. No.

—--.—:- --—--.--. .-..—-- .—..-S------—--

5215 15
PS 11 — Public School Grants and Non- AC+5 AC÷5 X 0
Funded Applications

521516
LB 1 — Public Library Grants and Non- AC+5 AC+5 X

. 0
Funded Applications — —

521517
LB 2 — Public Library Grants and Non- AC+5 AC+5 X 0
Funded Applications

5215 18
LB 3 — Public Library Grants and Non- AC+5 AC+5 X 0
Funded Applications

521519
LB 4 — Public Library Grants and Non- AC+5 AC+5 X 0
Funded Applications

521520
LB 5 — Public School Library Grants and AC+5 AC+5 X 0
Non-Funded Applications

521521
LB 6 — Public Library Grants and Non- AC+5 AC+5 X 0
Funded Applications — — —

521522
LB 7 — Public Library Grants and Non- AC÷5 AC+5 X 0
Funded Applications

521523
LB 8 — Higher Education Library Grants AC÷5 AC+5 X 0
and Non-Funded Applications

521524
LB 9 — Higher Education Library Grants AC-f-5 AC+5 X 0
and Non-Funded Applications

521525
LB 10 — Public Library Grants and Non- AC+5 AC+5 X
Funded Applications

521526
LB 11 — Public Library Grants and Non- AC+5 AC+5 X
Funded Applications

4.7 5215.27 LB 12- Public School Library AC+5 AC+5 X
Grants and Non-Funded Apps.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

IPage 36 I cf 110

10/22/2012



- STATEOFTEXAS - -

___
_____

Texas Workforce Commission
- th . I Paae 37 cf 110Records Retention Schedule 4 Recertification

5. 6. 7. Retention 8. Archival
10. 11.Records Agency Penod

____

TSLACSeries Item Record Series Title geriFStoragef Total [rks
-—

ONLYItem No. No.
+

Amend.
iuui’iO. No

__________ __

4.7 5215.28 LB 13 — Public School Library Grants and AC÷5 AC+5 X
—Non-Funded Applications

— —

—

521529
LB 14 — Public School Library Grants and AC+5 AC+5 X

o. Non-Funded Applications

521530
HE 1 — Higher Education Grants and Non- AC-i-5 AC+5 X

Funded Applications

521531
HE 2 — Higher Education Grants and Non- AC÷5 AC+5 X

Funded Applications

4.7 5215.32 HE 3 — Higher Education Grants and Non- AC-i-S AC+5 X

Funded Applications

521533
HE 4 — Higher Education Grants and Non- AC-i-S AC+5 X

Funded Applications

5215
PHi — Public Health Care Grants and AC+5 AC+5 X

oNon-Funded Applications
4.7 5215.35 PH-2 Public Health Care Grants and Non- AC-i-S AC+5 X

funded

4.7 5215.36 PH-3 Public Health Care Grants and Non- AC÷5 AC+5 X

Funded Applications

521537
PH 4 — Public Health Care Grants and AC+5 AC+5 X

oNon-Funded Applications
4.7 5215.38 PH 5 — Public Health Care Grants and AC÷5 AC÷5 X

Non-Funded Applications
—

—

521539
PH 6 — Public Health Care Grants and AC+5 AC-i-S X
Non-Funded Applications

4.7 5215.40 PH 7— Public Health Care Grants and AC+5 AC+5 X
oNon-Funded Applications

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012



4. .5. 6.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

7. Retention 8. Archival
Period

Agency storageT Total

Vital1
--—- -i..._±

4.7 AC+5 AC+5 )(
—52 15.41 PH 8 — Public Health Care Grants and

Non-Funded Applications

4.7 AC÷5 AC÷5 X
5215.42 CN 1 - Community Network Planning

Grants and Non-Funded Applications

4.7 . . AC+5 AC+5 X

5215.43
CN 1 — Community Network Project

Grants and Non-Funded Applications

4.7 AC+5 AC÷5 X —

5215.44 CN 2- Community Network
oGrants and Non-Funded Applications

4.7 . AC÷5 AC÷5 X

5215.45
CN 3 — Community Network Grants and

Non-Funded Apps

4.7 . AC÷5 AC÷5 X

5215.46
DI 1 — Discovery Grants and Non-Funded

Applications

5215.47 DI 2 — Discovery Grants and Non-Funded
AC+5 AC+5 x

Applications

5215.48 DI 3 — Discovery Grants and Non-Funded AC+5 AC+5 X

— oApplications

4.7 5215.49 DI 4 — Discovery Grants and Non-Funded AC÷5 AC+5 X

Applications — — —

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

Record Series Title 9. Remarks

IPage 38 cf 110

11.
TSLAC

I ONLY
Amend.

lO6No. No.

10/22/2012



ency
pode32O$

STATE OF TEXAS
Texas Workforce Commission

cIohRececn i.P{39 1iO
4. 5. 6. 7. Retention 8. Archival r 10. 111.Records Agency Period

_____

L TSLACSeries I Item Record Series Title AgencyiStorageTotai 9. Remarks
— < ,I ONLYI Item No. No.

•
0 Amend.

VitaH.L J_.i

_____

4.7 5215.50 SPEC — Special Project Grants AC+5 AC+5 X NOTE 1: The archival requirement is met by
sending the required copies of the reports to the
Texas State Publications Depository Program,
TSLAC.

NOTE 2: AC=Date of authorization for
destruction, permanent transfer from storage,
or transfer to the Archives and Information
Services Division, TSLAC, by the agency
records administrator.

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE —. Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/2212012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

7. Retention 8. Archival
Period

CAUTION: This records series and item

number 1.1.008 should be used only for

correspondence that is not induded in or

directly related to another records series in this

schedule. For example, a memorandum that

documents an appropriations request must be

retained for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for that prescribed by item

number 1.1.002, etc. SEE ALSO item number

1.1.011.

1.1.008 5230.02 Correspondence-General. Non- — — —

administrative Incoming/outgoing and
internal correspondence, in any media,

pertaining to or arising from the routine
. . . 2Yrs 2Yrs 0

operations of the policies, programs,

services or projects of the agency.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

4. 5. L6.
Records Agency
Series Item
Item No. No.

Record Series Title

1.1.007 5230.01

I Page 40

tAg ency Storage Total 9. Remarks .< , I
)cD

- 106 No
I IVitall

I c 110

ilO.

DIRECTOR OF BUDGET MANAGEMENT ——

Correspondence-Administrative.

Incoming outgoing and Internal

correspondence, in any format, 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.

11.
TSLAC
ONLY

Amend.
No.

4 Yrs 4Yrs X R 0

10/22/2012



2.Agency
jCode,. 320J

r STATE OF TEXAS
Texas Workforce Commission

- th . 1Page4l cf1 110Records Retention Schedule 4 Recertification
4.T5. i6. Retention 8.Archival fo.Records Agency Period

-

_____

TSLACSeries Item Record Senes Title Agency Storage Total I -- - - 9 Remarks — — —________ — — - - - — < c, ONLYltemNo. No.
I

lO6No Amend.;
\‘ital NoI

___
--

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/20 12

1.1.004 5230.03 Fiscal Notes — includes file copy & support AC+6 AC+6 A AC = September 1 of odd-numbered calendardocuments.
years.

Originals are maintained with Legislative
Budget Board.

Paper & Electronic

ARCHIVAL NOTE: The archival requirement is
met by sending the required copies of the 0

requests to the Texas State Publications
Depository Program, Texas State Library and
Archives Commission. Only copies of
supporting documentation submitted to the
Legislative Budget Board are archival.



iiiiiei:i . I
5230a.01 Biennial Budget Requests. AC+6 AC+6 A AC = September 1 of odd-numbered years.

1.1.004 Copies to Texas State Library Depository 0

Program. —

4.5.006 5230a.02 Budget Amendments. FE+3 FE+3 — 0
4.5.002 5230a.03 Operating Budget Input FE+3 FE+3 — 0

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012

4.
Records
Series
Item No.

6.5.
Agency

Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

Record Series Title

7. Retention
Period

8. Archival

Agency Storage I Total

li

9. Remarks

taI1

1.Page 42 t 110

1 0.

iH
11.
TSLAC
ONLY

Amend.
No.



i 4.
Records
Series
Item No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
5. 6. 7. Retention 8. ArchivalAgency

Item Record Series Title AgencyTStorage Total 1No. 9. Remarks

“a’

1.Pae 43 Cf 110

10. 11.
TSLAC1

-—

-- ONLY
Amend.f106 No. No.

_L_L..J

FINANCIAL SYSTEMS AND REPORTING

_________——

5240.01

CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series in this
schedule. For example, a memorandum that
documents an appropriations request must be
retained for the minimum retention period
prescribed by item number 1.1.004; a letter
concerning an audit for that prescribed by item
number 1.1.002, etc. SEE ALSO item number
1.1.011.

1.1.008 5240.02 Correspondence-General. Non-
— —

—administrative Incoming/outgoing and
internal correspondence, in any media,
pertaining to or arising from the routine 2 Yrs 2 Yrs 0
operations of the policies, programs,
services or projects of the agency.

4.4.001 5240.03 Ledgers-Accounting Ledgers for Special FE÷3 FE+3 X
Program Funds and Expenditures.

3.4.006 5240.04 Monthly Employee Timesheets -Time/cost FE+4 FE+4 X 40 TAC 815.106(i)
sampling reports (ADT)

0

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

Correspondence-Administrative.

Incoming outgoing and Internal
correspondence, in any format, 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.

4 Yrs 4 Yrs Rx 0

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule Recertification
4 6. 7. Retention 8. Archival
Records j Agency Peñod
Series Item Record Series Title Agency Storage Total 9. RemarksItem No. No.

Vitalt I

2. Agency
Code 320

lPage 44

1 0.

< Ci)
CD

2 106 No.

5.1.005 5240.05 Postage Expense and Usage Reports FE+3 FE+3
— o

4.5.002 5240.06 Management Internal Reports FE+3 FE+3

4.6.002 5240.07 Reconciliations FE+3 FE+3 o
4.7.008 5240.08 Funding Grants & Agreements AC+3 AC+3 AC=Satisfaction of all Uniform Administrative

Requirements for Grants and Cooperative
Agreements to Federal, State and Local
Governments.

2.1.002 5240.09 Automated Files - Master Computer AC AC — — AC = Until transferred to usable environment. 0
4.5.003 5240.10 Annual Financial Reports AC-i-6 AC÷6 AC = September 1 of odd-numbered calendar

years. Includes both annual and/or quarterly
reports required by the General Appropriations
Act, as well as annual and/or monthly Statutory
reports.

4.5.007 5240.11 Daily USAS Financial Report FE+3 FE+3 o
4.5.005 5240.12 Federal External Reports, i.e., Federal FE+3 FE+3 Paper & Electronic

Expenditure Reports (9130). 0

5.2.002 5240.13 Sold-Agency Owned Building Files- AC AC R AC = After contract Complete and Accepted.
Planning, design, and construction +10 +10
records; accepted and rejected bids;

ocorrespondence, etc.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist

d 110

iii
TSLAC
ONLY

Amend.
No.

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
4. 5. 6. 7. Retention 8. ArchivalRecords Agency Period LSeries j Item Record Series Title ‘AgencyStorage! Total I 9. RemarksItem No. No.

iVital’

________________

I I

Correspondence-Administrative.

Incoming outgoing and Internal
correspondence, in any format, 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.

CAUTION: This records series and item

number 1.1.008 should be used only for
correspondence that is not included in or

direcfly related to another records series

in this schedule. For example, a
memorandum that documents an

appropriations request must be retained

for the minimum retention period

prescribed by item number 1.1.004; a
letter concerning an audit for that
prescribed by item number 1.1.002, etc.

SEE ALSO item number 1.1.011.

1.1.007 5300.01

. I,:

1.Page 4.5 cf 110

10. 1.
TSLAC
ONLY

‘< a
Amend.106 No. No.

DIRECTOR OF INFORMATION TECHNOLOGY

4 Yrs 4 Yrs Rx 0

1.1.008 5300.02 Correspondence-General. Non-
—

—administrative Incoming/outgoing and
internal correspondence, in any media,

. . . . . 2Yrs 2Yrs 0pertalmng to or ansrng from the routme
operations of the policies, programs,
services or projects of the agency.

—

—1.1.024 5300.03 Information Resources Deployment AC÷3 AC+3 AC = Decision to implement or not.Review (IRDR) (formerly Information Paper & Electronic.Resources Strategic Plan)
—

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012



4.
Records
Series
Item No.

5.
Agency

Item
No.

AC = Until transferred to and made usable in a

new hardware or software environment with

new documentation or there are no electronic

records being retained to meet an approved

retention period that require the documentation

to be retrieved and read. 13 TAC 6.94.

CAUTION: Software needed for access to

electronic records must be retained for the

period of time required to access the records.

Paper & Electronic.

C

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012

6.

Record Series Title

STATE OF TEXAS
Texas Workforce Commission

- th . .
46 110

Records Retention Schedule 4 Recertification

TtrAi ___a. TiT
Period

______________________________________

TSLAC

Storage Total i 9 Remarks
ONLY

I Amend.
la lO6No. No.

2.2.012 5310.01

I Page

2.1.009

Computer Produced Output-Reports

showing transactions that were accepted,

rejected, suspended, and processed.

5310.02 Technical Documentation: System,

Program & File, User Operations/Run.

APPLICATIONS DEVELOPMENT & MAINTENANCE

(AD&M)

____________________________
_

____-__

x

AC

Paper & Electronic

AC x

C



4. 5. 6.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS ITexas Workforce Commission
Records Retention Schedule 4th Recertification I Page 47 cf 110

7. Retention 8. Archival
10. 11.Period

_______

TSL.AC I
Record Series Title

ONLY
Amend.ta

-
t106No

2.1.007 5310.03 Software Programs AC AC X — AC=Until transferred to and made usable in a —

new software environment or there are no.

electronic records being retained to meet an
approved retention period that requires the
software to be retrieved and read. 13 TAC 6.94.

C

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

1.1.024 5310.04 Planning Records-Reports, Studies and AC+3 AC+3 X R Paper & ElectronicAnalysis.

0
— AC=Decision to implement or not

—

1.1.070 5310.05 Administrative & Technical Procedure
X R AC = Until superseded or completion orManual

termination of program, rules, policies, or
procedures.

AC÷3 AC-f-3
. . CNOTE: Computer Records & Processing Piles

belong to the User departments & are listed in the
appropriate User Department Section.

Retention Codes (Field 7)
Archival Codes (Field 8) Security CodeC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled
FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

W — Administrative Value

R — Review by State Archivist
10/2217017



‘—.

I Page 4.8 cf 110

ilo.
i 11.

TSLAC
- .-- -- - -

- ONLY
• Amend.

106 No. No.

II!IIII][a(I(e] • • • I2.2.012 5315.01 Computer Produced Output-Reports AV AV Paper & Electronic
showing transactions that were accepted,

Crejected, suspended, and processed.
2.1.009 5315.02 Documentation-System Program & File, AC AC AC = Until transferred to and made usable in aUser Operations/Run. new hardware or software environment with

new documentation or there are no electronic
records being retained to meet an approved
retention period that require the documentation
to be retrieved and read. 13 TAC 6.94.

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

Paper & Electronic

2.1.007 5315.03 Software Programs AC AC AC = Until transferred to and made usable in a
new hardware or software environment with
new documentation or there are no electronic
records being retained to meet an approved
retention period that require the documentation

Cto be retrieved and read. 13 TAC 6.94.

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

Retention Codes (Field 7)
— Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

4. 5.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

6.

Records Retention Schedule 4th Recertification

7. Retention 8. Archival
Period

______

Record Series Title Agency Storage Total 9. Remarks

_ftal1
____-

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
4 5 —- 6

- t7Retention T8Ahival
I Records Agency

- Period - —
— - —

_________________

Series Item Record Series Title AgencyStoragel Total 9. RemarksItem No. No.
I I II fitaI

2. Agency
Code 32O

i.Page 49

•10.

lO6No.

1.1.024 5315.04 Planning Records-Reports, Studies and AC-i-3 AC+3 — — AC=Decision made to implement or not to —

Analysis
implement result of planning process.

ARCI-IIVES NOTE: Data processing planning C
records are not archival.

— Paper & Electronic
1.1.070 5315.05 Administrative & Technical Procedure AC = Until superseded or completion or

Manual
termination of program, rules, policies, or

procedures.

AC-i-3 AC-i-3
. . cNOTE: Computer Records & Processing Files

belong to the User departments & are listed in the
appropriate

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012

cf 110

:ii.
TSLAC
ONLY

Amend.
No.



11.
TSLAC
ONLY

Amend.
No.

I1He • •
2.2.001 5320.01 Activity Monitoring Records-Console logs, AV AV

physical and on-line access records. — —
—

2.2.004 5320.02 Shift Reports. Computer Job Schedules US I US+1
and Reports Schedules or similar records
showing computer jobs to be run and
other reports by computer operators or 0 98-320-085
programs of work performed.

5.2.008 5320.03 Computer Hardware Maintenance LA+3 LA+3
Records-Repair & Service documents and
inspection of hardware reports 0
(mainframe & microcomputers).

2.2.004 5320.04 Zeke Logs: Computer Job Schedules and 3 Mos 3 Mos
Reports Schedules or similar records
showing computer jobs to be run and
other reports by computer operators or
programs of work performed.

1.1.024 5320.05 Data Processing Planning Records- AC+3 AC+3 Paper & Electronic
Reports, studies and analysis. AC = Decision to implement or not

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist

6.4.
Records
Series
Item No.

5.
Agency

Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4Y’ Recertification

1 7. Retention 8. Archival
Period

______

Record Series Title AgencyStorage! Total 9. Remarks

i.Page 50 cf 110

10.

106 No.
Cl)
CD
C,

1CD

10/22/2012



Records Agency
Series Item
Item No. No.

_______

-

STATE OF TEXAS
Texas Workforce Commission

th . .

I Pane 51 d 110
Records Retention Schedule 4 Recertification

6. 7. Retention 8. Archival I ;10. 11.Period
TSLACRecordSeriesTitle fAiragelTotai19.Remarks 1.< ONLY

1106 No.
A1Cfli

Operating system Files and
Documentation

AC = Until electronic records are transferred to
and made usable in a new hardware
environment with new documentation or there
are no electronic records being retained to meet
an approved retention period that require the
documentation to be retrieved and read. 13
TAC 6.97 (a).

CAUTION: If an electronic record is scheduled
for perm. Retention, technical documentation
needed for access to the record must also be
retained permanently.

2.1.009 5320.06
xACAC

C

5.4.013 5320.07 Disaster Recovery Plan (manual) ADP US US X Paper & Electronic 05.1.005 5320.08 Postage Meters Usage Report FE÷3 FE+3

o5.1.003 5320.09 Certified Mail Firm Delivery Receipt. 2 2
Postal Services Form 3883-A.

5.1 5320.10 Firm Mailing Books-Postal Service Form 5
3877.

5.1.004 5320.11 Mailing Distribution Lists US US — —

05.1.015 5320.12 Manifest by Recipient-Certified and 1 YR 1 Yr
Express Mail Sent by TWC.

— —

—

Retention Codes (Field 7)
Archival Codes (Field 8) Security CodeAC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential
AV — Administrative Value

R — Review by State ArchMst
10/22/2012



-

- ment and Statistics-2002
Correspondence arid Instructions. Annual
Federal Reports-Annual Distribution of

Claimants by Earnings (Employment

Statistics-2006): Annual Designation of

Areas of substantial Unemployment;

Annual Survey of Government

=Employment Service. Summary database

used to complete federal reports. State Archives

will be contacted prior to transfer regarding

confidential information.

4.
Records
Senes
Item No.

5.
Agency

Item
No.

STATE OF TEXAS
Texas Workiorce Commission

Records Retention Schedule 4th Recertification

6.

Record Series Title

1.1.067 5340.01

7. Retention 8. Archival
Period

gencStorageI Total 9. Remarks

Vital]
-- I —-

1.Page 52 cf 110

3

LABOR MARKET INFORMATION
—

10.

106 No.

3

0(D
o
0.
CD —

R

11.
TSLAC
ONLY

Amend.
No.

C

1.1.067 5340.02 Report of Federal Employment & Wage 3 3 — R State Archives will be contacted prior to
(E-103) — — transfer regarding confidential information. —

1.1.067 5340.03 Multiple Worksite Report (BLS-3020) - 3 3 R State Archives will be contacted prior to
Quarterly. — — transfer regarding confidential information. —

1.1.067 5340.04 EXPO Automated Refiling Controlling 3 3 R State Archives will be contacted prior to
System (EARS). — — transfer regarding confidential information. —

1.1.067 5340.05 Industry Verification and Classification 6mos 2 yrs 3 E
C 98-320-077

Forms (ES-202, BLS-3023) 6 mos. — —

1.1.067 5340.06 Current Employment Statistics (CES)- 3 Yrs 3 Yrs R Paper & Electronic. State Archives will be
reports and correspondence for program contacted prior to transfer regarding
operations; Federal Administrative confidential information. C
Reports-BLS-790A, B, BM, E, H, JF, J-FD,

JL & S etc.

1.1 5340.07 CES, Solicitation materials for US US R State Archives will be contacted prior to
respondents-registry listing of firms In the transfer regarding confidential information. C
CES program.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012



11.
TSLAC
ONLY

Amend.
No.

1.1 5340.08 CES, BLS-790-Comparison tabulations, FE+3 FE+3 — R State Archives will be contacted prior to —

Tax Record data (ES 202 and code transfer regarding confidential information.
changes) miscellaneous computer C
printout, schedules, tabulations listings
employer data.

— —
—

1.1 5340.09 Occupational Employment Statistics (OES AC+4 AC÷4 AC = Date of last transaction.
SPAM) files and schedules.

1.3.001 5340.10 OES Staff Pattern Publications AC+5 AC+5 AC = Until superseded or obsolete.

Copy sent to Texas State Library Depository
0

Program.
1.3.001 5340.11 OES Estimates Delivery System AC÷3 AC+3 AC = Until superseded or obsolete.

1.1.069 5340.12 In-House Reports - Unemployment 1 1
Insurance (UT) Claim & Placement

Activities.

1.1.065 5340.13 Employment and Statistics-202 Summary AV AV
Data

0

5.1.004 5340.14 Employment and Statistics-202 Quarterly US US
Enhanced Unemployment Insurance
Address (EQUI) File; Magnetic Tapes of
covered employers C

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist

:4. 5. 6.
I Records Agency

Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

7. Retention 8. Archival 10.
Period

_______________________________

Record Series Title Tot 9. RemarksI I )
iVital

____.

I
IFage 53 d 110

106 No.

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

Records Agency I P9rio_d ISeries Item Record Series Title !Agency Storage TotalItem No. No.
1
f(italj

Li 5340.15 Employment Statistics-202 Extracts for 3 3
—Texas Water Development Board and mos. mos.

Controller Department
c

1.1.065 5340.16 Current Employment Statistics (CES). AV AV

C

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

1 0/22/20 12

9. Remarks

IPage 54 Ct 110

110. 11.
TSLAC
ONLY

Amend.
lO6No. No.



‘IItLI iiiLeiiii’i • •5.2 5381.01 State Office Maintenance & Custodial AV AV X Paper & Electronic
Records

5.4.012 5381.02 Key Receipts - F-158 AC÷2 AC÷2 — AC = Date keys have been returned. 05.6.009 5813.03 TWC Parking Records - Applications, US US Paper & Electronic
waiting list, assigned spaces, vehicle

0descriptions, and parking rules.
—1.1.070 5381.04 Security Guard Procedures AC+3 AC÷3 X R AC = Until superseded or completion or

termination of program, rules, policies, or

procedures. 0

— Paper & Electronic
—5.4.012 5381.05 Security Access Records-Building Register 3 Yrs 3 Yrs X AC = Until Superseded, date of expiration, or(Y-107) security Guard report & related date of termination, whichever is sooner. Cdocuments.

5.1.004 5381.06 TWC Address & Telephone Listings (Y-9) US US —

—
V______________________________________

5.1.004 5381.07 Local Office Directory US US Paper & Electronic 05.4.012 5381.08 Security Access Records (Card Keys). AC÷2 AC-’-2 — — AC = Date card key has been returned. C5.4.011 5381.09 Visitor Control Registers 3 Y 3 Y —

05.4.003 5381.10 Inspection Records-Fire, safety and other AC+3 AC÷3 AC = Date of the correction of the deficiency, ifInspection records of agency facilities and the inspection report reveals a deficiency. 0equipment
— —

—5.4.007 5381.11 Hazardous Materials Training Records- 5 5 Health and Safety Code, Section 502.009(g)Records of training given to TWC
employees in hazard communications

program
— —

—

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertificationr: j6.
Records Agency PeriodI Series Item Record Series Title AgencyTageLrotalItem No. No.

V

-

V Vitali

_
_
_

_---

-,

nycy

• I Page 55 cf 110

10. !1l.
TSLAC- - -----

-

ONLY

106 No.
Amend.

10/22/2012
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A5

A5



5.4.008 5381.12 Hazard Communication Plans US+5 US+5 X — Health and Safety Code, Section 502.009(g) o
5.4.009 5381.13 Workplace Chemical Lists 30 30 X Health and Safety Code Section 502.005(d) o
5.4.010 5381.14 Material Safety Data Sheets AC AC AC = After sheets are updated or hazardous

chemicals no longer stored by agency, as 0
applicable.

5.5.001 5381.15 Long Distance Telephone Charge Reports FE÷3 FE+3 Vista Plus Electronic Record is kept 6 months.

Paper is retained for 3 years. 0
Paper & Electronic

5.5.001 5381.16 Long Distance Telephone Charge Data FE+3 FE+3

(For internal documentation purposes). — — —

5.6.004 5381.17 License & Driving Record Checks AC AC AC = Until superseded or until termination of

— employment. —

5.4.002 5381.18 Evacuation Plans-Plans for evacuation of US US X US = Until superseded.

agency facilities in cases of emergency.

5.4.004 5381.19 Fire Orders-Orders issued by Fire Marshal AC+5 AC+5 X AC = Deficiency corrected

to correct deficiencies in compliance with 0
the fire code.

5.4.013 5381.20 Disaster Preparedness and Recovery Plans US US X US = Until Superseded

5.1.001 5381.21 Interagency Contracts (IAC) AC-t-4 AC+4 X AC = Expiration or termination of instrument

according to its terms.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

6.
Records
Series
Item No.

5.
Agency

Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

1 7. Retention 8. Archival
Period

Record Series Title Agency Storage! Total 9. Remarks

Jital

1.Page 56 d 110

,1o 11.
.TSLAC

ONLY

106 No.
Amend.

10/22/20 12

A5

A5

A5

A5

A5

A5

A5

A5



I I4.5.001 5382.01 Infrastructure Planning and Budget FE+3 FE+3
Working Papers.

1.1.004 5382.02 LAR Working Papers AC+6 AC+6 A AC = September 1 of odd numbered calendar
years. Archival requirements are met by
sending required copes to the Texas State
Publications Depository, TSLAC.

1.1.067 5382.03 Texas Project Delivery Framework 3 3 R(Framework) Monitoring Reports
(formerly Quality Assurance Team
Reports).

— —1.1.024 5382.04 Information Technology Detail (Formerly AC÷3 AC+3 R AC = Decision to implement or not.Biennium Operating Plan and
Paper & Electronic

c
Documentation).

5.1 5382.05 Facility Master Plan AC÷3 AC+3 R AC = Decision to implement or not.
Paper & Electronic 0

5.1 5382.06 Resource Efficiency Plan AC+3 AC÷3 R AC = Decision to implement or not.
Paper & Electronic

0

Retention Codes (Field 7)
Archival Codes (Field 8) Security CodeC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled
FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

\V — Administrative Value
R — Review by State Archivist

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4’ Recertification
6.

Records Agency
Series Item Record Series Title AgencyStorage Total 9. RemarksItem No. No.

/itaI

2. Agency

• 1 Page 57 d 110

.10. ‘1.
:TSLAC

ONLY•‘< (I)

Amend.: 106 No. No.

1O/22/fl1



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

4. 5. 6. 7. Retention à8.Archival

Records Agency Period
Series Item I Record Series Title tii
Item No. No.

9. Remarks

1.Page 58 j 110

:11.
!TSLACj

—-

--: ONLY
Amend.

106 No. No.

5.2.002 5382.07 Vacant Agency Owned Building Files to AC+1 AC+1 X R AC = Contract complete and accepted. —

include: Building Construction Project 0 0

Files, Planning, design & construction

records, accepted arid rejected bids,

contracts, inspections, correspondence, c
etc., for agency owned property that has

been sold.

5.2 5382.08 Planned Procurement Schedule — AC+3 AC+3 R AC = After Closed.

(HB1516). Planned Commodity

Procurements reported to DIR. 0

5.1.001 5382.09 Original Property Leases AC+4 AC+4 AC = Termination of Instrument.

0

4.7.004 5382.10 Property Master Records LA+3 LA+3 — —
—

C

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A— Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/20 12



4. 5. 6.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS

____

Texas Workforce Commission
Records Retention Schedule 4th

Recertification I Page 59 ci 110

7. Retention 8. Archival
10. 11.Period

______

TSLACRecord SeriesTitle Agency’StoragefTotaiJ ks ONLY

_________________

tvtl lO6No
Amend

CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not induded in or
directly related to another records series in this
schedule. For example, a memorandum that
documents an appropriations request must be
retained for the minimum retention period
prescribed by item number 1.1.004; a letter
concerning an audit for that prescribed by item
number 1.1.002, etc. SEE ALSO item number
1.1.011.

1.1.008 5400.02 Correspondence-General. Non-
— —

administrative Incoming/outgoing and
internal correspondence, in any media,
pertaining to or arising from the routine 2 Yrs 2 Yrs

0operations of the policies, programs,
services or projects of the agency.

Retention Codes (Field 7)
Archival Codes (Field 8) Security CodeAC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential
AV — Administrative Value

R — Review by State Archivist

5400.01

DIRECTOR OF UNEMPLOYMENT INSURANCE
——

—
)rrespondence-Adnunlstratlve.

Incoming outgoing and Internal
correspondence, in any format, 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.

4 Yrs4 Yrs x R
0

10/22/2012



4. )5.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
6. 7. Retention 8. Archival

Period
Record Series Title Agency storagel Total 9. Remarks

frftalli

—

— I Pa9e; 60 dHiO

TSLAC
ONLY

106 No.
Amend.

UNEMPLOYMENT INSURANCE SUPPORT & CUSTOMER SERVICE

____

—Unemployment Insurance (UT) Benefits

Claimant Files (UI, UCFE,UCX) including

- UI application; Benefit assessment; Claim

certification (113-2); Duplicate warrant
requests; Wage investigation findings;

Charge liability decisions; and general

claimant correspondence.

L1.048 5411.02 Ui Court Files (Held for the Legal AC+5 AC+5 R AC = Date of settlement or end of statute of
Department).

limitations. State Archives will be contacted

prior to transfer regarding confidential

information. C

1.1 5411.03 General UI Claim Correspondence- 2 2
includes Congressional inquiries of a

0
general nature.

—

1.1 5411.04 Statement of Benefits Form B-li (held for 50 yrs 50 yrs X Original microfiche at TSL, duplicate kept at
C

90-320-025BPC).
— agency.

1.1 5411.05 Determination of Payment of Benefits B-33 AC+l AC÷1 X Microfiche.
(held for BPC)

— AC = Date of last transaction
2.2.001 5411.06 Customer Information Control System 5 5 X Original microfiche at TSL, duplicate kept at

(CICS)
— agency for 5 years.

1.1 5411.07 Claim Correction Messages 1 1 — 01.1 5411.08 Form B-78 Register 10 10 X Original Microfiche at TSL, duplicate kept at
______ agency for 10 years

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

1.1 5411.01

C 92-320-044

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

4. 5. 6. 7. Retention 8. ArchivalI Records Agency Period!Series Item Record Series Title AgencyrStorage Total 9. RemarksItem No. No.
I

iVital

- — —:o:
TSLAC

-

---

---
ONLY‘<01

Amend.
106 No. No.

2.2 5411.09 CICS Data Entry Cross Reference 5 5 Original Microfiche at TSL, duplicate at agency
— for5years.

—1.1 5411.10 Notice of Maximum Potential Chargeback 5 5
Responses

1.1.008 5411.11 General Correspondence-Chargeback 3 3
C5.1.004 5411.12 Special Mailing Addresses (SMA Reg) — US US

Regular employer address file for mailing
0

_______

of benefit chargeback notices.
— —

—1.1 5411.13 Labor Management Dispute Master File CE+5 CE+5 — — C
1.1 5411.14 Unemployment Compensation for Federal CE+5 CE+5

Employees/Unemployment Compensation

for Ex-Service members Quarterly Detail
of Benefit Paid to former employees.

1.1 5411.15 Combined Wage Claim files - records of CE+5 CE÷5

wage transfers to other states and charges
C

from other states.

1.1 5411.16 Statement of Benefits paid to combined CE÷5 CE÷5
wage daimants.

—1.1 5411.17 Trade Readjustment Allowance (TRA) AC 3 AC+3 AC = Date of last transaction
C 91-320-043claim files.

1.1.070 5411.18 Unemployment Insurance Manual and X R AC = Until superseded or completion or
Transmittal Letters - management and termination of program, rules, policies, or
operations/procedures. AC+3 AC+3 procedures. 0

Paper and Electronic

‘ Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
4. 5. 6. 7. Retention 8. ArchivalRecords i Agency Period

____________

Series Item Record Series Title
ItemNo. No.

________________

___________ __________

\!ital

_______

-

1.Page 62 d 110

;iO. 111.
TSLAC

ONLY

106 No.
Amend.

1.1.070 5411.19 Non-monetary Determination Statements X R AC = Until superseded or completion or —Manual
termination of program, rules, policies, or

AC÷3 AC-f-3 procedures. 0

— Paper and Electronic
—

1.1.070 5411.20 Trade Readjustment Assistance (TRA) X R AC = Until superseded or completion or
Handbook

termination of program, rules, policies, or
AC+3 AC÷3 procedures. 0

Paper and Electronic
—

1.1.070 5411.21 Systematic Alien Verification for X R AC = Until superseded or completion or
Entitlement (SAVE) procedures manual, termination of program, rules, policies, or

AC+3 AC-t-3 procedures. 0

Paper and Electronic
—

1.1 5411.22 Chargeback Master File 5+3M 5+3M

1.1 5411.23 Claimant Master File (VSAM) and Benefits 10 10

System Tables (DB2)
—

—

4.2 5411.24 Employer Payroll Report CE÷1 4 CE+5 — C 94-320-0451.1 5411.25 Child Support Documentation AC+3 AC+3 — AC = Date of Last Transaction. C
1.1 5411.26 Shared Work Plans CE+4 CE÷4 — C
1.1 5411.27 Glossary of Terms Listing. US+1 US+1 — 0
1.1.069 5411.28 UI Program reports and data details. FE÷3 FE+3 — — 0
1.1.024 5411.29 Program Management Review — UI FE-t-3 FE+3 R

Budget Plans
—

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012



1.1.065 5411.30 UI Workload Validation Report AV AV — R CAUTION: Does not include source —

documentation used for information or data
included in or directly related to another
records series in this schedule. See especially
item number 1.1.064.

NOTE: Retain longer if it still has
Administrative Value.

1.1.070 5411.31 Employment & Training Handbook 301 X R AC = Until superseded or completion or
Nonmonetary Quality Control, termination of program, rules, policies, or

AC+3 AC+3
procedures.

Paper and Electronic

1.1.070 5411.32 Employment & Training Handbook 336 X R AC = Until superseded or completion or
Program Budget Plan, termination of program, rules, policies, or

AC+3 AC+3
procedures.

Paper and Electronic

1.1.070 5411.33 Employment & Training Handbook 356 X R AC = Until superseded or completion or
Disaster Unemployment Assistance termination of program, rules, policies, or
(DUA).

AC+3 AC+3
procedures.

Paper and Electronic

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist

4.
Records
Series
Item No.

5. i6.
Agency

Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

7. Retention
Period

8. Archival

Record Series Title 1AgencyStoragel Total

;vital j
9. Remarks

1.Page 63 d 110

0.
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C)
0
0.

11.
TSLAC
ONLY

Amend.
No.106 No.

10/22/2012



1.1.070 5411.34 Employment & Training Handbook 361 X R AC = Until superseded or completion or —

Data Validation
AC÷3 AC+3

termination of program, rules, policies, or
procedures.

1.1.070 5411.35 Employment & Training Handbook 376 X R AC = Until superseded or completion or
Internal Security. AC+3 AC+3 termination of program, rules, policies, or 0

procedures. —

1.1.070 5411.36 Employment & Training Book 384 X R AC = Until superseded or completion or
Unemployment Compensation for Ex- AC+3 AC+3 termination of program, rules, policies, or 0
military (UCX)

— — procedures. —

1.1.070 5411.37 Employment & Training Book 391 X R AC = Until superseded or completion or
Unemployment Compensation for Federal AC÷3 AC+3 termination of program, rules, policies, or 0
Employees (UCFE).

— procedures. —

1.1.070 5411.38 Employment & Training Handbook 392 X R AC = Until superseded or completion or
Interstate Claims staking procedures. termination of program, rules, policies, or

AC÷3 AC+3 procedures. 0

Paper & Electronic —

1.1.070 5411.39 Employment & Training Book 394 X R AC = Until superseded or completion or
Unemployment Insurance Financial Data AC÷3 AC+3 termination of program, rules, policies, or 0

— procedures. —

1.1.070 5411.40 Employment & Training Handbook 395 X R AC = Until superseded or completion or
Benefit Quality Control Operations. AC+3 AC+3 termination of program, rules, policies, or 0

procedures.
1.1.070 5411.41 Employment & Training Book 396 UI X R AC = Until superseded or completion or

Quality Control Monitoring AC÷3 AC+3 termination of program, rules, policies, or 0
procedures.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

4. 5. 6.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

7. Retention
Period

8. Archival

Record Series Title Agency Storage Total

! frilj

9. Remarks

1.Page 64 cf

10.

110

11.
TSLAC
ONLY

Amend.
No.

<Cl,
0(D
cc,
0.-,
CD

106 No.

10/22/2012



2. Agency
‘

Code 32O
IPage

Ho.

< 0)

1.1.070 5411.42 Employment & Training Handbook 399 X R AC = Until superseded or completion or
Combined Wage Claims (CWC) AC÷3 AC+3 termination of program, rules, policies, or 0

— procedures.
1.1.070 5411.43 Employment & Training Handbook 400 UI X R AC = Until superseded or completion or

Benefit Quality Control ADP Guide AC+3 AC+3 termination of program, rules, policies, or 0
procedures.

1.1.070 5411.44 Employment & Training Handbook 401 UI X R AC = Until superseded or completion or
Reports AC÷3 AC-i-3 termination of program, rules, policies, or

procedures.
1.1.070 5411.45 Employment & Training Handbook 402 UI X R AC = Until superseded or completion or

Reports Entry System Users Manual AC+3 AC+3 termination of program, rules, policies, or 0
procedures.

—1.1.070 5411.46 Employment & Training Handbook 407 X R AC = Until superseded or completion or
Revenue Quality Control Operations AC+3 AC+3 termination of program, rules, policies, or 0

— procedures.
—1.1 5411.47 Interstate Continued Claim Forms (IB-2) 5 5

C1.1 5411.48 Notice of Maximum Potential Chargeback 10 10 Original at TSL, duplicate at agency for 10
C 90-320-028(C-66)

— years.
—4.1 5411.49 Warrants Issued Register. 5 5 — — Original at TSL, duplicate at agency for 5 years. C 91-320-0324.1 5411.50 Warrants (Compensation) Register 10 10 Original at TSL, duplicate at agency for 10 91-320-034

years.
5.1 5411.51 Designated Employer Address Requests. 5 5 —

— .2....1.1.069 5411.52 Claims staking Activities (weekly); 10 10 Original at TSL, duplicate at agency for 10
0 91-320-039Extended Benefits.

— years.
4.4 5411.53 Overpayment Accounting System AC AC X AC=Date of Last Transaction.

(OPAC).

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

C — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialW — Administrative Value
R — Review by State Archivist

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule Recertification
4. 5. 6. I 7. Retention 8. ArchivalRecords Agency ‘Period:Series Item Record Series Title !AgencyStorage Total 1 9. Remarks

..

Iftal

110

11.
TSLAC
ONLY

106 No.
Amend.

10/22/2012



4. 15.
Records Agency
Series Item
Item No. No.

____

-—-..--------.----———----.—--—---

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification I ‘age 66 a’ 110

6. 1 7. Retention 8. Archival 10. 11.Period

_____

TSLACRecord Series Title ONLY

lO6No.
Amend.’

Vital I °.

4.4 5411.54 Federal Discharge Overpayment Account AC AC — — AC = Date of Report
Sheets.

4.4 5411.55 Overpayment Account Record Sheets AC AC Microfilm and electronic.
(excludes TRA/DUA/CWC). AC = Date of final restitution payment or C

— agreed settlement.
4.4 5411.56 Active Claimant Overpayment Files- AV AV Paper retained for no more than 2 years and

Subsection 16(d) & 16(e) cases.
— — then filmed. Paper

—4.4 5411.57 Active Claimant Overpayment Files — AC+1 AC+1 Original at TSL, duplicate at agency.
Subsection 16(d) & 16(e) cases. AC=Date overpaid has been repaid, waived,

90-320-008written off or zeroed out + 1 Year.
Microfilm

1.1.067 5411.58 Overpayment Statistics/Status reports — FE+3 FE+3 R
MIS 3303

1.1.065 5411.59 Wage/Benefit Fraud Survey AC+1 AC+1 AC = one year from the date of satisfying the
full overpayment including court cost and
interest.

CAUTION: Does not include source
documentation used for information or data C
included in or directly related to another
records series in this schedule. See especially
item number 1.1.064.

1.1 5411.60 Quality Control Case Files — Texas CE+1 2 CE+3
Investigation Cases

C 97-320-061

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
7. Retention 8. Archival

i I Page 67 cf 110

io” 1ii
TSLAC1

i ONLY.< Cl)
Amend.

106 No. No.

1.1 5411.61 Quality Control Case Files — Non-Texas AC+ AC+ — AC = Date of last transaction
Investigation cases. 6Mo 6mos

C

1.1 5411.62 Data Entry Documents for Department of FE+2 FE÷2
Labor

1.1.070 5411.63 Quality Control Handbook & Letters. X R AC = Until superseded or completion or
AC÷3 AC÷3 termination of program, rules, policies, or 0

procedures.
1.1 5411.64 Disaster Unemployment Assistance CE+4 CE÷4

(DUA) Claim Files
C

1.1.024 5411.65 Benefits Redesign Documentation AC÷6 AC÷6 R AC = Decision made to implement or not to
— implement result of planning process.

-_______

1.1 5411.66 Civil Complaint Files for Fraud Cases AC AC AC = Date of Final Restitution Payment or
Agreed Settlement.

1.1 5411.67 Fraud Survey History Files AV AV — — C4.1 5411.68 Benefit Payment Data Base — AC AC AC = Greater of (1) the standard retention
Overpayments

period for claims without an overpayment
5411.23 or (2) one year from the date of
satisfying the full overpayment induding court
cost, and interest plus.

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

4.
Records
Series
Item No.

5. 6.
Agency

Item
No.

Period
Record Series Title AencYjStoraeLrotai 9. Remarks

Vital 1

10/22/2012



1.1.006 5431.01 2 yrs

1.Page 68 cf 110

10. 11.
TSLAC
ONLY

Amend.
No.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist
10/22/2012

4. 5. 6.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4t
Recertification

7. Retention { 8. Archival
Period

_____

Record Series Title [Agency starage] Total j 9. Remarks

ii__

Complaint Records. Complaints received
by the Agency from the public concerning
the agency and records pertaining to the
resolution of the complaint.

AC+1
yr

RID Special Investigations — —

AC+3

I’<co

lO6No.

x

5431.02 Investigation Record

AC=Final disposition of the complaint. If a
complaint becomes the subject of litigation, it
must be induded in and is subject to the
minimum retention of item 1.1.048.

7 YRAC+1
yr

AC+8
Yr

x R

C 11-320-152

RETENTION: Retain precedent-setting
litigation records not scheduled by special
schedule 8 years after case dosed, dismissal or
final judgment, as applicable. Includes criminal
investigation files compiled by the Office of
Investigation. Case files consist of items such as
a completed criminal investigation package,
search warrants, interview reports,
investigation reports, indictments, plea
agreements, business records affidavits, and
related records.

C 11-320-153



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
6. 7. Retention 8. Archival

Period
Record Series Title gencFStorageTotalj

___

__
__

__

}tal!

4. 5
Records Agency
Series Item
Item No. No.

APPEALS
—

—Appeals Claimant Files - folders
containing claim determinations, local
office records, copies of lower and higher
level appeal decisions, and related items.

1.1 5440.O1A Appeals Claimant Files — folders AC+4 AC÷4 — — AC = Date of last transaction. The paper —containing daim determinations, local documents will be destroyed within 60 days ofoffice records, copies of lower and higher scanning. Clevel appeal decisions, and related items.

1.1 5440.02 UI Appeals hearings audio cassette tapes AC+6 AC+6 0 = Paper and Electronicin appeals folders. Mo Mo AC = Date of last recorded hearing. c
1.1 5440.03 UT Appeals hearings digital recordings AC+6 AC+6 0 = Digital recording. After Nov. 1, 2004 the

Mo Mo official recording of any hearing will be digital
recording if it exists.
AC = Date of last recorded hearing. C

1.1.067 5440.04 Monthly Status Reports - concerning 3 3 R
appeals activity and production data, time

0lapse - MA-5’s.
—

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

5440.01

i.Page 69 I a’ 110

AC+1 3

:o. ii.
TSLAC
ONLY

() CD Amend.o
No.

AC+4

106 No.

AC = Date of last transaction.

C 90-320-022

10/22/20 12



STATE OF TEXAS
Texas Workforce Commission

- th .
I Pane 70 1 cf 110

Records Retention Schedule 4 Recertrfication

—
r air —-

Records Agency Period

________ ______________

TSLAC

Series Item Record Series Title 1Agency; StorageT Total 9. Remarks —

ONLY

Item No. No. I 106 N
Amend.

1.1.070 5440.05 Appeals Policy and Precedent Manual X R AC = Until superseded or completion or —

(agency and court decisions). AC+3 AC+3 termination of program, rules, policies, or 0
. —

— procedures. —

1.1.070 5440.06 Hearing Officers Handbook - guidelines & X R AC = Until superseded or completion or

procedures for adjudication officers. AC÷3 AC+3 termination of program, rules, policies, or 0

— procedures.

1.1 5440.07 Appeals Master Files - both Appeals & AC+6 AC+6 X E AC After Closed

Commission Appeals Department data. Mo Mo C

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012



2 Agency q
code 32O

---- --.-------
-

---------——.——-——- ——---------—

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification 1 Page 71 d 110

- 5
- — T Retention 8 Archival - FiOiRecords Agency Period

TSLACSeries Item Record Series Title AgencyiStorage Total — 9 Remarks
- — - - < c ONLYItem No. No.

-- I
lO6No.

Amend.
Vital °.

__________—

______

__._L__._J_._
—-_________

lW’IR
1.1.059 5460.01 Commission Benefits Meeting Dockets 4 - 4 Government Code 551.104(a) C1.1 5460.02 Commission Decisions with Summaries 4 4 C1.1 5460.03 Commission Appeals — Hearing Audio AC-i-6 AC-i- 6 AC=Date of Hearing.

Cassette mos. mos. Paper & Electronic
—1.1 5460.04 Commission Appeals Hearings Digital AC-i-6 AC-i-6 NOTE = Digital recordings. After Nov. 1,Recordings mos. mos. 2004. The official recording of any

hearing will be Digital recording, if it
exists. C
AC = Date of last recorded hearing.

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

7. Retention
Period

Agency Storage Total

I Page 72 d 110

:10. 11.
TSLAC
ONLY

[H 106 No.
Amend.

I • I
1.1 5470.01 Tax Rule 13 Hearing Decisions. 50 50 — —

0

1.1 5470.02 Tax Rule 13 Hearing Audio Cassette Tapes 5 5 — — Paper & Electronic C

1.1 5470.03 Tax Rule 13 Digital Recordings AC+ AC+ 0 = Digital Records. After November 1, 2004

6mo 6 mo the official recording of any hearing will be

digital recording if it exists.

— AC = Date of last recorded hearing. —

1.1 5470.04 Summary Hearing Data AC÷ AC+ AC = After closed.

6Mo 6Mo

11 5470.05 Pay Day Law Appeals AC+3 AC+3 AC = Date of Last Transaction

Retention Codes (Field 7) Archival Codes (Field 8) Security Code
AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist

10/22/2012

- ,6.
Records Agency
Series Item Record Series Title
Item No. No.

8. Archival

I 9. Remarks

Vital i



Pay Day Law Complaints and

Investigative files. (Indudes Pay Day

Wage Claim Documents)

AC+6 AC = Date of last transaction

0= Paper and electronic

(Pay Day Wage Claim Documents were added

in 1995).

1.1 5490.02 Pay Day Law Administrative Liens. 25 25 0

1.1 5490.03 Pay Day Law Administrative Liens. 1 1 — —
0

1.1 5490.04 Pay Day Wage Claim Documents. AC+1 AC+1 AC = Date of final decision.

0 0 — — Microfilmed from 1991-1994. —

1.1 5490.05 Pay Day Law Wage Claims in Bankruptcy AC+6 AC+6 AC= Date of last transaction.

0 = Paper and electronic. 0

1.1 5490.06 Pay Day Law Wage Claims in Bankruptcy AC+6 AC÷6 AC= Date of last transaction

Chapter 13 — — 0 = Paper and electronic. —

1.1 5490.07 Child Labor law Investigation Files - PM PM 0 = Paper and electronic.

violation Paper retained for 3 years.

1.1 5490.08 Child Labor law Investigation Files - non- AC+3 AC+3 AC= Date of last transaction

violation. 0 = Paper and electronic. 0

— Paper retained for 3 years. —

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

1 7. Retention 8. Archival
I Period

4. 5. 6.
Records Agency
Series Item
Item No. No.

Record Series Title Agency Storage Total

5490.01

9. Remarks

I Page 73 cf 110

TSLAC

- T ONLY
‘<cot *
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AC 6
LABOR LAW DEPARTMENT

——

0 97-320-062

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4 Recertification

4. 5. 6. 7. Retention 8. Archival Ho. II.

Records Agency Period I TSLAC

Series Item Record Series Title 1Agency Storage’ Total 9. Remarks —

ONLY

Item No No I —

106 No
Amend

..
1.1 5500.01 Entity Status 10 10 X Original at TSL, duplicate at agency for 10

— years.

—

1.1 5500.02 Wage Lists (Form C-3/4) 10 10 X —
C

1.1 5500.03 Data Entry Tax Film 10 10 X Original at TSL, duplicate at agency for 10

years.
C 91-320-040

1.1.070 5500.04 Tax Manual and Tax Letters - operations X I AC = Until superseded or completion or —

and procedures guide AC+3 AC-i-3 termination of program, rules, policies, or C

— procedures. —

1.1.070 5500.05 Tax Forms Manual X R AC = Until superseded or completion or

AC+3 AC+3 termination of program, rules, policies, or 0

procedures.

1.1.070 5500.06 Employer Master File User’s Guide X R AC = Until superseded or completion or

AC+3 AC+3 termination of program, rules, policies, or 0

— procedures. —

1.1 5500.07 Employer Master File AV AV X C

1.1 5500.08 Tax Rate Summary File 10 10 X C

1.1 5500.09 Wage Record Master File 1YR 1 YR X C
+3mo +3mo

1.1 5500.10 Wage Record Adjustments File 4 MO 4 MO X —

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value
R — Review by State Archivist

10/2212012

I Page cf 1 110



11.
TSLAC
ONLY

Amend.
No.

L1.070 5500.11 Field Tax Operations — Audit Manual — R AC = Until superseded or completion or —

AC+3 AC÷3 termination of program, rules, policies, or C
—

— procedures.

1.1.070 5500.12 Field Tax Operations — Procedures Manual R AC = Until superseded or completion or

AC+3 AC+3 termination of program, rules, policies, or 0

— procedures.
—

1.1 5500.13 Controller Batch Film 10 10 Original at TSL, duplicate at agency for 10

years. After Jan. 1, 05 records will be digital C 91-320-041

imaged.

1.1 5500.13a Controller Batch Film 10 10 Paper & Electronic c
1.1 5500.14 Wage Distribution (C-83). 1 9 10

C

5.1.004 5500.15 Field Tax Data File AC÷1 AC+1 AC=Last Transaction

— Paper & Electronic —

5500.16 Service Agent Payment Allocations 180 180
Cdays days — —

—

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist
10/22/2012
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STATE OF TEXAS I
Texas Workforce Commission r”

Records Retention Schedule 4 Recertification [ I Page

-.------.---..--..--

—-.---------
______

4 5 6 7 Retention 1 8 Archival 1 0 111
Records Agency Period

-

________________

J TSLAC

Series Item I Record Series Title AtTdii I ONLY

ItemNo. No. I lO6No.
Amend.

Inactive Paid Out (IPO) Status Lien

Assembly

AC 10 AC

+10
x of last transaction.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012

5603.01

Regulatory Integrity Division — TAX Collections - CIVIL ACTIONS UNIT

Microfilm — Original at TSL, duplicate at

agency. After January 1, 2005, records will be
C 90-320-016

digitally imaged



Regulatory Integrity Division - BENEFIT OVERPAYMENT COLLECTIONS UNIT

AC=Last Action Date.

Letters for daimant or response to letters or
]phone calls.

-

Retention Codes (Field 7)
Archival Codes (Field 8) Security CodeAC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value
R — Review by State Archivist

10/22/2012

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
4. 5. 6. 7. Retention 8. ArchivalRecords Agency

L PeriodSeries Item Record Series Title AgenStorage Total 9. RemarksItem No. No.

2. Agency J
jCode

5606.01 Benefit Correspondence

I Page 77

10. 11.
TSLAC

-. ONLYr<cn,

fi!

j 106 No*
Amend.

AC-i-4 XAC÷2



Penod
AgencyTtorage

TSLAC
ONLY

Amend.
lO6No. No.

HUMAN RESOURCES MANAGEMENT

________

—Employee Personnel Files — employment
application, certification of personnel
actions taken, and performance appraisals.

3.3.011 5621.O1A Employee Personnel Files — employment AC 75 AC+7 X — AC = Date of Employment Termination —

application, certification of personnel 5 Microfilm/Fiche C 12-320-154
actions taken, and performance appraisals.

—

3.1.011 5621.02 Employee Benefit Files. Medical US US X
Insurance and TexFlex Program forms and

cdocuments.

3.2.009 5621.03 Deferred Compensation Files AC+5 AC+5 X AC = After final Distribution
C

3.3 5621.04 Weliness Program information and AV AV
resource documents 0

3.1.027 5621.05 Training and Educational Achievement AC÷5 AC+5 X AC = Termination of employment.
Records. Individual Certificates of Paper & Electronic
completion, transcripts, tests scores or
similar records documenting the training,
testing or continuing education
achievements of an employee.

— —
—

3.1.001 5621.06 Employment Applications — Not Hired 2 2 29CFR 1602.31 o
3.1.014 5621.07 Interviewing Reports — notes and 2 2 X 29CFR 1602.31

documentation of selection process. 0

Retention Codes (Field 7) Archival Codes (Field 8) Security Code
AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist

STATE OFTEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
4. 5. 6. 7. Retention 8. Archival
Records Agency

_______

Series Item Record Series Title Total
ItemNo. No.

5621.01

ía Remarks -—-:;-‘ow
jo2

Vital

x AC = Date of Employment Termination

C

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
4. 5. 6. 7. Retention 8. ArchivalRecords Agency Period

__________

Series Item Record Series Title fAgencyStorage! Total j 9. RemarksltemNo. No.

I Page 79 ci’ 110

— ii’i.
TSLAC,
ONLY

j’<Cj)

Amend.
106 No. No.

3.1.012 5621.08 Job Posting Files-Applications and notice 2 2 — 29CFR 1602.31
of selections

3.1.018 5621.09 Grievance Files - Grievance Statement that AC+2 AC+2 X AC = Final decision on the grievance/complaint
Leads to an administrative Hearing (Form leads to an administrative hearing (Form P-45).
P45). Caution: Does not indude formal complaints

filed by an agency employee with the Equal 0
Employment Opportunity Commission or the
US Department of Labor.
(See item number 1.1.048).

3.1.018 5621.10 Complaint/Response Files — Employee’s AC÷2 AC÷2 X AC = Final decision on the grievance!
written complaint with appeal rights complaint.
(Form P-45a) CAUTION: Does not indude formal complaints

filed by an agency employee with the Equal 0
Employment Opportunity Commission or the
US Department of Labor. See item number
1.1.048.

1.1.048 5621.11 TWC Employee EEO/TCHR Complaint AC+2 AC+2 X R AC = As applicable, decision of an agency not
File to file a lawsuit or administrative Notice of

Rights or decision of dismissal; dismissal of a
lawsuit for want of prosecution or on motion of
the plaintiff; or final decision of a court (or of a
court on appeal, if applicable) in a lawsuit. C

Cases that set legal precedent or exhibit
historical value will be evaluated by the
Archives and Information Services Division of
TSLAC.

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012



I Page 80 110

111.
TSLAC
ONLY

Amend.
106 No. No.

L
1.1.048 5621.12 TWC Applicant EEOITCHR Complaint AC÷2 AC÷2 X R AC = As applicable, decision of an agency notFile

to file a lawsuit or administrative Notice of
Rights or decision of dismissal; dismissal of a
lawsuit for want of prosecution or on motion of
the plaintiff; or final decision of a court (or of a
court on appeal, if applicable) in a lawsuit.1.1.048 5621.13 Lawsuits Filed by TWC Employees AC+3 AC+3 X R 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 plaintiff; or final decision of a court (or of a C
court on appeal, if applicable) in a lawsuit.

State Archives will be contacted prior to
— transfer regarding confidential information. —1.1.023 5621.14 TWC Departmental Organization Charts US US — A

03.3.026 5621.15 EEC Staffing Profile US+3 US-1-3 — —

01.1.070 5621.16 TWC Human Resources Manual and AC÷3 AC÷3 X R AC = Until superseded or completion orPersonnel Letters-Policy and Procedures termination of program, rules, policies, or 0documents.
— — procedures.

—1.1.070 5621.17 Employees Classification and X R AC = Until superseded or completion orCompensation Plan Manual AC÷3 AC÷3 termination of program, rules, policies, or 0
procedures.1.1.065 5621.18 Investigation Reports & Studies — Raw AC÷3 AC+3 AC = Date of Final ReportData

1.1 5621.19 ADP Personnel Cross match File 3 3 —

C1.1.043 5621.20 Training Materials (Films and Tapes) US+1 US+1 Paper & Electronic 0
Retention Codes (Field 7)

Archival Codes (Field 8) Security Code
AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled
FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value
R — Review by State Archivist

4. 5.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

6. T 7. Retention 8. Archival
Period

-

Record Series Title gency Storage! Total [9. Remarks

VitaI

10/22/2012



‘3.1.026 5621.21 Criminal History Checks AC AC — — AC=The criminal history record has served the —

immediate purpose for which it was obtained.

CAUTION: An agency that is authorized to

obtain criminal history record information from

DPS must refer to its agency’s legislation or see

Subchapter F, Chapter 411, Government Code

for appropriate retention and use of this
information.

1.1.056 5621.22 ADA Documentation 3 3 — 28CFR 35.105(c). 0

1.1 5621.23 Transition Files AC+2 AC+2 — — AC = Purpose of Record has been fulfilled. 0

1.1.007 5621.24 Reduction-in-Force/Staff Realignment 4 Yrs 4 Yrs R

Files

3.1.006 5621.25 Human Resources Notes and Mediation AC+3 AC+3 AC = Termination of Employment

Agreements — —

3.3.031 5621.26 EEO-4 Reports AC÷3 AC+3 29 CFR 1602.30, 1602.32, 1602.39, 1602.41,

1602.48, and 1602.50 0
AC = After dosed

3.4.002 5621.27 Leave Records FE÷3 FE+3 — — 0
3.4.008 5621.28 Sick Leave Pool Records FE+3 FE+3 — — 0
3.4 5621.29 Extended Sick Leave Records FE÷3 FE+3 — — 0
1.2 5621.30 Star Award Nomination Files FE+1 FE+1 — 0
5.4.001 5621.31 Workers Compensation Claim and Tort CE÷5 CE+5 X

Claim Files

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State ArchMst

4.
Records
Series
Item No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4 Recertification

5. 6. 7. Retention
Agency Period

Item Record Series Title tAgency Storage
No.

8. Archival

Total 9. Remarks

utah

1 Page 1 81 110

10. 11.

ci,

106 No.

TSLAC
ONLY

Amend.
No.

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

5. 6. 7.Retenon8.Arch

Records Agency Period

Series Item Record Series Title
Item No. No.

AgencyiStorage Total 1 9. Remarks

tai1

2. Agency
Cod,32O

I Page 82 ci 110

--

:TSLAC
—— -

----—

ONLY
Amend.

j :_L_i

Audits (External & Internal Audits &

reviews by CRD on external entities, on

CRD by others).

AC = Pursuant to Chapter 21, TX Labor C

Code. The record copy of any audit

performed by the SAO, permanently

retained at CRD.
1.1.002 5628.01

IVlL RIGHTS DIVISION

AC--7 AC+7

1.1.008 5628.02 Correspondence— General 2 Yrs 2 Yrs Civil Rights Division 0

1.1.010 5628.03 Directives - Routine US÷1 US+1
0

Customer Surveys - Surveys returned by
0

1.1.038 5628.04 the customer or dients of an agency rating AC AC AC=Final disposition of summary report.

an agency’s performance.

Disputed Call Documentation -

C

Documentation relating to disputed long

5.5.007 5628.05 distance calls, inducting documents FE+3 FE+3

evidencing repayment by employees for

personal long distance use.

4.2.003 5628.06 Daily Cash Receipts Logs FE÷3 FE+3
C

1.1.013 5628.07
Calendars, Appointment and Itinerary

CE+1 CE+1 R
See Archival Note in State Records C

Records Retention Schedule. —

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value
R — Review by State Archivist

10/22/20 12



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4t Recertification
4. 5. 1 6. 7. Retention 8. ArchivalRecords Agency

- Priod
Series Item Record Series Title AgencyStoragei Total FItem No. No. I

__________________________________________

Vital]

i1i1Wi1i iii[.i
. Agency Statutory Agreements

. C5.1.001 5628.08 FE+4 FE+4

Non-Jurisdictional Tendered Documents
— NOTE: Retain longer if it still has5628.09 2Yrs 2Yrs

Administrative Value.
Individual Complaint Case Files AC = Pursuant to Chapter 21, TX Labor Code. C
(Housing)

1 1 006 5628 10 AC+ AC+ CAUTION: If a complaint becomes the subject
FE÷2 FE+2 of litigation, it must be included in and is

subject to the minimum retention period of
item number 1.1.048.

Individual Complaint Case File

1.1.006 5628.11 (EMPLOYMENT) AC÷ AC+
AC = Pursuant to Chapter 21, TX Labor Code CFE+2 FE+2

1.1.006 5628.12 FEOC Form 212 Deferrals AC+2 AC+2 AC=Final disposition of the complaint. C
NOTE: Retain longer if it still has
Administrative Value.

1.1.006 5628.13 Inventory Charges Filed against State FE+5 FE÷5* **(ALL AUDIT REQUIREMENTS WILL BE C
Agencies and Institutions of Higher MET).
Education.

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

9. Remarks

1.Page 83 d 110

T10. 11.
TSLAC

I—- ONLY
Amend.

106 No. No.

10/22/2012



5.2.002 5631.02 Building Construction Project Files. AC AC — R AC = date buildings are vacated. All files, plans —

Agency owned building plans, and information for the building (except
specifications and construction project original asbestos files) become part of these
files. Indudes architectural and records and are transferred to the Infrastructure
engineering drawings and blueprints (for Planning & Budget Dept. once buildings are
buildings vacated), vacated. A courtesy copy of the asbestos

information is included with information sent
on the building.

5.2.002 5631.03 Building Construction Project Files — AC+1 AC÷1( R AC=Completion of Project.
Capital Projects $25K and more 0
Planning, design and construction records,
progress reports and project
correspondence. (This does not include C
roof replacements, HVAC replacements,
structural reports and projects, asbestos
projects)

3.1.035 5631.05 Performance Bonds AC+4 AC+4 AC = Date Contract is accepted and complete. o

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State ArchMst

6.4.
Records
Series
Item No.

5.
Agency

Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4il
Recertification

Retention 8. Archival
Period

Record Series Title gencyrstorage

5.2

Total

5631.01

9. Remarks

VitaI

1.Page 84 ci 110

30 yrsAsbestos Containing Materials (ACM)
Records, Operations and Maintenance
Manual and related documents. This
includes semi-annual inspections and
ambient air testing reports, asbestos
abatement records.

CONSTRUCTION MANAGEMENT

H 0.

106 No.

30 yrs

Cl,
CD
C,

11.
TSLAC
ONLY

Amend.
No.

x

29 CFR 1910, 29 CFR 1926, 1101, Texas
Department of State Health Services, Texas
Asbestos Health Protection Rules 295.62,
Recordkeeping

0

10/22/2012



STATE OF TEXAS

Texas Workforce Commission
Records Retention Schedule 4th Recertification

4. 5. 6. 7. Retention 8. ArchivalRecords Agency Period
Series Item Record Series Title Total T9.RemarksItem No. No.

Vital’L
—

1.Page 85 (f 1 110

—- Tô
rTSLAC1
‘ONLY

106 No.
Amend.

5.2 5631.06 Asbestos Containing Materials (ACM) 30 yrs 30 yrs X — 29 CFR 1910, 29 CFR 1926, 1101, Texas
Records Operations and Maintenance Department of Health, Texas Asbestos Health
Manual and related Construction Protection Rules 295.62, Recordkeeping
documents

5.2.003 5631.07 Agency Owned Building Plans and LA+1 LA-i-i X R
Specifications. Includes architectural and

-

engineering drawings, profiles and
blueprints of occupied buildings

—

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012



-

Records Agency
Series Item
Item No. No.

STATE OF TEXAS

____

Texas Workforce Commission
th . .

I Pane 86 cf 110
Records Retention Schedule 4 Recertification

7. Retention 8. Archival ilO. 11.

Period I

___ ____

I ITSLAC

Record Series Title gencfstorage1Tota[
— 1. —

i ONLY

__

Jai!.

__

ii

Correspondence-Administrative.

Incoming outgoing and Internal

correspondence, in any format, 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.

CAUTION: This records series and item

number 1.1.008 should be used only for

correspondence that is not included in or

directly related to another records series in

this schedule. For example, a memorandum

that documents an appropriations request

must be retained for the minimum retention

period prescribed by item number 1.1.004; a

letter concerning an audit for that prescribed

by item number 1.1.002, etc. SEE ALSO item

number 1.1.011.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012

1.1.007 5635.01 4 Yrs
DIRECTOR OF BUSINESS OPERATIONS

4 Yrs x R

0



STATE OF TEXAS

Texas Workforce Commission

Records Retention Schedule 4th
Recertification

4 5 6 1 7 Retention 8 Archival 10 11
Records Agency I Period j TSLAC F
Series Item Record Series Title AgencyIstoragel Total ONLY
Item No. No. j 106 No.

Amend.

ital

(•II1 IIW • •
5.1.013 5636.01 Insurance policies. AC+4 AC+4 — — AC = Term Ending Date 0
5.6.005 5636.02 TWC Owned Motor Vehide Records- FE+3 FE+3 Paper & Electronic

Mileage Use Reports; fuel receipts. — —
—

5.6.003 5636.03 TWC Owned Motor Vehide Records- LA-i-i LA+1 Paper & Electronic
Repair and maintenance, inspection

0

records

5.3.007 5636.04 Purchase Requisitions-Invitation to Bid, FE+3 FE+3
commodity codes and prices.

— —
—

5.2.008 5636.05 Equipment History Service Agreements- LA+3 LA-i-3
Repair Log for non-high tech.

— —
—

5.2.009 5636.06 Property Record Change Notice and FE+3 FE+3
oReceipt

— —
—

5.2.014 5636.07 Annual Property/Supply Inventory FE+3 FE÷3 Paper & Electronic
Records-Property, Equipment, Supply

0

verification

1.2.004 5636.08 Forms Directory & Supply Catalog US US — Paper & Electronic 0

5.2.017 5636.09 Lost & Stolen Property Reports FE÷3 FE+3 — — 0
5.2.023 5636.10 Year-To-Date Activity — Inventory Listing FE+3 FE+3 — — Paper & Electronic 0
5.6.007 5636.11 Vehicle Titles & Registration LA LA X 0
5.3.007 5636.12 Purchase Requisitions & Invitations to Bid FE÷3 FE+3

-HighTech.
— —

—

5.2.020 5636.13 Supply Usage Reports FE÷3 FE÷3 — — Paper & Electronic 0

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

I Page 87 Cf 110
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Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 41h
Recertification

Period

IiIIII(I ( .i]Øji yeiiiii • •
1.2.005 5638.01 Agency Records Retention Schedule US US Paper & Electronic

1.2.001 5638.02 Destruction Sign-offs — Agency level FE+3 FE÷3

documents authorizing destruction of

records under a certified record retention

schedule listing “records” destroyed- c
documents, dates, method of destruction

and person authorized.

1.2.006 5638.03 Records Transmittal Forms. Agency Copy AC+2 AC+2 AC = Date of authorization for destruction

(indudes RMD1O1, TX-R-5, 306-58-1, and permanent transfer from storage, or transfer to

Agency Storage Forms. Forms indicate the Archives and Information Services Division,

records transferred to storage or a transfer Texas State library and Archives Commission C

of legal custody. by the agency records administrator.

1.2.008 5638.04 Request for Authority to Dispose of State FE+3 FE+3

Records (RMD 102) agency copy. C

1.2.011 5638.05 Record Center Storage Approval Forms US US

(RMD 106) agency copy. — — —

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

6.

Record Series Title

8. Archival

TotalgencyStorage 9. Remarks

iPage 88 ‘110

‘10.

‘<Co

ig-
CD

11.
TSLAC
ONLY

Amend.
No.106 No.

10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
4. 5. 6. 7. Retention 8. ArchivalRecords Agency Period

—— -— —Series Item Record Series Title AgencyStoragef Total f 9. RemarksItemNo. No.
4

Vital

2. Agency
Code, 32qj

1 Page 89

-
- I 1:

TSLAC
—

ONLY

.106 No.

1.2.014 5638.06 Records Management Plans. Records US+1 US+1 — —

—Management Plans and similar records
that establish the policies and procedures
under which records and information are

Cmanaged in an agency.

1.2.015 5638.07 Disaster Recovery Service Transmittals FE+1 FE÷1
(RMD 109). Also includes documentation
for disaster recovery services provided by

cother entities.

1.2.010 5638.08 Records Disposition Logs. Logs or similar 20 20
records listing records destroyed or
transferred to the Archives and
Information Services Division, Texas State

CLibrary showing records series, titles,
dates of records, and date destroyed or
transferred.

5.1.015 5638.09 Correspondence Tracking Records. Any 1 YR 1 YR
record created for the delivery, pickup,
receipts/tickets, detailing the incoming

Cand outgoing of files and/or boxes.
Delivery! Confirmation Receipts.

—

Retention Codes (Field 7)
Archival Codes (Field 8) Security CodeAC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012



4. 5.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
6. 7. Retàntion 8. Archival

Period
Record Series Title AgeTStorage Total 9. Remarks

--

- - - -— L -

itai

11.
TSLAC

- ONLY
Amend.

I 106 No. No.

Correspondence-Administrative.

Incoming outgoing and Internal
correspondence, in any format, 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.

CAUTION: This records series and item

number 1.1.008 should be used only for
correspondence that is not included in or
direcfly related to another records series in this
schedule. For example, a memorandum that
documents an appropriations request must be
retained for the minimum retention period

prescribed by item number 1.1.004; a letter
concerning an audit for that prescribed by item
number 1.1.002, etc. SEE ALSO item number
1.1.011.

1.1.008 5639.02 Correspondence-General. Non-
— —

. administrative Incoming/outgoing and
internal correspondence, in any media,
pertaining to or arising from the routine 2 Yrs 2 Yrs 0
operations of the policies, programs,
services or projects of the agency.

1.2.003 5639.03 Forms History File & Control Register AC+1 AC÷1 AC = Discontinuance of use of Form

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

5639.01 4 Yrs

DOCUMENT SERVICES

4 Yrs R

0

10/22/2012



1.3.002 5639.04 Publication Files. Tncludes background US US — R —

material copy (drafts), original artwork,

photo negatives prints, flats, etc. This o
includes all work performed both inside

and outside the agency.

1.2.003 5639.05 Forms History File — Completed Cards AC+1 AC+1 AC = Discontinuance of use of form.

— Paper & Electronic —

5.1.007 5639.06 Copy/Printing Requisition (Y-85) and log. AV AV

Requisitions for Tn-Agency/Inter-Agency 0
Copy/Printing Services. — — —

5.1 5639.07 Outside TWC Print Contract requests file AC-i-2 AC+2 AC = After Closed
— Paper & Electronic —

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012

4.
Records
Series
Item No.

6.5.
Agency

Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

Record Series Title

7. Retention
Period

8. Archival

Storage TotalAgency 9. Remarks

viia[f

91i.Page Cf 110

110.

106 No.
<C1)
ocD
oO
0.
<0

11.
TSLAC
ONLY

Amend.
No.



Correspondence-Administrative.

Incoming outgoing and Internal

correspondence, in any format, 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.

CAUTION: This records series and item

number 1.1.008 should be used only for

correspondence that is not included in or

directly related to another records series

in this schedule. For example, a

memorandum that documents an

appropriations request must be retained

for the minimum retention period

prescribed by item number 1.L004; a

letter concerning an audit for that

prescribed by item number 1.1.002, etc.

SEE ALSO item number 1.1.011.

4.
Records
Series
Item No.

15. 6.
Agency

Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule Recertification

Record Series Title

i 7. Retention
Period

8. Archival

1.1.007

TotalAgency: Storage 9. Remarks

iiii

1.Page 1 92 d 110

DIRECTOR OF COMMUNICATIONS

.< ci)
fl CD

9 106 No.

11.
TSLAC
ONLY

Amend.
No.

4 Yrs 4 Yrs R 0

1.1.008 5640.02 Correspondence-General. Non- —

administrative Incoming/outgoing and

internal correspondence, in any media,
. . . .

. 2Yrs 2Yrs 0
pertaining to or ansing from the routme

operations of the policies, programs,

services or projects of the agency. —

1.1.019 5640.03 News or Press Releases. 2 Y 2 Y R 0

1.1.019 5640.04 TWC Media regarding unemployment in 2 Y 2 Y R Paper & Electronic

Texas and Public Service Announcements C

(PSA).

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012



4. 1. ‘6.
Records Agency
Series Item
Item No. No.

7. Retention 8. Archival
Period j

______

\gencyStorage Total 9. Remarks

_____

Iital1

CAUTION: This records series and item

number 1.1.008 should be used only for

correspondence that is not induded in or

directly related to another records series in this

schedule. For example, a memorandum that

documents an appropriations request must be

retained for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for that prescribed by item

number 1.1.002, etc. SEE ALSO item number

1.1.011.

1.1.008 6300.02 Correspondence-General. Non-

administrative Incoming/outgoing and

internal correspondence, in any media,
. . . .

. 2Yrs 2Yrs 0

pertaming to or ansmg from the routine

operations of the policies, programs,

services or projects of the agency. — —
—

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

Record Series Title

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
Page 93 d 110

6300.011.1.007

‘10.

DEPUTY EXECUTIVE DIRECTOR

ii:i —

,‘< Cl)
W

10a.
I(D

11.
TSLAC
ONLY

Amend.
No.

______

ondence-Administrative.

Incoming outgoing and Internal

correspondence, in any format, 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.

106 No.

4 Yrs [Yrs X R 0

10/22/2012



4. 5.
Records Agency
Series Item
Item No. No.

i.Page 94 cf 110

,TSLAC
H_i I ONLY

106 No.
Amend.

Correspondence-Administrative. Incoming

outgoing and Internal correspondence, in

any format, pertaining to the formulation,

planning, hnplementation, interpretation,

modification, or redefinition of the

programs, services, or projects of an agency

and the administrative regulations, policies,

and procedures that govern them.

___________

This records series and item

number 1.1.008 should be used only for

correspondence that is not included in or

directly related to another records series in this

schedule. For example, a memorandum that

documents an appropriations request must be

retained for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for that prescribed by item

number 1.1.002, etc. SEE ALSO item number

1.1.011.

1.1.008 6630.02 Correspondence-General. Non-

administrative Incoming/outgoing and

internal correspondence, in any media,

pertaining to or arising from the routine 2 Yrs 2 Yrs 0

operations of the policies, programs,

services or projects of the agency.

Li 6630.03 Local Workforce Development Area AC+ AC+ AC = Date of Last Transaction

Assistance Correspondence Files 3 3 0

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

6. 7. Retention 8. Archival

L__ Period

_______

Record Series Title

1.1.007

A9encYj Storage Total

6630.01

ital

9. Remarks

1 Yrs
DIRECTOR OF WORKFORCE POLICY AND SERVICE DELIVERY ASSISTANCE

________________________________ ______________

Yrs x R

0

10/22/2012



I i Page
L95

d 110

ho. ii.
:TSLAC:

- - ----- -

— ONLY
Amend.

106 No. No.

1.1.026 6630.04 Texas Register Rules. Correspondence and AC+ AC+ AC = Date Published in Texas Register —

Forms relating to TWC Rules posted in 1 1 Paper & Electronic
accordance with the Administrative
Procedures and Texas Register Act.

—

Retention Codes (Field 7) Archival Codes (Field 8) Security Code
AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist

10/22/2012

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
4. 5. 6. 7. Retention 8. ArchivalRecords Agency Period

_____

Series Item Record Series Title AgencyStorageTTotal 9. RemarksItem No. I No. I
iii1

____



Copies sent to the Texas State Library

Depository Program.

4. 5.
Records
Series
Item No.

6.
Agency

Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

Record Series Title

8. Archival7. Retention
Period

gency Storage I Total 9. Remarks

1.3.001 6634.01 Publications - Child Care. US÷1 4 US+5

1.Page 96 cf 110

1 0.

‘<0
()CD
0
0.
0 —

11.
TSLAC
ONLY

Amend.
No.106 No.

0

1.3.001 6634.02 Texas Child Care Magazine US+5 US+5 — — Copies sent to the Texas State Library

— Depository —

1.1 6634.03 Child Care Program materials 3 Yrs 3 Yrs NOTE: Retain longer if it still has an
99-320-090

Administrative Value

5.1.001 6634.04 Child Care Contracts AC 4 AC+4 — — AC = Termination of instrument. 0 99-320-081
1.3.001 6634.05 Publications. Work & Family US+5 US+5 Copies sent to the Texas State library

Clearinghouse — — Depository Program. —

5.1.001 6634.06 Work & Family Contracts AC+4 AC+4 — — AC = Contract Termination Date 0
1.1.066 6634.07 Legislative Budget Board Reports AC+6 AC÷6 A AC = September 1 of odd numbered years.

— Copies sent to TSL Depository Program —

1.1.002 6634.08 State & Federal Audit Reports AC+7 AC÷7 — R AC = Publication or release of final audit. C

1.1.002 6634.09 State & Federal Review Reports AC+7 AC÷7 — — AC = Publication or release of final audit. C
1.1.002 6634.10 State Program Plans. AC+7 AC+7 — — AC = Program period ending date. C
4.7.008 6634.11 Federal Grant Approval Letters AC÷3 AC+3 AC = Satisfaction of all Uniform Administrative

Requirements for Grants and Cooperative

Agreements to Federal, State and Local

Governments.

1.1 6634.12 Data sets-Budget and Payment 3 yrs 3 yrs NOTE: Retain long if it still has an
CApplication — — Administrative Value —

1.1 6634.13 Data sets — Child Care Services Delivery 3 yrs 3 yrs NOTE: Retain long if it still has an
CCentralized Data Administrative Value —

1.1 6634.14 Data sets-TWC Data Warehouse 3 yrs 3 yrs NOTE: Retain long if it still has an
C

Administrative Value —

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012

ewilson
Typewritten Text
A1



4. 5.
Records Agency
Series item
Item No. No.

7. Retention
Period

Agency Storage I Total

11.
TSLAC
ONLY

Amend.
No.

1.1 6634.15 Child Care Error Rate AC+1 4 AC-i-5 — — AC=Date of final/last submission. —

Records Retention-Records pertinent to the case

reviews and submission of error rate reports

shall be retained for a period of five years from

the date of submission of the applicable error C

rate report or, if the error rate report was

revised, from the date of submission of the

revision. Records must be made available to

— Federal staff upon request. —

1.1.070 6634.16 Food Stamp Program Handbook AC+3 AC+3 R AC = Until superseded or completion or

termination of program, rules, polides, or C

— procedures. —

1.1.007 6634.17 Food Stamp Program Correspondence 4 Yrs 4 Yrs E E=Archival Exemption

CAUTiON: This records series and item

number 1.1.008 should be used only for

correspondence that is not included in or

direcfly related to another records series in the

schedule. For example, memoranda that

document an appropriations request must be

retained for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for that prescribed by item

number 1.1.002, etc.

SEE ALSO item number 1.1.011.

Retention Codes (Field 7) — — Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

6.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

Record Series Title

8. Archival

9. Remarks

1.Page 97 cf 110

10.

.< Cl)

106 No.

10/22/2012



11.
TSLAC
ONLY

Amend.
No.

1.1.067 6634.18 Food Stamp Program Reports 3 3 E E = Archival Exemption C
1.1.055 6634.19 Project RIO Strategic Plan AC+6 AC+6 A AC = September 1 of odd-numbered calendar

years. The archival requirement is met by

sending the required copies of the plans to the C

Texas State publications Depository Program,

— Texas State Library and Archives Commission. —

1.1.067 6634.20 Project RIO monitoring & technical 3 3 R
reports.

1.1 6634.21 Dependent Care Employer Coalition Files AC+3 AC+3 — — AC = Date of last transaction C

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist
10/22/20 12

4.
Records
Series
Item No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

5. 6. 7. Retention 8. Archival
Agency

-- Period

______

Item tAgenc StorageTTotal
No.

Record Series Title

1——.—-----:———--—

9. Remarks

tiif

IPage 98 Cf 110

‘10.

106 No.
Co
CD

.0

CD



CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series in this
schedule. For example, a memorandum that
documents an appropriations request must be
retained for the minimum retention period
prescribed by item number 1.1.004; a letter
concerning an audit for that prescribed by item
number 1.1.002, etc. SEE ALSO item number
1.1.011.

9Td 1101
10 ii.

TSLACI
ONLY

Amend.
No.

4. 5.
I Records Agency

Series Item
I Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
6. 7.RetenonArcv

Period

___________

Record Series Title jAgencIStoragei Total 9. Remarks

j1taI 1

1.1.007

DIRECTOR OF WORKFORCE DEVELOPMENT

Cl)

!ag 106 No.

Correspondence-Administrative.
Incoming outgoing and Internal
correspondence, in any format, 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.

4 Yrs 4 Yrs R

0

1.1.008 6640.02 Correspondence-General. Non-
— —

administrative Incoming/outgoing and
internal correspondence, in any media,

. . . . . 2Yrs 2Yrs 0pertaimng to or ansing from the routme
operations of the policies, programs,
services or projects of the agency.

1.1.065 6640.03 Data Integrity Board Requests AV AV CAUTION: Does not include source
documentation used for information or data
included in or directly related to another 0
records series in this schedule.
See especially item number 1.1.064.

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value
R — Review by State Archivist

10/22/2012



PERFORMANCE ANALYSIS AND REPORTING

_____________________________ ____________

•wtIIi.Ah —•The FE+3 retention period

overrides any shorter retention period for a

records series in this schedule if the records

series is needed for documentation of agency

performance measures. (Data Sets-Electronic);

Reports-Paper & Electronic).

1.3 6643.02 Performance Measurement documentation l5Yrs 15 X — —

Yrs CAUTION: The FE+3 retention period

overrides any shorter retention period for a

records series in this schedule if the records

series is needed for documentation of agency

performance measures. (Data Sets-Electronic);

Reports-Paper & Electronic

1.1.055 6643.03 TWC Strategic Plan (PAR Portions) AC-i-6 AC+ X A AC = September lof odd-numbered calendar

6 years.

The archival requirement is met by sending the 0

required copies of the plans to the Texas State

Publications Depository Program of the Texas State

Library and Archives Commission.

1.1.068 6643.04 Monthly Legislative Report (MLR) AC+6 AC+ AC = September 1 of odd numbered calendar

6 years. 0
Paper & Electronic

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

1 7. Retention 8. Archival
Period

Record Series Title OgencY’StorageTotaIf —-—F
rI

Vital I

___________ __L.__

I

1.1.064 6643.01

2. Agency
- Code 320

Monthly Performance Reports

I Page 100 Cf 110

TaI11. —

TSLAC
I ONLY

Amend.
106 No. No.

•< CI)

. .

Yrs

0

10/22/20 12



4. 5. 6.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th
Recertification

J 7. Retention 8. Archival
Period

11.
TSLAC
ONLY

Amend.
No.

1.1.024 6643.05 Texas Workforce Investment Council AC+3 AC÷ — R AC = Decision made to implement or not to
Annual Report (TWC Portion). 3 — — implement result of planning process. —

1.1.068 6643.06 Automated Budget and Evaluation System AC+6 AOi- X AC = September 1 of odd-numbered calendar
of Texas (ABEST) Reporting (includes 6 years.
PAR’s portion of Legislative and
Operating Budgets

— —

1.3 6643.07 Federal Reports 15 15 R Paper & Electronic

Yrs Yrs

1.3 6643.08 Statistical Modeling 15 15 R Paper & Electronic

Yrs Yrs

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — OpenSettled FE — Fiscal Year End MO — Months PM — Permanent Archives C — ConfidentialAV — Administrative Value R — Review by State Archivist
10/22/2012

Record Series Title Agencystorage! Total

j

_________

I vita

9. Remarks

cfI Page 101 110

lb.

ifl



ELIGIBLE TRAINING PROVIDER

______

Training Provider Applications

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012

4.
Records
Senes
Item No.

6.5.
Agency

Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule Recertification

Record Series Title

7. Retention
Period

8. Archival

Agency! Storage

6647.01

Total 9. Remarks

Vital

I Page 102 cf 110

jlO.

6 Yrs

< Cl)

—

11.
TSLAC
ONLY

Amend.
No.106 No.

6 Yrs Paper records. Effective 01/01/05 all records

will be imaged and kept electronically.

C



TRADE FUNDED SERVICES
——

_____

Trade Adjustment Assistance; Trade

Readjustment Assistance (TRA)

correspondence (Includes Closeouts —

Completed training, Withdrawals and
Denials — letters which affect appeals, Job

Search/Job Relocation — approvals

of costs for moving or doing out-of-area

job search, and Waivers from training
which affect benefits)

1.1 6649.02 Trade Adjustment Assistance Petitions PM PM X — Permanent per US Department of Labor —

Files mandate related to Trade. (Paper retained for 6 C 05-320-149

months then miaofilmed)

1.1 6649.03 Trade Adjustment Assistance Reports PM PM X Permanent Per US Department of Labor

— mandate related to Trade. Electronic and CD —

1.1 6649.04 Trade Adjustment Assistance-3 Form AC + AC + AC = After Closed

3 3

1.1 6649.05 Trade Adjustment Assistance Billing AC+3 AC+3 AC = After Closed

System

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open
Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

4.
Records
Senes
Item No.

5. 6.
Agency

Item
No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

7. Retention 8. Archival
Period

Record Series Title TotalAgenc Storage

6649.01

9. Remarks

raaF

I Page 103 cf 110

AC 3

10.

106 No.

AC+3

cD

11.
TSLAC
ONLY

Amend.
No.

AC = Date of last transaction.

0 98-320-082

10/2212012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

4 - 5 6 17 Retention — 8 Archival
Records Agency Period
Series Item
Item No. No. I

JAencYStorae! Total 9. Remarks

I Iviii1

__________

This records series and item

number 1.1.008 should be used only for

correspondence that is not included in or

directly related to another records series in this

schedule. For example, a memorandum that

documents an appropriations request must be

retained for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for that prescribed by item

number 1.1.002, etc. SEE ALSO item number

1.1.011.

Record Series Title

1.1.007 52.01

1.Page 1O4 cf 110

4 Yrs

jWORKFORCE POLICY & U.l. POLiCY

_______________________________
_____________

—4 Yrs

110. 11.

TSLACI

j.coH I ONLY

106 No.
Amend.

Correspondence-Administrative.

Incoming outgoing and Internal

correspondence, in any format, 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.

R

0

1.1.008 6652.02 Correspondence-General. Non- — —
—

administrative Incoming/outgoing and

internal correspondence, in any media,

pertaining to or arising from the routine 2 Yrs 2 Yrs 0

operations of the policies, programs,

services or projects of the agency.

1.1 6652.03 Eco. Dislocated Worker Adjustment & AC÷3 AC+3 AC = Date of Last Transaction

Assistance correspondence ifies. — — —

1.1 6652.04 Workforce Development Board Plans US+8 US+8 — — C

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

4. 5. 6. 7. Retention 8. Archival

Records Agency Period

Series Item
Item No. No.

Correspondence-Administrative.

Incoming outgoing and Internal

correspondence, in any format, 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.

CAUTION: This records series and item

number 1.1.008 should be used only for

correspondence that is not included in or

directly related to another records series in this

schedule. For example, a memorandum that

documents an appropriations request must be

retained for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for that prescribed by

item number 1.1.002, etc. SEE ALSO item

number 1.1.011.

1.1.008 6659.02 Correspondence-General. Non-
—

administrative Incoming/outgoing and

internal correspondence, in any media,
. . . .

. 2Yrs 2Yrs 0

pertaining to or arising from the routine

operations of the policies, programs,

services or projects of the agency. —
—

1.1 6659.03 Work Opportunity Tax Credit (WOTC) AC 4 AC+4 AC = After Closed

correspondence files C 00-320-091

1.1 6659.04 Agricultural Clearance Orders — Other FE+3 FE+3 — —
—

state referrals of groups c

Retention Codes (Field 7) —
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

Record Series Title

.1.007

Agency’ Storage I Total

6659.01

2. Agency ‘
Code,. 32O

9. Remarks

4Jital

Page 105 ci 110

10. II.
TSLAC

--
ONLY

106 No.
Amend.

VORKFORCE STATE OPERATED SERVICES

‘<0
ow
on
CD

4Yrs 4Yrs R 0

10/22/2012

A2



I -

Li 6659.05 Targeted Jobs Tax Credit (TJTC) — COOP 10 10

Education Eligibility determinations.

1.1.048 6659.06 Alien Certification — Litigation Files AC+1O AC+10 R AC Date of Last Transaction
C

Li 6659.07 Alien Certification — applications for AC+3 AC+3 — — AC = Date of Application —

employment.
C

1.1 6662.08 Work Opportunity Tax Credit (WOTC) AV AV R

Master File.

Retention Codes (Field 7)
Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value
R — Review by State Archivist

10/22/2012

4. 5. 6.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Record Series Title

7. Retention
Period

Agency Storage

Records Retention Schedule 4” Recertification
I .Page I 106 d 110

18.Archival

______

TSLAC

TOtal1 9.Remarks
ONLY

I
Amend.

:g. 106 No. No



STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification
1 Page 107 cf 110

___________________-

Records Agency Period

_______
______________________

TSLAC

Series Item f Record Series Title Agency’ Storage ‘ Total
. ONLY

Item No. No.
Amend.

____ __

itl]

____________

NO

L•]N41IJIRI • •
[.7.010 6662.01 Federal Bonding Program correspondence AC+3 AC--3 AC = Retirement of Debt.

and bond register.

5.1.004 6662.02 Local Workforce Development Board US US

Directory

[.1 6662.03 Workforce Customer Support 1 1

Correspondence

[.1.008 6662.04 Dissemination Notifications - Disseminate Paper & Electronic

information to assist boards in their

operations. Includes ongoing grant

notices, grant awards in Texas, proposed
2 Yrs 2 Yrs 0

Federal rules, upcoming conferences, and
other updates to policy and/or program

information.

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE - Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012



58.01

Career Schools and Colleges Job Applicant

Interview Files.
C

I Page 108 c:f 110

---—
-j

.10. 11.
TSLAC,

-1 ONLY
‘<C”

Amend.
106 No. No.

5.1.015 6668.03 Career Schools and Colleges MSRL 1YR 1 YR — —
—

C

1.1 6668.04 Career Schools and Colleges complaint AC÷1 1 AC+2 — — AC = Date of completion

ifies

1.1 6668.05 Career Schools and Colleges Instructor FE+1 2 FE+3

files.
C

1.1 6668.06 Career Schools and Colleges School FE+1 2 FE+3 — —
—

Financial Documentation, including S&T C

files and financial statement files.

1.1 6668.07 PECOS — (Career Schools Database — PM PM

current and historical data on schools.
C

15.1.001 6668.08 Career Schools and Colleges Teach out AC+1 3 AC+4 AC = After closed

Contracts for Closing schools.
C 98-320-080

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA— Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist

4. 5.
Records Agency
Series Item
Item No. No.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule 4th Recertification

6. 7. Retention 8. Archival
Period

Record Series Title

1.1

3.1.014

AgencyStorage’ Total 9. Remarks

iitai1

6668.02

Career Schools and Colleges Files.

CAREER SCHOOLS AND COLLEGES

_____________________________

3 YR 3 YR

AC = Date of Last Transaction

10/22/2012



7. Retention
Period

Record Series Title

___________

This records series and item

number 1.1.008 should be used only for

correspondence that is not included in or

directly related to another records series in this

schedule. For example, a memorandum that

documents an appropriations request must be

retained for the minimum retention period

prescribed by item number 1.1.004; a letter

concerning an audit for that prescribed by item

number 1.1.002, etc. SEE ALSO item number

1.1.011.

STATE OF TEXAS
Texas Workforce Commission

Records Retention Schedule Recertification

4. 5. 6.
Records Agency
Series Item
Item No. No.

8. Archival

1.1.007

Total

6671.01

9. Remarks

cf 1 110

1 0.

106 No.

WORKFORCE EDITING

—

IC) 0
-

4 Yrs4 Yrs

11.
TSLAC
ONLY

Amend.
No.

Correspondence-Administrative.

Incoming outgoing and Internal

correspondence, in any format, 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.

R

0

1.1.008 6671.02 Correspondence-General. Non-

administrative Incoming/outgoing and

internal correspondence, in any media,

pertaining to or arising from the routine 2 Yrs 2 Yrs 0

operations of the policies, programs,

services or projects of the agency.

1.1 6671.03 Workforce Development Letters US US — —
—

Retention Codes (Field 7) Archival Codes (Field 8) Security Code

AC — After Closed, Terminated, Completed, Expired, CE — Calendar Year End LA — Life of Asset US — Until Superseded A — Transfer to State 0 — Open

Settled FE — Fiscal Year End MO — Months PM — Permanent Archives C — Confidential

AV — Administrative Value R — Review by State Archivist
10/22/2012



Correspondence-Administrative.
Incoming outgoing and Internal
correspondence, in any format, 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.

CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series
in this schedule. For example, a
memorandum that documents an
appropriations request must be retained
for the minimum retention period
prescribed by item number 1.1.004; a
letter concerning an audit for that
prescribed by item number 1.1.002, etc.
SEE ALSO item number 1.1.011.

STATE OF TEXAS
Texas Workforce Commission

—

—— Records Retention Schedule 4th Recertification iPage, 110 ii0
4. 5. 6. 7. Retention 8. Archival ilO. 11.Records Agency Period

___________________________

TSLACI Series Item Record Senes Title Agencytorag&Tota[J 9 Remarks ONLYItem No No
Amend.

-

______
___ ___I

—

___________________

• 106N0
,

6677.01

2. Aeflcy
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