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August 2, 2016

Mr. Jimmie Savage

Member Data Services Manager
Teacher Retirement System of Texas
1000 Red River

Austin, TX 78701-2698

Re: Agency records retention schedule amendment approved for use
Dear Mr. Savage:

Amendment 9 to your agency’s 4th recertification of your records retention schedule is approved for
use as of Friday, July 29, 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 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, Brian Guthrie

R01.323/323



Commission

STATE OF TEXAS |

| SLR 105C

| Form SLR 105 or SLR 122

Records Retention Schedule Certification | must accompany alf

| submissions of this form.
i

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

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

' Agency Code 323
Teachers Retirement System
Agency Name of Texas

(Check one)
[ Initial Certification - Form SLR 105
[J 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.
i (Check one)
[J Agency Head

' Records Management Officer

7

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

Signature

Name (Print or type
( type) N‘o‘t‘Req

Date

sred at This T

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

Signature @‘&%

Name (Print or type) \QO WWeo @—Q) ern <
Date % ( act \ (, %

v

|
| )
Signature
[

Name (Pnint or type) _Jimmie E. Savage, CRM

Date 7/ / / /6

Recertification No. 4 Amendment No. i

SLR 105C
Rev. 06/05




CAUTION

A state record whose retention period has expired may not be destroyed if any
litigation, claim, negotiation, audit, public information request, administrative
review, or other action involving the record is initiated; its destruction shall not

occur until the completion of the action and the resolution of all issues that arise
from 1it.

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

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



STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
1.Page 1 of 3
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item . . 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
Separate BAC into Benefit Reporting (BRT) and
Benefit Payments (BPY): Note some BAC are in AlINs re-#ed
both of the new departments
BRT001 Correspondence — School Districts 10 10 3 BACO003 C
1.1.043 BRT002 Training Materials US+1 US+1 71 | BACO06 C
3.3.030 BRTO03 Training Administration Records US+2 US+2 149 | BACO07 C
BRT004 TRAQS Reports (TRS Reporting and Query FE+5 FE+5 5 BAC014 C
System)
BRTO05 School District Payroll Reporting Procedures 99 99 7 BACO033 C
AC=Completion or 115 | BACO35 C
1.1.070 BRT006 Benefit Reports Internal Procedures - Final AC+3 AC+3 | R termlnatl-or? of program,
rules, policies, or
procedures.
2.2.001 BRT008 School District User ID & Password Forms 99 99 131 | BACO37 C
4.6 BRTO09 Account Corrections FE+6 FE+6 R4A4| BACO39 C
BRTO10 Reportlng Entity H|st.ory Flle.:. PM PM N
Imaged files supporting RE filing
BRTO11 EAR reports FE+6 FE+6 8 BACO038 C
BPY001 Correspondence — School Districts 10 10 3 BAC003 C
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission 1.Page 2 of 3
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.043 BPY002 Training Materials UsS+1 UsS+1 71 | BACO06 C
3.3.030 BPY003 Training Administration Records US+2 US+2 149 | BACO07 C
BPY004 1099R Form Development File FE+5 FE+5 4 BACO009 C
BPY005 Annuity Increase Research & Reference File PM PM 4 BAC010 C
4.6.002 BPY006 Annuity Payroll Reconciliations FE+8 FE+8 161 | BACO11 C
4.6.002 BPY0O7 Annuity Payroll Deductions FE+8 FE+8 161 | BACO12 C
BPY008 Annuity Statistical Spreadsheets 99 99 4 BACO013 C
BPY009 Quiality Assurance Work Papers FE+2 FE+2 6 | BACO25 C
BPY010 Member Benefit Records PM PM 7 BAC034 C
AC=Completion or 115 | BACO35 C
1.1.070 BPYO11 Benefit Payments Internal Procedures - Final AC+3 AC+3 | R termlnat|.<3r'1 of program,
rules, policies, or
procedures.
BPR changes: Delete obsolete AIN from BPR,
move one BAC AIN
2.2.013 BPR0OO7 Obsolete 133 | BPROO7 D
4.6 BPR0O20 Account Corrections — Work Papers FE+6 FE+6 R4A4| BACO39 C
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission 1.Page 3 of 3
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
Delete obsolete series from BAC; this
eliminates the BAC department RRS.
1.1.071 BACO036 Obsolete 120 | BACO36 D
Changes to IAU—changing retention on
IAUO010, deleting IAUO11, and changing title on
1AU020.
AC=Determination that 101 | IAUO10 C
. . . . legal reasons for
11062 |lavoro  |Audit Committee Meetings —Supporting AC+10 AC+10| A |maintaining records no
Documentation .
longer exist (e.g., Texas
Const. art XVI § 67).
1.1.065 IAUO11 106 | IAUO11 D
AC=Close of complaint. 13 | IAUO020 C
Records may contain
both confidential and
IAUO20 Complaint Records AC+5 AC+5 public information (e.g.,
Texas Government Code
§§ 552.101, 552.102, and
constitutional and
common law privacy).
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09
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August 2, 2016

Mr. Jimmie Savage

Member Data Services Manager
Teacher Retirement System of Texas
1000 Red River

Austin, TX 78701-2698

Re: Agency records retention schedule amendment approved for use
Dear Mr. Savage:

Amendment 8 to your agency’s 4th recertification of your records retention schedule is approved for
use as of Friday, July 29, 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|. 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,

Lol

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Brian Guthrie

R01.323/323



—
|

Commission

1909
e STATE OF TEXAS
Records Retention Schedule Certification

SLR 105C

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

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

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

Agency Code 323

i Agency Name Teacher Retirement System of Texas

| (Check one)

[[] Initial Certification - Form SLR 105

‘ ] Recertification - Form SLR 105

i, X] Amendment - Form SLR 122

! hereby certify that this records retention schedule was

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

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

5
A®
. \
Signature . ¢P.6‘b'
R
Name (Print or type) ad g\.\{ep‘
Date

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

(e Qoo

/./ [
Name (Print or mnie E Savage, CRM

=

| Date 31%/1k

(Check one) Signature
[] Agency Head Name (Print or type) CDO n, m@cﬁ S 0C\ne
X] Records Management Officer
% ’ % Date 1 \'LC‘. \ \&

Signature Q s— & M

f l Amendment No. Q §

Cert/Recert No.

SLR 105C
Rev. 2/C9




CAUTION

A state record whose retention period has expired may not be destroyed if any
litigation, claim, negotiation, audit, public information request, administrative
review, or other action involving the record is initiated; its destruction shall not

occur until the completion of the action and the resolution of all issues that arise
from 1it.

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

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



Records Retention Schedule Amendment

STATE OF TEXAS

SLR 122

Form SLR 105C must

accompany this form.
Texas pany
State Library
Page 1 of 11
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item . . 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
Consolidating DD into EXC RRS This eliminates DD department entirely
1.1.062 DD011 [Meetings —Supporting Documentation AC+2 AC+2 | A | Duplicate - See EXC008 100 | DDO11 D
Moved & retted. AC=9/1 10 | DD007
1.1.066 EXC011 (Reports — Biennial or Annual Agency AC+6 AC+6 | A ove reve / C
of odd-#ed years.
EXC012 [Actuarial Valuations & Experience Studies PM PM Moved & re#fed 10 | bD008 C
Consolidating CFO into RPT RRS This eliminates CFO department entirely
1.1.066 CFO013 Reports: Quarterly, Biennial, Annual A |Moved & re#ted 108 |CFO013 D
1.1.066 RPT024 Reports: Quarterly, Biennial, Annual AC+6 AC+6 | A |AC=9/1 of odd-#ed years 108 |CFO013 C
APA Update
Part of purchase 171 |APA0O7
5.3.003 APA007 Freight Claim voucher. Not needed D
separately.
GOV Updates
1.1.041 GOV005 Suggestion System records Obsolete, no files 71 |GOV005 D
5.1.004 GOV007 Mail & Telecommunications listing Obsolete, no files 167 |GOV007 D
5.4.013 GOV008 Disaster Preparedness , Recovery Plans See SIDO51 records 177 |GOV008 D
RPT Amendments
4.2.002 RPT006 Daily Cash Receipt Logs Combine with RPTO05 156 |RPT006 D
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission Page 2 of 11
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
4.7.002 RPTO15 Bank Statements Duplicate to APA005 163 |RPTO15 D
4.5.007 RPTO17 USAS Reports — Daily Combine with RPT019 159 |RPT017 D
4.5.008 RPT018 USAS Reports — Monthly Combine with RPT019 159 |RPT018 D
MOVE Data Management from MDS to BPR
BPRO17 TRUST Reports 5 5 R4A1| MDS020 C
--Reports used to verify system updates
1.2.003 BPR0O21 Forms History File PM PM 125 | MDS029 C
1.2.004 BPR0O22 Forms Inventory us us US=Until superseded 125 | MDS030 C
MOVE SSBB from BAC to BPR
4.6.001 BPRO18 Special Service Buyback Balancing Records 8 8 160 | BAC027 C
BPR0O19 Special Service Buyback Payment Coupons 8 8 6 BAC028 C
MOVE MDS to Records Management
REC001 Member Benefit Records PM PM 25 | MDS001 C
REC002 Department Metrics 10 10 R4A1| MDS012 C
1.1.024  [REC003  |Department Planning Records AC+3 Ac+3| R [ACDecision to RAAL Mpsoos | ¢
implement or not
3.3.030 REC0O04 Training Administration Records UsS+2 Us+2 151 | MDS021 C
RECO05 Project Management Records AC+6 AC+6 AC=Close of project R4A1 | MDS007 C
REC006 Employee Performance Work Papers 3 3 26 | MDS026 C
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission Page 3of 11
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.070 REC007 Records Management Procedures Manual AC+3 AC+3 | R |AC=Final adoption 118 | MDS027 C
1.1.071 RECO08 Records Mgt Procedures Manual-Working Files | AC+3 AC+3 | R |AC=Final adoption 123 | MDS028 C
AC=Control is updated, 127
1.2.013 RECO10 Imaging — Indexes & Control Records AC AC revised, no longer MDS002 C
needed
2.2.013 RECO11 Imaging — Operations QC Records 3 3 R4A1| MDS031 C
2.2.013 RECO12 Imaging — System QA Records 6 R4A1| MDS032 C
1.2.005 REC020 Records Retention Schedule 10 10 R4A1| MDS040 C
1.2.005 REC021 RRS Amendment Work Papers 6 6 R4A1| MDS041 C
1.2.001 REC022 Disposition Authorizations & Logs 10 10 R4A1| MDS042 C
REC023 Disposition Work Papers 6 6 R4A1| MDS043 C
REC024 Inactive Storage Records 3 3 R4A1| MDS044 C
CORRECTIONS FROM AMENDMENT 4.2
1.1.024 HIBO04 Plans and Planning Records PM PM | R N
1.1.070 HIBO0O6 Policies and Procedures — Final PM PM [ R N
1.1.043 HIBO10 Training Materials Us+1 Us+1 US=Until superseded N
1.1.064 HIBO11 Agency Performance Measures Documentation | FE+7 FE+7 N
AC=September 1 of odd-
1.1.068 HIB012 Reports on Performance Measures AC+6 AC+6 numbered calendar N
years.
1.1.065 HIBO13 Reports and Studies (Non-Fiscal) — Raw Data AV AV N
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission Page 4 of 11
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.067 HIBO14 Reports and Studies (Non-Fiscal) 3 3 R N
1.1.069 HIBO15 Reports — Activity 1 1 N
AC = Publication or
1.1.002 HIBO16 Contract Performance Audits AC+7 AC+7 release of final audit N
findings.
ARCHIVES NOTE: Archival
code removed
subsequent to appraisal
by the Archives and
1.3.002 HIBO17 Publication Development Files AV AV Information Services N
Division, Texas State
Library and Archives
Commission, November
20009.
HIBO18 Research and Reference Project Files AV AV N
HIBO19 Member Benefit Records PM PM N
1.1.059 HIBO30 Insura.mce Appgals C.ommittee Minutes — Closed PM M | A N
Meeting, Confidential
HIBO31 Insurance Appeals Files AC+6 AC+6 AC = Close of the appeal N
process.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted
SLR122

Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission Page 5 of 11
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
AC = date TRS mails its
HIB032 Exception Request Research — Data AC+6 AC+6 final dgtermlnatlon . N
regarding an exception
request.
HIBO33 School District Entity Records PM PM N
HIB034 Exception Request Research — Working Files 6 6 N
AC = Day after last day
HIB035 Benefits Eligibility Inquiry AC+6 AC+6 member could formally N
request an appeal to TRS.
US = Participant is no
longer enrolled in
Optional Insurance
HIBOA1 Optional Insurance Participant Deduction Us Us program. Permanfent N
Records records of deductions are
maintained in the ANPA
mainframe system, see
BACO34.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission Page 6 of 11
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Records 5. Agency
Series Agency | 6. o 9. Page | Item Amend
ltem No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
AC = September 1 of
odd-numbered calendar
years. The archival
requirement is met by
sending the required
1.1.066 HIB0O50 Biennial and Annual Agency Reports AC+6 AC+6 A |[copies of the reports to N
the Texas State
Publications Depository
Program, Texas State
Library and Archives
Commission.
1.1.058 HIBOS2 Mee.:tmg Agende? and Minutes of Retiree PM om | A N
Advisory Committee
5.1.001 HIBOS4 Working Files related to Health Benefits or ACH6 ACH6 AC=Close or termination N
Insurance Coverage of contract.
5.1.001 HIBOSS Working Files related to Medicare Advantage AC+10 AC+10 AC=Close or termination N
Plan D and Employer Group of contract.
CORRECTIONS FROM AMENDMENT 4.4
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission Page 7 of 11
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Records 5. Agency
Series Agency | 6. o 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
AC = Completion or
- P
1.1.070  |SID004  |Policies and Procedures — Final AC+3 AC+3 | R |Mermination of program, N
rules, policies, or
procedures.
1.1.065 SID006 Reports and Studies (Non-Fiscal) — Raw Data AV AV N
3.3.030 SID007 Training Administration Materials Us+2 Us+2 N
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission Page 8 of 11
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Iltem Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
AC = Determination that
legal reasons for
maintaining records no
longer exist (e.g., Texas
Const. art. XVI §67).
Records may contain
both confidential and
public information (e.g.,
Texas Government Code
§§ 825.507, 552.103,
552.107, 552.111; ORD-
1.1.062 SID009 Meetings — Supporting Documentation AC+2 AC+2 | A .593 (.1991))' Docgments N
in this record series are
not to be incorporated
into minutes. See LEG
021 (Meeting Agenda
and Minutes). Legal
Services maintains the
record copy of all
supporting documents
for a Board or committee
meeting submitted to the
TRS Board Secretary for
approval.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS SLR 122
Records Retention Schedule Amendment Form SLR 105C must
accompany this form.
Texas
State Library
and Archives
Commission Page 9 of 11
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Iltem Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
SID020 403(b) Certification 10 10 N
SID021 403(b) Registration 10 10 N
AC = September 1 of
odd-numbered calendar
years. ARCHIVES NOTE:
The archival requirement
is met by sending the
1.1.055 SID040 Strategic Plans — Agency AC+6 AC+6 | A |required copies of the N
plans to the Texas State
Publications Depository
Program, Texas State
Library and Archives
Commission.
1.1.063 $ID050 Staff Meeting Mi.nutes & Notes — Internal Risk FE+3 FE+3 N
Oversight Committee
5.4.013 SID051 Disaster Preparedness and Recovery Plans — US+5 US+5 N
Agency
5.4.002 SID052 Evacuation Plans us us N
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission Page 10 of 11
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Iltem Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
AC= Inspection, or date
of the correction of the
deficiency, if the
inspection report reveals
5.4.003 SID053 Inspection Records AC+3 AC+3 2 def|C|enFy. CAUTION: N
Does not include
inspection reports of
building construction.
See item number
5.2.028.
AC= Expiration or
5.1.013 SID054 Insurance Policies AC+4 AC+4 termination of the policy N
according to its term.
SIDO55 Risk Assessments FE+7 FE+7 N
5.4.001 SIDOS6 Accident Reports and Associated CE+5 CE+5 N
Documentation
AC= After sheets are
updated, or hazardous
5.4.010 STS057 Material Safety Data Sheets AC AC chemical is no longer N
stored by agency, as
applicable.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
Page 11 of 11
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Records 5. Agency
Series Agency | 6. ' ' 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
AC=Termination of
. employee. Records ma
HRS031 Ergonomic Reports & Assessments from SORM | AC+3 AC+3 P .y - y N
contain sensitive or
confidential information.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09
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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 ]. Pickett

Director and Librarian
Mark Smith

Assistant State Librarian
Edward Seidenberg

Preserving yesterday,
informing loday,
inspining tomorrow.

June 29, 2016

Mr. Jimmie Savage

Member Data Services Manager
Teacher Retirement System of Texas
1000 Red River

Austin, TX 78701-2698

Re: Agency records retention schedule amendment approved for use

Dear Mr. Savage:

Amendment 7 to your agency’s 4th recertification of your records retention schedule is approved for
use as of Friday, June 24, 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 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, Brian Guthrie

R01.323/323
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SLR 105C
STATE OF TEXAS
- - g - Form SLR 105 0or SLR 122
Records Retention Schedule Certification must accompany all
State Library submissions of this form.
and Archives|
Commission|

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

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

Agency Code 323

Agency Name _Teacher Retirement System of Texas

(Check one)
[ Initial Certification - Form SLR 105
[ 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.
(Check one)
[] Agency Head

X Records Management Officer

State Auditor’s Office
(For the exclusive use of the State Auditor’s Office)
e &
L
S

oS

Signature 0““;\'@6
Q

Name (Print or type) @o\?”
Date

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

Signature

Name (Print or type) b O NNCL &Q)@PV\Q,

Date (O(QL((I(O

s ;l_/\—; T CKu,
4

Name (Print or type) _Jimmie E Savage, CRM

Date (J [20{//{/

Cert/Recert No. 4' Amendment No. l

SLR 105C
Rev. 2/09



CAUTION

A state record whose retention period has expired may not be destroyed if any
litigation, claim, negotiation, audit, public information request, administrative
review, or other action involving the record is initiated; its destruction shall not

occur until the completion of the action and the resolution of all issues that arise
from 1it.

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

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



STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must

o accompany this form.
State Library
1.Page 1 of 7
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
4, 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
Consolidate Agency common records
1.1.007 ALLOO1 Correspondence, Administrative 4 4 R N

Incoming/outgoing and internal correspondence 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

ARCHIVES NOTE: Only the administrative

correspondence of executive staff,

or commission members, division directors
and program heads require archival
review. Contact the State Archives 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
on the agency's approved schedule. For
example, a memorandum that documents

an appropriations request must be

retained for the minimum retention period
prescribed by 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.

board

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




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission 1.Page 2 of 7
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Records 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.008 ALLOO2 Correspondence, General | 2 | 2 | N
oot o] | | commenttoftem nmber 1100756
y media, p & N8 ) P ALSO item number 1.1.010.
the policies, programs, services, or projects of an agency.
1.1.013 ALLOO3 Calendars, Appointment & Itinerary records CE+1 CE+1| E N
ARCHIVES NOTE: Only the calendars,
appointment, and itinerary records of the
Executive Director require archival review
(per TSLAC, 7/16/2009). Contact the State
. . Archives when these records have met
Calendars, appointment books or programs and scheduling, or . . .
- . L their retention periods.
itinerary records, purchased with state funds or maintained by staff] .
. . . - . CAUTION: A record of this type purchased
during business hours that document appointments, itineraries, and .
. e with personal funds, but used by a state
other activities of agency officials or employees. - .
official or employee to document his or her
work activities may be a state record and
subject to this retention period. See Open
Records Decision 635 issued in December
1995 by the Attorney General.
1.1.040 ALLOO4 Speeches, papers & presentations | AC | AC | R N
Notes or text of speeches, papers, or reports delivered in AC = End of term in office or termination of
conjunction with agency work. service in a state position.

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) Amendment Codes (Field 12)

A — Transfer to State Archives N — New
R — Review by State Archivist C — Changed
D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
1.Page 3 of 7
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.057 ALLOO5 Transitory Information AC AC AC=Purpose of record has been fulfilled. N
CAUTION: : Records management officers
Records of temporary usefulness that are not an integral part of a should use caution in assigning this records
records series of an agency, that are not regularly filed within an series item number to records of an agency
agency's recordkeeping system, and that are required only for a to make certain they are not part of
limited period of time for the completion of an action by an official another records series listed in this
or employee of the agency or in the preparation of an on-going schedule or, for records series unique to an
records series. agency, are not part of a records series
Transitory records are not essential to the fulfillment of statutory that documents the fulfillment of the
obligations or to the documentation of agency functions. Some statutory obligations of the agency or the
examples of transitory information, which can be in any medium documentation of its functions.
(voice mail, fax, email, hard copy, etc.) are routine messages; The disposal of transitory information need
telephone message notifications; internal meeting notices; routing not be documented through destruction
5lips; incoming letters or memoranda of transmittal that add nothing signoffs (1.2.001) or in records disposition
of substance to enclosures; and similar routine information used for| logs (1.2.010), but agencies should
communication, but not for the documentation, of a specific agency establish procedures governing disposal of
transaction. these records as part of its records
management plan (1.2.014).
Deletion of all entries in Departmental 34 | BACOO1 D
RRS due to Agency Common consolidation, 49 | BAC002 D
that include the following: 56 | BACO04 D

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) Amendment Codes (Field 12)

A — Transfer to State Archives N — New
R — Review by State Archivist C — Changed
D — Deleted

SLR122
Rev. 2/09




Texa

Xas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1.Page 4 of 7

2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
» Correspondence, Administrative 76 | BACO08 D
» Correspondence, General 35 | BCO0OO1 D
» Calendars 49 [ BCOO002 D
» Speeches, papers, presentations 57 | BCOOO3 D
» Tranisitory Information 77 | BCO0O7 D
57 | BPROO1 D
78 | BPR0O02 D
36 | CBO0O1 D
50 | CBO002 D
37 | CFO001 D
50 | CFO002 D
58 | CFO003 D
79 | CFO004 D
50 | COMO001 D
58 | COMO002 D
80 | COMO007 D
38 DD001 D
50 DDO002 D
59 DD003 D
70 DDO005 D
81 DDO006 D
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




Texa

Xas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1.Page 5 of 7

2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
39 | EXCO01 D
51 | EXC002 D
59 | EXCO04 D
82 | EXCO007 D
70 | EXCO09 D
51 | GOV001 D
60 | GOV002 D
70 | GOV004 D
83 | GOV006 D
R4A2 combined ACT, OPI, and TCA AINs R4A2| HIBOO1 D
to HIB AINs R4A2 | HIB0O02 D
R4A2 | HIBOO3 D
R4A2 | HIBOO5 D
52 | HRS025 D
60 | HRS026 D
84 | HRS028 D
40 | IAUOO3 D
52 IAUOO4 D
61 IAUOOS D
85 IAUOO8 D
41 [ IMDO001 D
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS SLR 122
Records Retention Schedule Amendment Form SLR 105C must

accompany this form.

Texas
State Library
1.Page 6 of 7
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
' Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
52 | IMD002 D
61 | IMDO03 D
86 | IMD004 D
70 | IMDO0O14 D
42 ITOO1 D
52 ITO02 D
62 ITO03 D
87 ITO22 D
43, |LEG003 / D
#4A6 | LEG995
53, | LEG004 / D
#4A6 | LEG996
62, |LEGOO06 /
#4A6 | LEG997
70, |LEGO13/
#4A6 | LEG998
88, [LEG020/
#4A6 | LEG999
R4A1,|MDS002 /
44 ( MDS018
R4A1,|MDS003 /
53 | MDS019
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09



Texas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1.Page 7 of 7

2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
y Retention Period Archival Schedule 12.
Reqords 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
R4A1,|MDS004 / D
63 | MDS020
R4A1,|MDS011 / D
89 | MDS022
R4A4,| SID001 / D
64 | RMO002
R4A4,| SID002 / D
46 | RMO0O03
R4A4,| SIDO03 / D
54 | RMO004
R4A4,| SID00S8 / D
91 RMO017
47 | STS001 D
54 | STS002 D
64 | STS003 D
92 | STS005 D
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09

A8
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Austin, Texas
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www.tsl.texas.gov

Commission Chatrman
Michael C. Waters

Members

Sharon 1. Carr
Martha Doty Freeman
F. Linwood Givens
Larry G. Holt

Wm. Scott Mc \ffee
Sandra J. Pickett

Director and Librarian
AMark Smith

Assistant State Librarian
Edward Serdenberg

Preserving yesterday,
informing today,
inspiring tomorrow,

November 23, 2015

Mr. Jimmie Savage

Member Data Services Manager
Teacher Retirement System of Texas
1000 Red River

Austin, TX 78701-2698

Re: Agency records retention schedule amendment approved for use
Dear Mr. Savage:

Amendment 6 to your agency’s 4th recertification of your records retention schedule is approved for
use as of Wednesday, November 18, 2015. Your currently approved records retention schedule and
all amendments are available on our website at

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

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

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

Thank you again for your commitment to complying with state records management laws and
regulations. 1f 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, Brian Guthrie

R01.323/323
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Texas
State Library
and Archives
Commission

' STATE OF TEXAS
Records Retention Schedule Certification

SLR 105C

must accompany all

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

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

Agency Code 323

Agency Name Teacher Retirement System of Texas

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

X Records Management Officer )

Signature , ,_/“'—\/E P

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

Signature o Pu\f\ted at
ovreo

Form SLR 105 or SLR 122

submissions of this form.

Name (Print or type)

Date

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

Signature MQ‘&M

Name (Print or type) Vownnao &&DQ(V\Q—

Date \\ - ({/ \S/

/
Name (Print or type) Jimmie E Savage, CRM

Date 7/ 7 // S

Cert/Recert No. Af Amendment No. (&

SLR 105C
Rev. 2/09




CAUTION

A state record whose retention period has expired may not be destroyed if any
litigation, claim, negotiation, audit, public information request, administrative
review, or other action involving the record is initiated; its destruction shall not

occur until the completion of the action and the resolution of all issues that arise
from 1it.

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

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



STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page } of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
4. 0. 6. 8 8. 10. . 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
1.1.014 LEGO01A |Legal Opinions and Advice AV AV R |CAUTION: Does not include legal 65 LEGO007 |C
From agency legal counsel or the Attorney opinions or advice rendered on a matter in
General, including any requests eliciting the litigation or with regard to anticipated
opinions. litigation. See item number 1.1.048.
LEGO01B |Legal Research and Reference AV AV 23 LEGO057 |C
Legal research and reference materials on
topics related to agency business.
1.1.067 LEGO002A |Reports and Studies (Non-Fiscal) 3 3 R |ARCHIVES NOTE: For agencies that |111  |[LEG030 |C
Annual, sub-annual, or special reports or have had an archival appraisal, separate
studies on non-fiscal aspects of an agency's this records series by each type of archival
programs, services, or projects compiled by coding, A, R, or E.
agency personnel, by advisory committees, or
by consultants under contract with an agency
that are not noted elsewhere in this schedule.
Includes reports distributed either internally or
to other entities.
1.1.065 LEG002B |Reports and Studies (Non-Fiscal) — Raw Data |3 3 CAUTION: Does not include source 107 [LEGO029 (C
Information or data collected and compiled for documentation used for information or
the purpose of producing non-fiscal reports. data included in or directly related to
another records series in this schedule.
SEE especially item number 1.1.064.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission 1. Page 2. of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 18, Current 15
Records 5 Retention Period Archival Schedu}l\e :
Series Agency | 6. 9. Page ,tg,i”‘:y Amend
item No. ltem No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.006 LEGO03A, |Complaint Records and Claim Files ACH3 AC+3 AC=Final disposition or resolution of 32 LEGO002 |C
4.7.005 Complaints received by an agency from the complaint or claim. 164 |LEGO17
public concerning the agency and records CAUTION: If a complaint becomes the
pertaining to the resolution of the complaint; subject of litigation, it must be included in
records pertaining to claims filed pursuant to and is subject to the minimum retention
TRS Rules Chapter 49. period of item number 1.1.048.
1.1.048 LEGO03B |Adjudicative Hearing Files ACH3 AC+3 |R [AC=Last action. 73 LEGO15 |C
Records pertaining to anticipated or pending
administrative contested cases.
1.1.048 LEGO04A |Litigation Files AC+1 AC+1 |R |AC=As applicable, decision of an agency |73 LEGO16 |C
Records created by or on behalf of an agency not to file a lawsuit or decision that a
in anticipation of or in the adjudication of a lawsuit will not be filed against it on a
lawsuit. matter; 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.
ARCHIVES NOTE: Cases that set legal
precedent or exhibit historical value will
be evaluated by the Archives and
Information Services Division of the
Texas State Library and Archives
Commission for archival preservation.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D - Deleted

SLR122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives|
Commission| 1.Page 3 of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
1.
4 7l 8. 19, Current -
— 5. Retention Period Archival Schedu/le :
Series Agency | 6. 9. Page ,t§§“°y Amend
ltem No. ltem No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.058 LEGO05A |Meeting Agenda and Minutes PM PM A |CAUTION: This records series and item |96 LEGO021 |C
Official agenda and minutes of state boards, numbers 1.1.059, 1.1.060, 1.1.061, and
committees, commissions, and councils that 1.1.062 must be used for those state
conduct open meetings as required by boards, committees, commissions, and
Government Code, Chapter 551, along with councils, which by law or the biennial
any supporting documentation that is attached Appropriations Act, are administered by
to or expressly incorporated into the minutes. another state agency. These records and all
others related to the functions of any of
these dependent entities must be included
in the records retention schedule of the
administering agency. This record series
does not include official agendas and
minutes of TRS’ Medical Board and
Retiree Advisory Committee.
ARCHIVES NOTE: Agency retains
permanent record copy. The archival
requirement will be met by sending a copy
to the Archives and Information Services
Division, Texas State Library and
Archives Commission.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO - Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R - Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission 1. Page 4 of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
R Retention Period Archival Schedule 12.
ecords 5. Agency
Series Agency 6. Q. Page | ltem Amend
Iltem No. Iltem No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.059 LEGO06A |Meetings: Certified Agendas, Recordings, and [AC+10 AC+10 AC=As applicable, date of meeting or 97 LEG022 |C
1.1.060 Meeting Notes completion of pending action involving |98 LEGO023
1.1.061 meeting, whichever later, or official 99 LEG024
approval of written minutes of meeting.
CAUTION: Does not include records of
TRS’ Medical Board and Retiree
Advisory Committee. Minutes of state
agencies are permanent records. Audio
and videotapes are not permanent media.
State agencies may not retain audio or
videotapes of the meetings of governing
bodies in lieu of written minutes. The
proceedings of all meetings of state
boards, committees, commissions, and
councils must be reduced to writing. SEE
ALSO caution comment at item number
1.1.058.
1.1.062 LEG006B |Meetings — Supporting Documentation AC+10 AC+10 [A |AC=Determination that legal reasons for |102 |LEG025 |C
Documents submitted at board and committee maintaining records no longer exist. SEE
meetings including exhibit items, caution comment at item number 1.1.058.
documentation for agenda items, etc. Includes
documents sent in advance of meetings for
briefing purposes, some of which may not be
submitted at an actual meeting.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — Atfter Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Pemanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Commission 1. Page S of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
10 i
4 7. 8. : Current
Y Retention Period Archival Schedule 12.
Records 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Iltem No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.026 LEGO07A |Texas Register Submissions AC+1 AC+1 AC=Date of publication in Texas 68 LEGO12 |C
Register. For open meetings, date of
publication is date that open meetings
notice appears on Secretary of State
website.
1.1.070 LEGO08A |Agency Rules, Policies, and Procedures — 99 99 R |SEE ALSO Agency Rules, Policiesand |118 [LEGO11 |C
Final (Benefits) Procedures — Working Files, 1.1.071.
Manuals, guidelines, administrative rules, or
similar records that set out the rules, policies,
and procedures that govern benefits programs,
services, or projects.
1.1.070 LEGO09A |Agency Rules, Policies, and Procedures — AC+3 AC+3 |R |AC=Completion or termination of 118 |LEGOI11 |C
Final (Non-Benefits) program, rules, policies, or procedures.
Manuals, guidelines, administrative rules, or SEE ALSO Agency Rules, Policies and
similar records that set out the rules, policies, Procedures — Working Files, 1.1.071.
and procedures that govern non-benefit
programs, services, or projects.
1.1.071 LEG009B |Agency Rules, Policies, and Procedures — AC+3 AC+3 |R [AC=Completion or termination of 123 |LEGO61 |C
Working Files program, rules, policies, or procedures.
Working files used in the development of SEE ALSO Records Series Item Number
manuals, guidelines, administrative rules, or 1.1.070.
similar records that set out the rules, policies,
and procedures that govern agency programs.
LEGO10A [IRS Determination Records PM PM N
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — Atfter Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA - Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




State Library

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives |
Commission| 1. Page & of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
10 1.
4 7. 8. : Current
' Retention Period Archival Schedule 12.
Records 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
LEGO020A |Ethics Forms: Staff and Certain Contractors FE+6 FE+6 21 LEG040 |C
Forms filed under applicable ethics policies by 21 LEGO041
TRS staff, TRS staff identified as Key 21 LEGO042
Employees, and certain contractors, such as
reports of possible conflicts of interest and
other required disclosures.
LEGO021A |Ethics Forms: Board of Trustees AC+3 ACH3 AC=Date individual ceases to be TRS 22 LEG043 |C
Disclosures filed by trustees under an trustee.
applicable ethics policy or other requirement,
such as filings with the Texas Ethics
Commission for which TRS must keep copies.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




Texas

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

State Library
‘and Archives
Commission! 1.Page 7 of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 1 Current
, Retention Period Archival Schedule 12.
Records 5. e
Series Agency | 6. 9. Page | Item Amend
Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. | No. Type
LEG022A |Investment Compliance Records CE+5 CE+5 AMD |LEGO73 |C
All records associated with investment 44 LEG074
compliance monitoring of individuals
consistent with TRS investment policies.
Includes manuals, guidelines, instructional
materials, incumbency certificates, or similar
records used internally for the administration
of Investment Compliance duties.
LEGO025A |Internal Investigations —Attorney Records ACH5 AC+5 AC=Final disposition or resolution of 24 LEGO072 |C
Records maintained by TRS’ legal counsel matter or termination of employment, as
relating to internal investigations. applicable.
CAUTION: Does not include records
pertaining to formal complaints filed by an
employee with the EEOC.
1.1.020 LEGO30A |Public Information Request Records AC+2 AC+2 AC=Date request fulfilled, date of 66 LEGO008 |C
1.1.021 All documentation relating to requests for notification that records are exempt, or 66 LEGO009
records under Public Information Act (Chapter date request withdrawn.
552, Government Code).
1.1.072 LEGO030B |Public Information Reports ACH2 AC+2 AC=End of fiscal year report filed. 124 |LEGO064 |C
Reports made to the Office of Attorney
General on TRS’ Public Information Act
activities.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — Atfter Closed, Teminated, CE - Calendar Year End MO — Months A - Transfer to State Archives N — New
Completed, Expired, Settled FE - Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives‘
Commission 1. Page 8 of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
10 11.
4 7. 8. : Current
: Retention Period Archival Schedule 12.
Records 5. Fr—
Series Agency | 6. 9. Page | Iltem Amend
Iltem No. ltem No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.063 LEGO35A |Routine Administrative Records CE+1 CE+1 103 |LEG027 |C
1.1.069 Records pertaining to the routine operation, 114 |LEGO31
administration, and procedures of TRS’ Legal
Services Department. Includes notes taken at
internal staff meetings and reports compiled on
a daily or other periodic basis pertaining to
workload monitoring, task completion times,
number of public contacts, and similar
activities. ‘
1.1.043 LEGO040A |Training Records US+6 US+6 CAUTION: Does not include hazardous |71 LEGO014 |C
3.3.030 Instructional materials and other records material training records. SEE item 151 |LEGO032
associated with the training of agency number 5.4.007 151 |LEGO059
personnel or other entities or individuals on
TRS’ policies and procedures.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Temminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1. Page 9 of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10, Current .
Records 5. Retention Period Archival Schedljle :
Series Agency 6. 9. Page mf;ncy Amend
ltem No. Iltem No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.007 LEG995 Correspondence — Administrative 4 R |CAUTION: This records series and item |43 LEGO003 |C
Incoming/outgoing and internal number 1.1.008 should be used only for
correspondence pertaining to the formulation, correspondence that is not included in or
planning, implementation, interpretation, directly related to another records series
modification, or redefinition of the programs, on the agency's approved schedule. For
services, or projects of an agency and the example, a memorandum that documents
administrative regulations, policies, and an appropriations request must be retained
procedures that govern them. 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.
ARCHIVES NOTE: Only the
administrative correspondence of
executive staff, board or commission
members, division directors and program
heads require archival review.
1.1.008 LEG996 Correspondence — General 2 SEE comment to item number 1.1.007. 53 LEG004 |C
Non-administrative incoming/outgoing and SEE ALSO item number 1.1.010.
internal correspondence, in any media,
pertaining to or arising from the routine
operations of the policies, programs, services,
or projects of an agency.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Temminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives ’
Commission 1. Page 'O of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11,
4 7. 8. 1, Current 15
Racardis 5. Retention Period Archival Schedule :
Series Agency | 6. 9. Page ﬁg;"“ Amend
item No. ltem No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.013 LEG997 Calendars, Appointment and Itinerary Records |CE+1 CE+1 |R |[CAUTION: A record of this type 62 LEGO006 [C
Calendars, appointment books or programs and purchased with personal funds, but used
scheduling, or itinerary records, purchased by a state official or employee to
with state funds or maintained by staff during document his or her work activities may
business hours that document appointments, be a state record and subject to this
itineraries, and other activities of agency retention period. See Open Records
officials or employees. Decision 635 issued in December 1995 by
the Attorney General.
ARCHIVES NOTE: Only the calendars,
appointment, and itinerary records of
elected officials, executive staff, board or
commission members, division directors,
and program heads require archival
Teview.
1.1.040 LEG998 Speeches, Papers and Presentations AC AC R |AC=End of term in a TRS office or 70 LEGO13 |C
Notes or text of speeches, papers, or reports termination of service in a TRS position.
delivered in conjunction with agency work.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE —Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA - Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09
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STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
and Archives
Commission| 1. Page \V of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
1k
4 7 8. 10 Current
) Retention Period Archival Schedule 12.
Records 5. Agency
Series Agency | 6. 9. Page | Item Amend
Item No. Iltem No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.057 LEG999 |Transitory Information AC AC AC=Purpose of record has been fulfilled. 88 |LEGO020 C
Records of temporary usefulness that are not CAUTION: Records management officers
an integral part of a records series of an should use caution in assigning this records
agency, that are not regularly filed within an series item number to records of an agency
agency's recordkeeping system, and that are to make certain they are not part of another
required only for a limited period of time for records series listed in this schedule or, for
the completion of an action by an official or records series unique to an agency, are not
employee of the agency or in the preparation part of a records series that documents the
of an on-going records series. Transitory fulfillment of the statutory obligations of
records are not essential to the fulfillment of the agency or the documentation of its
statutory obligations or to the documentation functions. The disposal of transitory
of agency functions. Some examples of information need not be documented
transitory information, which can be in any through destruction signoffs (1.2.001) or in
medium (voice mail, fax, email, hard copy, records disposition logs (1.2.010), but
etc.) are routine messages; telephone message agencies should establish procedures
notifications; internal meeting notices; routing governing disposal of these records as part
slips; incoming letters or memoranda of of its records management plan (1.2.014).
transmittal that add nothing of substance to
enclosures; and similar routine information
used for communication, but not for the
documentation, of a specific agency
transaction.
32 |LEG002 D
43 |LEGO003 D
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM - Pemanent R — Review by State Archivist C - Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09

A7



STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Commission| 1. Page 2= of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
10 11.
4 7. 8. ’ Current
‘ Retention Period Archival Schedule 12.

Reqords 5. Agency

Series Agency | 6. 9. Page | ltem Amend

Item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. | No. Type
53 |LEG004 D
55 | LEGO005 D
62 | LEG006 D
65 |LEG007 D
66 |LEGO008 D
66 |LEGO009 D
68 |LEGO10 D
118 |LEGO11 D
68 |LEGO012 D
70 |LEGO13 D
71 |LEGO14 D
73 |LEGO15 D
73 |LEGO16 D

164 |LEGO17 D

74 |LEGO18 D
21 [LEGO019 D
88 |LEG020 D
96 |LEGO021 D
97 |LEGO022 D
98 |LEGO023 D
99 |LEG024 D
102 |LEGO025 D
103 | LEG027 D

Retention Codes (Field 7)

AC - Atfter 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

SLR122
Rev. 2/09




Commission

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1. Page V3 of 15

2. Agency
Code

323

3. Agency
Name

Teacher Retirement System of Texas

4.
Records
Series

Item No.

5.
Agency
ltem No.

6

Récord Series Title

7

Retention Period

8.
Archival

A

gency | Storage

Total

9.
Remarks

10.

106 No.

11.
Current
Schedule 12.
Agency
Page | ltem Amend
No. No. Type

109 |LEG028

107 | LEG029

111 |LEG030

114 |LEGO31

151 |LEGO032

164 |LEGO033

165 |LEGO034

167 |LEGO035

172 |LEGO036

173 |LEGO037

177 |LEGO038

21 |LEGO040

22 |LEGO043

22 |LEGOS51

22 |LEGO052

99 |LEGO0S5S5

23 |LEGO056

23 |LEGO057

23 |LEGO058

151 [LEGO059

165 |LEG060

123 |LEGO61

iwliviiviiv]iv]iv]iviiv]iv]lv]iv]iv]iv] v]iv]iv]iv]iviivliv]iv] ] lw)

23 |LEG062

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 — Pemanent

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

SLR122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
\Commission 1. Page \4 of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
10 1.
4 7. 8. _ ' Current
, Retention Period Archival Schedule 12.
Reqords 5. "
Series Agency 6. S. Page | Item Amend
item No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
24 | LEG063 D
124 | LEG064 D
24 |LEGO065 D
24 |LEGO066 D
24 |LEG067 D
153 |LEG068 D
24, |LEG069 D
Amd
4.4
24 |LEGO070 D
153 |LEGO071 D
24 |LEGO072 D
Amd | LEG073 D
44
Amd | LEG074 D
44
3.1 HRS001 . AC+FE+5 AC+ AC= Termination of employment. 135 |HRS001 C
Active Employee Personnel records FE+5
3.1.006 HRS004 |Employee Counseling records ACH3 AC+3 AC=Termination of counseling. 137 | HRS004 C
3.1.018 HRS008 |Grievance Records AC+2 AC+2 AC= Final decision on grievance. 139 | HRS008 C
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Temminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE - Fiscal Year End PM - Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1. Page 1S of 15
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
1.
4 7. 8. 0. Current
' Retention Period Archival Schedule 12.
Records 5, Agency
Series Agency | 6. S. Page | Item Amend
ltem No. Iltem No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
3.1.001 HRS006 |Employment Selection Packet: Consolidated |AC+FE + AC+ AC= Date job posting closes, or if 139 | HRS006 C
3.1.012 package of records including the vacancy 2 FE +2 applicable, when appeal closes, whichever
3.1.014 posting, applications, resumes, transcripts, is later.
3.3.027 reference letters, and similar records filed by
applicants. Includes EEO data job forms,
internal/external job announcements, and
advertising. Includes notes of candidate
interviews; and all other records that document
the selection process.
136 | HRS002 D
135 |HRS003 D
138 | HRS005 D
149 | HRS020 D
3.1.026 HRS033 AC AC AC= Information is destroyed after it is N
o . used for the ose for which it was
(Griminal History Cheek obtained. T)? lé}rgv. Code, Chapter 411,
Subchapter F.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Temminated, CE - Calendar Year End MO — Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE ~ Fiscal Year End PM - Permanent R — Review by State Archivist C — Changed
AV - Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09
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November 14, 2014

Mr. Jimmie Savage

Member Data Services Manager
Teacher Retirement System of Texas
1000 Red River

Austin, TX 78701-2698

Re: Agency records retention schedule amendment approved for use
Dear Mr. Savage:

Amendment 4 to your agency’s 4th recertification of your records retention schedule is approved for
use as of Monday, November 10, 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, Bret Adams, at 512-936-0270

or badams@tsl.texas.gov.

Sincerely,

G I

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Brian Guthrie

R01.323/323
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SLR 105C
STATE OF TEXAS
Records Retention Schedule Certification i

submissions of this form.

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

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

Agency Code 323

Agency Name _Teacher Retirement System of Texas

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

X Records Management Officer e

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

LT
s
. \"
Signature sl ?
R
Name (Print or type) ot
Date

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

Sgnatre &Km\

Name (Print or type)

Date //’/D’,lo{‘t

) ’ 5
Signature - /< — {/( . ( /;Z//(

Name (Print or type)‘ Jimmie E Savage, CRM

Date 7/ 71 // */

Cert/Recert No. 4- Amendment No. l

SLR 105C
Rev. 2/09




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 and Local Records Management Division
Texas State Library and Archives Commission
o (Rev. 2/11)
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STATE OF TEXAS
Records Retention Schedule Amendment e

and Archives|

Commission| 1.Page 1 of 4
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records | Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |[Amend.
Iltem No. No. Record Series Title Agency [Storage{ Total Remarks 106 No. No. |[itemNo.| Type
4.6 BACO39  |Account Corrections | FE+6 FE+6 N

Reports, work papers, and daily balancing related to
member account corrections. Includes, but is not limited
to: Special Service Buy Back Input and Update totals,
Manual and Automated Account Corrections reports and
balancing, daily Undistributed totals, and transfer /
correction of Undistributed.

3.3.023 HRS032 Education Assistance Program files j FE+3 FE+3 N

Records generated from requests for defrayed costs or

reimbursements, or approval for authorizations for travel

participation in educational programs, workshops, or
classes.

IAC=Completion or terminations of program, rules, policies) N

1.1.071 SIDO05 Policies & Procedures: Work Papers AC+3 AC+3 [ R
pr procedures

Files related to the development of manuals, guidelines,
administrative rules, or similar records.

1.1 SID041 Strategic Plans: Work Papers | AC+6 AC+6 AC= September 1 of odd-numbered calendar years N
Files related to the development of the completed TRS
Strategic Plan.
N/A SID030 Fiscal Notes l AC+6 AC+6 AC=September 1 of odd-numbered calendar years N

Chronicle TRS fiscal notes & related legislative materials ] | l

Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, CE - Calendar Year End MO - Months A - Transfer to State Archives |N — New
Completed, Expired, Settled FE - Fiscal Year End PM — Permanent R — Review by State Archivist |C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted
SLR 122

Rev. 2/0



STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1.Page 2 of 4

2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
4, 5. 6. [# 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series ltem ‘ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. [itemNo.[ Type
Investment Compliance for Employees and N
LES0TS Certain Contractors: Monitoring Records CEr3 ess
Al documents and reports associated with the monitoring
of TRS Investment policies for compliance by employees
and certain contractors. Compliance covers the TRS
Trading Policy, and other related policies such as the
Investment Policies Statement, Proxy Voting, Securities
Lending, and all other related policies.
LEGO74 lnves.tr.nent Fomphance Program AV AV N
Administration Records
Includes, but is not limited to, manuals, guidelines,
administrative rules, and similar records distributed
internally for the use by employees in the administration
of the Compliance program. Also includes training
materials, correspondence and other records related to
the program.
4.4.001 RPTO09 Annuity Payroll Ledgers CE+6 CE+6 157 C
LEG069 TRS-Tex CE+5 CE+5 24 C
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM - Permanent R - Review by State Archivist |C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/0




‘and Archives
Commission

Records Retention Schedule Amendment

STATE OF TEXAS

SLR 122

Form SLR 105C must
accompany this form.

1.Page 3 of

4

2

. Agency
Code 323

3. Agency

Name

Teacher Retirement System of Texas

4.

5.

Records Agency
Series ltem
Iltem No. No.

6.

Record Series Title

Retention Period

8.

Archival

Agency |Storage| Total

9.
Remarks

10.

1.

Current
Schedule

12.

Page
106 No. No.

Agency
Item No.

Amend.

-
-
o
(1}

103

RMO001

64

RMO002

46

RM003

54

RM004

177

RMO005

27

RMO06

175

RMO07

175

RMO008

168

RMO009

176

RMO010

102

RMO11

119

RMO012

108

RMO013

27

RMO014

74

RMO15

152

RMO016

91

RMO017

174

RMO018

O|0|010|0{010|010|0|010|0|0|0|0|0|0

11

HBF0O07

O

11

HBF0O8

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 |N — New
R - Review by State Archivist |C — Changed

D — Deleted

Amendment Codes (Field 12)

S

Rev. 2/09

LR 122




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

‘and Archivesl
Commission 1. Page 4 of 4
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
11.
4 7. 8. 10. Current
y Retention Period Archival Schedule 12.
Records 5. Batrcy
Series Agency | 6. 9. Page | Item Amend
ltem No. ltem No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. | No. Type
12 [IAUO16 D
12 [IAU017 D
12 |lAUO18 D
13 |1AUO019 D
5 |BAC021 D
6 [BAC022 D
6 |{BAC023 D
174 | STSO55 D
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO - Months A — Transfer to State Archives N — New
Completed, Expired, Settled FE - Fiscal Year End PM — Permanent R — Review by State Archivist C - Changed
AV - Administrative Value LA — Life of Asset US — Until Superseded D - Deleted

SLR122
Rev. 2/09




Texas
State Library

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 Chatrman
Michael C. Waters

Members

Sharon T. Carr
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

Preserving yesterday,

informing today,
inspiring lomorrow.

January 14, 2014

Mr. Jimmie Savage

Member Data Services Manager
Teacher Retirement System of Texas
1000 Red River

Austin, TX 78701-2698

Re: Agency records retention schedule amendment approved for use
Dear Mr. Savage:

Amendment 3 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/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, Bret Adams, at 512-936-0270

or badams@tsl.texas.gov.

Sincerely,

4l

Craig Kelso
Director and State Records Administrator

Enclosure

cc: State Auditor, State Archivist
cc: (without enclosure) Brian Guthrie

R01.323/323



and Archives
Commission|

STATE OF TEXAS
Records Retention Schedule Certification

SLR 105C

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

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

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

Agency Code 323

Agency Name Teacher Retirement System of Texas

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

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

(Check one)

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

No
Signature t ReQUirEd e
IS
Name (Print or type) Tiﬂ)e
Date

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

Signature 2 Q\AW
\

[] Agency Head Name (Print or type)
Xl Records Management Officer
R / , Date 6(“ IO’ZOI‘(L

Signature ~ //jﬁf/ﬂ/ /g//g

e - X
Name (Print or type) _Jimmie E Savage, CRM
Date AST R /3 Cert/Recert No. 4 Amendment No.
SLR 105C

Rev. 2/09




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 and Local Records Management Division
Texas State Library and Archives Commission
:1::: (Rev. 2/1 1)



STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives’
|Commission 1.Page 1 of 2
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
4, 5. 6. ¥ 8. 10. 1. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency [Storage| Total Remarks 106 No. No. |itemNo.| Type
168 |PUR003 D
171 [PUR004 D
171 |PURO0O5 D
171 |PUR0O7 D
173 [PUROOD9 D
PURO14 |Special Purchasing Reports FE+3 FE+3 N
<Reports required by law or regulation, or done
by special request. Includes, but is not limited
to Recycling & Conservation Annual Summary,
State Use Report, etc.
NOTE: All deleted CFO AINs were moved or
consolidated with RPT AINs
158 [CFO005 D
159 |CFO006 D
159 |CFO007 D
159 |CFO008 D
163 [CFO009 D
105 [CFO010 D
112 |CFO011 D
31 {CFO012 D
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, CE - Calendar Year End MO - Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist |C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS StR122
- Form SLR 105C must
Records Retention Schedule Amendment accompany this form.
State Library
and Archives
\Commission 1.Page 2 of 3
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
4. 5. 6. T 8. 10. 11, 12.
Current
Records Agency Retention Period Archival Schedule
Series Item o 9. Page | Agency |[Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. [itemNo.| Type
Audit Work Papers: IMD work papers gathered AC= Close or release of N
1.3.002 IMBo2) or generated by departments for an audit it ACHT final audit report.
AC=All electronic files are transferred and N
accessible in the new application; or all
records are expired. Records may contain
confidential and public information (e.g.,
2.1.007 IMD021 |[Software Programs AC AC Tex. Gov't Code §§ 552.101, 552.104, and
552.110). CAUTION: If an electronic record
is scheduled for permanent retention,
software needed to access the record must
also be retained permanently.
sz:trr‘rl\(:: tli)nocg:n:g;tig: ) 53;:3:5 AC=New documentation is created for the N
2.1.009 IMDOQS7 . B . B ' AC AC program; or all records are expired that
maintenance or training of IMD software . .
require the documentation.
programs
IMD100 |Employee Performance Work Papers 1 1 N
1.1.002 IAU002  |Audits — Work Papers FE+15 FE+15 30 |IAU002 C
3.4.006 PAY013 |[Time Cards & Time Sheets FE+5S FE+5 153 |PAY013 C
152 |PAY011l D
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO - Months A — Transfer to State Archives [N — New
Completed, Expired, Settled FE - Fiscal Year End PM - Permanent R — Review by State Archivist |C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




SLR 122

- Form SLR 105C must
Tos Records Retention Schedule Amendment accompany this form.
State Library
Page 3 of 3
3. Agency
Code 323 Name Teacher Retirement System of Texas
4, 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item o 9. Page | Agency |Amend.
ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
LEG040 Ethics Forms: Staff & Certain Contractors 21 |LEGO40 C
-Forms filed under applicable ethics policies by
TRS staff, TRS staff identified as Key Employees,
and certain contractors. includes reports of FE+6 FE+6
possible conflicts of interest and other required
disclosures.
21 |LEGO041 D
21 |LEGO042 D
LEG043 Ethics Forms: Trustees 22 |LEG043 C
-Disclosures filed by Trustees under an AC+3 AC+3 AC=Date the individual
applicable ethics policy or other requirement. ceases to be a TRS
Includes filings by Trustees with the Texas trustee.
Ethics Commission for which TRS must keep a
copy.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N— New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist |C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




‘State Library
and Archives
Commission

State and Local
Records Management

P.O. Box 12927
Austin, Texas
78711.2927

4400 Shoal Creek Blvd.

Austin, Texas
78756

www.tsl.state.tx.us

Commission Chairman

Michael C. Waters

Members

Sharon T. Carr
Martha Doty Freeman
F. Linwood Givens
Larry G. Holt

Wm. Scott McAffee
Sandra J. Pickett

Director and Libranian
Mark Smith

Preserving yesterday,

informing today,
inspiring tomorrow.

December 11, 2013

Mr. Jimmie Savage

Member Data Services Manager
Teacher Retirement System of Texas
1000 Red River

Austin, TX 78701-2698

Re: Agency records retention schedule amendment approved for use
Dear Mr. Savage:

Amendment 2 to your agency’s 4th recertification of your records retention schedule is approved for
use as of Monday, December 9, 2013. Your currently approved records retention schedule and all
amendments are available on our website at

https://www.tsl.state.tx.us/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, Bret Adams, at 512-936-0270

or badams@tsl.state.tx.us.

Sincerely,

G l—

Craig Kelso
Director and State Records Administrator

Enclosure

cc: State Auditor, State Archivist
cc: (without enclosure) Brian Guthrie

R01.323/323



A

SLR 105C
STATE OF TEXAS
. . . Form SLR 105 or SLR 122
Records Retention Schedule Certification must accompany al
submissions of this form.
Section 1. Agency Information Section 2. Approvals

(Submitting agencies complete this section only)

(Submitting agencies do not write in this section)

Agency Code 323

Agency Name Teacher Retirement System of Texas

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

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

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

Signature 2ced at'“'\.‘s“me
Not

Name (Print or type)

Date

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

Signature / CA&{PA“\L

(Check one)

[] Agency Head Name (Print or type) Ed S& i den ‘ﬁevﬁ

B Records Management Officer

) Date |Z-02-20(3

Signature £ Wk e 4 — 7
Name (Print or type) _Jimmie E Savage, CRM
Date P/e/2013 Cert/Recert No. 4‘ Amendment No. Z/
SLR 105C

Rev. 2/09




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



STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1.Page 1 of 5

3. Agency
323 Name Teacher Retirement System of Texas
5. 6. 7. 8. 10. 1. 12.
Current
Records Agency Retention Period Archival Schedule
Series item 9. Page | Agency [Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |itemNo.i Type
1.1.007 33 ACT002 D
1.1.008 49 ACT003 D
1.1.010 55 ACT004 D
1.1.013 56 ACT005 D
1.1.024 67 ACT007 D
1.1.027 69 ACT009 D
1.1.038 69 ACT010 D
1.1.057 75 ACT011 D
1.1.064 104 |ACT013 D
1.1.068 112 |ACTO014 D
1.1.065 106 |ACTO15 D
1.1.067 110 |ACTO016 D
1.1.069 113 |ACT017 D
1 ACT021 D
1.1.002 30 ACT022 D
1.1.059 97 ACT023 D
1 ACT024 D
1 ACT025 D
2 ACT026 D
2 ACT027 D
1.1.070 115 }(ACT028 D
1.1.071 120 |ACT029 D
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, CE - Calendar Year End MO - Months A —Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist |C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS SLR 122
Records Retention Schedule Amendment Form SLR 105C must
accompany this form.
Comrmssmn 1.Page 2 of 5
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
10 11.
7. 8. ) Current
i Retention Period Archival Schedule 12.
Records 5. Agency
Series Agency | 6. 9. Page | ltem Amend
Iltem No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
3 ACTO031 D
3 ACT032 D
4.7.005 164 |ACTO033 D
1.1.006 32 OPI001 D
1.1.007 45 OP1002 D
1.1.008 53 OPI003 D
1.1.013 63 OPI1004 D
1.1.024 68 OPI005 D
1.1.043 72 OPI007 D
1.1.057 90 OPI008 D
1.3.002 128 |OPI009 D
5.1.001 166 {OPIO10 D
1.1.002 30 OPIO11 D
27 OPIO12 D
27 OPI013 D
1.1.070 119 |OPI014 D
1.1.071 123 |[OPIO15 D
1.1.007 48 TCA002 D
1.1.008 54 TCA003 D
1.1.010 55 TCA004 D
1.1.013 65 TCA005 D
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - Atter Closed, Terminated, CE — Calendar Year End MO - Months A — Transfer to State Archives N — New
Completed, Expired, Settied FE - Fiscal Year End PM — Permanent R —~ Review by State Archivist C — Changed
LA — Life of Asset US — Until Superseded D — Deleted

AV — Administrative Value

SLR122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1. Page 3 of 5

|Commission
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
10 11.
7. 8. ) Current
4. Retention Period Archival Schedule 12.
Reqords 5. ro—
Series Agency | 6. 9. Page | ltem Amend
Item No. Iltem No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.024 68 TCA007 D
1.1.027 69 TCAO09 D
1.1.038 70 TCA010 D
1.1.043 72 TCA011 D
1.1.057 93 TCA012 D
1.1.066 110 |TCA013 D
1.1.064 105 |[TCAO01S D
1.1.068 113 |TCAO016 D
1.1.065 108 |TCA017 D
1.1.067 112 |TCA018 D
1.1.069 114 |TCAO019 D
1.2.013 127 |TCA020 D
1.3.002 128 |TCA021 D
2.2 131 |TCA022 D
4.2.003 156 |TCA024 D
28 TCA025 D
1.1.002 31 TCA031 D
1.1.058 96 TCAO032 D
1.1.059 97 TCA033 D
29 TCAO034 D
29 TCA035 D
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)

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

CE ~ Calendar Year End
FE - Fiscal Year End
LA — Life of Asset

MO - Months
PM — Permanent
US — Until Superseded

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

N — New
C ~ Changed
D — Deleted

SLR122
Rev. 2/09




STATE OF TEXAS SLR 122
Records Retention Schedule Amendment Form SLR 105C must
accompany this form.
iand Archivesi
{Commission| 1.Page 4 of 5
2. Agency 3. Agency ‘
Code 323 Name Teacher Retirement System of Texas
10 1.
7. 8. ’ Current
. Retention Period Archival Schedule 12.
Recprds 5. Agency
Series Agency | 6. 9. Page | Item Amend
ltem No. Item No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
1.1.070 120 |TCAO036 D
1.1.071 124 |TCAO037 D
5.1.001 167 |TCA038 D
5.1.001 167 |TCA039 D
1.1.066 109 |HBFOO1 D
4.1.002 154 |HBF002 D
4.5.002 159 |HBFO03 D
4.2.003 156 |HBF004 D
11 |HBFOO05 D
1.1.004 31 |HBFOO06 D
NOTES: Four departments are deleted by consolidation into a new
department code (HIB). Two exceptions are HBFO07 and
HBFOO08 (see pg 11 of Recertification). These two will be
handled in a later amendment.
Any changes in the new AINs to either the RSI or retention
period, are listed in the following Changes.
AC= Completion or close 120, [ACT029 C
1.1.071 HIBOO7 Policies and Procedures — Working Files AC+6 AC+6 |R |of program, rules, 123, |OPIO15
policies, or procedures. 124 |TCA037
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, CE - Calendar Year End MO - Months A - Transfer to State Archives N - New
Completed, Expired, Settled FE - Fiscal Year End PM - Permanent R - Review by State Archivist C - Changed
LA — Life of Asset US — Until Superseded D - Deleted

AV — Administrative Value

SLR122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1. Page S of 5

ICommission|
2. Agency 3. Agency
Code 323 Name Teacher Retirement System of Texas
10 11.
4 7. 8. ’ Current
- Retention Period Archival Schedule 12.
Records 5. A
. gency
Series Agency | 6. 9. Page | ltem Amend
ltem No. ltem No. | Record Series Title Agency | Storage | Total Remarks 106 No. No. No. Type
69, |ACT009 C
1.1.027 HIBOO8  |Proposed Legislation and Fiscal Notes AC+6 scis |a [AE-Septamberictodd 69, |TCA009
numbered years.
31 |HBF006
AC=Final resolution of 164, {ACT033 C
4.7.005 HIB020 Complaints & Claims AC+3 AC+3 claim, or close of 32 OPI001
complaint
HIBO40 Repctrt.s — Insurance Carriers & Third Party 6 6 27 |0OPI012 C
Administrators
156, |[TCA024 o
) 156, |HBFO04
4- : ’
0 HIBO51 Financial Records FE+3 FE+3 159, |HBF0O03
154 |HBF002
HIBOS53 Retiree Advisory Committee Members’ Records [AC+3 AC+3 AG=Atten Timm ofaffice is L Lo &
completed.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, CE - Calendar Year End MO — Months A - Transfer to State Archives N — New
Completed, Expired, Settled FE - Fisca! Year End PM - Pemanent R —~ Review by State Archivist C - Changed
AV - Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR122
Rev. 2/09




Texas
State Library

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.state.tx.us

Commission Chairman
Michael C. Waters

Members

Sharon T. Carr
Martha Doty Freeman
F. Linwood Givens
Larry G. Holt

Wm. Scott McAffee
Sandra J. Pickett

Interimn
Director and Lsbrarian
Edward Seidenberg

Preserving yesterday,

informing today,
inspiring tomorrow,

August 28, 2013

Mr. Jimmie Savage

Member Data Services Manager
Teacher Retirement System of Texas
1000 Red River

Austin, TX 78701-2698

Re: Teacher Retirement System of Texas
4th Recertification, Amendment Number 1

Dear Mr. Savage:

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

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

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

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

regulations. If we can provide any assistance to you, please call the information analyst assigned to
your agency, Bret Adams, at 512-936-0270.

Sincerely,

s

Craig Kelso
Director and State Records Administrator

Enclosure

cc: State Auditor, State Archivist
cc: (without enclosure) Brian Guthrie

R01.323/323



SLR 105C
STATE OF TEXAS
- -gm - Form SLR 105 or SLR 12
Records Retention Schedule Certification ot sooampa ol 22
submissions of this form.
Section 1. Agency Information Section 2. Approvals

(Submitting agencies complete this section only)

(Submitting agencies do not write in this section)

Agency Code 323

Agency Name _Teacher Retirement System of Texas

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

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

(Check one)

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

Signature

. Not Required ar This T;
Name (Print or type) me
Date

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

Signature AQ@'MW M@‘MLU

[J Agency Head Name (Print or type) NN QQM
X Records Management Officer {
. N o Date 21 (3
Signature A~ y S QA 2
: e

Name (Print or type) _Jimmie E Savage, CRM ]
Date I ;’/ i / / = Cert/Recert No. 4 Amendment No. /
SLR 105C

Rev. 2/09




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 and Local Records Management Division
Texas State Library and Archives Commission



SLR 122

- Form SLR 105C must
T Records Retention Schedule Amendment accompany this form.
RN
State Library.
(Commission 1.Page 1 of 2
2. Agency 3. Agency
Code 323 Name Teacher Retirement of Texas
4, 5. 6. 7. 8. 10. 1. 12,
Current
Records Agency Retention Period Archival Schedule
Series item 9. Page | Agency |Amend.
Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
CHANGES
1.2.005 MDS040 Records Retention Schedules CE+10 CE+10 [ 25 |MDSO011, C
NEW AINs
AC=Decision made to N
1.1.024 MDS005 |Department Plans and Planning AC+3 AC+3 |R !mp|ement or not to
implement result of the
planning process
MSD007 |Project Management AC+6 AC+6 AC=Close of project N
MSD012 |Department Metrics and Statistics CE+10 CE+10 N
MDS020 |[Data Management — Quality Control Reports CE+1 CE+1 N
2.2.013 MDS031 jQuality Control — Operations Records CE+3 CE+3 N
2.2.013 MDS032 |Quality Assurance — System Records CE+6 CE+6 N
MDS041 |Schedule and Amendment Work Papers CE+6 CE+6 N
1.2.001 MDS042 |Disposition Authorizations & Logs CE+10 CE+10 N
MDS043 |Disposition Work Papers CE+6 CE+6 N
MDS044 }Inactive Storage Work Papers CE+3 CE+3 N
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, CE — Calendar Year End MO - Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE - Fiscal Year End PM — Permanent . R — Review by State Archivist |C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09

A8

A8

A8
A8

A8

A8
A8



‘Commission|

Records Retention Schedule Amendment

STATE OF TEXAS

SLR 122

Form SLR 105C must
accompany this form.

1.Page 2 of 2

2. Agency
Code

323

Teacher Retirement of Texas

4. 5.

Records Agency
Series ltem
ltem No. No.

Record Series Title

Retention Period

8.

Archival

Agency {Storage

Total

9.
Remarks

10.

11. 12.
Current
Schedule

Page
106 No. No.

Amend.

Agency
Type:

Item No.

DELETIONS

25 |MDS004

134 |MDS005

25 [MDS006

156 |MDS007,

107 [MDS008]

25 |mDso009

127 IMDSOlO

126 |MDS012

126 |MDS013

126 [MDs014

126 |MDS015

124 [MDS016

126 [MDS017

26 [MDs023

26 MDS024

O|O|0O|0|0|0]|O|0|0|0|O|O|C|O|0C|0O

103 |MDS025

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

A8

A8

A8



nd Archive
Commission

a

State and Local
Records Management

PQO. Box 12927
Austin, Texas
78711-2927

4400 Shoal Creek Blvd.

Austun, Texas
78756

wawvw,eshstate.on.us

Commisston Cheairman
Michael C. Waters

Menmibrers

Sharon T, Carr
Marcha Doty Freeman
E Lynwood Givens
Larey G. Hole

Wm. Scott McAfee
Sindra J. Pickert

Interim
Dirvector and librarian
Edward Seidenberg

Preserving yesterday.
Informing today.

insprring tomorrai,

April 24, 2013

Mr. Jimmie Savage

Member Data Services Manager
Teacher Retirement System of Texas
1000 Red River

Austin, TX 78701-2698

RE: Teacher Retirement System of Texas
Retention schedule approved for use.

Dear Mr. Savage:

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 April 2016. If you have any questions, call the information analyst assigned to your
agency, Bret Adams, at 512-936-0270.

Sincerely,

G I~

Craig Kelso
Director and State Records Administrator

Enclosure

cc: State Auditor, State Archivist
cc: (without enclosure) Brian Guthrie

R01-323/323



State Library

Commission

STATE OF TEXAS
Records Retention Schedule Certification must accompany all

SLR105C 1A

Form SLR 105 or SLR 122

submissions of this form.

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

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

Agency Code 323
Teachers Retirement System
Agency Name _of Texas

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

X Records Management Officer

’ <,
# >

Signature ' — —

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

Not Required at This Time
Signature

Name (Print or type)

Date

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

Signature 19 DU ugs OJM

Name (Printortype) Do e (L _Koornh e

Date ’(L/ 2’1’{ (3

Name (Print or tybe) Jimmie E. Savage, CRM

Date 4 // / / [ >

Recertification No. 4" Amendment No.

SLR 105C
Rev. 06/05




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



State of Texas
Records Retention Schedule

amnd Archives

APPROVED: SLR 105
Form SLR 105C must
accompany this form.

1.
Page 1 of 178

Commissson
2.A0ency ‘ 3. Ageney. Teacher Retirement System of Texas
323
4, 5, 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
ACTO021 Insurance Research and Reference Project AV AV
Files
Research files, notes, reference materials, and 2
reference summary reports on topics related to
agency business.
i PM PM
ACTO24 Member Benefit Records See also MDS001, Member Benefit Records. See
Includes, but is not limited to, guidelines in 29 U.S.C. § 1059. Records may
incoming/outgoing enrollee correspondence contain both confidential and public information
which does not pertain to a specific complaint or (e.g., Tex. Gov't Code §825.507; Tex. Occ. Code
formal appeal and medical documentation such Title 3, Subtitle B, Medical Practice Act; and
as member records regarding incapacitated Health Insurance Portability 2
dependents, etc. and Accountability Act of 1996 (Public Law 104-
191) and 45 C.F.R. Parts 160 and 164).
ACTO025 TRS-ActiveCare Appeals File AC+6 AC+6 S
c W PP AC = After Close of the appeal. See guidelines in
Research information and correspondence from 29 U.S.C. § 1059. Records may contain both
and to TRS regarding appeals submitted to the confidential and public
Appeal Committee and/or the TRS Executive information (e.g., Tex. Gov't Code §825.507;
Director for Determination under TRS Rules. Tex. Occ. Code Title 3, Subtitle B, Medical 2
Practice Act; and Health Insurance Portability
and Accountability Act of 1996 (Public Law 104-
191) and 45 C.F.R. Parts 160 and 164).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amnd Archives 1.
Commission Page 2 of 178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
ACTO026 Exception Request Research - Data AC+6 AC+6 L .
AC = date TRS mails its final determination
Records documenting TRS-ActiveCare's regarding an exception request.
investigation, decision and correspondence NOTE: Incoming/Outgoing correspondence 2
relating to an exception request, including but records are
not limited to eligibility and enrollment issues. imaged under agency item number MDS001,
Member Benefit Records. See guidelines in
Health Insurance Portability and Accountability
Act. Records may contain both confidential and
public information (e.g., Tex. Gov't Code
8825.507; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; and Health Insurance
Portability and Accountability Act of 1996
(Public Law 104-191) and 45 C.F.R. Parts 160
and 164).
ACTO027 School District Entity Records PM PM
Contains school district entity records related to
original documentation related to
funding and participation in TRS-ActiveCare. )
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




amd Archives
Commissson

State of Texas

Records Retention Schedule

APPROVED:

SLR 105

Form SLR 105C must
accompany this form.

1.
Page 3 of 178

2.Agency

cod 3. Ageney Teacher Retirement System of Texas
ok 323

4, 5
Records Series
Item Number

Agency Item

Number RECORDS SERIES TITLE

8.
RETENTION PERIOD Archival

Agency Storage Total

Remarks

10. 11.

106 No.

TSLAC
ONLY
Amend.

No.

ACTO31

Working files containing notes, duplicate copies

of Enrollment Application and Change Forms

Exception Request Research - Working Files

6 6

from the district and Blue Cross and Blue Shield.

ACTO032 Benefits, Eligibility Inquiry

Initial requests for appeals with insufficient
information to file a formal appeal.

AC+6 AC+6

NOTE: Incoming/Outgoing correspondence
records are imaged under agency item number
MDS001, Member Benefit Records. See
guidelines in Health Insurance Portability and
Accountability Act. Records may contain both
confidential and public information (e.g., Tex.
Gov't Code §825.507; Tex. Occ. Code Title 3,
Subtitle B, Medical Practice Act; and Health
Insurance Portability and Accountability Act of
1996 (Public Law 104-191) and 45 C.F.R. Parts
160 and 164)

AC = Day after last day member could formally
request an appeal to TRS.

Records may contain both confidential and
public information (e.g. Tex. Ins. Code
§1579.005; Tex. Gov't Code 8825.507; Tex.
Occ. Code Title 3, Subtitle B, Medical Practice
Act; and Health Insurance

Portability and Accountability Act of 1996
(Public Law 104-191) and 45 C.F.R. Parts 160
and 164).

BACO003 Correspondence - School Districts

10 10

Records may contain both confidential and
public information. (e.g., Tex. Gov't Code 8§
825.507)

A9

RETENTION CODES (For Field 7)

CE-
FE -

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

LA - Life of Asset
MO- Months

Calendar Year End
Fiscal Year End

PM - Permanent A-
US - Until Superseded

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
amnd Archives 1.
Commission Page 4 of 178
2. Agency ‘ 3. ageney Teacher Retirement System of Texas
323
4, 5. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Storage Total Remarks 106 No. No.
BACO009 1099R Form Development Information File FE+5 . .
Retention period based on 26 CFR 31.6001-
Records include tax notes, formulas, 1(e)(2). Records may contain both confidential A9
programming, test prints, etc. for printing yearly and public information (e.g., Tex. Gov't Code
1099R forms. §825.507).
BACO010 1995 Annuity Increases Research and PM T
Reference Fi)lles See guidelines in 29 U.S.C. § 1059. Records may
contain both confidential and public A9
Detail of how the 1995 annuity increases were information. (e.g., Tex. Gov't Code § 825.507)
implemented. Includes memos, meeting minutes,
formulas, programming worksheets, etc.
BACO013 Annuity Statistical Information Reports CE+99 o
See guidelines in 29 U.S.C. §1059.
Reports used for trend analysis. Includes but not
limited to the following: Annuitant Totals A9
Payroll, EFT Status, Option Table Regular,
Retired Payroll, etc.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives

AV - Administratively Valuable FE - Fiscal Year End

MO- Months

US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
amd Archives 1.
Commissson Page 50f178
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
BACO014 TRAQS- TRS Reporting and Query System FE+7 FE+7 MEDIA DESCRIPTION: Monetary information
Reports and summaries received from school contained in District Reports is ultimately A9
districts regarding member retirement recorded and stored in MDS001 "Member
contributions used to post information to Benefit Records™ in the imaging system, and /or
Member Records. Includes, but not limited to: BAC034 "Member Benefit Records" in the TRS
Certification of contact/work agreement, mainframe. District reports have been
Delinquent Interest, District Reports for Regular maintained in the following media:
Payroll, District Statutory Minimum, 1.1985-1998 are on microfilm.
Educational/General-Local Funds, Employment 2.1998-2003 are on paper.
of Retired Members, Federal Funds/Private 3.2003-present are maintained electronically on
Grant, Federal TRS-Care, Insurance TRAQS.
contributions and adjustments, Member EXCEPTION TO RETENTION PERIOD:
Position, Non-Educational/General Funds, Information in reports dated 1937-1985 may not
Summary of Payroll deductions for Purchase of have been transferred or recorded to another
Special Service, Member report, TRS-Care media, and, therefore must be retained
surcharge and Pension surcharge. permanently to comply with agency item
numbers MDS001 and BAC034 for "Member
Benefit Records". These records are only on
microfilm.
See guidelines in 29 U.S.C. § 1027. Records may
contain public and confidential information.
BACO021 Electronic Funds Transfer History Records FE+6 FE+6 . . .
Records may contain both confidential and 4

Records of electronic funds transfer payments,
including correspondence, forms, etc.

public information. (e.g., Tex. Gov't Code
§825.507) See guidelines in 29 U.S.C. § 1027.

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

RETENTION CODES (For Field 7)

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist

PM - Permanent
US - Until Superseded




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
ad ‘\n‘luu 1 p 6 of 178
Commissson ageobo
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4, 5, 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
BAC022 Electronic Funds Transfer Return Mone FE+6 FE+6
y See guidelines in 29 U.S.C. § 1027. Records may
Voucher : o .
contain both confidential and public
Records of cancelled payments, Comptroller's information. (e.g., Tex. Gov't Code § 825.507) 4
vouchers, and ACH return receipts, etc.
BACO023 Electronic Funds Transfer Reversals Work FE+6 FE+6 . .
Papers Records may contain both confidential and
public information. (e.g., Tex. Gov't Code 4
Work papers used to request EFT reversal §825.507) See guidelines in 29 U.S.C. § 1027.
vouchers.
BACO025 uality Assurance Work Papers FE+2 FE+2 . .
Q y P Retention period based on two-year statute of
Information verifying the quality of operations limitations pursuant to Gov't Code § 404.046.
including records of errors or failures and the Records may contain both confidential and A9
loss of data resulting from such failures, checks public information. (e.g., Tex. Gov't Code
of changes put into production, transaction §825.507).
histories, and other records needed as an audit
trail to evaluate data accuracy.
Includes but not limited to the following reports:
1099R Print Testing, Disposition of Returned
Refund Warrants, Payee Address Update,
Returned Warrant Tape Update, Tompson Tape
Update, and Uncashed Expired Warrants.
BACO028 Special Service Payment Coupons 8 8 .
P y P For audit purposes, these records must be
Coupons sent by Special Service participants maintained 8 years. Records may contain both A8
with checks to the Comptroller's for posting with confidential and public information. (e.g., Tex.
payments. Gov't Code §825.507)
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
Records Retention Schedule Form SLR 105C must

accompany this form.

amnd Archives

1.
Commission Page 7 of 178

2.A0ency ‘ 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE % Amend.
Agency Storage Total Remarks 106 No. No.
BACO033 Payroll Reporting Policies and Procedures 99 99 Lo
See guidelines in 29 U.S.C. § 1059. A9
BAC034 Member Benefit Records PM PM o
MEDIA DESCRIPTION: Records in this records
Individual member account records required to series have been maintained in the following
determine benefits. Includes, but is not limited media:
to, the following mainframe applications and :Reports submitted by districts to TRS dated A9

preceding records:

:Alternate Payee (ALTP)

:Annuity Payroll (ANPA)

:Return to Teaching (RTTS)
:Special Service Buy Back (SSBB)
:Ledgers (LGRS)

1937-1985 are not transferred or recorded to
another medium. These reports are on microfilm
only.

:Records dated fiscal year 1973-1985 are on
microfilm, microfiche, the Imaging system, or
are maintained electronically on LGRS and other
related systems.

:Records dated 1985-present are maintained

electronically in LGRS and other related systems.

LGRS is co-owned by Member Data Services.
See Agency Item number MDS001 “Member
Benefit Records."

NOTE: Optional Insurance deduction
information maintained in ANPA is duplicated
in OPIN. See OPI013.

See guidelines in 29 U.S.C. §1059. Records may
contain both confidential and public information
(e.g., Tex. Gov't Code §825.507).

RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)

AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amd Archives 1.
Commission Page 8 of 178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
BACO038 EAR Exception Reports FE+6 FE+6 o
See guidelines in 29 U.S.C § 1027 and 29 CFR§
Reports, email, faxes, correspondence 2520.107-1. A9
identifying corrections to the Employment After Records may contain both confidential and
Retirement EAR reports. public information(e.g., Tex. Gov Code
§824.507.)
BCO009 Benefit Counseling Services Calendar of CE+3 CE+3 . . .
Field and Office Visits Records may contain both confidential and
public information (e.g., Tex. Gov't Code
§825.507).
BPR010 Black Book Information 99 99

Records detailing district policies and
procedures, including, but not limited to, school
calendars, district correspondence, member
example of correspondence, and information

Calendars are kept electronically on MEMB for 6
years. Otherwise calendars are kept for 99 years
on paper except for years 1970-1983, which are
on microfilm. Records may contain both
confidential and public information. (e.g., Tex.

contained in the mainframe MEMB system. Gov't Code §825.507.)
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




SLR 105

State of Texas APPROVED:
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
amnd Archives 1.
G Page 9 of 178
Oannssson
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4, 5, 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
it Record PM PM . -
BPROL3 Member Benefit Records Member Records (MEMR) is co-owned with
Includes records contained electronically in the Member Data Services, See MDS001. Related
following databases: records are imaged under MDS001. Records may
:Special Service Buyback (SSBB) contain both confidential and public
:Beneficiaries (BENE) information (e.g., Tex. Gov't Code § 825.507).
:Calculation in Accordance with Actual Salaries See guidelines in 29 U.S.C. §1059. Records may
(CAAS) contain information pertaining to disability
:Death Claims (DCLM) retirees (Health Insurance Portability and
:Deferred Retirement Option Plan (DROP) Accountability Act of 1996 (Public Law 104-
:ERS Transfer (ERST) 191) and 45 C.F.R. Parts 160 and 164).
:Member Benefits (MEMB)
:Payee Address (PADR)
:Refunds (REFM)
:Retirement (RET)
:Member Record (MEMR)
i i - Trend Analysi FE+20 FE+20 . .
CBOO006 Benefit Services Reports - Trend Analysis Records are required to ascertain affects of
Reports compiled to track statistics and trend historical changes related to the core mission of
analysis related to benefit service programs. TRS.
Is Fil 10 10 o
CBO010 Member Appeals File See guidelines in 29 U.S.C. § 1059. Records may
Records related to Member Benefits appeals. contain both
NOTE: All documents in the Appeals files are confidential and public information (e.g., Texas
imaged in the Member's file. Govt Code 8825.507; Texas Occ. Code
Title 3, Subtitle B, Medical Practice Act).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




amd Archives
Commissson

State of Texas
Records Retention Schedule

APPROVED:

SLR 105

Form SLR 105C must
accompany this form.

1.
Page 10 of 178

Code 323

2. Agency ‘ 3. ageney Teacher Retirement System of Texas

4. 5
Records Series

Item Number Number

Agency Item

RECORDS SERIES TITLE

RETENTION PERIOD

Agency

Storage Total

8.
Archival

Remarks

10. 11. TSLAC
ONLY

Amend.
106 No. No.

COMO012

COMO013

Board of Trustees Election files

Includes candidate information, correspondence,
voting process instructions, petitions, qualified
petition lists from IT, policy/law and rules
information, meeting agendas, and tabulation
results.

Referred Communications

Includes social media communications and work
papers covering assistance provided to
educational associations by the agency.

AC+6

AC+6

Records may contain both public and
confidential information (e.g., TX Gov Code
552.117, 552.024 and 552.101 in conjunction
with common law and constitutional privacy).

DD007

DDO008

GOV009

Reports - Biennial or Annual Agency

Biennial reports to the governor and legislature
as required by an agency's enabling statutes,
including annual reports if they are required by
statute.

Includes but not limited to the following reports:
:Biennial Certification of TRS-Care State
Contribution Estimate

:Operational Efficiency Report

Actuarial Evaluations and Experience Studies

Research & Reference

Historical study of TRS provisions

AC+6

PM

AV

AC+6

PM

AV

AC= September 1 of odd-numbered calendar
years.

See guidelines in U.S.C. § 1059.

A8

A8

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End
AV - Administratively Valuable FE - Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)
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HBF005 Health Reimbursement Accounts and CE+6 CE+6
Supplemental Compensation 2
Includes contract and implementation material.
HBF007 403(b) Certification 10 10
Records pertaining to 403(b) certification and
annual demonstration. 4
HBFO008 403(b) Registration 10 10
Chronicle 403(b) product registration and 4
registered companies.
IAD001 Verification Records FE+3 FE+3
Verification of compliance with the funding
request approval process per TRS Incumbency
Certificate.
IAD005 Investment Accounting Special Projects FE+3 FE+3
Documentation for the implementation of new
investment accounting, investment valuation,
and investment reporting processes and
procedures.
1AD006 Valuation Committee Documentation FE+3 FE+3

Valuation Committee reports and meeting
minutes.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
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1AU012 Internal Audit Alpha and Project Files AV AV
Reference and research documentation related to
on-going projects.
1AU016 Compliance Records - TRS Trading Policy FE+5 FE+5 q in both confidential and
for Employees and Certain Contractors Recqr S may co_ntaln oth confidential an
public information (e.g., Tex. Gov't Code 88 4
All documents and reports associated with the 552.101, 552.102, and constitutional and
compliance monitoring of individuals by the common law privacy).
TRS Trading Policy.
1AUO017 Compliance Records - TRS Investment Policy ~ FE+5 FE+5 Record in both confidential and
Statement and other Investment Policies ecords may co_ntaln oth confi elntla an
public information (e.g., Tex. Gov't Code §§
All documents and reports associated with the 552.101, 552.102, and constitutional and
monitoring of TRS compliance with the common law privacy). 4
Investment Policies Statement, Proxy Voting
Policy, Securities Lending Policy, and other
investment related policies outside of the TRS
Trading Policy.
1AU018 Investment Compliance Policies, Procedures, us us
and Training materials
Manuals, guidelines, administrative rules, or
similar records distributed internally for the use 4

of employees in the administation of Investment
Compliance duties. Also includes instructional
materials developed for internal training and
education of staff pertaining to compliance with
policies monitored by Investment Compliance.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

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




State of Texas

SLR 105

APPROVED:
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
and Archives 1.
Commission Page 13 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1AU019 Investment Complaince Administrative Files AV AV
Documents and information that have a limited
or temporary usefulness. This material is not an 4
integral part of another records series, and is not
essential to the fulfillment of statutory
obligations or to the documentation of
Investment Compliance monitoring.
1AU020 Fraud and Ethics Hotline Complaint Records ~ AC+5 AC+5 . .
AC=Close of complaint. Records may contain
Records relating to the review of complaints both confidential and public information (e.g.,
received through the TRS Fraud and Ethics Tex. Gov't Code §§ 552.101, 552.102, and A9

Hotline. Includes any records, if any, pertaining
to the resolution of the complaint. If an issue is
turned over to the Legal Services department,
those files are maintained by

Legal.

constitutional and common law privacy).

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

RETENTION CODES (For Field 7)

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

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




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form.
Tiives 1.
(a.xv.l Archives Page 14 of 178
Oannssson
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4, 5, 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
IMDO017 Agreements, Contracts and Securities AC+5 AC+5 .
g AC= The soonest date of the following: (1) the
SPN = Contracts, amendments, agreements, and date of termination of the contract; or (2) the
correspondence pertaining to the business expiration date of the contract or security
relationships between the agency and strategic according to its term; (3) the dissolution date of
partners. the asset or entity; or, (4) the date TRS no longer
has a right to receive distributions.
Soft Dollar = Includes, but not limited to,
Signed contracts, Signed tri-party agreements NOTE: Except for real estate title-holding
with vendor and Soft Dollar broker entities controlled by TRS, Legal Services is not
the repository of the record copies of these
EPM = Includes, but not limited to, fund entity documents.
constituent documents, side letter agreements, Records in this classification may include
investment information deemed confidential by law,
advisor forms, annual audit inquiry responses, including statutes, judicial decisions, the state
and offering memoranda. constitution, or information otherwise excepted
from disclosure under Chapter 552, Gov't Code,
including section 552.143.
IMDO018 Returns and Performance Measurement CE+10 CE+10
Reports - Final
IMDO019 Premier List us us
List of perspective and invested, top tier external
managers.
IMD030 Brokers and Product Information AV AV

Brochures and other information on companies

and services offered.
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IMD040 Investment Transactions - General AC+5 AC+5 _ | listed
Administration AC = Da_te no longer _|ste_ asan a_sset.
Records in this classification may include
Includes, but not limited to, reports from fund information deemed confidential by law,
managers, correspondence offering materials, including statutes, judicial decisions, the state
term sheets, meeting and reference check notes, constitution, or information otherwise excepted
recommendations, due diligence documentation from disclosure under Chapter 552, Gov't Code,
and other related documentation not maintained including section 552.143.
under other agency item number.
IMD041 Drafts of Internal Investment AV AV Records in this classificati includ
Correspondence, Memoranda, or Other Records In this classification may Include
Documents information deemed confidential by law,

Includes, but not limited to, drafts of
correspondence, memoranda, transaction
documents, proposed contracts, offering
materials, term sheets, meeting and reference
check notes, recommendations, due diligence

IMD042 Investment Transactions - Real Estate - AC+3 AC+3
Closing Documents

including statutes, judicial decisions, the state
constitution, or information otherwise excepted
from disclosure under Chapter 552, Gov't Code,
including section 552.143.

AC = Date of Certificate of Dissolution.
Records in this classification may include
information deemed confidential by law,
including statutes, judicial decisions, the state
constitution, or information otherwise excepted
from disclosure under Chapter 552, Gov't Code,
including section 552.143.

RETENTION CODES (For Field 7)
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IMD043 Investments Declined - Staff AC AC AC = Date deal is declined.
Includes, but not limited to, proposed contracts, NOTE: This record series does not include
offering materials, term sheets, correspondence, signed confidentiality agreements, which are
meeting notes, due diligence questionnaires and maintained under agency item number IMDO017,
packets, notes on reference checks, Investment Transactions - Contracts and Leases.
recommendations, internal correspondence, and NOTE: This classification does not include
other related documentation. Includes deals records that have been included in reports to the
approved by staff, but not presented to the TRS Board or a Board committee, e.g. records within
Board of Trustees for investment consideration classification IMD008 Committee Reports.
due to timing, oversubscription Records in this classification may include
of the fund, etc. information deemed confidential by law,
including statutes, judicial decisions, the state
constitution, or information otherwise excepted
from disclosure under Chapter 552, Gov't Code,
including section 552.143.
IMDO044 Investment Research and Reference Files AV AV

Records generated by all of the IMD
departments.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
and Archives 1. i
Commission Page 17 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
IMD045 Investment Declined - Summaries and Board FE+5 FE+5 o L .
Records in this classification may include
Includes summaries and investments presented information deemed confidential by law,
to the Board. including statutes, judicial decisions, the state
Includes, but not limited to, summary constitution, or information otherwise excepted
documents describing a deal and the reason why from disclosure under Chapter 552, Gov't Code,
it was declined, proposed contract, offering including section 552.143.
materials, term sheets, correspondence, meeting
notes, due diligence questionnaires and packets,
notes on reference checks, recommendations,
internal correspondence, and other related
documentation.
IMDO050 Initial Manager Sourcing Documents 2 2
Includes, but not limited to, Initial Manager
review, consultant reports, marketing materials
and other related documentation.
IMDO051 External Manager Certification Documents AC+5 AC+5
AC = Later of the removal of the manager from
Includes, but not limited to, Investment the Premier List or the date TRS no longer has an
Management Agreements (IMA), Certification investment with the manager.
Questionnaires (CQ), Write-ups, consultant
reports, correspondence, meeting notes and
other related documentation.
IMD052 Quantitative Analysis AC+5 AC+5

Includes, but not limited to, STAR reports,
Riverview reports and Zephyr Analysis.

AC = Removal from premier list.
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IMDO060 Investment Transitions & Summaries 5 5
Information maintained on fund/portfolio for
analysis of results and developing risk strategies.
IMD061 Risk Compliance Reports 5 5
Reports reporting risk to the Board of Trustees.
IMD062 Innovation Dislocation Council Records 5 5 . S
Records may contain both confidential and
Fund information, proposed investments, public information (Tex. Gov't Code §§ 552.101
prospectus, meeting minutes and agendas for and 418.182).
IDC council.
IMDO063 ISDA (International Swaps and Derivatives AC+2 AC+2 _ .
Association) Reference Documents AC = Purpose of record has been fulfilled.
IMD064 Quarterly Market Report 4 4
Investment information/research on stock
market & economy.
IMDO065 Monthly Fund Performance Reports 3 3
Financial data and returns on investment
reported monthly.
IMDO066 Portfolio Models - Large, Mid and Small Cap  CE+1 CE+1

Records may contain both confidential and
public information (e.g. ORD-593; Tex Gov’t
Code §§ 552.101 and 418.182).
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IMDO067 Reports CE+5 CE+5
Includes Execution Cost Reports, Plexus ITG
Quarterly Reports, and post and pre-trade
analysis reports
IMDO068 Broker Files - Approved and Discontinued AC+4 AC+4
op AC = Termination of relationship.
Includes original contract, application, Records may contain both confidential and
verification of license, financial status reports, public information (e.g., Tex. Gov't Code §§
correspondence, etc. 552.101, 552.104, 552.110, and 552.111).
IMDO069 Broker Files - Pending AC+2 AC+2 .
AC = Date of last contact. Records may contain
Includes brokers pending approval. confidential and public information (e.g., ORD-
593; Tex. Gov't Code §§ 552.101, 552.104,
552.110, 552.111).
IMDO070 Bond Transaction Records - Marketable FE+5 FE+5
Bonds
Includes daily buy/sell transaction log,
documentation supporting the recommendation
and all required approvals.
IMDO071 Bond Transaction Records - Private AC+FE+5 AC+FE+5

Placements & Fund Investments - Derivative
Transaction Confirmation

AC = Date no longer listed as an asset. Records
may contain both confidential and public
information (e.g. ORD-593; Tex Gov't Code §8§
552.101 and 418.182)
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IMDO081 Broker Statements AC+FE+5 AC+FE+5 . L
AC = After transactions verified and cleared out.
Monthly soft-dollar broker statements.
IMD082 Proxy Voting 5 5
IMDO091 Safekeeping Receipts AC+2 AC+2
AC = Date contents are removed from
Receipts of securities and notes stored at various safekeeping
institutions.
17020 MIS Project Management Records AC+4 AC+4 N
! g AC = After project is completed.
Includes project logbooks, status reports, project
reports, planning records, etc. Includes records
for BeST, Biennial Operating Plan, and Y2K
projects, etc.
1T021 MIS Research and Reference Files AV AV
General information (i.e. brochures, literature,
demo disks, etc.) about vendors and their
products or services.
17027 SAAS User Records AC AC R
AC = Date of employee termination. SAAS User
SAAS records allowing users access to Records are not subject to Chapter 552 of the
individual programs or files. Government Code (see ORD-581(1990)).
1T029 Governance Documentation FE+3 FE+3

Agenda, minutes, and supporting documentation

taken at IRSC and APAC meetings.
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LEGO019 Strategic Plans - Supporting Documentation AC+2 AC+2
rategic Flans - supp g AC = September 1 of even-numbered calendar
Information resources and operational strategic years.
plans prepared in accordance with Sections
2054.095 and 2056.002, Government Code.
LEG040 Ethics Forms Filed by Employees FE+20 FE+20 . .
: Y =mploy Required to be submitted to TRS Legal Dept
Includes: Ethics Compliance Statement TRS539 pursuant to TRS' Ethics Policy. Records may
filed annually, and Conflict of Interest contain both confidential and public information 3
Disclosure Statement TRS 541 filed when (e.g. Texas Gov't Code 552.117, 552.024 and
reporting a conflict. 552.101 in conjunction with common law and
constitutional privacy).
LEGO041 Ethics Forms Filed by Consultants, Agents, FE+20 FE+20 . .
Financial Providers, and Brokers Required to be submitted to TRS Legal Dept.
pursuant to TRS’ Code of Ethics. Records may
Includes: Conflict of Interest Disclosure contain both confidential and public information
Statement TRS 541 filed when reporting a (e.g. Texas Gov't Code 552.117, 552.024 and
conflict; Expenditure Reporting Form for 552.101 in conjunction with common law and 3
Contractors TRS 543; Consultant, Agent, constitutional privacy).
Financial Provider, and Broker Compliance
Statements TRS 550; Disclosure Statement for
Brokers and Financial Providers TRS 630.
LEG042 Ethics Forms Filed by Key Employees FE+20 FE+20 .
y ey Employ Required to be submitted to TRS Legal Dept
Includes: Ethics Compliance Statement TRS pursuant to TRS' Ethics Policy. Records may
539 filed annually; Disciplinary Action contain both confidential and public information 3
Disclosure Statement TRS 540; (e.g. Texas Gov't Code 552.117, 552.024 and
Conflict of Interest Disclosure Statement TRS 552.101 in conjunction with common law and
541 filed when reporting a conflict constitutional privacy).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
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LEGO043 Ethics Forms Filed by Trustees AC+6 AC+6 o
AC = Date the individual ceases to be a state
Includes: Ethics Compliance Statement TRS officer. Required to be submitted to TRS Legal
539 filed annually; Disciplinary Action Dept pursuant to TRS' Ethics Policy. Records
Disclosure Statement TRS 540; may contain confidential and public information
Conflict of Interest Disclosure Statement (e.g. Texas Gov't Code 552.117, 552.024 and 3
TRS541 filed when reporting a conflict. 552.101 in conjunction with common law and
constitutional privacy).
NOTE: TRS does not maintain the personal
financial disclosure statements required under
Texas Gov't Code 572.021. These statements are
submitted directly to the Ethics Commission by
the Executive Director and Trustees.
LEGO051 Investment Transactions - Real Estate - Audit ~AC+3 AC+3 - .
Res AC = Date last asset that is listed on letter is
ponse . S
sold. Records may contain both confidential and
Records related to audit responses on titleholding public information [e.g. ORD-593 (1991); Texas
corporations. Gov't Code 552.104, 552.305].
LEGO052 Investment Transactions - Real Estate - AC+3 AC+3

Corporations

Records related to title-holding corporations
closing transactions.

AC = Earliest date of Certificate of Dissolution,
or contract expiration, or expiration of statute of
limitations. Records may contain both
confidential and public information [e.g. ORD-
593 (1991); Texas Gov't Code 552.104 and
552.305].
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LEGO056 Investment Transactions - Real Estate - State ~ AC+3 AC+3 AC = Aoplication f .
and Federal Tax Issues = Application for tax-exempt status is
approved. Records may contain both confidential
Correspondence, forms, graphs, tables, closing and public information [e.g. ORD-
documents, leases, agreements, etc. with taxing 593 (1991); Texas Gov't Code 552.104 and
authorities regarding Real Estate properties. 552.305].
LEGO057 Legal Research & Reference Project Files AV AV ) .
Confidential under Attorney Work Product,
Research files and analysis summary reports on Texas Gov't Code 552.111.
topics related to agency business.
LEGO058 Qualified Domestic Relations Orders - Drafts AV AV o L
When an order is finalized, it is imaged and
Not Imaged o fi
becomes part of member's file.
LEGO062 Investment Contracts and Securities - AC+5 AC+5

Alternative Assets

Includes fund entity constituent documents, side
letter agreements, investment advisor forms
ADV I, annual audit inquiry responses, and
offering memoranda.

AC = Earliest of disposition of the asset, date
TRS no longer has a right to receive
distributions, date of dissolution of the entity, or
date the contract or security expires by its terms.
NOTE: Except for real estate title-holding
entities controlled by TRS, Legal is not the
repository of the record copies of these
documents.

Records may contain both confidential and
public information [e.g. ORD-593 (1991); Texas
Gov’t Code §§ 552.143 and 552.305].
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LEGO063 Title-Holdings Records AC+FE+6 AC+FE+6 . . . . .
AC = Dissolution of title-holding corporation.
Records related to the corporate Board of Records may contain both confidential and
Directors of TRS’s title-holding corporations. public information [e.g. ORD-593
(1991); Texas Gov’t Code 552.104 and 552.305].
LEGO065 Meetings - Transcripts 2 2
LEGO066 Investments - Miscellaneous AV AV L .
Legal Services is not the repository of the record
Includes all documents other than contracts copies of reports from fund managers.
(e.g., correspondence).
LEGO067 Legal Services Internal Procedures US+5 US+5
Includes benefits-related procedures.
LEGO069 TRS-Tex PM PM
Partnership agreements, recorded forms and 4
correspondence regarding TRS-Tex
LEGO070 Forms - Working Copy us us
Historical development of TRS forms
LEGO072 Grievance - Legal Services AV AV
Attorney files pertaining to grievance
procedures. May include copies of personnel or
member records.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
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MDS001 Member Benefit Records PM PM
LGRS is co-owned by Benefit Accounting, see
Individual member account records required to Agency Item number BAC034. A8
determine benefits. Includes, but is not limited MEMR is co-owned by Benefit Processing, see
to, imaged accounts, and the following Agency Item Number BPR013.
mainframe applications and preceding records: See guidelines in 29 U.S.C. § 1059. Records may
0 Member Records (MEMR) contain both confidential and public information
0 Ledgers (LGRS) (e.g., Tex. Gov't Code §825.507; Tex. Occ. Code
Title 3, Subtitle B, Medical Practice Act; and
Health Insurance Portability and Accountability
Act of 1996 (Public Law 104-191) and 45 C.F.R.
Parts 160 and 164).
MDS004 Data Mgt - Post Office Address Verification AC+90D AC+90D . ) .
Reports Records may contain both confidential and
public information (e.g., Tex. Gov't Code
Reports on mass mailing list of address changes 825.507). 1
and effective date. Includes reports ANCHOR
(AD7050) and ACS (AD7000).
MDS006 Imaging Project Records AC+5 AC+5
ging =roy AC = Completion of project. Records may
Includes contract, reports, logs, correspondence, contain both confidential and public information
etc. (except for procedures) for backfile (e.g., Tex. Gov't Code 825.507). 1
conversion and other projects.
MDS009 R ts f ies of microfich AC+7Days AC+7Days
equUes’s Tor coples of microtiche 4 Y AC= Date microfiche is returned to Member
Internal requests for member files on microfiche Data Services. Records may contain both
to aid in the processing of benefits. confidential and public information (e.g., Tex. 1
Gov't Code 825.507).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
MDS023 Data Management Quality Control Reports AC+90Day AC+90Day .
AC = Date report verification is complete.
Reports used by the Data Management team to Records may contain both confidential and
verify changes made to member records. public information (e.g., Tex. Gov't Code
Includes, but is not limited to, the following 825.507).
reports: 1
o File Maintenance List MR1087
0 Unverified Address Entries MR1073
o Beneficiary Letters Status Report MR1410
0 ORP Records Deleted from Alpha Cross
Reference RF1065
0 Member Records Update Errors MR1150
o0 Payee Address Verification PA1010B
MDS024 Data Management Address Reports AC+30Day AC+30Day .
AC = Date report verification is complete.
Reports used by Data Management team to Records may contain both confidential and
verify or update member addresses. Includes, public information (e.g., Tex Gov't Code
but is not limited to the following reports: 825.507 and OR2001-4873A). 1
o Payee Address Verification reports(PA1010B)
MDS026 Employee Performance Reports CE+3 CE+3 . o
ploy P Records may contain both confidential and
Imaging and Data Management Reports used to public information (e.g., Tex Gov't Code AS

support annual employee performance reviews.

825.507).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
OPI1012 Reports - Insurance Carriers AC+FE+5 AC+FE+5 . .
AC = Date of the report. Subject to audit.
Annual, sub-annual, and special reports Records may contain both confidential and
furnished by insurance carriers which pertain to public information (e.g., Tex. Gov't Code 2
the operations of the Optional Insurance 8825.507; Tex. Occ. Code Title 3, Subtitle B,
Programs. Medical Practice Act).
OPI1013 Optional Insurance Participant Deduction us us " . .
Records US = Participant is no longer enrolled in
) N Optional Insurance program.
Optional Insurance records detailing Permanent records of deductions are maintained 2
participants' monthly deduction and deduction in the ANPA mainframe system, see BAC034.
history. Includes Optional Insurance (OPIN)
mainframe system.
PURO011 Software Contracts LA+4 LA+4 . . .
Records may contain both confidential and
Executed original software contracts. public information (e.g., Tex. Gov't Code 88
552.104 and 552.110).
RMO006 Ergonomic Reports and Assessments from AC+3 AC+3 L
SORM AC= Termination of employee. Records may
contain sensitive or confidential information. 4
RMO014 Risk Assessments FE+7 FE+7
4

Risk analysis of departmental and enterprise-
wide objectives and activities.

RETENTION CODES (For Field 7)

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

CE-

AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE % Amend.
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STS031 Security Event Reports 5 5
y P Records may contain both confidential and
public information (e.g., Tex Gov't Code 8§
552.132 and 552.1325).
STS047 Security Shift Reports CE+1 CE+1 . i o
Initialed record copies are maintained on paper.
Includes the initialed activity report and related Convenience copies are maintained as electronic
documentation. word processing files. Records may contain both
confidential and public information. (e.g., ORD-
041 (1983) and Tex. Gov't Code §2165.002 or
fiduciary laws.)
STS048 Security Video AV AV
y Records may contain both confidential and
Records contained on the Pelco digital video public information (Tex. Gov't Code §§ 552.101
system. and 418.182)
TCAO025 Insurance Research and Reference Project AV AV
Files
Research files and analysis summary reports on 2
topics related to agency business.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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amnd Archives 1.
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Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
TCA034 Member Benefit Records PM PM .
Related records and paper records previously
Includes information stored electronically on the found under this agency item number are 2
mainframe in HEIN (Health Insurance) and imaged, see MDS001. Records may contain both
related data in TBMA (Table Maintenance). confidential and public information (e.g., Tex.
Ins. Code §1575.456; Tex. Gov't Code §825.507;
Tex. Occ. Code Title 3, Subtitle B, Medical
Practice Act; and Health Insurance Portability
and Accountability Act of 1996
(Public Law 104-191) and 45 C.F.R. Parts 160
and 164).
TCAO035 Retiree Advisory Committee Member Records AC+2 AC+2 _
y AC = After term of office is completed.
Correspondence, resumes, contact information, Records may contain both confidential and public
and other documentation related to members of information (e.g., Tex. Gov't Code §552.130; 26 2
the Retiree Advisory Committee. U.S.C. 8§6103(a) [regarding tax returns]; and 42
U.S.C. §405(c)(2)(C)(viii) [regarding Social
Security numbers]).
1.1 EXC006 Board of Trustee Files AV AV R . L
Records may contain both confidential and
Background material, photos, resumes, contact public information (e.g., Tex. Gov't Code §§
information, etc. 552.024, 552.101, 552.102, 552.117, and
552.130; 42 U.S.C. § 405(c)(2)(C)(vii)
[regarding Social Security numbers].)
11 1T007 Reports - Trip 3 3
Summaries of seminars, conferences, training
classes attended by TRS-MIS employees.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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4, 5, 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE % Amend.
Agency Storage Total Remarks 106 No. No.
1.1.002 ACTO022 Contract Performance Audits AC+7 AC+7
on AC = Publication or release of final audit
Audits and reviews performed by external findings. The State Auditor's Office retains any
auditors for Active-Care on contract vendors and copies of its audits performed on Texas state 2
services. agencies.
Records may contain both confidential and
public information (e.g., Tex. Gov't Code
§8552.110 and 552.116; Tex. Gov't Code
§825.507; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; and Health Insurance
Portability and Accountability Act of 1996
(Public Law 104-191) and 45 C.F.R. Parts 160
and 164.
1.1.002 1AU001 Audit Reports PM PM .
P The record copy of any audit performed by the
Audits and reviews performed by an agency on State Auditor's Office is retained permanently by
external entities, on the agency by other entities, the SAO.
or on the agency by internal auditors.
1.1.002 1AU002 Audits - Working Papers FE+7 FE+7
grap Confidential status per Tx Govt Code 552.116.
All information prepared or maintained in
conducting audits and reviews or preparing an 3
audit report.
1.1.002 OPI1011 Insurance Carrier Audits AC+7 AC+7
AC = Publication or release of final audit
Audits and reviews performed on insurance findings. Records may contain both confidential
carriers by external and internal auditors. and public information (e.g., Tex. Gov't Code 2
§552.116).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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1.1.002 TCAO031 Contract Performance Audits AC+7 AC+7 AC = Publication or release of final audit
Audits and reviews performed by external findings. The record copy of any audit performed
auditors for TRS-Care on contract vendors and by the State Auditor's Office is retained 2
services. permanently by that agency. Records may
contain both confidential and public information
(e.g., Tex. Ins. Code §1575.456; Tex. Gov't Code
§8825.507 and 552.116; Tex. Occ. Code Title 3,
Subtitle B, Medical Practice Act; and
Health Insurance Portability and Accountability
Act of 1996 (Public Law 104-191) and 45 C.F.R.
Parts 160 and 164 ).
1.1.004 CFO012 Legislative Appropriation Requests AC+6 AC+6 A AC= September 1 of odd-numbered calendar
Including any supporting documentation created years. The archival requirement is met by
and/or used to justify and support legislative sending the required copies of the requests to the 3
appropriations requests by an agency. Note: Texas State
Only copies of supporting documentation Publications Depository Program, Texas State
submitted to the Legislative Budget Board are Library and Archives Commission.
archival.
1.1.004 HBF006 Fiscal Notes for House and Senate Bills AC+6 AC+6 AC=September 1 of odd-numbered calendar
Chronicle TRS fiscal notes and related years - Archival code removed subsequent to
legislative materials appraisal by the Archives and Information 2

Services Division, Texas State Library and
Archives Commission, November 2009.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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1.1.008 LEG002 Complaint Records AC+2 AC+2 AC = Final disposition of the complaint. If a
Complaints received by TRS from the public complaint becomes the subject of litigation, it
concerning TRS and records pertaining to the must be included in "Litigation Files" (Record
resolution of the complaint, if any. Series 1.1.048). Records may contain both
confidential and public information (e.g. Texas
Gov't Code 825.507).
1.1.006 OP1001 Complaint Records AC+2 AC+2 AC = Final disposition of the complaint. Some
Complaints received by an agency from the complaints are forwarded to Legal for resolution. 2
public concerning the agency and records Records may contain both confidential and
pertaining to the resolution of the complaint. public information (e.g., Tex. Gov't Code

§825.507; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act).

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.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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1.1.007 ACT002 Correspondence, Administrative 6 6 . .
ARCHIVES NOTE: Only the administrative
Incoming/outgoing and internal correspondence, correspondence of executive staff, board, or
in any format, pertaining to the formulation, commission members, division directors and 2

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. Does not include
correspondence relevant to a determination of
benefit entitlements, which must be maintained
permanently.

program heads require archival review. Contact
State Archives when these records have met their
retention periods.

Records may contain both confidential and
public information (e.g., TX Gov Code §
825.507, TX Occ. Code Title 3, Subtitle B,
Medical Practice Act, and Health Insurance
Portability and Accountability Act of 1996
(Public Law 104-191), and 45 C.F.R. Parts 160
and 164).

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

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -

AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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1.1.007 BAC001 Correspondence - Administrative PM PM R . .
ARCHIVES NOTE: Only the administrative
Incoming/outgoing and internal correspondence of executive staff, board or
correspondence,in any format, pertaining to the commission members, division directors and
formulation, program heads require archival review. Contact A7

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.

the State Archives when these records have met
their retention periods.

See guidelines in 29 U.S.C. § 1059. Records may
contain both confidential and public information.
(e.g., Tex. Gov't Code § 825.507)

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 memoranda 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.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist
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1.1.007 BCO001 Correspondence - Administrative PM PM R . .
ARCHIVES NOTE: Only the administrative
Incoming/outgoing and internal correspondence, correspondence of executive staff, board or
in any format, pertaining to the formulation, commission members, division directors and
planning, implementation, interpretation, program heads require archival review. Contact A7

modification, or redefinition of the programs,
services, or projects of an agency and the
administrative regulations, policies, and

procedures that govern them. Does not include

correspondence relevant to a determination of

benefit entitlements, which must be maintained

permanently.

the State Archives when these records have met
their retention periods.

See guidelines in 29 U.S.C. § 1059. Records may
contain both confidential and public

information (e.g., Tex. Gov't Code §825.507).
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 memoranda 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 (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
and Archives 1
Commission Page 36 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 1. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.007 CBO001 Correspondence - Administrative 15 15

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.

ARCHIVES NOTE: Only the administrative
correspondence of executive staff, board or
commission members, division directors and
program heads require archival review. Contact A7
the State Archives when these records have met
their retention periods. See Guidelines in 29
U.S.C. § 1059.

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 memoranda 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.

Records may contain both confidential and
public information (e.g., Texas Government
Code §825.507; Texas Occ. Code Title 3,
Subtitle B, Medical Practice Act).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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1.1.007 CFO001 Correspondence - Adminstrative 4 . .
ARCHIVES NOTE: Only the administrative
Incoming/outgoing and internal correspondence, correspondence of executive staff, board or
in any format, pertaining to the formulation, commission members, division directors and A7

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. Does not include
correspondence relevant to a determination of
benefit entitlements, which must be maintained
permanently.

program heads require archival review. Contact
the State Archives 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 memoranda 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 (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

A - Transfer to State Archives
R - Review by State Archivist
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1.1.007 DDO001 Correspondence - Adminstrative 4 4 . .
ARCHIVES NOTE: Only the administrative
Incoming/outgoing and internal correspondence, correspondence of executive staff, board or
in any format, pertaining to the formulation, commission members, division directors and A7

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. Does not include

correspondence relevant to a determination of

benefit entitlements, which must be maintained

permanently.

program heads require archival review. Contact
the State Archives 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 memoranda 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 (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist
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1.1.007 EXCO001 Correspondence Adminstrative 4 4 . .
ARCHIVES NOTE: Only the administrative
Incoming/outgoing and internal correspondence, correspondence of executive staff, board or A7

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. Does not include
correspondence relevant to a determination of
benefit entitlements, which must be maintained
permanently.

commission members, division directors and
program heads require archival review. Contact
the State Archives 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
that prescribed by item number 1.1.002, etc.
SEE ALSO item number 1.1.011.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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1.1.007 1AU003 Correspondence - Administrative 4 4 R ARCHIVES NOTE: Only the administrative
Incoming/outgoing and internal correspondence of executive staff, board or A7
correspondence,in any format, pertaining to the commission members, division directors and
formulation, program heads require archival review. Contact
planning, implementation, interpretation, the State Archives when these records have met
modification, or redefinition of the programs, their retention periods.
services, or projects of an agency and the CAUTION: This records series and item number
administrative regulations, policies, and 1.1.008 should be used only for correspondence
procedures that govern them. Does not include that is not included in or directly related to
correspondence relevant to a determination of another records series in this schedule. For
benefit entitlements, which must be maintained example, a memoranda that documents an
permanently. 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 (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
amnd Archives 1.
Commissson Page 410f178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.007 IMDO001 Correspondence - Administrative 5 5
P ARCHIVES NOTE: Only the administrative
Incoming/outgoing and internal correspondence, correspondence of executive staff, board or A7
in any format, pertaining to the formulation, commission members, division directors and
planning, implementation, interpretation, program heads require archival review. Contact
modification, or redefinition of the programs, the State Archives when these records have met
services, or projects of an agency and the their retention periods.
administrative regulations, policies, and
procedures that govern them. Does not include CAUTION: This records series and item number
correspondence relevant to a determination of 1.1.008 should be used only for correspondence
benefit entitlements, which must be maintained that is not included in or directly related to
permanently. another records series in this schedule. For
example, a memoranda 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 (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




amnd Archives

State of Texas
Records Retention Schedule

APPROVED: SLR 105

Form SLR 105C must
accompany this form.

1.
Page 42 of 178

Commissson
2.A0ency ‘ 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.007 1T001 Correspondence - Administrative 4 4 . .
ARCHIVES NOTE: Only the administrative
Incoming/outgoing and internal correspondence, correspondence of executive staff, board or
in any format, pertaining to the formulation, commission members, division directors and A7

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. Does not include

correspondence relevant to a determination of

benefit entitlements, which must be maintained

permanently.

program heads require archival review. Contact
the State Archives 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
that prescribed by item number 1.1.002, etc.
SEE ALSO item number 1.1.011.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist




State of Texas

SLR 105

APPROVED:
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
ad ‘\n‘luu 1.
Commission Page 43 of 178
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.007 LEGO003 Correspondence - Administrative 4 4 . . .
Records may contain both confidential and
Incoming/outgoing and internal correspondence, public information (e.g. Texas Gov't Code
in any format, pertaining to the formulation, 552.111).
planning, implementation, interpretation, CAUTION: This record series and item number A7

modification, or redefinition of the programs,
services, or projects of an agency and the
administrative regulations, policies, and
procedures that govern them. Does not include
correspondence relevant to a determination of
benefit entitlements, which must be maintained
permanently.

1.1.008 should be used only for correspondence
that is not included in or directly related to
another records series on the agency’s approved
schedule. For example, a memorandum that
documents an appropriations request must be
retained for the minimum retention period
prescribed by 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.

ARCHIVES NOTE: Only the administrative
correspondence of executive staff, board or
commission members, division directors and
program heads require archival review. Contact
the State Archives when these records have met
their retention periods.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




amnd Archives

State of Texas
Records Retention Schedule

APPROVED: SLR 105

Form SLR 105C must
accompany this form.

1.
Page 44 of 178

Commissson
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.007 MDS018 Correspondence - Administrative 4 4 R . .
ARCHIVES NOTE: Only the administrative
Incoming/outgoing and internal correspondence, correspondence of executive staff, board or
in any format, pertaining to the formulation, A7

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. Does not include

correspondence relevant to a determination of

benefit entitlements, which must be maintained

permanently.

commission members, division directors and
program heads require archival review. Contact
the State Archives when these records have met
their retention periods.

Records may both contain both confidential and
public information (e.g., Tex. Gov't Code
825.507).

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 memoranda 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 (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
and Archives 1
Commission Page 45 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.007 OP1002 Correspondence - Administrative 6 6 . .
ARCHIVES NOTE: Only the 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. Does not include
correspondence relevant to a determination of
benefit entitlements, which must be maintained
permanently.

correspondence of executive staff, board or
commission members, division directors and
program heads require archival review. Contact
the State Archives when these records have met
their retention periods.

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 memoranda 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.
Records may contain both confidential and
public information (e.g., Tex. Gov't Code
8825.507; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; and Health Insurance
Portability and Accountability Act of 1996
(Public Law 104-191) and 45 C.F.R. Parts 160
and 164).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
amd Archives 1.
Commission Page 46 of 178
2.A0ency ‘ 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.007 RMO003 Correspondence - Adminstrative 4 4 . .
ARCHIVES NOTE: Only the administrative 4
Incoming/outgoing and internal correspondence, correspondence of executive staff, board or
in any format, pertaining to the formulation, commission members, division directors and
planning, implementation, interpretation, A7

modification, or

redefinition of the programs, services, or
projects of an agency and the administrative
regulations, policies, and procedures that govern
them. Does not include correspondence relevant
to a determnination of benefit entitlements,
which must be maintained permanently.

program heads require archival review. Contact
the State Archives 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 memoranda 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 (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

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




amnd Archives

State of Texas
Records Retention Schedule

APPROVED: SLR 105
Form SLR 105C must
accompany this form.

1.
Page 47 of 178

Commissson
2.A0ency ‘ 3. Ageney. Teacher Retirement System of Texas
323
4. 5, 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.007 STS001 Correspondence - Adminstrative 4 4

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. Does not include

correspondence relevant to a determination of

benefit entitlements, which must be maintained

permanently.

ARCHIVES NOTE: Only the administrative
correspondence of executive staff, board or A7
commission members, division directors and
program heads require archival review. Contact
the State Archives 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 memoranda 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 (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist




AV - Administratively Valuable FE - Fiscal Year End

MO- Months

State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
ety " Page 48 of 178
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Storage Total Remarks 106 No. No.
1.1.007 TCAO002 Correspondence - Administrative 6 ARCHIVES NOTE: Only the administrative )
Incoming/outgoing and internal correspondence, correspondence of executive staff, board or
in any format, pertaining to the formulation, commission members, division directors and
planning, implementation, interpretation, program heads require archival review. Contact
modification, or redefinition of the programs, the State Archives when these records have met
services, or projects of an agency and the their retention periods.
administrative regulations, policies, and Records may contain both confidential and
procedures that govern them. Does not include public information (e.g., Tex. Ins. Code
correspondence relevant to a determination of 81575.456; Tex. Gov't Code 8825.507; Tex.
benefit entitlements, which must be maintained Occ. Code Title 3, Subtitle B, Medical Practice
permanently. Act; and Health Insurance Portability and
Accountability Act of 1996 (Public Law 104-
191) and 45 C.F.R. Parts 160 and 164).
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 memoranda 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.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives

US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
A 1.
(a.xv.l Archives Page 49 of 178
Oannssson
2.A0ency ‘ 3. Ageney. Teacher Retirement System of Texas
323
4, 5, 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.008 ACTO003 Correspondence, General 3 3 . . . .
P Records may contain confidential and public 2
Non-administrative incoming / outgoing and information (e.g., TX In. Code art 3.50-4 § 18B;
internal correspondence, in any media, TX Gov Code § 825.507; TX Occ. Code Title 3,
pertaining to or arising from the routine Subtitle B, Medical Practice Act).
operations of the policies, programs, services, or CAUTION: Records containing Protected Health
projects of an agency. Information (PHI) or documents related to
HIPAA compliance must NOT be filed under this
record series. Use ACT002 for HIPAA related
correspondence that does not fit under any other
record series.
1.1.008 BACO002 C d - General 2 2 . o
orrespondence Records may contain both confidential and
Non-administrative incoming / outgoing and public information. (e.g., Tex. Gov't Code 8§
internal correspondence, in any media, 825.507) A7
pertaining to or arising from the routine
operations of the policies, programs, services, or
projects of an agency.
1.1.008 BCO002 C d -G | 3 3 L
ofrespondence - Lenera Records may contain both confidential and
Non-administrative incoming / outgoing and public information (e.g., Tex. Gov't Code A7
internal correspondence, in any media, §825.507).
pertaining to, or arising from the routine SEE comment to item number 1.1.007. SEE
operations of the policies, programs, services, or ALSO item number 1.1.010.
projects of an agency.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
amd ‘\n‘luu 1.
Commissson Page 50 0f 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4, 5, 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.008 CB0O002 Correspondence - General 2 2
P SEE ALSO item number 1.1.010. Records may
Non-administrative incoming / outgoing and contain both confidential and public information A7
internal correspondence, in any media, (e.g., Texas Government Code 8825.507; Texas
pertaining to or arising from the routine Occ. Code Title 3, Subtitle B, Medical Practice
operations of the policies, programs, services, or Act).
projects of an agency.
1.1.008 CFO002 Correspondence - General 2 2 . e .
P Records may contain confidential and public
Non-administrative incoming / outgoing and information (e.g., Tex. Gov't Code § 825.507), A7
internal but not all General Accounting teams have these
correspondence, in any media, pertaining to or records. SEE comment to item number 1.1.007.
arising from the routine operations of the SEE ALSO item number 1.1.010.
policies, programs, services, or projects of an
agency.
1.1.008 COM001 C d -G | 2 2
orresponcence - Lsenera SEE comment to item number 1.1.007. SEE
Non-administrative incoming / outgoing and ALSO item number 1.1.010.
internal correspondence, in any media, A7
pertaining to or arising from the routine
operations of the policies, programs, services, or
projects of an agency.
1.1.008 DD002 Correspondence - General 2 2
P Records may contain both confidential and
Non-administrative incoming / outgoing and public information (e.g., Tex. Gov't Code § A
internal correspondence, in any media, 825.507). SEE comment to item number 1.1.007. 7
pertaining to or arising from the routine SEE ALSO item number 1.1.010.
operations of the policies, programs, services, or
projects of an agency.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives

AV - Administratively Valuable FE -

Fiscal Year End MO- Months

US - Until Superseded R-

Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amnd Archives 1.
Commission Page 51 of 178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4, 5. 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.008 EXC002 Correspondence - General 2 2 .
SEE comment to item number 1.1.007. SEE
Non-administrative incoming / outgoing and ALSO item number 1.1.010. A7
internal correspondence, in any media,
pertaining to or arising from the routine
operations of the policies, programs, services, or
projects of an agency.
1.1.008 EXC003 Correspondence Member PM PM S
P See guidelines in 29 U.S.C. § 1059. The
Non-administrative incoming / outgoing Executive Department maintains these records
correspondence pertaining to a member. until the matter is resolved. After the matter is
resolved, the Executive Department transfers the
original to Member Data Services to be imaged
and it becomes the responsibility of the Member
Data Services Department. Records may contain
both confidential and public information (e.g.,
Tex. Gov't Code § 825.507). SEE comment to
item number 1.1.007. SEE ALSO item number
1.1.010.
1.1.008 GOVvo001 Correspondence - General 2 2 . ! .
P Records may contain both confidential and
Non-administrative incoming / outgoing and public information (e.g. Tex. Gov't Code A7
internal correspondence, in any media, 8825.507).
pertaining to or arising from the routine
operations of the policies, programs, services, or
projects of an agency.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amnd Archives 1.
Commission Page 52 of 178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.008 HRS025 Correspondence - Geneal 2 2
Non-administrative incoming / outgoing and A7
internal correspondence, in any media,
pertaining to or arising from the routine
operations of the policies, programs, services, or
projects of an agency.
1.1.008 1AU004 Correspondence - General 2 2 .
SEE comment to item number 1.1.007.
Non-administrative incoming / outgoing and A7
internal correspondence, in any media,
pertaining to or arising from the routine
operations of the policies, programs, services, or
projects of an agency.
1.1.008 IMD002 Correspondence - General 2 2
P SEE comment to item number 1.1.007. SEE
Non-administrative incoming / outgoing and ALSO item number 1.1.010.
internal correspondence, in any media, A7
pertaining to or arising from the routine
operations of the policies, programs, services, or
projects of an agency.
1.1.008 17002 Correspondence - General 2 2 .
SEE comment to item number 1.1.007. SEE
Non-administrative incoming/outgoing and ALSO item number 1.1.010. )
internal correspondence, in any media,
pertaining to or arising from the routine A7

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

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist

PM - Permanent
US - Until Superseded




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
amd ‘\n‘luu 1.
Commissson Page 53 0f 178
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.008 LEGO004 Correspondence - General 2 2 . . .
Records may contain both confidential and
Non-administrative incoming / outgoing and public information (e.g. Texas Gov't Code A7
internal correspondence, in any media, 825.507).
pertaining to or arising from the routine CAUTION: This records series should be used
operations of the policies, programs, services, or only for correspondence that is not included in or
projects of an agency. directly related to another records series in this
schedule.
1.1.008 MDS019 Correspondence - General 3 3 . . .
Records may contain both confidential and
Non-administrative incoming / outgoing and public information (e.g., Tex. Gov't Code A7
internal correspondence, in any media, 825.507).
pertaining to or arising from the routine
operations of the policies, programs, services, or
projects of an agency.
1.1.008 OPI1003 Correspondence - General 3 3

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 an agency.

SEE comment to item number 1.1.007. Records
may contain both confidential and public
information (e.g., Tex. Gov't Code §825.507;
Tex. Occ. Code Title 3, Subtitle B, Medical
Practice Act).

CAUTION: Records containing Protected Health
Information (PHI) or documents related to
HIPAA compliance must NOT be filed under this
record series. Use OP1002 for HIPAA related
correspondence that does not fit under any other
record series.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

LA - Life of Asset
MO- Months

Calendar Year End
Fiscal Year End

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amd Archives 1.
Commission Page 54 of 178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.008 RMO004 Correspondence - General 2 2 .
SEE comments to item number 1.1.007.
Non-administrative incoming / outgoing and 4
internal
correspondence, in any media, pertaining to or A7
arising from the routine operations of the
policies, programs, services, or projects of an
agency.
1.1.008 STS002 Correspondence - General 2 2 .
SEE comment to item number 1.1.007. SEE
Non-administrative incoming / outgoing and ALSO item number 1.1.010. A7
internal correspondence, in any media,
pertaining to or arising from the routine
operations of the policies, programs, services, or
projects of an agency.
1.1.008 TCAO003 Correspondence - General 3 3 . . .
Records may contain both confidential and
Non-administrative incoming / outgoing and public information (e.g., Tex. In. Code art. 3.50-
internal correspondence, in any media, 4 § 18B; Tex. Gov't Code §825.507; Tex. Occ. 2

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

Code Title 3, Subtitle B, Medical Practice Act).
CAUTION: Records containing Protected Health
Information (PHI) or documents related to
HIPAA compliance must NOT be filed under this
record series. See ACT002 for HIPAA related
correspondence which does not fit under any
other record series.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
amnd Archives 1.
Commission Page 55 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.010 ACT004 Directives US+6 US+6 - -
Health Insurance Portability and Accountability
Any document that officially initiates, rescinds, Act of 1996 (Public Law 104-191) and 45 C.F.R. 2
or amends general office procedures. Parts 160 and 164.
1.1.010 CBO008 Directives US+1 US+1
Any document that officially initiates, rescinds,
or amends general office procedures.
1.1.010 LEGO005 Directives US+1 US+1
Any document that officially initiates, rescinds,
or amends general office procedures.
1.1.010 TCAO004 Directives US+6 US+6 . -
Health Insurance Portability and Accountability
Any document that officially initiates, rescinds, Act of 1996 (Public Law 104-191) and 45 C.F.R. 2
or amends general office procedures. Parts 160 and 164).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
ad ‘\n‘luu 1.
Commission Page 56 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.013 ACTO005 Calendars, Appointment and Itinerary CE+1 CE+1 .
ARCHIVES NOTE: Archival code removed )
Calendars, appointment books or programs and subsequent to appraisal by the Archives and
scheduling, or itinerary records, purchased with Information Services Division, Texas State
state funds or maintained by staff during Library and Archives Commission, November
business hours that document appointments, 2009.
itineraries, and other activities of agency CAUTION: A record of this type purchased with
officials or employees. personal funds, but used by a state official or
employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued December 1995 by the Attorney General.
1.1.013 BAC004 Calendars, Appointment and Itinerary CE+1 CE+1

Records

Calendars, appointment books or programs and
scheduling, or itinerary records, purchased with

state funds or maintained by staff during
business hours that document appointments,
itineraries, and other activities of agency
officials or employees.

ARCHIVES NOTE: Archival code removed
subsequent to appraisal by the Archives and
Information Services Division, Texas State

Library and Archives Commission, November

2009.

A7

CAUTION: A record of this type purchased with
personal funds, but used by a state official or
employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued in December 1995 by the Attorney

General.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

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




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
Arc 1.
(a::'m\x:\s':.\:; Page 57 of 178
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.013 BCO003 Calendars, Appointment and Itinerary CE+1 CE+1 .
Records ARCHIVES NOTE: Archival code removed
subsequent to appraisal by the Archives and
Calendars, appointment books or programs and Information Services Division, Texas State
scheduling, or itinerary records, purchased with Library and Archives Commission, November A7
state funds or maintained by staff during 2009.
business hours that document appointments, CAUTION: A record of this type purchased with
itineraries, and other activities of agency personal funds, but used by a state official or
officials or employees. employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued
in December 1995 by the Attorney General.
1.1.013 BPRO001 g:li?ggrs, Appointment and Itinerary CE+1 CE+1 ARCHIVES NOTE: Archival code removed
subsequent to appraisal by the Archives and
Calendars, appointment books or programs and Information Services Division, Texas State
scheduling, or itinerary records, purchased with Library and Archives Commission, November
state funds or maintained by staff during A7

business hours that document appointments,
itineraries, and other activities of agency
officials or employees.

2009.

CAUTION: A record of this type purchased with
personal funds, but used by a state official or
employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued

in December 1995 by the Attorney General.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




amnd Archives

State of Texas

Records Retention Schedule

APPROVED: SLR 105

Form SLR 105C must
accompany this form.

1.
Page 58 of 178

Commissson
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series | Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.013 CFO003 Calendars, Appointment and Itinerary CE+1 CE+1 .
Records ARCHIVES NOTE: Archival code removed
subsequent to appraisal by the Archives and
Calendars, appointment books or programs and Information Services Division, Texas State A7
scheduling, or itinerary records, purchased with Library and Archives Commission, November
state funds or maintained by staff during 2009
business hours that document appointments, CAUTION: A record of this type purchased with
itineraries, and other activities of agency personal funds, but used by a state official or
officials or employees. employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued
in December 1995 by the Attorney General.
1.1.013 COMO002 g:li?ggrs, Appointment and Itinerary CE+1 CE+1 ARCHIVES NOTE: Archival code removed
subsequent to appraisal by the Archives and
Calendars, appointment books or programs and Information Services Division, Texas State
scheduling, or itinerary records, purchased with Library and Archives Commission, November
state funds or maintained by staff during 20009. A7

business hours that document appointments,
itineraries, and other activities of agency
officials or employees.

CAUTION: A record of this type purchased with
personal funds, but used by a state official or
employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued

in December 1995 by the Attorney General.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End LA - Life of Asset
Fiscal Year End MO- Months

ARCHIVAL CODES (For Field 8)

PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
Records Retention Schedule Form SLR 105C must

accompany this form.

amnd Archives

1.
Page 59 of 178

state funds or maintained by staff during
business hours that document appointments,
itineraries, and other activities of agency
officials or employees.

require archival review. Contact the State
Archives when these records have met their
retention periods.

CAUTION: A record of this type purchased with
personal funds, but used by a state official or
employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635

Commissson
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4, 5. 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE . Amend.
Remarks 106 No. No.
Calendars, Appointment and Itinerary
Records ARCHIVES NOTE: Only the
calendars,appointment, and itinerary records of
Calendars, appointment books or programs and elected A7
scheduling, or itinerary records, purchased with officials, executive staff, board or commission
state funds or maintained by staff during members, division directors, and program heads
business hours that document appointments, require archival review. Contact the State
itineraries, and other activities of agency Archives when these records have met their
officials or employees. retention periods.
CAUTION: A record of this type purchased with
personal funds, but used by a state official or
employee to document his or her work activities
may be a state record and subject to this retention
period. See Open Records Decision 635 issued
in December 1995 by the Attorney General.
g:\lir;?jirs, Appointment and ltinerary ARCHIVES NOTE: Only the calendars,
appointment, and itinerary records of elected
Calendars, appointment books or programs and officials, executive staff, board or commission
scheduling, or itinerary records, purchased with members, division directors, and program heads A7

(1995)

by the Attorney General.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amd ‘\n‘luu 1.
Commission Page 60 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.013 GOV002 Calendars, Appointment and Itinerary CE+1 CE+1 .
Records ARCHIVES NOTE: Archival code removed
) subsequent to appraisal by the Archives and
Calendars, appointment books or programs and Information Services Division, Texas State A7
scheduling, or itinerary records, purchased with Library and Archives Commission, November
state funds or maintained by staff during 2009.
business hours that document appointments, CAUTION: A record of this type purchased with
itin_er_aries, and other activities of agency personal funds, but used by a state official or
officials or employees. employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued
in December 1995 by the Attorney General.
1.1.013 HRS026 Calendars, Appointment and Itinerar CE+1 CE+1 .
Records PP y ARCHIVES NOTE: Archival code removed
subsequent to appraisal by the Archives and A7

Calendars, appointment books or programs and
scheduling, or itinerary records, purchased with

state funds or maintained by staff during
business hours that document appointments,
itineraries, and other activities of agency
officials or employees.

Information Services Division, Texas State
Library and Archives Commission, November
2009.

CAUTION: A record of this type purchased with
personal funds, but used by a state official or
employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued

in December 1995 by the Attorney General.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amd ‘\n‘luu 1.
Commission Page 61 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.013 1AU005 Calendars, Appointment and Itinerary CE+1 CE+1 .
Records ARCHIVES NOTE: Archival code removed
) subsequent to appraisal by the Archives and
Calendars, appointment books or programs and Information Services Division, Texas State A7
scheduling, or itinerary records, purchased with Library and Archives Commission, November
state funds or maintained by staff during 2009.
business hours that document appointments, CAUTION: A record of this type purchased with
itin_er_aries, and other activities of agency personal funds, but used by a state official or
officials or employees. employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued
in December 1995 by the Attorney General.
1.1.013 IMD003 Calendars, Appointment and Itinerar CE+1 CE+1 .
Records PP y ARCHIVES NOTE: Archival code removed
subsequent to appraisal by the Archives and A7

Calendars, appointment books or programs and
scheduling, or itinerary records, purchased with
state funds or maintained by staff during
business hours that document appointments,
itineraries, and other activities of agency
officials or employees.

This only applies to upper management, i.e.,
CIO and Deputy CIO.

Information Services Division, Texas State
Library and Archives Commission, November
2009.

CAUTION: A record of this type purchased with
personal funds, but used by a state official or
employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued in December 1995 by the Attorney
General.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amd ‘\n‘luu 1.
Commission Page 62 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.013 1T003 Calendars, Appointment and Itinerary CE+1 CE+1 .
Records ARCHIVES NOTE: Archival code removed
) subsequent to appraisal by the Archives and
Calendars, appointment books or programs and Information Services Division, Texas State A7
scheduling, or itinerary records, purchased with Library and Archives Commission, November
state funds or maintained by staff during 2009.
business hours that document appointments, CAUTION: A record of this type purchased with
itin_er_aries, and other activities of agency personal funds, but used by a state official or
officials or employees. employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued
in December 1995 by the Attorney General.
1.1.013 LEG006 Calendars, Appointment and Itinerar CE+1 CE+1 .
Records PP y ARCHIVES NOTE: Archival code removed
subsequent to appraisal by the Archives and A7

Calendars, appointment books or programs and
scheduling, or itinerary records, purchased with
state funds or maintained by staff during
business hours that document appointments,
itineraries, and other activities of agency
officials or employees.

Information Services Division, Texas State
Library and Archives Commission, November
2009.

ARCHIVES NOTE: Only the administrative
correspondence of executive staff, board or
commission members, division directors and
program heads require archival review. Contact
the State Archives when these records have met
their retention periods.

RETENTION CODES (For Field 7)

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

CE-

AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




amnd Archives

State of Texas

Records Retention Schedule

APPROVED: SLR 105
Form SLR 105C must
accompany this form.

1.
Page 63 of 178

Commissson
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.013 MDS020 Calendars, Appointment and Itinerary CE+1 CE+1 .
Records ARCHIVES NOTE: Archival code removed
) subsequent to appraisal by the Archives and A7
Calendars, appointment books or programs and Information Services Division, Texas State
scheduling, or itinerary records, purchased with Library and Archives Commission, November
state funds or maintained by staff during 2009.
business hours that document appointments, CAUTION: A record of this type purchased with
itineraries, and other activities of agency personal funds, but used by a state official or
officials or employees. employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued
in December 1995 by the Attorney General.
1.1.013 OPI1004 Calendars, Appointment and Itinerary CE+1 CE+1

Records

Calendars, appointment books or programs and
scheduling, or itinerary records, purchased with
state funds or maintained by staff during
business hours that document appointments,
itineraries, and other activities of agency
officials or employees.

ARCHIVES NOTE: Archival code removed
subsequent to appraisal by the Archives and
Information Services Division, Texas State 2
Library and Archives Commission, November
2009.

CAUTION: A record of this type purchased with
personal funds, but used by a state official or
employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued

in December 1995 by the Attorney General.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End LA - Life of Asset
Fiscal Year End MO- Months

ARCHIVAL CODES (For Field 8)

PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
ad ‘\n‘luu 1.
Commission Page 64 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Total Remarks 106 No. No.
1.1.013 RMO002 Calendars, Appointment & Itinerary Records CE+1 CE+1 .
ARCHIVES NOTE: Archival code removed
Calendars, appointment books or program and subsequent to appraisal by the Archives and
scheduling, or itinerary records, purchased with Information Services Division, Texas State 4
state funds, or maintained by staff during Library and Archives Commission, November
business hours that document appointments, 2009. A7
itineraries, and other activities of agency CAUTION: A record of this type purchased with
officials or employees. personal funds, but used by a state official or
employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued
in December 1995 by the Attorney General.
1.1.013 STS003 Calendars, Appointment and Itinerar CE+1 CE+1 .
Records PP y ARCHIVES NOTE: Archival code removed A7

Calendars, appointment books or programs and
scheduling, or itinerary records, purchased with
state funds or maintained by staff during
business hours that document appointments,
itineraries, and other activities of agency
officials or employees.

subsequent to appraisal by the Archives and
Information Services Division, Texas State
Library and Archives Commission, November
2009.

CAUTION: A record of this type purchased with
personal funds, but used by a state official or
employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued

in December 1995 by the Attorney General.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End
AV - Administratively Valuable FE - Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
Arc 1.
e —— Page 65 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.013 TCAO005 Calendars, Appointment and Itinerary CE+1 CE+1 .
Records ARCHIVES NOTE: Archival code removed
subsequent to appraisal by the Archives and 2
Calendars, appointment books or programs and Information Services Division, Texas State
scheduling, or itinerary records, purchased with Library and Archives Commission, November
state funds or maintained by staff during 2009.
business hours that document appointments, CAUTION: A record of this type purchased with
itineraries, and other activities of agency personal funds, but used by a state official or
officials or employees. employee to document his or her work activities
may be a state record and subject to this
retention period. See Open Records Decision 635
issued
in December 1995 by the Attorney General.
1.1.014 LEGO07 Legal Opinions and Advice AV AV The Office of the Attorney General retains copies
From agency legal counsel or the Attorney permanently. Records may contain both
General, including any requests eliciting the confidential and public information (e.g. Texas
opinions. Gov't Code 825.507).
CAUTION: Does not include legal opinions or
advice rendered on a matter in litigation or with
regard to pending litigation related to “Litigation
Files".
1.1.019 COMO003  Public Relations Records CE+5 CE+5

News, press releases, or any public relations files

maintained or issued by an agency. Includes

print, electronic, audio, and audiovisual records.

RETENTION CODES (For Field 7)

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

CE-

AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
- 1.
(a.xv.l Archives Page 66 of 178
Oannssson
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4, 5, 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1. ic Inf tion R ts - Not E ted AC+1 AC+1 .
1.1.020 COMO004  Public Information Requests - Not Exemp AC = Date request fulfilled. Records may
Includes all correspondence and documentation contain both confidential and public information
relating to requests for records that are furnished (e.g. Texas Gov't Code 825.507).
to the public.
.1.02 IMDO012 Public Inf tion R ts - Not Exempt AC+1 AC+1 .
1.1.020 0 ublic Information Requests - Not Exempted AC = Date request fulfilled
Includes all correspondence and documentation
relating to requests for records that are furnished
to the public.
1.1.02 LE Public Information Requests - Not Exempted =~ AC+1 AC+1 .
020 G008 ublic : au xemp AC = Date request fulfilled or date payment
Includes all correspondence and documentation made in full, whichever is later. Record may
relating to requests for records that are furnished contain both confidential and public information
to the public. (e.g. Texas Gov't Code 825.507).
1. Public Inf ion R - Exem AC+4 AC+4 A
1.1.021 LEGO009 ublic Information Requests - Exempted AC = Date of notification that records are
Includes all correspondence and documentation exempt. This includes the requests submitted to
relating to requests for records that are denied the OAG for determination and that are
under exceptions to the Public Information Act subsequently withdrawn by operation of law
(Chapter 552, Government Code). prior to a ruling being issued. Records may
contain both confidential and public information
(e.g. Texas Gov't Code 552 and 825.507).
1.1.023 HRS027  Organization Charts, Chart of Accounts US+FE+5 US+FE+5 A

Maintained in conjunction with Executive

Management, Accounting, and Communications.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded R-

A -

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
ad ‘\n‘luu 1.
Commission Page 67 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.024 ACTO007 Plans and Planning Records PM PM o
See guidelines in 29 U.S.C.8§ 1059.
Plans and records relating to the process of
planning new or redefined programs, services or 2
projects of an agency that are not included in or
directly related to other records series in this
schedule.
1.1.024 CBO009 Plans and Planning Records FE+10 FE+10 R . . .
Records may contain both confidential and
Plans and records relating to the process of public information (e.g., Texas Government
planning new or redefined programs, services or Code §825.507; Texas Occ. Code Title 3,
projects of an agency that are not included in or Subtitle B, Medical Practice Act).
directly related to other records series in this
schedule.
1.1.024 IMDO013 Plans and Planning Records AC+20 AC+20 R

Plans and records relating to the process of
planning new or redefined programs, services or
projects of an agency that are not included in or
directly related to other records series n this
schedule.

Includes, but is not limited to, asset allocation
decisions.

NOTE: Documents related to proposed
investments and documents for accepted
investments are retained in other External
Private Markets record series.

AC = Decision made to implement or not
implement result of planning process.

Records in this classification may include
information deemed confidential by law,
including statutes, judicial decisions, the state
constitution, or information otherwise excepted
from disclosure under Chapter 552, Gov't Code,
including section 552.143.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




amd Archives
Commissson

State of Texas
Records Retention Schedule

APPROVED:

SLR 105

Form SLR 105C must
accompany this form.

1.
Page 68 of 178

2.Agency
Code 323

3. ageney Teacher Retirement System of Texas

4,
Records Series
Item Number

5.
Agency Item
Number

RECORDS SERIES TITLE

RETENTION PERIOD

Agency

Storage Total

8.
Archival

Remarks

10. 11. TSLAC
ONLY

Amend.
106 No. No.

1.1.024

1.1.024

LEGO010

OPI1005

Plans and Planning Records

Plans and records relating to the process of
planning new or redefined programs, services or
projects of an agency that are not included in or
directly related to other records series in this
schedule.

Plans and Planning Records

Plans and records relating to the process of
planning new or redefined programs, services or
projects of an agency that are not included in or
directly related to other records series in this
schedule.

AC+3

PM

AC+3

PM

AC = Decision made to implement or not to
implement result of planning process.
ARCHIVES NOTE: Does not include data
processing planning records.

See guidelines in 29 U.S.C. § 1059.

1.1.024

1.1.026

TCAO007

LEGO012

Plans and Planning Records

Plans and records relating to the process of
planning new or redefined programs, services or
projects of an agency that are not included in or
directly related to other records series in this
schedule. Includes Certification, HMO Pilot and
Renewals, Pharmacy Workgroups, etc.

Texas Register - Submissions

Copies of proposed, withdrawn, emergency, and
adopted rules, open meetings notices, or any
other documents required by law to be
submitted to the Texas Register.

PM

AC+1

PM

AC+1

See guidelines in 29 U.S.C. §1059.

AC = Date of publication in the Texas Register.
NOTE: For open meetings, "date of publication”
is the date the open meeting notice appears on
the Secretary of State web site.

RETENTION CODES (For Field 7)

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

CE-

AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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1.1.027 ACTO009 Proposed Legislation AV AV
Drafts of proposed legislation and related 2
correspondence.
1.1.027 GOV003 Proposed Legislation AV AV
P g Records may contain both public and
Drafts of proposed legislation, fiscal notes, confidential information (e.g., Tex. Gov't Code
action plans, and related correspondence. 88§ 552.106 and 552.111).
1.1.027 TCAO009 Proposed Legislation AV AV
Drafts of proposed legislation and related 2
correspondence.
1.1.038 ACTO010 Customer Surveys AC+3 AC+3 . .
AC = Completion of survey results analysis.
Surveys returned by the customers or clients of SEE item number 1.1.067 for summary reports 2
TRS-ActiveCare, and the statistical data compiled from customer surveys.
maintained rating TRS-ActiveCare performance.
1.1.038 BCOO005 Customer Surveys AC+3 AC+3 . .
AC = Completion of survey results analysis.
Surveys returned by the customers or clients of Records may contain confidential and public
an agency rating an agency's performance. information (e.g., Tex. Gov't Code § 825.507).
SEE item number 1.1.067 for summary reports
compiled from customer surveys.
1.1.038 COMO006  Customer Surveys AC+3 AC+3

Surveys returned by the customers or clients of
an agency, and the statistical data maintained
rating an agency's performance.

AC = Completion of survey results analysis.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -

AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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1.1.038 TCAO010 Customer Surveys AV AV .
SEE item number 1.1.067 for summary reports
Surveys returned by the customers or clients of compiled from customer surveys. 2
TRS-Care and the statistical data maintained
rating TRS-Care's performance.
1.1.040 DD005 Speeches, Papers, and Presentations AC AC R . ! s
P P AC = End of term in office or termination of
Notes or texts of speeches, papers, or reports service in a state position. A7
delivered in conjunction with agency work.
1.1.040 EXCO009 Speeches, Papers, and Presentations AC AC R . ] o
AC = End of term in office or termination of A7
Notes or texts of speeches, papers, or reports service in a state position.
delivered in conjunction with agency work.
1.1.040 GOV004  Speeches, Papers, and Presentations AC AC R . . L
AC = End of term in office or termination of
Notes or texts of speeches, papers, presentations service in a state position. A7
or reports delivered in conjunction with agency
work.
1.1.040 IMD014 Speeches, Papers, and Presentations AC AC R . ] N
P P AC= End of term in office or termination of
Notes or texts of speeches, papers, or reports service in a state position. A7
delivered in conjunction with agency work.
1.1.040 LEGO013 Speeches, Papers, and Presentations AC AC R . ) o
AC = End of term in office, or termination of
Notes or text of speeches, papers, presentations, services in state position. A7

or reports delivered in conjunction with agency
work.

RETENTION CODES (For Field 7)

CE-
FE -

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE Amend
Agency Storage Total Remarks 106 No. No. '
1.1.041 GOV005 Suggestion System Records 1 1
99 4 Records may contain both public and
Suggestions submitted by agency personnel and confidential information (e.g., Tex. Gov't Code AS
responses. §§ 552.106 and 552.111).
1.1.043 BAC006 Training Materials US+1 US+1
Instructional materials developed by an agency A9
for training entities or individuals it regulates or
Serves.
1.1.043 BCO006 Training Materials US+1 US+1
Instructional materials developed by an agency
for training entities or individuals it regulates or
serves (e.g., training materials for school
districts).
1.1.043 EXCO005 Board of Trustee Orientation Files US+1 Us+1
1.1.043 1T030 Training Materials US+1 US+1
Instructional materials developed by an agency
for training entities or individuals it regulates or
serves.
1.1.043 LEGO014 Training Materials US+1 US+1

Instructional materials developed by an agency
for training entities or individuals it regulates or

Serves.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

A - Transfer to State Archives
R - Review by State Archivist
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1.1.043 OP1007 Training Materials US+1 US+1
Instructional materials developed by and for an 2
agency for training entities or individuals it
regulates or serves.
1.1.043 TCAO11 Training Materials US+1 US+1
Instructional materials developed by an agency 2
for training entities or individuals it regulates or
serves.
1.1.048 HRS007 EEO Complaint Records AC+FE+5 AC+FE+5

Records created by or on behalf of TRS in
anticipation of or in the adjudication of a EEO
complaint.

AC = As applicable, decision that a lawsuit will
not be filed against TRS or its trustees or
employees on a matter; dismissal of a lawsuit for
want of prosecution with prejudice or on motion
of the plaintiff to dismiss lawsuit with prejudice;
or final decision of a court (or of a court on
appeal, if applicable) in a lawsuit.

Records may contain both public and
confidential information (e.g., Tex. Gov't Code
88 553.024, 552.101, 552.102, 552.117, and
552.130; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; Tex. Gov’t Code 552.147;
42 U.S.C. 405(c)(2)(C)(viii) {regarding Social
Security numbers}; and the Americans with
Disabilities Act of 1990, 42 U.S.C. § 12101 et
seg. and 29 CFR 1630.14(b)(1) and (c)(1).)
Archival code removed per Archival Review

August 2002.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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11.
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ONLY
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1.1.048 LEGO015 Adjudicative Hearing Files AC+1 AC+1

Records created by or on behalf of an agency in
anticipation of or in the adjudication of a
contested case pursuant to APTRA.

AC= As applicable, determination that legal
reasons for maintaining records no longer exist
[e.g., determination that 29 U.S.C. § 1059 has
been satisfied; expiration of statutes of
limitations; decision not to file a lawsuit or
decision that a lawsuit will not be filed against
TRS 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 court on appeal,
if applicable) in a lawsuit]. Records may contain
both confidential and public information (e.g.,
Tex. Gov't Code § 825.507).

CAUTION: If records affect member benefits,
records should be imaged as part of member's

1.1.048 LEGO016 Litigation Files AC+1 AC+1

Records created by or on behalf of an agency in
anticipation of or in the adjudication of a
lawsuit.

AC = As applicable, determination that legal
reasons for maintaining records no longer exist
[e.g., determination that 29 U.S.C. § 1059 has
been satisfied; expiration of statutes of
limitations; decision not to file a lawsuit or
decision that a lawsuit will not be filed against
TRS 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 court on appeal,
if applicable) in a lawsuit]. Records may contain
both confidential and public information (e.g.,
Tex. Gov't Code § 825.507).

CAUTION: If records affect member benefits,
records should be imaged as part of member's

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset
AV - Administratively Valuable FE - Fiscal Year End MO- Months

ARCHIVAL CODES (For Field 8)

PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE Amend.
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1.1.053 LEGO018 Registration Forms AC+3MO AC+3MO . ] .
AC = Report filed with the Texas Ethics
Forms or similar records used to register persons Commission.
appearing before state agencies as required by
Chapter 2004, Government Code, including
quarterly reports filed with the Texas Ethics
Commission.
1.1.055 RMO015 Strategic Plans - Agenc AC+6 AC+6
9 gency AC = September 1 of odd-numbered calendar
Information resources and operational strategic years. 4
plans ARCHIVES NOTE: The archival requirement is

prepared in accordance with Texas Gov Code §8§

2054.095, 2056.002.

met by sending the required copies of the plans
to the Texas State Publications Depository
Program, Texas State Library and Archives

Commission.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

A - Transfer to State Archives
R - Review by State Archivist
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Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
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1.1.057 ACTO11 Transitory Information AC AC AC = Purpose of record has been fulfilled. 5
Records of temporary usefulness that are not an Records may contain both confidential and
integral part of a records series of an agency, public information (e.g., Tex. Gov't Code
that are not regularly filed within an agency's 8825.507; Tex. Occ. Code Title 3, Subtitle B,
recordkeeping system, and that are required only Medical Practice Act; and Health Insurance
for a limited period of time for the completion of Portability and Accountability Act of 1996
an action by an official or employee of the (Public Law 104-191) and 45 C.F.R. Parts 160
agency or in the preparation of an on-going and 164).
records series. CAUTION: Records management officers should
Transitory records are not essential to the use caution in assigning this records series item
fulfillment of statutory obligations or to the number to records of an agency to make certain
documentation of agency functions. Examples of they are not part of another records
transitory which can be recorded on any series listed in this schedule or, for records series
medium, (voice mail, fax, email, hard copy, etc.) unigue to an agency, are not part of a records
are routine messages; telephone message series that documents the fulfillment of the
notifications; internal meeting notices; routing statutory obligations of the agency or the
slips; incoming letters or memoranda of documentation of its functions.
transmittal that add nothing of substance to The disposal of transitory information need not
enclosures; and similar routine information used be documented through destruction sign-offs
for communication, but not for the (1.2.001) or in records disposition logs (1.2.010),
documentation, of a specific agency transaction. but agencies should establish procedures
governing disposal of these records as part of its
records management plan (1.2.014).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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1.1.057 BACO008 Transitory Information AC AC
y AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an Records may contain both confidential and
integral part of a records series of an agency, public information. (e.g., Tex. Gov't Code
that are not regularly filed within an agency's 8825.507).
recordkeeping system, and that are required only CAUTION: Records management officers should A7

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 on-going
records series.

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

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
unigue 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.

The disposal of transitory information need not
be documented through destruction
authorizations (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).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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1.1.057 BCO007 Transitory Information AC AC
y AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an Records may contain both confidential and
integral part of a records series of an agency, public information (e.g., Tex. Gov't Code
that are not regularly filed within an agency's 8825.507). A7

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 on-going
records series.

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

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
unigue 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. The disposal of
transitory information need not be documented
through destruction authorizations (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).

RETENTION CODES (For Field 7)

CE-
FE -

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist

PM - Permanent
US - Until Superseded
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1.1.057 BPR002 Transitory Information AC AC
y AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an Records may contain both confidential and
integral part of a records series of an agency, public information (e.g., Tex. Gov't Code A7

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 on-going
records series.

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

825.507; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act). 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. The disposal of transitory
information need not

be documented through destruction
authorizations (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).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

A -
R -

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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1.1.057 CFO004 Transitory Information AC AC
y AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an Records may contain confidential and public
integral part of a records series of an agency, information (e.g., Tex. Gov't Code § 825.507), A7

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 on-going
records series.

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

but not all General Accounting teams have these
records.

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. 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).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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1.1.057 COMO007  Transitory Information AC AC
y AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an CAUTION: Records management officers should
integral part of a records series of an agency, use caution in assigning this records series item A7

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 on-going records series.
Transitory records are not essential to the
fulfillment

of statutory obligations or to the documentation
of agency functions. Examples of transitory
which can be recorded on any medium, (voice
mail, fax, email, hard copy, etc) are routine
messages; telephone message notifications;
internal meeting notices; routing slips; incoming
letters or memoranda of

transmittal that add nothing of substance to
enclosures; and similar routine information used
for communication, but not for the
documentation, of a

specific agency transaction.

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
unigue 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. 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).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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1.1.057 DDO006 Transitory Information AC AC
y AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an Records may contain both confidential and
integral part of a records series of an agency, public information (e.g., Tex. Gov't Code A7

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 on-going
records series.

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

§825.507).

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
unigue 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. 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).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

A -
R -

PM - Permanent
US - Until Superseded




State of Texas

SLR 105

APPROVED:
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
amd ‘\n‘luu 1.
Commission Page 82 of 178
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.057 EXCO007 Transitory Information AC AC
y AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an Records may contain both confidential and
integral part of a records series of an agency, public information (e.g., Tex. Gov't Code A7

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 on-going
records series.

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

§825.507).

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
unigue 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.

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).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas

SLR 105

APPROVED:
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amd ‘\n‘luu 1.
Commission Page 83 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.057 GOVO006 Transitory Information AC AC
y AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an Records may contain both confidential and A7

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 on-going
records series.

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

public information (e.g., Tex. Gov't Code
§825.507).

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
unigue 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.

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).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas
Records Retention Schedule

amnd Archives

APPROVED: SLR 105

Form SLR 105C must
accompany this form.

1.
Page 84 of 178

Commissson
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.057 HRS028 Transitory Information AC AC AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an CAUTION: Records management officers should
integral part of a records series of an agency, use caution in assigning this records series item A7
that are not regularly filed within an agency's number to records of an agency to make certain
recordkeeping system, and that are required only they are not part of another records
for a limited period of time for the completion of series listed in this schedule or, for records series
an action by an official or employee of the unique to an agency, are not part of a records
agency or in the preparation of an on-going series that documents the fulfillment of the
records series. statutory obligations of the agency or the
Transitory records are not essential to the documentation of its functions.
fulfillment of statutory obligations or to the The disposal of transitory information need not
documentation of agency functions. Examples be documented through destruction sign-offs
of transitory which can be recorded on any (1.2.001) or in records disposition logs (1.2.010),
medium, (voice mail, fax, email, hard copy, etc.) but agencies should establish procedures
are routine messages; telephone message governing disposal of these records as part of its
notifications; internal meeting notices; routing records management plan (1.2.014).
slips; incoming letters or memoranda of
transmittal that add nothing of substance to
enclosures; and similar routine information used
communication, but not for the documentation,
of a
specific agency transaction.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
ad ‘\n‘luu 1.
Commission Page 85 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.057 1AU008 Transitory Informations AC AC
y AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an Records may contain both public and
integral part of a records series of an agency, A7

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 on-going
records series.

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

confidential information (e.g., Tex. Gov't Code
§825.507).

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
unigue 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. 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).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

A -
R -

PM - Permanent
US - Until Superseded




State of Texas
Records Retention Schedule

amnd Archives

APPROVED: SLR 105

Form SLR 105C must
accompany this form.

1.
Page 86 of 178

Commissson
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.057 IMDO004 Transitory Information AC AC AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an Records may contain both confidential and
integral part of a records series of an agency, public information (e.g., Tex. Gov't Code A7
that are not regularly filed within an agency's 8825.507; Tex. Occ. Code Title 3, Subtitle B,
recordkeeping system, and that are required only Medical Practice Act; and Health Insurance
for a limited period of time for the completion of Portability and Accountability Act of 1996
an action by an official or employee of the (Public Law 104-191) and 45 C.F.R. Parts 160
agency or in the preparation of an on-going and 164).
records series. CAUTION: Records management officers should
Transitory records are not essential to the use caution in assigning this records series item
fulfillment of statutory obligations or to the number to records of an agency to make certain
documentation of agency functions. Examples they are not part of another records series listed
of transitory which can be recorded on any in this schedule or, for records series unique to
medium, (voice mail, fax, email, hard copy, etc.) an agency, are not part of a records series that
are routine messages; telephone message documents the fulfillment of the statutory
notifications; internal meeting notices; routing obligations of the agency or the documentation
slips; incoming letters or memoranda of of its functions. The disposal of transitory
transmittal that add nothing of substance to information need not be documented through
enclosures; and similar routine information used destruction sign-offs (1.2.001) or in records
for communication, but not for the disposition logs (1.2.010), but agencies should
documentation, of a specific agency transaction. establish procedures governing disposal of these
records as part of its records management plan
(1.2.014).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amd ‘\n‘luu 1.
Commission Page 87 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.057 1T022 Transitory Information AC AC
y AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an Records may contain confidential and public
integral part of a records series of an agency, information (Tex. Gov't Code § 825.507). A7

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 on-going
records series.

Transitory records are not essential to the
fulfillment of statutory obligations or to the
documentation of agency functions. Examples
of transitory which can be recorded on any
medium, (voice mail, fax, email, hard copy, etc.)
are routine messages; telephone message
notifications; internal meeting notices; routing
slips; incoming letters or memoranda of
transmittal that add nothing of substance to
enclosures; and similar routine information used
for communication, but not for the
documentation, of a

specific agency transaction.

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
unigue 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.

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).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

A -
R -

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amd ‘\n‘luu 1.
Commission Page 88 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.057 LEG020 Transitory Information AC AC
y AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an Records may contain both confidential and
integral part of a records series of an agency, public information (e.g. Texas Gov't Code A7

that are not regularly filed within an agency's
recordkeeping system, and that are required only
for a limited period of time for the ompletion of
an action by an official or employee of the
agency or in the preparation of an on-going
records series.

Transitory records are not essential to the
fulfillment of statutory obligations or to the
documentation of agency functions. Examples
of transitory which can be recorded on any
medium, (voice mail, fax, email, hard copy, etc.)
are routine messages; telephone message
notifications; internal meeting notices; routing
slips; incoming letters or memoranda of
transmittal that add nothing of substance to
enclosures; and similar routine information used
for communication, but not for the
documentation, of a

specific agency transaction.

825.507).

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
unigue 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.

Per 13 TAC 6.10, the disposal of transitory
information need not be documented through
destruction sign-offs or in records disposition
logs , but agencies should establish procedures
governing disposal of these records as part of its
records management plan.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist

PM - Permanent
US - Until Superseded




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
ad ‘\n‘luu 1.
Commission Page 89 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.057 MDS022 Transitory Information AC AC
y AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an Records may contain both confidential and A7

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 on-going
records series.

Transitory records are not essential to the
fulfillment of statutory obligations or to the
documentation of agency functions. Examples of
transitory which can be recorded on any
medium, (voice mail, fax, email, hard copy, etc.)
are routine messages; telephone message
notifications; internal meeting notices; routing
slips; incoming letters or memoranda of
transmittal that add nothing of substance to
enclosures; and similar routine information used
for communication, but not for the
documentation, of a

specific agency transaction.

public information (e.g., Tex. Gov't Code
825.507).

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
unigue 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. The disposal of
transitory information need not

be documented through destruction
authorizations (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).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist

PM - Permanent
US - Until Superseded




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
(a.xv.l Archives L Page 90 of 178
Oannssson
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.057 OP1008 Transitory Information AC AC AC = Purpose of record has been fulfilled. 5
Records of temporary usefulness that are not an Records may contain both confidential and
integral part of a records series of an agency, public information (e.g., Tex. Gov't Code
that are not regularly filed within an agency's 8825.507; Tex. Occ. Code Title 3, Subtitle B,
recordkeeping system, and that are required only Medical Practice Act).
for a limited period of time for the completion of CAUTION: Records management officers should
an action by an official or employee of the use caution in assigning this records series item
agency or in the preparation of an on-going number to records of an agency to make certain
records series. they are not part of another records
Transitory records are not essential to the series listed in this schedule or, for records series
fulfillment of statutory obligations or to the unique to an agency, are not part of a records
documentation of agency functions. Examples series that documents the fulfillment of the
of transitory which can be recorded on any statutory obligations of the agency or the
medium, (voice mail, fax, email, hard copy, etc.) documentation of its functions. The disposal of
are routine messages; telephone message transitory information need not
notifications; internal meeting notices; routing be documented through destruction sign-offs
slips; incoming letters or memoranda of (1.2.001) or in records disposition logs (1.2.010),
transmittal that add nothing of substance to but agencies should establish procedures
enclosures; and similar routine information used governing disposal of these records as part of its
for communication, but not for the records management plan (1.2.014).
documentation, of a specific agency transaction.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
and Archives 1
Commission Page 91 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
Item Numb: Number
em Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.057 RMO017 Transitory Information AC AC
y AC= Purpose of the record has been fulfilled.
Records of temporary usefulness that are not an Records may contain both confidential and 4
integral part of a records series of an agency, public information (e.g., Tex Gov. Code § A7

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 an
agency, or in the preparation of an on-going
series. Transitory records are not essential to the
fulfillment of statutory obligations, or to the
documentation of agency functions. Examples
of transitory (which can be recorded on any
medium: voice mail, fax, e-mail, hard copy, etc.)
are routine messages, telephone message
notifications, internal meeting notices, routing
slips, incoming letters or memoranda of
transmittal that add nothing of substance to
enclosures; and similar routine information used
for communication, but not for the
documentation of a specific agency transaction.

825.507; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; and Health Insurance
Portability and Accountability Act of 1996
(Public Law 104-191) and 45 CFR, Parts 160
and 164). 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, or, are not
part of a record series that documents the
fulfillment of the statutory obligations of the
agency, or, the documentation of its functions.
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
a part of its records management plan (1.2.014).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas
Records Retention Schedule

amnd Archives

APPROVED: SLR 105

Form SLR 105C must
accompany this form.

1.
Page 92 of 178

Commissson
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.057 STS005 Transitory Information AC AC AC = Purpose of record has been fulfilled.
Records of temporary usefulness that are not an CAUTION: Records management officers should A7
integral part of a records series of an agency, use caution in assigning this records series item
that are not regularly filed within an agency's number to records of an agency to make certain
recordkeeping system, and that are required only they are not part of another records
for a limited period of time for the completion series listed in this schedule or, for records series
of an action by an official or employee of the unique to an agency, are not part of a records
agency or in the preparation of an on-going series that documents the fulfillment of the
records series. statutory obligations of the agency or the
Transitory records are not essential to the documentation of its functions.
fulfillment of statutory obligations or to the The disposal of transitory information need not
documentation of agency functions. Examples of be documented through destruction sign-offs
transitory which can be recorded on any (1.2.001) or in records disposition logs (1.2.010),
medium, (voice mail, fax, email, hard copy, etc.) but agencies should establish procedures
are routine messages; telephone message governing disposal of these records as part of its
notifications; internal meeting notices; routing records management plan (1.2.014).
slips; incoming letters or memoranda of
transmittal that add nothing of substance to
enclosures; and similar routine information used
for communication but not for the
documentation, of a specific agency transaction.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
ad ‘\n‘luu 1.
Commission Page 93 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.057 TCAO012 Transitory Information AC AC
y AC= Purpose of record has been fulfilled. )

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 on-going
records series.

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

Records may contain both confidential and
public information (e.g., Tex. Ins. Code
81575.456; Tex. Gov't Code 8825.507; Tex.
Occ. Code Title 3, Subtitle B, Medical Practice
Act; and Health Insurance Portability and
Accountability Act of 1996 (Public Law 104-
191) and 45 C.F.R. Parts 160 and 164).
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
unigue 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.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist

PM - Permanent
US - Until Superseded




State of Texas APPROVED: SLR 105
H Form SLR 105C must
Records Retention Schedule Feromany e form.
ad Archives 1.
Commission Page 94 of 178
2.A0ency ‘ 3. Ageney Teacher Retirement System of Texas
323
4, 5, 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.058 BPR004.1 Minutes of the TRS Medical Board PM PM

Official agenda and minutes of state boards,
committees, commissions, and councils that
conduct open meetings as required by
Government Code, Chapter 551.

Agency retains permanent record copy. The
archival requirement will be met by sending a
copy to the Archives and Information Services
Division, Texas State Library and Archives
Commission.

Records may contain both confidential and
public information (e.g., Tex. Gov't Code
825.507; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act). Records may contain
information pertaining to disability retirees
(Health Insurance Portability and Accountability
Act of 1996 (Public Law 104-191) and 45 C.F.R.
Parts 160 and 164).

CAUTION: This records series and item numbers
1.1.059, 1.1.060, 1.1.061, and 1.1.062

must be used for those state boards, committees,
commissions, and councils, which by law or the
biennial Appropriations Act, are administered by
another state agency. These records and all
others related to the functions of any of these
dependent entities must be included in the
records retention schedule of the administering

agency.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)

AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Feromany e form.
amnd Archives 1.
Commission Page 95 of 178
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Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.058 1AU015 Internal Audit Committee Meeting Agenda PM PM A

and Minutes

Official agenda and minutes of TRS Internal
Audit Committee open meetings as required by
Government Code, Chapter 551, along with any
supporting documentation that is made a part of
the minutes.

ARCHIVAL NOTE: TRS retains the permanent
record copy. The archival requirement will be
met by sending a copy to the Archives and
Information Services Division, Texas State
Library and Archives Commission.

CAUTION: This record series and item numbers
1.1.059, 1.1.060, 1.1.061, and 1.1.062 must be
used for those state boards, commissions, and
councils, which by law or the biennial
Appropriations Act, are administered by another
state agency. These records and all other related
to the functions of any of these dependent
entities must be included in the records retention
schedule of the administering agency. (See
Retiree Advisory Committee minutes Agency
Item Number TCA032; Credentialing Committee
minutes Agency ltem Number TCA033; and
Medical Board Agency Item Number BPR041).

RETENTION CODES (For Field 7)

CE-
FE -

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist

PM - Permanent
US - Until Superseded




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
Arc 1.
iy Page 96 of 178
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Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.058 LEGO021 Meeting Agenda and Minutes PM PM .
NOTE: The Legal Services Department
Official agenda and minutes of state boards, maintains the record copy of all supporting
committees, commissions, and councils that documents submitted to the TRS Board
conduct open meetings as required by Secretary. Some minutes prior to 2000 have
Government Code, Chapter 551, along with any content and attachments containing confidential
supporting documentation that is made a part of information, which cannot be released (e.g.
the minutes, including, but not limited to, the Texas Gov’t Code § 825.507).
documents submitted to the Legislative
Reference Library in accordance with ARCHIVAL NOTE: TRS retains the permanent
Government Code Ch. 324 or 13 TAC 3.1. record copy. The archival requirement will be
met by sending a copy to the Archives and
Information Services Division, Texas State
Library and Archives Commission.
(See Retiree Advisory Committee minutes
Agency Iltem Number TCA032; Credentialing
Committee minutes Agency ltem Number
TCAO033; and Medical Board Agency Item
Number BPR041.)
1.1.058 TCAO032 Meeting Agenda and Minutes of TRS-Care PM PM .
Committees Agency retains permanent record copy. The 2

Official agenda and minutes of committees that
conduct open meetings as required by
Government Code, Chapter 551. Includes
Retiree Advisory Committee.

archival requirement will be met by sending a
copy to the Archives and Information Services
Division, Texas State Library and Archives
Commission.

RETENTION CODES (For Field 7)

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

CE-

AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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RETENTION PERIOD Archival

Agency Storage Total

10. 11.
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TSLAC

NLY

Amend.

Remarks 106 No.

No.

1.1.059 ACTO023 TRS-ActiveCare Appeals Committee

PM PM

See guidelines in 29 U.S.C. § 1059. Records may 2

contain both confidential and public

information (e.g., Tex. Gov't Code §825.507;
Tex. Occ. Code Title 3, Subtitle B, Medical
Practice Act; and Health Insurance Portability
and Accountability Act of 1996 (Public Law 104-
191) and 45 C.F.R. Parts 160 and 164).

1.1.059 LEG022 Meetings, Certified Agendas or Tape

Recordings of Closed

Certified agendas or tape recordings of closed
meetings of state boards, commissions,
committees, and councils.

AC+2 AC+2

AC = Date of the meeting or completion of
pending action involving the meeting, whichever
is later.

Government Code, § 551.104(a). SEE caution
comment at ITEM number 1.1.058. Records may
contain both confidential and public information
[e.g., Texas Gov’t Code §§ 551.146 and
551.104(c)]. The proceedings of all meetings of
state boards, committees, commissions, and
councils must be reduced to writing but for those
exempted by the Open Meetings Act §
551.103(a) relating to private

consultation under § 551.071.

1.1.059 TCAO033 Minutes of Meetings of Credentialing

Committee
Not subject to the Open Meetings Act.

AC+2 AC+2

AC = The date of the meeting or completion of )

pending action involving the meeting, whichever
is later.

Records may contain both confidential and
public information (e.g., Tex. Ins. Code
§1575.358).

RETENTION CODES (For Field 7)

CE-
FE -

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

LA - Life of Asset
MO- Months

Calendar Year End
Fiscal Year End

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

A -
R -

PM - Permanent
US - Until Superseded




State of Texas

SLR 105

APPROVED:
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
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Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.060 LEGO023 Electronic Medium or Recordings of Open AC+90Day AC+90Day . . .
Meetings AC = Official approva_l of written minutes of the
meeting by the governing body of an agency.
Audio or videotapes of open meetings of state CAUTION: Minutes of state agencies are
boards, commissions, committees, and councils. permanent records. Audio and videotapes are not
permanent media. State agencies may not retain
audio or videotapes of the meetings of
governing bodies in lieu of written minutes. The
proceeding of all meetings of state boards,
committees, commissions, and councils must be
reduced to writing but for those exempted by the
Open Meetings Act §551.103(a) relating to
private consultation under §551.071.
1.1.061 BPR004.2 Meeting - Notes from TRS Medical Board 6 6 . . .
Records may contain both confidential and
Notes taken during open meetings and closed public information (e.g., Tex. Gov't Code
sessions of TRS Medical Board from which 825.507; Tex. Occ. Code Title 3, Subtitle B,
written minutes or certified agendas are Medical Practice Act). Records may contain
prepared. information pertaining to disability retirees
(Health Insurance Portability and Accountability
Act of 1996 (Public Law 104-191) and 45 C.F.R.
Parts 160 and 164).
1.1.061 CBO004 Meetings - Supporting Documentation AV AV

Supporting documentation for Benefit Services
agenda items.

See guidelines in 29 U.S.C. § 1059. Records may

contain both confidential and public
information (e.g., Texas Government Code
§825.507; Texas Occ. Code Title 3, Subtitle B,
Medical Practice Act).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

A -
R -

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.061 1AU009 Audit Committee Meeting - Notes AC+90Day AC+90Day .
AC = Approval of the formal minutes by the
Notes taken during open meetings of state governing body.
boards, commissions, committees, and councils
from which written minutes are prepared.
1.1.061 IMDO005 Meeting - Notes AC+90Da AC+90Da .
g B y AC = Approval of the formal minutes by the
Notes taken during open meetings of the state governing body. SEE caution comment at item
boards, commissions, committees, and councils number 1.1.058.
from which written minutes are prepared. Does Records may contain both confidential and
not include personal notes. public information (e.g., ORD-593; Tex. Gov't
Code 8§ 552.101, 552.104 and 552.110.)
Records in this classification may include
information deemed confidential by law,
including statues, judicial decisions, the state
constitution, or information otherwise excepted
from disclosure under Chapter 552, Gov't Code,
including section 552.143.
1.1.061 LEGO024 Meeting - Notes AC+90Day AC+90Day .
AC = Approval of the formal minutes by the
Notes taken during open meetings of state governing body.
boards, commissions, committees, and councils
from which written minutes are prepared.
1.1.061 LEGO055 Investment Transactions - Real Estate - AC+90Day AC+90Day

Meeting Notes

AC= Approval of the formal minutes by the
governing body. Records may contain both
confidential and public information [e.g. ORD-
593 (1991); Texas Gov't Code 552.104 and
552.305].

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-

FE - Fiscal Year End

Calendar Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
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ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.062 DDO11 TRS Meetings - Supporting Documentation - AC+2 AC+2 A L
General AC= Determination that legal reasons for
maintaining records no longer exist. Documents
Documents submitted at or for meetings of the in this record series are not to be A8
board of trustees and committees, including incorporated into minutes. See LEG021 (Meeting
exhibit items, documentation for agenda items, Agenda and Minutes). The Legal Services
etc. Includes documents sent in advance of Department maintains the record copy of all
meetings for briefing purposes, some of which supporting documents for a Board or
may not be submitted an actual meeting. committee meeting submitted to the TRS Board
Excludes supporting documentation of the Secretary for retention.
Retiree Advisory Committee and the Medical
Board.
1.1.062 EXCO008 Meetings - Supporting Documentation - AC+2 AC+2 A

General

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

AC = Determination that legal reasons for
maintaining records no longer exist (e.g., Tex.
Const. art. XVI 867). Records may contain both
confidential and public information [e.g., Tex.
Gov't Code 8§ 825.507, 552.103, 552.107,
552.111; ORD-593 (1991)]. Documents in this
record series are not to be incorporated into
minutes. See LEG021 (Meeting Agenda and
Minutes). The Legal Services Department
maintains the record copy of all supporting
documents for a Board or committee meeting
submitted to the TRS Board Secretary for
retention.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
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ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.062 1AU010 Audit Committee Meetings - Supporting AC+2 AC+2 .
Documentation AC = Determination that legal reasons for
) _ maintaining records no longer exist (e.g., Texas A9
Documents supm_ltted at mee_tmgs of state ) Const. art XVI § 67). Documents in this record
boards, commissions, committees, and councils series are not to be incorporated into minutes.
including exhibit items, documentation for
agenda items, etc. Includes documents sent in
advance of meetings for briefing purposes, some
of which may not be submitted at an actual
meeting.
1.1.062 IMDO006 Meetings - Supporting Documentation AC+5 AC+5

Documents submitted at or for meetings of state
boards, commissions, committees, and councils
including exhibit items, documentation for
agenda items, etc. Includes documents sent in
advance of meetings for briefing purposes, some

of which may not be submitted at actual meeting.

AC = Determination that legal reasons for
maintaining records no longer exist (e.g., Texas
Constitution Article XVI § 67).

SEE caution comment at item number 1.1.058.
Records may contain both confidential and
public information (e.g., ORD-593; Tex. Gov't
Code §8552.101, 552.104 and 552.110).
Documents in this record series would not be
incorporated into minutes.

See LEG021 (Meeting Agenda and Minutes).
The Legal Services Department maintains the
record copy of all supporting documents for a
Board or committee meeting submitted to the
TRS Board Secretary for retention.

RETENTION CODES (For Field 7)

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

CE-

AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.062 LEGO025 TRS Meetings - Supporting Documentation - AC+2 AC+2 o
General AC = Determination that legal reasons for
maintaining records no longer exist (e.g. Texas
Documents submitted at or for meetings of the Const. art XVI § 67). Records may contain both
board of trustees and committees, including confidential and public information [e.g. Texas
exhibit items, documentation for agenda items, Gov't Code 825.507, 552.103, 552.107, 552.111;
etc. Includes documents sent in advance of ORD-593 (1991)].
meetings for briefing purposes, some of which Documents in this record series are not to be
may not be subml_tted for an actu_al meeting. incorporated into minutes. See LEG021 -
Excludes supporting documentation of the Meeting Agenda and Minutes. The Legal
Retiree Advisory Committee and the Medical Services Department maintains the record copy
Board. of all supporting documents for Board or
committee meeting submitted to the TRS Board
Secretary for retention.
1.1.062 RMO011 Meetings - Supporting Documentation AC+2 AC+2

General, includes Board meeting material

AC = Determination that legal reasons for
maintaining records no longer exists (e.g., Texas 4
Const. art. XV1 867). Records may contain both
confidential and public information (e.g., Tex
Gov. Code §§ 825.507, 552.103, 552.107,
552.111; ORD-593 (1991)). Documents in this
record series are not to be incorporated into
minutes. See LEG 021 (Meeting Agenda and
Minutes). Legal Services maintains the record
copy of all supporting documents for a Board or
committee meeting submitted to the TRS Board
Secretary for retention.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

PM - Permanent A-
US - Until Superseded R-




State of Texas APPROVED: SLR 105
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Records Retention Schedule ecompany (s form,
amnd Archives 1.
Commissson Page 103 of 178
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Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.063 BPR003 Benefit Processing Staff Meeting Minutes PM PM s idelines in 29 U.S.C. § 1059
and Notes ee guidelines in S.C. 8§ .
Minutes or notes, and supporting documentation
of internal agency staff meetings for which
formal minutes are kept.
1.1.063 IMDO007 Staff Meeting Minutes and Notes 1 1 . ! .
Records may contain both confidential and
Minutes or notes, and supporting public information (e.g., ORD-593; Tex. Gov't
documentation, taken at internal agency staff Code §§ 552.101, 552.104, 552.110, and
meetings. Does not include personal notes. 552.111).
1.1.063 LEG027 Staff Meeting Minutes and Notes 1 1
Minutes or notes, and supporting documentation
taken at internal agency staff meetings.
1.1.063 MDS025 Staff Meeting Minutes and Notes 1 1 . ) .
Records may contain both confidential and 1
Minutes and notes, and supporting public information (e.g., Tex Gov't Code
documentation taken at internal agency staff 825.507).
meetings.
1.1.063 RMO001 Staff Meeting Minutes & Notes - Internal FE+3 FE+3
Risk Oversight Committee
4

Minutes or notes, and supporting documentation
taken at internal agency staff meetings.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
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Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE % Amend.
Agency Storage Total Remarks 106 No. No.
1.1.064 ACTO013 Agency Performance Measures FE+7 FE+7 . .
CAUTION: The FE + 7 retention period 2
Any records of an agency needed for the overrides any shorter retention period for a
documentation of output, outcome, efficiency, records series in this schedule if the records
and explanatory measures in an agency's series is needed for documentation of agency
appropriations request or strategic plan, and for performance measures. (NOTE: This record
performance measures used to manage the series includes the
agency. documentation used to compile the reports listed
in the ACTO016.)
1.1.064 BCOO012 Agency Performance Measures FE+7 FE+7
gency - CAUTION: The FE + 7 retention period
Documentation . : .
overrides any shorter retention period for a
Any records of an agency needed for the records series in this schedule if the records
documentation of output, outcome, efficiency, series is needed for documentation of agency
and explanatory measures in an agency's performance measures.
appropriations request or strategic plan, and for
performance measures used to manage the
agency.
1.1.064 BPRO16 Agency Performance Measures FE+7 FE+7

Documentation

Any records of an agency needed for the
documentation of output, outcome, efficiency,
and

explanatory measures in an agency's
appropriations request or strategic plan, and for
performance measures used to manage the
agency.

CAUTION: The FE + 7 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.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

PM - Permanent A-
US - Until Superseded R-
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Commissson Page 105 of 178
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4, 5, 7. 8. 10. 11. TSLAC
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ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.064 CFO010 Agency Performance Measures FE+7 FE+7
gency : CAUTION: The FE + 7 retention period
Documentation . : . 3
overrides any shorter retention period for a
Any records_ of an agency needed for the_ records series in this schedule if the records
documentation of output, outcome, efficiency, series is needed for documentation of agency
and explanatory measures in an agency's performance measures.
appropriations request or strategic plan, and for
performance measures used to manage the
agency.
1.1.064 17028 Agency Performance Measures FE+7 FE+7 . .
gency . CAUTION: The FE + 7 retention period
Documentation . : .
overrides any shorter retention period for a
Any records of an agency needed for the records series in this schedule if the records
documentation of output, outcome, efficiency, series is needed for documentation of agency
and explanatory measures in an agency's performance measures.
appropriations request or strategic plan, and for
performance measures used to manage the
agency.
1.1.064 TCAO015 Agency Performance Measures FE+7 FE+7 . .
gency . CAUTION: The FE + 7 retention period
Documentation . . .
overrides any shorter retention period for a
Any records of an agency needed for the records series in this schedule if the records
documentation of output, outcome, efficiency, series is needed for documentation of agency 2
and explanatory measures in an agency's performance measures.
appropriations request or strategic plan, and for (NOTE: This record series includes the
performance measures used to manage the documentation used to compile the reports listed
agency. in the next record series.)
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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1.1.065 ACTO015 Reports and Studies (Non-Fiscal) - Raw Data AV AV .
CAUTION: Does not include source
Information or data collected and compiled for documentation used for information or data 2
the purpose of producing non-fiscal reports. included in or directly related to another records
series in this schedule. See especially item
number 1.1.064.
1.1.065 HRS030 Reports and Studies (Non-Fiscal) - Raw Data 3 3 .
CAUTION: Does not include source
Information or data collected and compiled for documentation used for information or data
the purpose of producing non-fiscal reports. included in or directly related to another records
series in this schedule.
1.1.065 1AUO11 Reports and Studies (Non-Fiscal) - Raw Data AV AV

Information or data collected and compiled for
the purpose of producing non-fiscal reports.

Data collected regarding agency soft dollars,
investments, staffing, group insurance
programs,etc. as background for audits.

(NOTE: 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 - Agency Performance Measures
Documentation).

A9

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

PM - Permanent A-
US - Until Superseded R-
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1.1.065 1T004 Reports and Studies (Non-Fiscal) - Working AV AV
Papers
Information or data collected and compiled for
the purpose of producing non-fiscal reports.
Includes materials not incorporated into final
reports or studies such as the Disaster Recovery
Plan, Biennial Operating Plan, etc.
1.1.065 1T005 Progress Reports - Department AV AV
Information or data collected and compiled for
the purpose of producing non-fiscal reports.
Includes division-level weekly progress reports,
aggregated into weekly progress reports to
Executive Director.
1.1.065 LEG029 Reports and Studies (Non-Fiscal) - Raw Data AV AV .
CAUTION: Does not include source
Information or data collected and compiled for documentation used for information or data
the purpose of producing non-fiscal reports. included in or directly related to another records
series in this schedule.
1.1.065 MDS008 Imaging - MDS Production Data AV AV 1

Information or data collected regarding Imaging
System task activities.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE Amend.
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1.1.065 RMO013 Reports and Studies (Non-Fiscal) Raw Data AV AV
Data collected as background for status reports,
Information or data collected and compiled for risk assessments, etc. 4
the purpose of producing non-fiscal reports. NOTE: 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 -
Agency Performance Measures documentation.
1.1.065 TCAO017 Reports and Studies (Non-Fiscal) - Raw Data AV AV .
CAUTION: Does not include source
Information or data collected and compiled for documentation used for information or data
the purpose of producing non-fiscal reports. included in or directly related to another records 2
series in this schedule. See especially item
number 1.1.064.
1.1.066 CFO013 Reports - Quarterly, Biennial, or Annual AC+6 AC+6 A
Aggncy Q y AC= September 1 of odd-numbered calendar
years.
Reports to the governor and legislature as ARCHIVES NOTE: The archival requirement is
required by an agency's enabling statutes, met by sending the required copies of the reports
including annual reports if they are required by to the Texas State A8

statute.
Includes, but not limited to, the Annual Estimate
of TRS-Care Contribution.

Publications Depository Program, Texas State
Library and Archives Commission.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded R-

A -

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE Amend.
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1.1.066 HBF001 TRS-Special Projects Biennial and Annual
Reports AC=September 1 of odd-numbered years.
o ) NOTE: The archival requirement (only for the 2
Ble_nnlal narrative rep_orts to the governor and reports)is met by sending the required copies of
legislature or appropriate state agency as the reports to the Texas State Publications
required by an agency's enabling statutes, Depository Program, Texas State Library &
including annual narrative reports if they are Archives Commission.
required by statute. Includes, but is not limited
to, the Certification Report and Comparability
Study and supporting documentation.
1.1.066 1T006 Biennial Operating Plan
P g AC = September 1 of odd-numbered calendar
Biennial narrative reports to the governor and years.
legislature as required by an agency's enabling The archival requirement is met by sending the
statutes, including annual narrative reports and required copies of the reports to the Texas State
spreadsheets of cost projections if they are Publications Depository Program, Texas State
required by statute. Also includes work papers Library and Archives Commission.
to prepare the reports.
1.1.066 LEG028 Reports - Biennial or Annual Agency

(Narrative)

Biennial narrative reports to the governor and
legislature as required by an agency's enabling
statutes, including annual narrative reports if
they are required by statute.

AC = September 1 of odd-numbered calendar
years. The archival requirement is met by
sending the required copies of the reports to the
Texas State Publications Depository Program,
Texas State Library and Archives Commission.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

ARCHIVAL CODES (For Field 8)

PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist
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g TCTRS-Care Biennial and Annual Reports AC+6 AC+6
1.1.066 TCA0L3 are sienniat an P AC= September 1 of odd-numbered calendar 2
Biennial narrative reports to the governor and years.
legislature or appropriate state agency as The archival requirement is met by sending the
required by an agency's enabling statutes, required copies of the reports to the Texas State
including annual narrative reports if they are Publications Depository Program, Texas State
required by statute. Includes Biennial and Library and Archives Commission.
Annual Status Reports, and District
Comparability Reports.
1. d Studies (Non-Fiscal 3 3 -
1.1.067 ACTO16 Reports and Studies (Non-Fiscal) ARCHIVES NOTE: For agencies that have had
Annual, sub-annual, or special reports or studies an archival appraisal, separate this records series 2
on non-fiscal aspects of an agency's programs, by each type of archival coding, A, R, or E. SEE
services, or projects compiled by agency page ix of the State Model for more information.
personnel, by advisory committees, or by
consultants under contract with an agency that
are not noted elsewhere in this schedule.
Includes reports distributed either internally or
to other entities.
A t tC ittee R ts AC+20 AC+20 . i
1.1.067 IMDO008 Investment Committee Repor AC = Committee meeting date.
Includes Investment Management Committee
(IMC), Internal Investment Committee (1IC), Records in this classification may include
Private Markets Committee of the Board information deemed confidential by law,
(PMCB), Alternative Assets Committee of the including statues, judicial decisions, the state
Board (AACB), and Real Estate Committee of constitution, or information otherwise excepted
the Board (RECB)" from disclosure under Chapter 552, Gov't Code.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE ' Amend.
Agency Storage Total Remarks 106 No. No.
1. t R ts and Studies (Non-Fiscal 3 3 R .
1.1.067 IMDO15 Investment Reports and Studies (Non ) ARCHIVES NOTE: For agencies that have had
Annual, sub-annual, or special reports or studies an archival appraisal, separate this records series
on non-fiscal aspects of an agency's program, by each type of archival coding, A, R, or E. SEE
services, or projects compiled by agency page ix of the State Model for more information.
personnel, by advisory committees, or by
consultants under contract with an agency that
are not noted elsewhere in this schedule.
Includes reports distributed either internally or
to other entities.
A, LE R n ies (Non-Fiscal 3 3 R .
1.1.067 G030 Reports and Studies (Non-Fiscal) ARCHIVES NOTE: For agencies that have had
Annual, sub-annual, or special reports or studies an archival appraisal, separate this records series
on non-fiscal aspects of an agency's programs, by each type of archival coding, A, R, or E.
services, or projects compiled by agency SEE page ix of the State Library's third edition of
personnel, by advisory committees, or by the model retention schedule for more
consultants under contract with an agency that information. Records may contain both
are not noted elsewhere in this schedule. confidential and public information (e.g., Texas
Includes reports distributed either internally or Government Code 8825.507; Texas Occ. Code
to other entities. Title 3, Subtitle B, Medical Practice Act).
Records are required to ascertain affects of
historical changes related to the core mission of
TRS.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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1.1.067 TCAO018 Reports and Studies (Non-Fiscal) 3 3 .
ARCHIVES NOTE: For agencies that have had 2
Annual, sub-annual, or special reports or studies an archival appraisal, separate this records series
on non-fiscal aspects of an agency's programs, by each type of archival coding, A, R, or E. SEE
services, or projects compiled by agency page ix for more information.
personnel, by advisory committees, or by
consultants under contract with an agency that
are not noted elsewhere in this schedule.
Includes reports distributed either internally or
to other entities.
1.1.068 ACTO014 Reports - Reports on Performance Measures AC+6 AC+6
P P AC = September 1 of odd-numbered calendar
Quarterly and annual reports on agency years. 2
performance measures submitted to the
executive and legislative budget offices.
1.1.068 CFOO011 Reports - Reports on Performance Measures AC+6 AC+6
AC= September 1 of odd-numbered calendar
Quarterly and annual reports on agency years. 3
performance measures submitted to the
executive and legislative budget offices.
1.1.068 IMD092 Reports -Reports on Performance Measures AC+6 AC+6
AC= September 1 of odd-numbered calendar
Quarterly and annual reports on agency years.
performance measures submitted to the
executive and legislative budget offices.
1.1.068 IMD093 Daily Performance - Derivatives Reports 5 5
Daily fund status and returns.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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1.1.068 TCAO016 Reports - Reports on Performance Measures AC+6 AC+6
AC= September 1 of odd-numbered calendar
Quarterly and annual reports on agency years. 2
performance measures submitted to the
executive and legislative budget offices.
Includes but not limited to the following reports:
Benefit Plan Statistics, Experience Summary,
Fund Projections, Network Savings, Quarterly
Utilization, Performance Measures, Year in
Review, etc.
1.1.069 ACTO017 Reports Activit 1 1 . o
P Y Records may contain both confidential and 2
Reports compiled by agency personnel on a public information (e.g., Tex. Gov't Code
daily or other periodic basis pertaining to 8825.507; Tex. Occ. Code Title 3, Subtitle B,
workload monitoring, task completion times, Medical Practice Act; and Health Insurance
number of public contacts, and similar activities. Portability and Accountability Act of 1996
(Public Law 104-191) and 45 C.F.R. Parts 160
and 164).
1.1.069 BCO008 Reports - Activi 1 1
P v Records may contain both confidential and
Reports compiled by agency personnel on a public information (e.g., Tex. Gov't Code
daily or other periodic basis pertaining to §825.507).
workload monitoring, task completion times,
number of public contacts, and similar activities.
1.1.069 IMDO009 Reports - Activi 1 1 .
P Y CAUTION: See item number 1.1.064
Reports compiled by agency personnel on a
daily or other periodic basis pertaining to
workload monitoring, task completion times,
number of public contacts, and similar activities.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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1.1.069 LEGO031 Reports - Activit 1 1
P y Records may contain both confidential and
Reports compiled by agency personnel on a public information (e.g. Texas gov't Code
daily or other periodic basis pertaining to 825.507).
workload monitoring, task completion times,
number of public contacts, and similar
acitivities.
1.1.069 STS006 Reports - Activity FE+1 FE+1
Reports compiled by agency personnel on a
daily or other periodic basis pertaining to
workload monitoring, task completion times,
number of public contacts, and similar
activities. Includes monthly and quarterly
reports on copier usage, printing jobs, incoming
/ outcoming mail, building tenant and
departmental services, etc.
1.1.069 TCAO019 Reports - Activi 1 1
P v Records may contain both confidential and
Reports compiled by agency personnel on a public information (e.g., Tex. Ins. Code
daily or other periodic basis pertaining to §1575.456; Tex. Gov't Code § 825.507; Tex. 2
workload monitoring, task completion times, Occ. Code Title 3, Subtitle B, Medical Practice
number of public contacts, and similar activities. Act; and Health Insurance Portability and
Accountability Act of 1996 (Public Law 104-
191) and 45 C.F.R. Parts 160 and 164).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.070 ACTO028 TRS-ActiveCare Policies and Procedures - PM PM .
Final SEE ALSO Agency Rules, Policies and
Procedures - Working Files, 1.1.071. See 2
Manuals, guidelines, administrative rules, or guidelines in 29 U.S.C. §1059.
similar records distributed internally for the use
of employees or externally to the public or those
individuals or entities regulated by an agency
that sets out the rules, policies, and procedures
that govern an agency's programs, services, or
projects.
1.1.070 BACO035 Benefit Accounting Internal Procedures - AC+3 AC+3 . o
Final AC = Completion or termination of program,
rules, policies, or procedures.
Manuals, guidelines, administrative procedures SEE ALSO Benefit Accounting Internal
or rulings, or similar records distributed Procedures - Working Files (BAC036, 1.1.071). A9
internally for the use of employees or externally
to the public or those individuals or entities
regulated by an agency that sets out the policies,
and procedures that govern an agency's
programs, services, or projects.
1.1.070 BCO010 Benefit Counseling Policies and Procedures -  PM PM

Final

Manuals, guidelines, administrative procedures
or rulings, or similar records distributed
internally for the use of employees or externally
to the public or those individuals or entities
regulated by an agency that sets out the policies,
and procedures that govern an agency's
programs, services, or projects.

SEE ALSO Benefit Counseling Policies and

Procedures - Working Files (BCO011), 1.1.071.

RETENTION CODES (For Field 7)

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

CE-

AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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RETENTION PERIOD Archival

Agency Storage Total

10. TSLAC

ONLY
Amend.

106 No. No.

Remarks

1.1.070

1.1.070

BPRO014

CBO011

Benefit Processing Policies and Procedures -
Final

Manuals, guidelines, administrative procedures
or rulings, or similar records distributed
internally for the use of employees or externally
to the public or those individuals or entities
regulated by an agency that sets out the policies,
and procedures that govern an agency's
programs, services, or projects.

Benefit Services Policies and Procedures -
Final

Manuals, guidelines, administrative procedures
or

rulings, or similar records distributed internally
for the use of employees or externally to the
public or those individuals or entities regulated
by an agency that sets out the policies, and
procedures that govern an agency's programs,
services, or projects.

PM PM R

PM PM R

SEE ALSO Benefit Processing Policies and
Procedures - Working Files (BPR015), 1.1.071.

SEE ALSO Benefit Services Policies and
Procedures - Working Files (CBO012), 1.1.071.
29 U.S.C. § 1059.

1.1.070

1AD004

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
that sets out the rules, policies, and procedures
that govern an agency's programs, services, or
projects.

AC+3 AC+3 R

AC = Completion or termination of program,
rules, policies or

procedures.

SEE ALSO: Agency Rules, Policies and
Procedures - Working Files, item number

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

LA - Life of Asset
MO- Months

Calendar Year End
Fiscal Year End

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist

PM - Permanent
US - Until Superseded
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1.1.070 1AU013 Internal Audit Policies and Procedures - Final ~AC+3 AC+3 . .
AC = completion of program, rules, policies, or
Manuals, guidelines, administrative rules, or procedures. SEE ALSO Agency Rules, Policies
similar records distributed internally for the use and Procedures -Working Files, 1.1.071.
of employees or externally to the public or those
individuals or entities regulated by an agency
that sets out the rules, policies, and procedures
that govern an agency's programs, services, or
projects.
1.1.070 IMDO010.A  Investment Policies and Procedures - Final - AC+3 AC+3 . -
Operations AC = Changes in policies or procedures, or
completion or termination of project or program.
Manuals, guidelines, administrative rules, or SEE ALSO Agency Rules, Policies and
similar records distributed internally for the use Procedures - Working Files, 1.1.071.
of employees or externally to the public or those
individuals or entities regulated by an agency
that sets out the rules, policies, and procedures
that govern an agency's programs, services, or
projects.
1.1.070 IMDO010.B  Investment Policiies and Procedures - Final - US+15 US+15

Profit Centers

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
that sets out the rules, policies, and procedures
that govern an agency's programs, services, or
projects.

SEE ALSO Agency Rules, Policies and
Procedures - Working Files, 1.1.071.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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10. 11. TSLAC
ONLY

Amend.
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1.1.070 IMDO010.C Investment Policies and Procedures - Final -

Executive

Manuals, guidelines, administrative rules,

similar records distributed internally for the use
of employees or externally to the public or those

individuals or entities regulated by an agel

that sets out the rules, policies, and procedures

or

ncy

that govern an agency's programs, services, or

projects.

1.1.070 LEGO011 Rules, Policies, and Procedures - Final

Manuals, guidelines, administrative rules,

similar records distributed internally for the use
of employees or externally to the public or those

individuals or entities regulated by an agel

that sets out the rules, policies, and procedures

or

ncy

that govern an agency's programs, services, or

projects.

1.1.070 MDS027 MDS Procedures Manual - Final

Manuals, guidelines, administrative procedures

or rulings, or similar records distributed

internally for the use of employees or externally

to the public or those individuals or entities

regulated by an agency that sets out the policies,

and procedures that govern an agency's
programs, services, or projects.

PM PM

99 99

AC+3 AC+3

SEE ALSO Agency Rules, Policies and
Procedures - Working Files, 1.1.071.

See guidelines in 29 U.S.C. § 1059. SEE ALSO
Agency Rules, Policies and Procedures -
Working Files, 1.1.071.

AC = Final adoption of rules, policies, or
procedures.

SEE ALSO MDS Procedures Manual -Working
Files (MDS028), 1.1.071.

A8

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

ARCHIVAL CODES (For Field 8)

Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist

Fiscal Year End MO- Months
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1.1.070 OPI1014 Optional Insurance Program Policies and PM PM R .
: SEE ALSO Agency Rules, Policies and 2
Procedures - Final ) :
Procedures - Working Files, 1.1.071. See
Manuals, guidelines, administrative rules, or guidelines in 29 U.S.C. § 1059.
similar records distributed internally for the use
of employees or externally to the public or those
individuals or entities regulated by an agency
that sets out the rules, policies, and procedures
that govern an agency's programs, services, or
projects.
1.1.070 RMO012 Policies and Procedures - Final AC+3 AC+3 R ! o
AC= Completion or termination of program,
Includes but not limited to Incident rules, policies, or procedures. See Also Agency
Management Team (IMT), Risk Management, Rules, Policies and Procedures - Working Files, 4
and Security and Safety. 1.1.071.
1.1.070 STS049 Policies and Procedures - Final AC+3 AC+3 R

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

that sets out the rules, policies, and procedures
that govern an agency's programs, services, or
projects.

AC = Completion or termination of program,
rules, policies, or procedures.

SEE ALSO Agency Rules, Policies and
Procedures - Working Files, 1.1.071.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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1.1.070 TCAO036 TRS-Care Policies and Procedures - Final PM PM R .
SEE ALSO Agency Rules, Policies and

Manuals, guidelines, administrative rules, or Procedures - Working Files, 1.1.071. 2
similar records distributed internally for the use

of employees or externally to the public or those

individuals or entities regulated by an agency

that sets out the rules, policies, and procedures

that govern an agency's programs, services, or

projects.

1.1.071 ACT029 TRS-ActiveCare Policies and Procedures - AC+5 AC+5 R

Working Files AC = Completion or termination of program,

rules, policies, or procedures. SEE ALSO
Working files used in the development of Records Series Item Number 1.1.070.
manuals, guidelines, administrative rules, or 2
similar records distributed internally for the use
of employees or externally to the public or those
individuals or entities regulated by an agency
that sets out the rules, policies, and procedures
that govern an agency's programs, services, or
projects.

1.1.071 BACO036 Benefit Accounting Internal Procedures - AC+3 AC+3 R

Working Files AC = Final adoption of the rules, policies, or

procedures.
Working files used in the development of SEE ALSO Benefit Accounting Internal A9
manuals, guidelines, administrative procedures Procedures - Final (BAC035, 1.1.070).
or rulings, or similar records distributed
internally for the use of employees or externally
to the public or those individuals or entities
regulated by an agency that sets out the policies,
and procedures that govern an agency's
programs, services, or projects.

RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)

AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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1.1.071 BCOO011 Benefit Counseling Policies and Procedures - AC+3 AC+3 . . .
Working Files AC = Final adoption of rules, policies, or
o ) procedures (with respect to Polices and
Working files used in the development of Procedures - Working Files only). SEE ALSO
manuals, Benefit Counseling Policies and Procedures -
guidelines, administrative procedures or rulings, Final (BCO010), 1.1.070.
or
similar records distributed internally for the use
of
employees or externally to the public or those
individuals or entities regulated by an agency
that sets out the policies, and procedures that
govern an
agency's programs, services, or projects.
1.1.071 BPRO015 Benefit Processing Policies and Procedures - AC+3 AC+3

Working Files

Working files used in the development of
manuals,

guidelines, administrative procedures or rulings,
or similar records distributed internally for the
use of

employees or externally to the public or those
individuals or entities regulated by an agency
that sets out the policies, and procedures that
govern an

agency's programs, services, or projects.

AC = Final adoption of rules, policies, or
procedures (with respect to Polices and
Procedures - Working Files only). SEE ALSO
Benefit Processing Policies and Procedures -
Final (BPR014), 1.1.070.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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amnd Archives 1.
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Records Series Agency Item RETENTION PERIOD ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.1.071 CBOO012 Benefit Services Policies and Procedures - AC+3 AC+3 . . -
Working Files AC=Final adoption of rules, policies, or
o ) procedures (with respect to Polices and
Working files used in the development of Procedures - Working Files only). SEE ALSO
manuals, Benefit Services Policies and Procedures - Final
guidelines, administrative procedures or rulings, (CBOO011), 1.1.070.
or
similar records distributed internally for the use
of
employees or externally to the public or those
individuals or entities regulated by an agency
that sets out the policies, and procedures that
govern an
agency's programs, Services, or projects.
1.1.071 IMDO011 Investment Policies and Procedures - AC+3 AC+3

Working Files

Working files used in the development of
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
that sets out the rules, policies, and procedures
that govern an agency's programs, services, or
projects.

AC = Completion or termination of program,
rules, policies, or procedures. SEE ALSO
Records Series Item Number 1.1.070.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable FE -

CE - Calendar Year End

Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

PM - Permanent A-
US - Until Superseded R-
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Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE % Amend.
Agency Storage Total Remarks 106 No. No.
1.1.071 LEGO061 Rules, Policies, and Procedures - Working AC+3 AC+3 R . . .
Files AC = Final adoption of rules, policies, or
procedures with respect to Rules, Policies, and
Working files used in the development of Procedures -Working Files only.
manuals, guidelines, administrative rules, or SEE ALSO Records Series Item Number 1.1.070.
similar records distributed internally for the use
of employees or externally to the public or those
individuals or entities regulated by an agency
that sets out the rules, policies, and procedures
that govern an agency's programs, services, or
projects.
1.1.071 MDS028 MDS Procedures Manual - Working Files AC+3 AC+3 R . . -
AC = Final adoption of rules, policies, or
Working files used in the development of procedures (with respect to Polices and
manuals, guidelines, administrative procedures Procedures - Working Files only). A8
or rulings, or similar records distributed SEE ALSO MDS Procedures Manual - Final
internally for the use of employees or externally (MDS027), 1.1.070.
to the public or those individuals or entities
regulated by an agency that sets out the policies,
and procedures that govern an agency's
programs, services, or projects.
1.1.071 OP1015 Optional Insurance Program Policies and AC+5 AC+5 R . o
Procedures - Working Files AC = Cor_npletlon or termination of program,
rules, policies, or procedures. SEE ALSO 2
Working files used in the development of Records Series Item Number 1.1.070.
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
that sets out the rules, policies, and procedures
that govern an agency's programs, services, or
projects.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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State of Texas

Records Retention Schedule
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2.Agency

Code 323

3. ageney Teacher Retirement System of Texas

4,
Records Series
Item Number

5.
Agency Item
Number

RECORDS SERIES TITLE

RETENTION PERIOD

Agency Storage

Total

8.
Archival

Remarks

10. 11. TSLAC
ONLY

Amend.
106 No. No.

1.1.071

1.1.071

STS050

TCAO037

Policies and Procedures - Working Files

Working files used in the development of
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
that sets out the rules, policies, and procedures
that govern an agency's programs, services, or
projects.

TRS-Care Policies and Procedures - Working
Files

Working files used in the development of
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
that sets out the rules, policies, and procedures
that govern an agency's programs, services, or
projects.

AC+3

AC+5

AC+3

AC+5

AC = Completion or termination of program,
rules, policies, or procedures. SEE ALSO
Records Series Item Number 1.1.070.

AC = Completion or termination of program,
rules, policies, or procedures. SEE ALSO
Records Series Item Number 1.1.070.

1.1.072

1.2.001

LEG064

MDS016

Public Information Reports

Reports made to the Office of the Attorney
General (formerly LBB or TBPC) on TRS’s
Public Information Act activity.

Destruction Authorizations

Agency level documents authorizing final
disposition of records under a certified records
retention schedule.

FE+3

FE+3

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

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




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
Tiives 1.
o v Page 125 of 178
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323
4, 5, 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Total Remarks 106 No. No.
2. Hist Fil PM PM L . .
1.2.003 MDS029 Forms History File See guidelines in 29 U.S.C. § 1059. Electronic
Hard-copy or electronic copy of original version versions of a form are superseded (e.g. disposed A8
and all subsequent revisions to an agency form. of) by subsequent revisions. TRS is required by
Includes any associated design or request for statute to prescribe and maintain certain forms
design modification. File also includes any (e.g. beneficiary designation pursuant to Tex.
approval memoranda from management used in Gov't Code 824.101; and refund applications
the revision of an agency form. pursuant to Tex. Gov't code 822.005). The forms
must be maintained permanently because
benefits determination may involve an evaluation
of the validity of forms submitted by previous
generations of TRS participants.
1.2.004 MDS030 Forms Inventory us us
Any periodic inventory of all forms used A8
internally or externally by an agency.
2. ds Retention Schedule (SLR 105 US+6 US+6 - .
12005 MDS011 Records Retention Schedule ( ) Original is retained by the State and Local
Agency copy. Formerly RMD 105. Includes Records Management Division, Texas State
documentation of certification and approval - Library and Archives Commission. Retention to 1
forms SLR 105C (formerly RMD 105C) and /or coincide with the Health Insurance Portability
other forms designated by the State Records and Accountability Act of 1996 (Public Law 104-
Administrator. 191) and 45 C.F.R. Parts 160 and 164).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives

AV - Administratively Valuable FE -

Fiscal Year End

MO- Months

US - Until Superseded R-

Review by State Archivist
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1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amnd Archives 1.
Commission Page 126 of 178
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323
4. 5. 7. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.2.006 MDS014 Records Transmittal Forms AC+2 AC+2 . .
AC = Date of authorization for destruction,
Agency copy (includes RMD 101, Tx-R-5, 306- permanent transfer from storage, or transfer to 1
58-1, and Agency Storage Forms). Forms the Archives and Information Services Division,
indicate records transferred to storage or a Texas State Library and Archives Commission,
transfer of legal custody. by the agency records management officer.
1.2.008 MDS015 Request for Authority to Dispose of State FE+3 FE+3 S .
(Rl(\:‘/ID 102) v P Original is retained by the State and Local
Records Management Division, Texas State 1
Agency copy. Library and Archives Commission.
1.2.010 MDS017 Records Disposition Logs 10 10
Logs or similar records listing records destroyed
or transferred to the Archives and Information
Services Division, Texas State Library, showing 1
records series title, dates of records, and date
destroyed or transferred.
1.2.011 MDS013 Record Center Storage Approval Forms us us
(RMD 106) 1
Agency copy.
1.2.012 MDS012 Records Inventory Worksheets us us
1

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amnd Archives 1.
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323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
1.2.013 MDS002 Imaging - Records Indexes and Control AC AC L .
Materials AC= When control aid is updated, revised or no
longer needed. CAUTION: These records must A8
Includes indexes, card files, shelf lists, etc. used carry the same retention period and archival code
to provide access to the microfilm, microfiche, of the records they support.
paper, and electronic records.
1.2.013 TCAO020 Member Records Microfilm Index AC AC L. .
AC=When control aid is updated, revised or no
Includes electronic and computer printout of longer needed.
location of member records on microfilm, etc. 2
Does not include member records in Imaging
System.
1.2.014 MDS010 Records Management Plans US+1 US+1
Records management plans and similar records 1
that establish the policies and procedures under
which records and information are managed in
the Agency.
1.3.001 COMO008  Agency Publications CE+99 CE+99 -
See guidelines Texas Gov't Code 441.101 -
Publications in any format that document TRS' 441.106. Copies submitted to the Texas State
criteria, rules, and regulations for any given Library and Archives Commission Publications
period of time or have enduring value to the Depository Program as required by Texas Gov't
agency. Code 441.101. Information in any format that is
produced by the authority of the agency or is
required to be distributed under law by the
agency, and is publicly distributed; and that is
not listed elsewhere or subject to a different
retention period in this schedule.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
3. icati i AV AV .
1.3.002 COMO010  Publication Development Files ARCHIVES NOTE: Archival code removed
Background material, copy (drafts), original subsequent to appraisal by the Archives and
artwork, photo negatives, prints, flats, business Information Services Division, Texas State
cards requests, etc. This includes all work Library and Archives Commission, November
performed both inside and outside the agency. 2009.
1.3.002 Pl Publication Development Files AV AV .
3.00 OP1009 ublicatio velop ! ARCHIVES NOTE: Archival code removed
Background material, copy (drafts), original subsequent to appraisal by the Archives and 2
artwork, photo negatives, prints, flats, etc. This Information Services Division, Texas State
includes all work performed both inside and Library and Archives Commission, November
outside the agency. 2009.
3. Publication Devel t Fil AV AV .
1:3.002 STS008 ublication Development Files ARCHIVES NOTE: Archival code removed
Background material, copy (drafts), original subsequent to appraisal by the Archives and
artwork, photo negatives, prints, flats, etc. This Information Services Division, Texas State
includes all work performed both inside and Library and Archives Commission, November
outside the agency. 2009.
1.3.002 TCA021 Publication Development File: AV AV .
3.00 CAD ublicati velop tes ARCHIVES NOTE: Archival code removed
Background material, copy (drafts), original subsequent to appraisal by the Archives and 2

artwork, photo negatives, prints, flats, etc. This
includes all work performed both inside and
outside the agency.

Information Services Division, Texas State
Library and Archives Commission, November
2009.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
2.1.007 17008 Software Programs AC AC AC = Until electronic records are transferred to
Automated software applications and operating and made usable in a new software environment
system files including job control language, or there are no electronic records being retained
program listing/source code, etc. to meet an approved retention period that require
the software to be retrieved and read. 13 TAC
6.97(a). Records may contain public and
confidential information (e.g., Tex. Gov't Code
§§ 552.101, 552.104, and 552.110).
CAUTION: If an electronic record is scheduled
for permanent retention, software needed for
access to the record must also be retained
permanently.
2.1.008 17009 Hardware Documentation AC AC AC = Until electronic records are transferred to
Records documenting operational and and made usable in a new hardware environment
maintenance requirements of computer or there are no electronic records being retained
hardware such as operating manuals, hardware / to meet an approved retention period that require
operating system requirements, hardware the hardware to be retrieved and read. 13 TAC
configurations, and equipment control systems. 6.97(a). Records may contain public and
confidential information (e.g., Tex. Gov't Code
§§ 552.101, 552.104, and 552.110).
CAUTION: If an electronic record is scheduled
for permanent retention, hardware
documentation needed for access to the record
must also be
retained permanently.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
2.1.009 IT010 Technical Documentation AC AC AC = Until electronic records are transferred to
Records adequate to specify all technical and made usable in a new hardware or software
characteristics necessary for reading or environment with new documentation or there
processing of electronic records and their timely, are no electronic records being retained to meet
authorized disposition including documentation an approved retention period that require the
describing how a system operates and necessary documentation to be retrieved and read. 13 TAC
for using the system such as user guides, system 6.97(a). Records may contain public and
or sub-system definitions, system specifications, confidential
input and output specifications, and system flow information (e.g., Tex. Gov't Code §8552.101,
charts; program descriptions and documentation 552.104, and 552.110).
such as program flowcharts, program CAUTION: If an electronic record is scheduled
maintenance logs, change notices, and other for permanent retention, technical documentation
records that document modifications to needed for access to the record must also be
computer programs; and data documentation retained permanently.
necessary to access, retrieve, manipulate and
interpret data in an automated system such as a
data element dictionary, file layout, code book
or table, and other records that explain the
meaning, purpose, structure, logical
relationships,
and origin of the data elements.
2.1.010 1T023 System Application Access System (SAAS) AC+6 AC+6

History Audit Trail Records

Internal SAAS mainframe application history
records that keep an electronic audit trail of user
access activities / logs of mainframe systems
(e.g., HEIN, ANPA, and RETP that contain
ePHI data).

AC = After closed, terminated, completed,
expired, or settled.

Records are maintained 2 years for audit
purposes. Records may contain both confidential
and public information. (e.g., Tex. Gov't Code
§8552.116 and 552.139.) See 45 CFR §
164.316(b)(2i).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable FE -

CE - Calendar Year End

Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

PM - Permanent A-
US - Until Superseded R-
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Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
2.1.011 1T011 Finding Aids, Indexes, and Tracking Systems ~ AC AC .
AC = The related hard copy or electronic records
Includes Tape Dataset Reports. have been destroyed.
2.2 1T012 Help Desk Calls AC+2 AC+2 .
AC = Request denied or approved and work
Requests for service to computer completed.
systems/programs that TRS-MIS supports. May
include the request, work performed and time
spent on the request.
2.2 TCAO022 Member System Update Reports AV AV . .
Y P P Records may contain both confidential and
Includes daily and monthly computer reports public information (e.g., Tex. Ins. Code
that detail updates to member data. 81575.456; Tex. Gov't Code 8825.507; Tex. 2
Occ. Code Title 3, Subtitle B, Medical Practice
Act; and Health Insurance Portability and
Accountability Act of 1996 (Public Law 104-
191) and 45 C.F.R. Parts 160 and 164).
2.2.001 BACO037 User ID and Password Authorization Forms PM PM . . .
Records may contain both confidential and
Reporting entity user identification and system public information(e.g., Tex. Gov Code
security password authorization forms for A9

accessing TRAQS.

§825.507.)

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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amnd Archives 1.
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ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
2.2.002 1T013 Chargeback Records to Data Processing FE+3 FE+3 . . . .
Services Users Records may contain public and confidential
information (e.g., Tex. Insur. Code art. 3.50-4 §
Records used to document, calculate costs and 18B).
bill program units for computer usage and data
processing services. These records are also used
for cost recovery, budgeting, or administrative
purposes. Includes records for TRS-Care billings
and TRS Employee Chargeback forms or
personal calls.
2.2.010 1T014 MIS Policies and Procedures US+6 US+6 R . . )
Retention to coincide with the Health Insurance
Manuals, guidelines or similar records Portability and Accountability Act of 1996
establishing data processing policies and (Public Law 104-191) and 45 C.F.R. Parts 160
procedures in such areas as access and security, and 164.)
systems development, data retention and CAUTION: Does not include technical
disposition, data ownership, production control, documentation of procedures necessary for
system back-up, etc. Includes MIS Standards reading or processing of electronic records. SEE
Manuals and Security Policies. item number 2.1.009.
2.2.011 1TO15 Batch Data Entry Control Records AC AC e )
AC=When reconciliation is confirmed.
Forms and logs used to reconcile batches
submitted for processing against batches
received and processed. Includes Keymaster
Print Control Reports.
2.2.012 RPTO001 Output Records for Data Processing AV AV

Reports showing USAS transactions that were
accepted, rejected, suspended, and/or processed.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

A -
R -

PM - Permanent
US - Until Superseded
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10. 11. TSLAC
ONLY

Amend.
Remarks 106 No. No.

2.2.013 BPRO007 Imaging Queue Lists AC AC

Lists used to monitor documents in the Benefit
Processing queue of the Imaging System.

AC = No longer needed as an checklist for any

records modified. Records may contain both A9
confidential and public information (e.g. Tex.

Gov't Code 825.507).

2.2.013 1T016 Quality Assurance Records AC AC

Information verifying the quality of system,
hardware, or software operations including
records of errors or failures and the loss of data
resulting from such failures, documentation of
abnormal termination and of error free
processing, checks of changes put into
production, transaction histories, and other
records needed as an audit trail to evaluate data
accuracy. Includes TRS391 - Program move to
production request, QA1000 - Program objects
moved by date, UT1000 - Utility requests &
usage report, TRS492 — Application Utility
Authorization Request Form, AA1100 - Listing
of update history, etc.

AC = Until no longer needed as an audit trail for
any records modified.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset
AV - Administratively Valuable FE - Fiscal Year End MO- Months

ARCHIVAL CODES (For Field 8)

PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist
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2.2.013 MDS005 Imaging System Quality Assurance Records AC AC
ging vy Q y AC = No longer needed as an audit trail for any
Information verifying the quality of system, records modified, as determined by the Records 1
hardware, or software operations including Manager or designated staff. Records may
records of errors or failures and the loss of data contain both confidential and public information
resulting from such failures, documentation of (e.g., Tex. Gov't Code 825.507).
abnormal termination and of error free
processing, checks of changes put into
production, transaction histories, and other
records needed as an audit trail to evaluate data
accuracy.
2.2.016 IMD083 Software Registration, Warranties, & LA+4 LA+4 _ | o
License Agreements LA = Date software no longer exists in any )
) ) ) o medium at TRS location. Records may contain
Licensing documentation providing proof of both confidential and public information (e.g.,
ownership for software purchases. Includes, but Tex. Gov't Code §§552.104 or 552.110).
is not limited to, maintenance/support Purchasing maintains the original Software
agreements, licenses, and related Contracts, see PURO11.
correspondence.
2.2.016 1T024 Software Registrations, Warranties, and LA+4 LA+4

License Agreements

Licensing documentation providing proof of
ownership for software purchases. Includes, but
is not limited to, maintenance / support
agreements, licenses, and related
correspondence.

LA = Date software no longer exists in any
medium at TRS location. Records may contain
both confidential and public information (e.g.,
Tex. Gov't Code §8552.104 or 552.110).
Purchasing maintains the original Software
Contracts, see PURO11.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist
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State of Texas

SLR 105

APPROVED:
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
(a.xv.l Archives L Page 135 of 178
Oannssson
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
3.1 HRS001 Active Employee Personnel Records AC+FE+6 AC+FE+6 .
AC = Termination of employment.
Includes but not limited to the following Retention to coincide with the Health Insurance
documents: Signed Application for Portability and Accountability Act of 1996
Employment, Cover Letter, Confirmation Letter, (Public Law 104-191 and 45 C.F.R. Parts 160
Relationship Disclosure Forms, Resume, and 164). Records may contain both confidential
References, Letter of Reference, Writing and public information (e.g., Tex. Gov't Code 8§
Samples, "At Will" Acknowledgment, Sexual 552.024, 552.101, 552.102, 552.117 and
Harassment Policy Acknowledgment, PER 8- 552.130); Tex. Occ. Code Title 3, Subtitle B,
Employee Data, Physical Fitness Liability Medical Practice Act; 26 U.S.C § 6103(a)
Release, General Policy Acknowledgment {regarding tax returns}; Tex. Gov’t Code
Forms, NEO Checklist, PER 25 - Personnel 552.147; 42 U.S.C. § 405(c)(2)(C)(viii)
Action Forms, Performance Appraisals, Training {regarding Social Security numbers}; and the
and Educational Achievement Records, Americans with Disabilities Act of 1990, 42
Personnel Disciplinary Action Documentation, U.S.C. § 12101 et. seq. and 29 CFR
etc. 1630.14(b)(1) and (c)(1).)
31 HRS003 EEO Data Job Application Forms AC+FE+2 AC+FE+2

AC= Date job posting closes, or if applicable,
when appeal closes, whichever comes later.
Records may contain both confidential and
public information (e.g., Tex. Gov't Code 88§
552.024, 552.101 and 552.117; Tex. Gov’t Code
552.147; 42 U.S.C. 405(c)(2)(C)(viii) {regarding
Social Security numbers}.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

LA - Life of Asset
MO- Months

Calendar Year End
Fiscal Year End

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
ad ‘\n‘luu 1.
Commission Page 136 of 178
2. Agency 3. Agency Teacher Retirement System of Texas
323
4. 5. 7. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
3.1 HRS023 Employee Medical Files AC+FE+6 AC+FE+6 o
AC = Termination of employment.
Includes documents pertaining to medical Records may contain both public and
information and/or leave approval under ADA, confidential information (e.g., Tex. Gov't Code
FMLA, Parental Leave, Sick Leave Pool, etc. 88
552.024, 552.101, 552.102, 552.117, and
552.130; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; Tex. Gov’t Code 552.147,
42 U.S.C. 405(c)(2)(C)(viii) {regarding Social
Security numbers}; and the Americans with
Disabilities Act of 1990, 42 U.S.C. § 12101 et
3.1.001 HRS002 Applications for Employment and Related AC+FE+2 AC+FE+2

Records - Not Hired

Includes all applications, resumes, transcripts,
letters of reference, and similar documents
whose submission by candidates for vacant
positions is required on the application form, by
application procedures, or in the employment
advertisement. Original documents for
applicant selected become part of Active
Employee files. Copies of document for
applicant selected are placed in this record series.

AC = Date job posting closes, or if applicable,
when appeal closes, whichever comes later.
Records may contain both confidential and
public information (e.g., Tex. Gov't Code §
552.130; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; Tex. Gov’t Code 552.147,
42 U.S.C. 405(c)(2)(C)(viii) {regarding Social
Security numbers}) 29 CFR 1602.31 relates to a
2 year retention for Applications - Not Hired.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
ad Archives 1
Commission Page 137 of 178
2. Agency ‘ 3. Agency Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
3.1.006 HRS004 Employee Counseling Records AC+FE+6 AC+FE+6

HR staff notes regarding consultations with
managers on employee performance issues.
Includes summary of performance issues and

potential actions discussed with or
recommended to manager.

AC = Termination of counseling.

Records may contain both confidential and
public information (e.g., Tex. Gov't Code 88§
552.024, 552.101, 552.102, 552.117, and
552.130; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; Tex. Gov’t Code 552.147;
42 U.S.C. 405(c)(2)(C)(viii) {regarding Social
Security numbers}; and the Americans with
Disabilities Act of 1990, 42 U.S.C. § 12101 et
seq. and 29 CFR 1630.14(b)(1) and (c)(1).)

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

A - Transfer to State Archives
R - Review by State Archivist
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Page 138 of 178

2. Agency 3. Agency Teacher Retirement System of Texas
323

4, 5.
Records Series Agency Item

ftem Number Number RECORDS SERIES TITLE

8.
RETENTION PERIOD Archival

Agency Storage Total

10. 11.

Remarks 106 No.

TSLAC
ONLY
Amend.

No.

3.1.011 PAY001 Employee Insurance Records

Agency copies of information relating to the

selection by employees of life, disability, health,
and other types of insurance offered by the State

of Texas to its employees.

3.1.012 HRS005 Employment Opportunity Announcement
Records

AC AC

AC+FE+2 AC+FE+2

AC=Until superseded or termination of
employment. ERS maintains the record copy of
some records.

Records may contain confidential and public
information [e.g., Tex. Gov't Code 8§ 552.024,
552.101, 552.102, 552.117, and 552.130;
Tex.Occ. Code Title 3, Subtitle B, Medical
Practice Act; 42 U.S.C § 405(c)(2)(C)(viii)
[regarding Social Security numbers]; and the
Americans

with Disabilities Act of 1990, 42 U.S.C. § 12101
et seq. and 29 CFR 1630.14(b)(1) and (c)(1)].
CAUTION: Documents that serve as payroll
deduction authorizations must be maintained for
the retention period prescribed for item number
3.2.001 (AC+4, AC=After termination of
employee or after amendment, expiration, or
termination of authorization, whichever is
sooner.)

AC = Date job posting closes, or if applicable,
when appeal closes, whichever comes later. 29

Internal or external announcements and CFR 1602.31.

advertisements of job openings, promotions,

internship programs, or opportunities for

overtime.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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1.
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Commissson
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4, 5. 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
3.1.014 HRS006 Employment Selection Records AC+FE+2 AC+FE+2 AC = Date job posting closes, or if applicable,
Includes notes of interviews with candidates; when appeal closes, whichever comes later.
questions asked of applicants; aptitude and Records may contain both confidential and
skills tests taken by applicants; audio and public information (e.g., Tex. Gov't Code 8§
videotapes 552.024, 552.101, 552.102, 552.117, and
of job interviews; driving record and previous 552.130; Tex. Occ. Code Title 3, Subtitle B,
injury checks; criminal background check; and Medical Practice Act; Tex. Gov’t Code 552.147;
all other records that document the selection 42 U.S.C. 405(c)(2)(C)(viii) {regarding Social
process. Security numbers} and Americans with
Disabilities Act of 1990, 42 U.S.C. § 12101 et
seq. and 29 CFR 1630.14(b)(1) and (c)(1).) 29
CFR 1602.31 relates to a 2 year retention for
Aptitude & Skills Tests.
3.1.018 HRS008 Grievance Records AC+FE+5 AC+FE+5 AC = Final decision on the grievance. Records
Records relating to the review of employee may contain both confidential and public
grievances against personnel policies, working information (e.g., Tex. Gov't Code 8§ 552.024,
conditions, etc. 552.101, 552.102, 552.117, and 552.130; Tex.
Occ. Code Title 3, Subtitle B, Medical Practice
Act; Tex. Gov’t Code 552.147; 42 U.S.C.
405(c)(2)(C)(viii); and the Americans with
Disabilities Act of 1990, 42 U.S.C. § 12101 et
seq. and 29 CFR 1630.14(b)(1) and (c)(1).)
CAUTION: Does not include formal complaints
filed by an agency employee with the Equal
Employment Office (EEO) of the U. S.
Department of Labor.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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1.
Page 140 of 178

3. agency Teacher Retirement System of Texas

2.Agency
Code 323

4, 5
Records Series
Item Number

Agency Item

Number RECORDS SERIES TITLE

RETENTION PERIOD

Agency Storage Total

8. 10.
Archival

Remarks 106 No.

11.

TSLAC
ONLY
Amend.

No.

3.1.018 HRS009 Sexual Harassment Complaint Records

Records relating to the review of employee
complaint regarding sexual harassment.

3.1.023 HRS010 Position, Job Descriptions

Job descriptions, including all associated task or
skill statements, for positions in an agency.

AC+FE+5 AC+FE+5

AC+4 AC+4

AC = Termination date of employment of alleged
harasser or employee alleging harassment,
whichever is later.

Records may contain both public confidential
information (e.g., Tex. Gov't Code §§ 552.024,
552.101, 552.102, 552.117, and

552.130; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; Tex. Gov’t Code 552.147;
42 U.S.C. 405(c)(2)(C)(viii) {regarding Social
Security numbers}; and the Americans with
Disabilities Act of 1990, 42 U.S.C. § 12101 et
seq. and 29 CFR 1630.14(b)(1) and (c)(1); see
also, Morales v. Ellen, 840 S.W.2d 519 (Tex.
App.-El Paso 1992, writ denied) interpreting
common law privacy doctrine.)

CAUTION: Does not include formal complaints
filed by an agency employee with the Equal
Employment Office (EEO) of the U. S.
Department of Labor.

AC = Until superseded or job eliminated. 40
TAC 815.106(i).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End

Fiscal Year End MO- Months

LA - Life of Asset

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist

PM - Permanent
US - Until Superseded




State of Texas APPROVED: SLR 105

1 Form SLR 105C must
Records Retention Schedule Foromany s form.
1.
Commission Page 141 of 178
2. Agency 3. Agency Teacher Retirement System of Texas
323
4, 5. 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE % Amend.
Agency Storage Total Remarks 106 No. No.
3.1.029 HRS011 Employment Eligibility, Documentation or AC+3 AC+3 o
P AC = Termination of employment.
Verification of - )
] Records may contain both public and
Federal reporting form INS [-9. confidential information (e.g., Tex. Gov't Code §
552.101; 8 U.S.C. 1324a(b)(5); 8 CFR
§274a.2(b)(4).) The retention period is based
upon
8 U.S.C. 1324a(b)(3) and 8 CFR
274a.2(b)(2)(i)(A) and (¢)(2); Tex. Gov’t Code
552.147; 42 U.S.C. 405(c)(2)(C)(viii) {regarding
Social Security numbers}.
3.1.037 HRS012 Employee Recognition Records AC+5 AC+5 . -
AC = Redemption of award certificate
Records of employee awards presented for
outstanding performance and 5-year increments
of service, etc. Includes but not limited to the
following: Anniversary Reminders, Peck of
Thanks, Bushel of Fun, Golden Apple, etc.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
State Library
amnd Archives 1.
Commission Page 142 of 178
200y 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
3.2.001 PAY002 Empl Deduction Authorizati AC+4 AC+4
mployee Deduiction Authorizations AC = Date of termination of employee or after
Documentation used to start, modify, or stop all amendment, expiration, or termination of
voluntary or required deductions from payroll, authorization, whichever sooner. Records may
including garnishment or other court-ordered contain both confidential and public
attachments. information. (e.g., Tex. Gov't Code §§ 552.024,
552.101, 552.102, 552.117, and 552.130; Tex.
Occ. Code Title 3, Subtitle B, Medical Practice
Act; 42 U.S.C. § 405(c)(2)(C)(viii) [regarding
Social Security numbers]; and the Americans
with Disabilities Act of 1990, 42 U.S.C. § 12101
et seq. and 29 CFR 1630.14(b)(1) and (c)(1);
ORD-545 (1990) [common law privacy].)
3.2.003 APAQ09 Vendor 1099 Forms AC+4 AC+4 . L
AC = Date claim is filed, or date tax is paid,
Includes, but is not limited to, 1099 information whichever is later. See 26 CFR 31.6001 - 1
compiled electronically for USAS and the IRS, (€)(2). Records may contain both confidential
and supporting documents. and public information. (e.g. Tex. Gov't Code
§552.305; 26 U.S.C. § 6103(a) [regarding tax
returns]; and 42 U.S.C. § 405(c)(2)(C)(viii)
[regarding Social Security numbers])
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
State Library
amnd Archives 1.
Commission Page 143 of 178
2. Agency 3. Agency Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
3.2.003 PAY004 Federal Payroll Tax Records AC+6 AC+6 L L
AC = Date claim is filed, or date tax is paid,
Includes 1099, W-2s, FICA and other tax whichever is later.
records. Model schedule recommends 4 years based on 26
CFR 31.6001 - 1 (e)(2). However, see guidelines
in 29 U.S.C. §1027.
Records may contain both confidential and
public information. (e.g., Tex. Gov't Code 8§
552.024, 552.101, 552.102, and 552.117; 26
U.S.C. § 6103(a) [regarding tax returns]; and 42
U.S.C. § 405(c)(2)(C)(viii) [regarding Social
Security numbers].)
3.2.003 RPT002 Federal Tax Records AC+6 AC+6

Quarterly reports to IRS. For example, Forms
941, 945, 4804, and 1096.

AC = Date claim is filed, or date tax is paid,
whichever is later. [Model schedule recommends
4 years based on 26

CFR 31.6001 - 1 (e)(2). However, see guidelines
in 29 U.S.C. §1027.]

Records may contain both confidential and
public information (e.g., Tex. Gov't Code 88
552.024, 552.101, 552.102, and 552.117; 26
U.S.C. § 6103(a) [regarding tax returns]; 42
U.S.C. § 405(c)(2)(C)(viii) [regarding Social
Security numbers]; and Health Insurance
Portability and Accountability Act of 1996
(Public Law 104-191) and 45 C.F.R. Parts 160

and 164).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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State Library

amd Archives
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Page 144 of 178

2.Agency

cod 3. Agency Teacher Retirement System of Texas
ok 323

4. 5, 6. 7. 8.
Records Series | Agency Item RETENTION PERIOD Archival

ftem Number Number RECORDS SERIES TITLE

Agency Storage Total

Remarks

10.

106 No.

11.

TSLAC
ONLY
Amend.

No.

3.2.004 PAY019 Income Adjustment Authorizations 2 2

Used to make increases or decreases to
employees' gross pay, FICA, retirement, or in the
computation of taxes. Includes Benefit
Replacement Pay authorizations.

3.2.005 PAY005 W-4 Forms AC+4 AC+4

Employer's copy of "Employees' Withholding
Exemption Certificate.”

3.2.007 HRS013 Unemployment Compensation Records AC+FE+5 AC+FE+5

Records may contain both confidential and
public information. (e.g. Tex. Gov't Code §
825.507; and 8§ 552.024 and 552.117; 26
U.S.C. § 6103(a) [regarding tax returns]; and 42
U.S.C. § 405(c)(2)(C)(viii) [regarding Social
Security numbers]) See also 29 CFR 516.6(c).

AC = Until superseded, obsolete or upon
separation of employee. 26 CFR 31.6001-
1(e)(2) - Records may contain both confidential
and public information. (e.g., Tex. Gov't Code 88§
552.024, 552.101, 552.102, and 552.117; 26
U.S.C. § 6103(a) [regarding tax returns]; and 42
U.S.C. § 405(c)(2)(C)(viii) [regarding Social
Security numbers].)

AC= Termination of employment. SEE item
number 3.1.038

Records may contain both public and
confidential information (e.g., Tex. Gov't Code
88

552.024, 552.101, 552.102, 552.117, and
552.130; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; 26 U.S.C. §
6103(a)[regarding tax returns]; Tex. Gov’t Code
552.147; 42 U.S.C. 405(c)(2)(C)(viii) {regarding
Social Security numbers}; and the Americans
with Disabilities Act of 1990, 42 U.S.C. § 12101

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset
AV - Administratively Valuable FE - Fiscal Year End MO- Months

ARCHIVAL CODES (For Field 8)

PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amd Archives 1.
Commission Page 145 of 178
2. Agency 3. Agency Teacher Retirement System of Texas
0% 323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
3.2.008 PAY006 Direct Deposit Application,Authorizations us us . . . .
Records may contain confidential and public
information (e.g., Tex. Gov't Code §§ 552.024,
552.101, 552.102, 552.117, and 552.130; 42
U.S.C § 405(c)(2)(C)(viii) [regarding Social
Security numbers]).
3.2.009 PAY007 State Deferred Compensation Records - AC+5 AC+5

Vendor Records

AC = All accounts with a vendor or vendors for
the individual participant have been closed.

For instructions regarding the determination of
the closure of accounts and for additional
information regarding the retention period see
the most current edition of the Agency
Coordinator Procedures Manual issued by the
Employees Retirement System of Texas.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

PM - Permanent A-
US - Until Superseded R-
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1.
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2. Agency ‘ 3. agency Teacher Retirement System of Texas

Code 323

4, 5.
Records Series Agency Item

ftem Number Number RECORDS SERIES TITLE

RETENTION PERIOD

Agency Storage Total

8.
Archival

Remarks

10. 11. TSLAC
ONLY

Amend.
106 No. No.

3.2.009 PAY008 State Deferred Compensation Records -

Employee Records

3.3 HRS024 Minority Recruitment Plan

AC+5

US+FE+5

AC+5

US+FE+5

AC= All accounts with a vendor or vendors for
the individual participant have been closed.
For instructions regarding the determination of
the closure of accounts and for additional
information regarding the retention period see
the most current edition of the Agency
Coordinator Procedures Manual issued by the
Employees Retirement System of Texas.
Records may contain both confidential and
public information. (e.g., Tex. Gov't Code 8§
552.024, 552.101, 552.102, 552.117, and
552.130; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; 42 U.S.C. §
405(c)(2)(C)(viii) [regarding Social Security
numbers]; and the Americans with Disabilities
Act of 1990, 42 U.S.C. § 12101 et seq. and 29

CFR 1630.14(b)(1) and (c)(1); ORD-545 (1990)

[common law privacy].)

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amd ‘\n‘luu 1.
Commission Page 147 of 178
2. Agency 3. Agency Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
3.3 PAY015 TRS Employees Retirement Records PM PM L - .
Information is maintained in the TRS Payroll
Because TRS employees are members of the (TRSP) mainframe system for one year.
Teacher Retirement System, see also Member Hardcopy is maintained until after the employee
Data Services record series entitled Member retires or leaves TRS employment. After
Benefit Records (MDS001). Includes records of retirement or termination, General Accounting
former TRS employee earnings and retirement transfers the originals to Member Data Services
contributions. to be imaged and the records become part of the
TRS member benefit files, see MDS001. See
guidelines in 29 U.S.C. §1059.
Records may contain both confidential and
public information. (e.g., Tex. Gov't Code §
825.507)
3.3.010 HRS015 Workforce Statistics Reports FE+5 FE+5
P 29 CFR 1602.30, 1602.32, 1602.39, 1602.41,
Reports providing statistical information on 1602.48, and 1602.50.
labor force. Data from USPS which includes
EEO data and TRS workforce statistics.
3.3.011 HRS016 Former Employee Verification Records AC+75 AC+75

Minimum information needed to verify
employment, includes name, social security
number, exact dates of employment, last known
address and most recent public access option
form.

AC = Termination of employment.

Records may contain both public and
confidential information (e.g., Tex. Gov't Code
552.024, 552.101, and 552.117; Tex. Gov’t
Code 552.147; 42 U.S.C. 405(c)(2)(C)(viii)
{regarding

Social Security numbers}).

Records from 1937-84 are on microfilm. Records
from 1985 to present are in paper. Records from
1994 to present are available thru Comptroller's

database.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist
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Records Retention Schedule Form SLR 105C must

accompany this form.
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Commissson
2.A0ency ‘ 3. Ageney. Teacher Retirement System of Texas
323
4, 5, 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE % Amend.
Agency Storage Total Remarks 106 No. No.
3.3.015 HRS017 Positions, Job Classification Review File US+FE+5 US+FE+5
Records relating to review and monitoring of job
classifications within an agency.
3.3.020 STS009 Work Schedules, Assignments 1 1
Work, duty, shift, crew, or case schedules,
rosters, or assignments.
3.3.022 PAYO009 Texas Workforce Commission (TWC) Reports 3 3
Reports to the agency from TWC or its
predecessor pertaining to employees.
3.3.024 HRS018 Personnel Policies and Procedures US+FE+6 US+FE+6 . - .
Retention to coincide with the Health Insurance
Any internally distributed manuals, guidelines, Portability and Accountability Act of 1996
or similar records that define agency wide (Public Law 104-191) and 45 C.F.R. Parts 160
policies and procedures concerning the and 164).
personnel of an agency.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
Arc 1.
i Page 149 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
3.3.026 HRS019 Agency Workforce Reports US+FE+5 US+FE+5 Records may contain both public and
Any reports compiled by an agency on aspects confidential information (e.g., Tex. Gov't Code
of personnel staffing, including listings of all 8§
staff by program or name; staff hired during a 552.024, 552.101, and 552.117; Tex. Gov’t
month; detailed listings of employees within its Code 552.147; 42 U.S.C. 405(c)(2)(C)(viii)
organizational structure, position vacancies, {regarding Social Security numbers}). Employee
analyses of turnover rates and seasonality of lists and emergency contact forms are
employment, etc. Includes but not limited to the vital records. Other records in this series are not
following reports: Budgeted Positions Report,
Employee Appraisal Status Report, Estimated
FTE Report, FMLA Usage Report, Highlights
Report, Human Resources Information System
(HRIS) Reports and supporting documentation,
Management-to-Staff Report, Master Index
Reports, Personnel Action Report, Personnel
Detail Report, Probationary Appraisal Due Date
Reminders, Salary History Report, Sick Leave
Pool Usage Report, Turnover Report, Veteran's
Preference Report, etc.
3.3.027 HRS020 Aptitude and Skills Tests US+FE+2 US+FE+2 29 CFR 1602.31.
Aptitude or skills tests required of job applicants CAUTION: One copy of each different test
or of current personnel to qualify for promotion (different in terms of either questions or
or transfer. Includes test forms and guidelines. administration procedures) should be retained for
the period indicated.
3.3.030 BACO007 Training Administration Records US+2 US+2 . L
Records may contain both confidential and
Instructional materials and other records public information (e.g., Tex. Gov't Code § A9

associated with in-house training of agency
personnel.

825.507).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist




State of Texas APPROVED: SLR 105
Records Retention Schedule Form SLR 105C must

accompany this form.

amd Archives 1.
Commission Page 150 of 178
2.A0ency ‘ 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE % Amend.
Agency Storage Total Remarks 106 No. No.
3.3.030 BPRO11 Training Administration Materials US+2 US+2 . . .
Records may contain both confidential and
Instructional materials and other records public information (e.g., Tex. Gov't Code
associated with in-house training of agency §825.507).

personnel on personnel policies and procedures
and other policies and procedures that govern an
agency's programs, services, or projects.

3.3.030 HRS021 Training Administration Records - Optional US+FE+5 US+FE+5
Training

Instructional materials and other records
associated with in-house training of agency
personnel on personnel policies and procedures
and other policies and procedures that govern an
agency's programs, services, or projects.

3.3.030 HRS022 Training Administration Records - Required US+6 US+6 . - .
Training Retent!o_n to coincide Wlth_the Health Insurance
Portability and Accountability Act of 1996
Instructional materials and other records (Public Law 104-191) and 45 C.F.R. Parts 160
associated with in-house training of agency and 164).

personnel on personnel policies and procedures
and other policies and procedures that govern an
agency's programs, services, or projects.
Includes records for training required by law or
TRS policy such as Sexual Harassment
Prevention, Ethics, EEO, etc.

RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)

AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amd ‘\n‘luu 1.
Commission Page 151 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
3.3.030 1AU007 Training Administration Materials US+2 US+2 .
Includes but not limited to : Department CIA
Instructional materials and other records Review books, CPA training materials, 1A
associated with in-house training of agency training brochures, etc.
personnel on policies and procedures that
govern he department's programs, services, or
projects.
3.3.030 LEG032 Training Administration Records US+2 US+2 . .
CAUTION: Does not include hazardous material
Instructional materials and other records training records. SEE item number 5.4.007.
associated with in-house training of agency
personnel on personnel policies and procedures
and other policies and procedures that govern an
agency's programs, services, or projects.
3.3.030 LEGO059 HIPAA Training Materials AC+6 AC+6 .
9 AC = The date of record creation or the date
Instructional materials and other records when it last was in effect, whichever is later.
associated with in-house training of agency See guidelines in Health Insurance Portability
personnel on HIPAA policies and procedures. and Accountability Act of 1996 (Public Law 104-
191) and 45 C.F.R. Parts 160 and 164.
3.3.030 MDS021 Training Administration Records US+2 Us+2 . .
CAUTION: Does not include hazardous material A8

Instructional materials and other records
associated with in-house training of agency
personnel on personnel policies and procedures
and other policies and procedures that govern an
agency's programs, services, or projects.

training records. SEE item number 5.4.007.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist

PM - Permanent
US - Until Superseded




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule ecompany (s form,
ad ‘\n‘luu 1.
Commissson Page 152 of 178
2.A0ency 3. Ageney. Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
tem Number | Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
3.3.030 RMO016 Training Administration Materials US+2 US+2
Includes but not limited to Hazardous Materials, 4
Business Continuity, Security and Safety, AED,
CPR, First Aid, and Safety Officer training.
3.4.001 PAY010 Accumulated Leave Adjustment Records FE+3 FE+3 . . .
Records may contain both confidential and
Used to create employee leave balances, to public information. (e.g., Tex. Gov't Code §8
transfer leave balances when an employee 552.024, 552.101, 552.102, 552.117, and
transfers positions, to adjust carry-over balances 552.130; Tex. Occ. Code Title 3, Subtitle B,
on August 31, to correct errors on leave Medical Practice Act; 42 U.S.C. §
accumulation, and to close out leave accounts 405(c)(2)(C)(viii) [regarding Social Security
on separated employees. numbers]; and the Americans with Disabilities
Act of 1990, 42 U.S.C. 8 12101 et seq. and 29
CFR 1630.14(b)(1) and (c)(1).)
3.4.002 PAY011 Leave Status Reports FE+3 FE+3 . . .
Records may contain both confidential and
Cumulative report is issued each pay cycle and public information. (e.g., Tex. Gov't Code §§ 3
provides employee leave status information for 552.024, 552.101, and 552.117; 42 U.S.C. §
each position. 405(c)(2)(C)(viii) [regarding Social Security
numbers].)
3.4.004 PAY012 Overtime Authorizations 2 2 . . .
Records may contain confidential and public
information (e.g., Tex. Gov't Code §§ 552.024,
552.101, 552.102, 552.117, and 552.130; 42
U.S.C § 405(c)(2)(C)(viii) [regarding Social
Security numbers]).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amnd Archives 1.
Commission Page 153 of 178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4, 5. 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
3.4.006 LEG068 Time Sheets — Working Fil 4 4
ime Sheets — Working tle 40 TAC 815.106())
Individual staff members time sheet attendance
record — includes time worked and leave time.
3.4.006 PAY013 Time Cards and Time Sheets 4 4 .
40 TAC 815.106(i) 3
3.4.007 LEGO71 Time Off and or Sick Leave Requests FE+3 FE+3
3.4.007 PAY014 Time Off and Sick Leave Requests FE+3 FE+3 . . . .
Records may contain confidential and public
information [e.g., Tex. Gov't Code 88 552.024,
552.101, 552.102, 552.117, and 552.130; Tex.
Occ. Code Title 3, Subtitle B, Medical Practice
Act; 42 U.S.C 8 405(c)(2)(C)(viii) [regarding
Social Security numbers]; and the Americans
with Disabilities Act of 1990, 42 U.S.C. § 12101
et seq. and 29 CFR 1630.14(b)(1) and (c)(1)].
4.1.001 APAQ001 Accounts Payable Information FE+3 FE+3 . . . .
Records may contain confidential and public
BEVO entries, updates, and summary entries for information (e.g., tuition reimbursement records
general ledger. may be protected under Tex. Gov't Code §8
552.024, 552.101, 552.102, 552.117, and
552.130; and 42 U.S.C § 405(c)(2)(C)(viii)
[regarding Social Security numbers]).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives

AV - Administratively Valuable FE - Fiscal Year End MO- Months

US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amnd Archives 1.
Commission Page 154 of 178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
4.1.001 IMD094 Accounts Payable Information - IMD Travel FE+3 FE+3 . . .
Expenditures Records may contain both confidential and
public information (e.g., under Tex. Gov Code
IMD travel related BEVO entries, updates, and 8§ 552.024, 552.101, 552.102, 552.117, and
summary entries for general ledger. 552.130; and 42 U.S.C § 405(C)(2)(C)(viii)
[regarding Social Security Numbers.])
4.1.002 HBF002 Billing and Claims Detail FE+6 FE+6 . N
Records may contain both confidential and
Includes, but is not limited to, billing records public information (e.g., Tex. Gov't Code § 2
and reports. 825.507; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; and Health Insurance
Portability and Accountability Act of 1996
(Public Law 104-191) and 45 C.F.R. Parts 160
and 164). 29 U.S.C. § 1027.
4.1.005 IMDO084 Market Price Files FE+5 FE+5

Foreign Exchange rates, PAM pricing and
yields, monthly market value, positions by
month, market price verification, yield/price
variance reports, missing prices reports, etc.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End

Fiscal Year End MO- Months

LA - Life of Asset

A -
R -

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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State of Texas
Records Retention Schedule

APPROVED:

SLR 105

Form SLR 105C must
accompany this form.

1.
Page 155 of 178

2.Agency

Code 323

3. ageney Teacher Retirement System of Texas

4,
Records Series
Item Number

5

Agency Item
Number

RECORDS SERIES TITLE

RETENTION PERIOD

Agency

Storage Total

8.
Archival

Remarks

10. 11. TSLAC
ONLY

Amend.
106 No. No.

4.1.006

IMDO016

Transaction Records

Includes Bloomberg Trade Tickets,
Bonds/Marketable Bonds,

Trade Confirmations, Custodian Failed Trade
Notices, Equities Transaction Records, FX
Transaction Records

Also includes signed sheets with buys and sells
specified by portfolio managers, including
custodian-signed decision sheets pertaining to
corporate actions and tenders.

Includes daily buy/sell transaction log,
documentation supporting the recommendation
and all required approvals.

FE+5

FE+5

Records may contain both confidential and
public information (e.g., ORD-593; Tex. Gov't
Code §8552.101, 552.104 and 552.111).

For audit purposes, these records must be
maintained FE+4.

4.1.006

IMD085

Daily Custodian and Bank Reports

Includes custodian reports such as corporate
action, cash transactions, cash match, and cash
file reports. Also includes summaries of daily
bank activity for real estate

FE+5

FE+5

4.1.007

4.2.002

RPT003

RPTO005

Budget Transfers , Transmittal of Funds

Includes cost center transfers, memos of
transmittals, transfer of funds to ERS, transfer or
adjustments to budgets, etc.

Cash Receipts

Includes receipts for fees (permits, licenses,
renewals, etc.)

FE+6

FE+3

FE+6

FE+3

Model schedule recommends 3 years. However,
see guidelines in 29 U.S.C. § 1027.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent A-
US - Until Superseded R-

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist




State of Texas
Records Retention Schedule

T!'N.‘"
State Library

amnd Archives

APPROVED: SLR 105
Form SLR 105C must
accompany this form.

1.
Page 156 of 178

Commissson
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4, 5. 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
4.2.002 RPT006 Daily Cash Receipts Logs FE+3 FE+3
A8
4.2.003 HBF004 Daily Cash Receipts Logs FE+3 FE+3 )
4.2.003 TCA024 Daily Cash Receipts Logs FE+3 FE+3 )
4.2.005 MDS007 Imaging Project Billing Records FE+3 FE+3 . .
ging =roj 9 Some records are duplicated in General
Includes copies of invoices, memos, billing and Accounting. 1
production reconciliation reports.
4.2.005 PURO001 Purchase Vouchers, Purchase Orders AC+4 AC+4 . .
AC = End of fiscal year or final payment,
Includes, but is not limited to, Purchasing and whichever is later. Purchase vouchers and
Accounts Payable team records such as: purchase orders associated with a separate
requisitions, orders, receiving reports, invoices, contract fall under record series PUR002,
or statements, change orders, encumbrance Contracts, Leases, and Agreements.
detail, order acknowledgements, related records
in the BEVO mainframe system, etc.
4.2.005 STS010 New Asset Logs FE+3 FE+3
Receiving reports for physical inventory items.
4.2.006 IMDO086 PAM Manual Entry Forms FE+3 FE+3
4.2.006 RPTO007 General Journal Vouchers FE+3 FE+3
Cash disbursements, cash deposit vouchers,
cash receipts, corrections, general, PAM, USAS,
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




T!'N.‘"
State Library

amnd Archives

State of Texas

Records Retention Schedule

APPROVED: SLR 105
Form SLR 105C must
accompany this form.

1.
Page 157 of 178

Commissson
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
4.2.007 APA004 Travel Expenditure Vouchers FE+3 FE+3
4.2.007 IMD095 IMD Travel Expenditure Vouchers FE+3 FE+3
4.3.002 STS038 Cash Receipts Journals or Registers FE+3 FE+3 . . . .
Records may contain confidential and public
information (e.g. Tex. Gov't Code § 825.507).
4.3.003 APA005 Expenditures Journals or Registers FE+3 FE+3
Warrant Registers
4.4 IMD090 Investment Transactions - Real Estate - State ~ PM PM .
and Federal Tax Returns For audit purposes, these records must be
maintained permanently.
Completed and filed tax returns, including Records may contain both confidential and
information returns. public information [e.g., ORD-593 (1991); Texas
Gov't Code §§ 552.104 and 552.110.]
4.4.001 RPT008 General and Expense Subsidiary Ledgers FE+6 FE+6 o
See guidelines in 29 U.S.C. § 1027.
Year-end General and Expense Subsidiary
ledgers, General Ledger Accounting System
(GLAS) mainframe information, etc. Also used
as supporting documentation for Annual
Financial Reports.
4.4.001 RPT009 Annuity Payroll Ledgers FE+6 FE+6
4

Includes daily and monthly annuity payroll
ledgers and reports.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End LA - Life of Asset
Fiscal Year End MO- Months

ARCHIVAL CODES (For Field 8)

PM - Permanent A - Transfer to State Archives
US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amnd Archives 1.
Commission Page 158 of 178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Total Remarks 106 No. No.
45 PAYO017 Payroll Reports FE+3 FE+3
y P Records may contain both confidential and
Includes consolidated history, FLSA, payroll public information. (e.g., Tex. Gov't Code 8§
changes, unemployment retirement benefits, etc. 552.024, 552.101, and 552.117; 42 U.S.C. §
405(c)(2)(C)(viii) [regarding Social Security
numbers].)
4.5 STS007 Staff Services Annual Expenditure Reports FE+3 FE+3
Some of these reports may be a result of a
Includes but not limited to the following: coordinated effort between General Accounting
0 Energy Consumption and Staff Services with records maintained by
0 Fleet Maintenance both departments.
0 Recycling Report
4.5.001 CFO005 Worksheets for Preparing Fiscal Reports FE+6 FE+6 o
See guidelines in 29 U.S.C. §1027.
Includes workpapers, schedules, and notes used 3
to prepare annual budget, year-end CAFR
reports, Treasury Interest allocations, etc.
4.5.001 1AD002 Worksheets for Preparing Fiscal Reports FE+6 FE+6 o
See guidelines in 29 U.S.C. §1027
Investment annual financial report balances and
disclosures
4.5.001 IMDO087 Worksheets for Preparing Fiscal Reports FE+3 FE+3

Worksheets for preparing agency annual
financial report, including the BE-80 Federal
Bureau of Economic Analysis Survey.

Includes monthly report data from title-holding
corporations.

Records may contain both confidential and
public information (e.g., 22 U.S.C. 3104(c) and
15 C.F.R. § 801.5)

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

PM - Permanent A-
US - Until Superseded R-




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amd Archives 1.
Commission Page 159 of 178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
4.5.002 CFO006 Internal Fiscal Management Reports FE+3 FE+3
Includes agency monthly budget reports, agency 3
monthly financial reports, etc.
4.5.002 HBF003 Management Fiscal Reports FE+3 FE+3
Includes, but is not limited to, disbursement, 2
payment, and statement of cash flow reports.
4.5.003 CFO007 Annual Financial Reports FE+20 FE+20 .
P See guidelines in 29 U.S.C. §1059. 3
Required by the General Appropriations Act.
4.5.005 RPTO010 External Fiscal Reports FE+3 FE+3 . ) . .
Records may contain confidential and public
Special purpose - i.e. federal financial reports, information (e.g., Tex. Gov't Code §§ 552.024,
salary reports, etc. 552.101, 552.102, 552.117, and 552.130; 42
U.S.C § 405(c)(2)(C)(viii) [regarding Social
Security numbers]).
4.5.006 CFO008 Annual Operating Budgets FE+3 FE+3
Required by the General Appropriations Act. 3
4.5.007 RPTO017 USAS Reports - Dail AC AC . A
P 4 AC = Receipt and reconciliation of monthly
report. A8
4.5.008 RPTO018 USAS Reports - Monthly AC AC . L
AC = Receipt and reconciliation of annual report A8

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

PM - Permanent A-
US - Until Superseded R-




State of Texas APPROVED: SLR 105
H Form SLR 105C must
Records Retention Schedule Foromany s form.
ad Archives 1.
Commission Page 160 of 178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4, 5. 6. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
4.5.009 RPTO019 USAS Reports - Annual FE+3 FE+3
4.6 PAYO016 COBRA Log Book FE+6 FE+6
g Retention period based on Stanton v. Fowler, 52
F.3d 723 (1995).
Records may contain both confidential and
public information. (e.g., Tex. Gov't Code 8§
552.024, 552.101, 552.102, 552.117, and
552.130; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; 42 U.S.C. §
405(c)(2)(C)(viii) [regarding Social Security
numbers]; and the Americans with Disabilities
Act of 1990, 42 U.S.C. § 12101 et seq. and 29
CFR 1630.14(b)(1) and (c)(1).)
4.6.001 BACO027 Special Service Buy Back Balancing 8 8 idelines i
Documentation & Lockbox vouchers See guidelines in 29 U.S.C. § 1027.
Balancing worksheets containing totals of types A8
of monetary transactions and summaries of
activities involving SSBB accounts. Also
includes vouchers posted to SSBB installment
accounts.
4.6.001 RPTO011 Balancing Records FE+6 FE+6 o
g See guidelines in 29 U.S.C. § 1027.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
AV - Administratively Valuable FE - Fiscal Year End MO- Months US - Until Superseded R - Review by State Archivist




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
ad ‘\n‘luu 1.
Commission Page 161 of 178
2. Agency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
4.6.002 BACO011 Annuity Payroll Reconciliations FE+8 FE+8 .
For audit purposes, these records must be
Includes daily and monthly reconciliations, maintained for 8 years. See guidelines in 29 A9
including the disaster recovery tape daily file. U.S.C. § 1027. Records may contain both
confidential and
public information. (e.g., Tex. Gov't Code
§825.507)
4.6.002 BACO012 Annuity Payroll Deduction Adjustments and FE+8 FE+8
il el ! See guidelines in 29 U.S.C. § 1027, Health
Insurance Portability and Accountability Act of
Spreadsheets, correspondence and supporting 1996 (Public Law 104-191), and 45 C.F.R. parts A9
documentation related to adjustments and 160 and 164. Records may contain both
reconciliations of ERS insurance, optional confidential and public information. (e.g., Tex.
insurance, association dues, general ledger Gov't Code §825.507).
accounts, and mismatch reports.
4.6.002 1AD003 Reconciliations FE+6 FE+6

Monthly reconciliations from the Investment
accounting system to the General Ledger
(GLAS), and the Uniform State Accounting
System (USAS)

See guidelines in 29 U.S.C. §1027. Records may
contain both confidential and public information
(e.g., Tx Gov't. Code 8825.507). Information

Technology maintains related records, see 1T025.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -
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4.6.002 IMD088 Reconciliations FE+5 FE+5
Reconciliation records which show compliance
with Internal Controls system. Includes, but is
not limited to, the following:
0 PAM and Custodian market value
reconciliations,
0 Monthly reconciliation worksheets,
0 GLAS reconciliations,
0 General Ledger Entry Authorization forms,
0 GLAS trial balance records, and
o Trading reconciliation records
4.6.002 IMDO089 Investment Transactions AC+FE+3 AC+FE+3 .
AC = For Real Estate, date of Certificate of
Investment transactions including trades, Dissolution in the case of title-holding
ledgers, prices, announcements, dividends, corporations; or date paid off, or date of loan
postings, payments, interest, and relevant maturity, whichever is applicable.
bank/contact information. Since multiple assets / corporations are listed
within one report, reports must be maintained
Documents includes bank statements, cancelled until retention of last dissolution has been
checks, financial reports, journals, worksheets reached.
and other property management documentation Records may contain both confidential and
or reports. public information [e.g. ORD-593 (1991); Texas
Gov't Code §§ 552.104 and 552.110]
Reports from outside accounting firms regarding
the filing of state and federal tax returns. Filing
status of multiple assets and/or corporations are
included on same report.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
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.6. R iliation R t FE+3 FE+3 . . . N
4.6.002 1T025 Member Account Reconciliation Reports Financial Reporting & Budget maintains related
Includes reports for daily, monthly, and year-end records, see RPT012. Records may contain both
reconciliation of member accounts. confidential and public information (e.g., Tex.
Gov't Code § 825.507).
6. iliati FE+6 FE+6 T
4.6.002 RPT012 Reconciliations See guidelines in 29 U.S.C. § 1027.
Includes monthly annuity payroll, Records may contain both confidential and
BEVO,budget, cash, DROP, GLAS, member public information. (e.g., Tex. Gov't Code
savings, §825.507)
refunds, state matching, special service buyback, Information Technology maintains related
suspense fund, travel, undistributed, records, see 1T025.
USAS,USPS, etc.
4.7 RPTO1 R ts and Data Entr t FE+3 FE+3 . N
013 equests and Data y Updates Records may contain both confidential and
Documentation for Transfer of Undistributed public information. (e.g., Tex. Gov't Code
Fund notices, Change Notices for warrants, and §825.507).
Warrant Release Letters.
. i i k Noti FE+1 FE+1 . S
47 RPTO14 Special Service Buyback Notices Records may contain both confidential and
Notices to cashier with respect to: public information. (e.g., Tex. Gov't Code §
(a) mailing payoff coupons; and 825.507)
(b) depositing qualified rollover payments.
4.7.001 CFO009 Accounting Policies and Procedures Manual US+3 US+3 3
4.7.002 RPTO015 Bank Statements FE+3 FE+3
A8

RETENTION CODES (For Field 7)
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4.7.003 RPTO16 Returned Checks, Warrants, and Drafts AC+6 AC+6
(Uncollectable) AC= After deemed uncollectable by department
manager. See guidelines in 29 U.S.C. § 1027.
Records may contain both confidential and
public information (e.g., Tex. Gov't Code
§825.507).
4.7.005 ACTO033 Claim Disputes and Resolutions AC+6 AC+6 . .
AC = Resolution of claim 2
Dispute material from claims processed by
external benefit providers.
4.7.005 LEGO017 Claim Files AC+3 AC+3 . .
AC = Resolution of claim.
Claim files pursuant to TRS Rules Chapter 49
(Collection of Delinquent Obligations).
4.7.012 EXCO010 Signature Authorizations US+FE+3 US+FE+3
Signature cards or similar records establishing
authority of an agency employee to initiate or
authorize financial transactions on behalf of an
agency, including Delegation of Authority
signature form.
4.7.012 LEGO033 Signature Authorizations US+FE+3 US+FE+3
Signature cards or similar records establishing
authority of an agency employee to initiate or
authorize financial transactions on behalf of an
agency.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
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5.1.001 BPR009 Benefit Processing Project Files AC+4 AC+4 o L .
AC = Expiration or termination of the instrument
Includes contract, correspondence, memos, according to its terms. Some documents may be
reports, etc. duplicated in General Accounting.
5.1.001 LEGO034 Contracts and Leases AC+4 AC+4 L L .
AC = Expiration or termination of the instrument
Contracts, leases, and agreements and associated according to its terms. Records may contain
documents related to outside counsel, land lease, both confidential and public information (e.g.
utilities, and construction except for buildings. Texas Gov't Code 551.110 and 552.104).
Associated documents include correspondence,
notes, reports, forms, agreements, charts,
specifications, affidavits of publication of calls
for bids, accepted bids, performance bonds, and
inspection reports.
5.1.001 LEGO060 Business Associate Agreements — HIPAA AC+6 AC+6 L L .
AC = Expiration or termination of the instrument
Includes the Request for Proposal, contract, and according to its terms. (Health Insurance
Business Associate Agreement. Portability and Accountability Act of 1996
(Public Law 104-191) and 45 C.F.R. Parts 160
and 164). Records may contain both confidential
and public information (e.g., Tex. Gov't Code §§
552.104 and 552.110).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
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5.1.001 OPI010 Contracts - Insurance Carriers AC+5 AC+5 o L .
AC = Expiration or termination of the instrument
Contracts, amendments, agreements, and letters according to its terms. The retention period 2
of understanding pertaining to the business matches the retention period required of the
relationships between the agency and insurance insurance carriers as specified in the contracts.
carriers offering products and services through Records may contain both confidential and
the Optional Insurance Program. public information (e.g., Tex. Gov't Code
§825.507; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act).
.1.001 PURO002 ntr L nd Agreemen AC+4 AC+4 . L .
5.1.00 UR00 Contracts, Leases and Agreements AC = Expiration or termination of the instrument
Includes, but is not limited to, information according to its terms. Records may contain
contained in both BEVO and CATS mainframe both confidential and public information (e.g.,
systems, contracts, leases, agreements, bids, Tex. Gov't Code §§ 552.104 and 552.110). See
purchase vouchers, contract purchase orders, etc. also LEGO60 for contracts pertaining to Business
Associate Agreements under HIPAA.
5.1.001 PURO012 Purchasing - Health Care Insurance AC+6 AC+6 L — -
Contracts AC= Expiration or termination of the instrument
according to its terms. See TCA038 for contract
Records include contracts, bids, bid evaluations management records.
and reviews, unsuccessful bids, and other
procurement records.
5.1.001 PURO013 Medicare Advantage Plan and Employer AC+10 AC+10

Group Waiver Plan Contracts

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

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
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5.1.001 TCAO038 Working Files related to Health Benefits or AC+6 AC+6 AC=Cl .
Insurance Coverage = Close of contract 2
Records associated with the administration of a
contract, such as: Correspondence, reports,
reviews, performance reviews, and other records.
5.1.001 TCA039  Working Files related to Medicare AC+10 AC+10 . .
Advantage Plan and Employer Group AC= Close of contract 2
Waiver Plan Contracts
Records associated with the administration of a
contract, such as: Correspondence, reports,
reviews, performance reviews, and other records.
5.1.004 GOV007 Mail and Telecommunications Listings us us
Any mailing address, telephone or fax number, A8
or e-mail address records maintained by an
agency on its employees or on entities or
persons it serves.
5.1.004 1TO17 Employee Phone Dlrectory us us
Internal Agency employee and department
phone directory.
5.1.004 LEGO035 Mail and Telecommunications Listings us us

Any mailing address, telephone or fax number,
or e-mail address records maintained by an
agency on its employees or on entities or
persons it serves.

Records may contain confidential and public
information (e.g. Texas Gov't Code 552.117,
552.024 and 825.507).

RETENTION CODES (For Field 7)
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5.1.004 STS011 Mail and Telecommunications Listings us us . . .
Records may contain both confidential and
Any mailing address, telephone or fax number, public information (e.g., Tex. Gov't Code 8§
or e-mail address records maintained by an 552.101, 552.024, 552.117, and 825.507).
agency on its employees or on entities or
persons it serves.
5.1.005 STS012 Postage Records FE+3 FE+3
Records and reports of postage expenses,
including postal meter usage.
5.1.007 STS013 Job Requests for In-Agency or Inter-Agency AV AV
Copy, Printing Service
5.1.013 PURO003 Certificates of Liability Insurance AC+4 AC+4 o - .
AC= Expiration or termination of the policy 3
according to its terms.
5.1.013 RMO009 Insurance Policies AC+4 AC+4 o N .
AC= Expiration or termination of the policy
Includes related invoices and purchase orders. according to its term. 4
5.2.001 STS014 Appraisals - Building or Property AV AV

Records relating to TRS building or property
appraisals that are not investment related.

RETENTION CODES (For Field 7)
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5.2.002 STS015 Building Construction Project Files AC+20 AC+20 R
g ) AC = Completion of project. SEE ALSO item
Planning, design, and construction records; numbers 5.2.003 and 5.2.028.
accepted and rejected bids; correspondence; etc. Records may contain both confidential and
SEE ALSO item numbers 5.2.003 and 5.2.028. public information (e.g., Tex. Gov't Code 8§
552.101, 552.104, and 552.105)
5.2.003 STS017 Building Plans and Specifications LA LA R
uricing pecificat State owned: LA; Leased: AC+2,
Includes architectural and engineering drawings, (R for state owned only)
profiles, and blueprints. SEE ALSO item
numbers 5.2.002 and 5.2.028.
5.2.004 STS018 Building Space Requests FE+3 FE+3
Includes office space surveys, space requests,
and space utilization reports, etc.
5.2.007 STS019 Facility Damage Reports FE+3 FE+3 . I
thity g P Records may contain both confidential and
Reports of damage to state property. public information. (e.g., Health & Safety Code
8§ 611.002 and 773.091; Tex. Occ. Code Title 3,
Subtitle B, Medical Practice Act; 42 U.S.C.
405(c)(2)(C)(vii) and the Americans with
Disabilities Act of 1990, 42 U.S.C. § 12101 et
seg. and 29 CFR 1630.14(b)(1) and (c)(1).)
5.2.010 STS020 Equipment Manuals LA LA . o .
quip Records may contain confidential and public
Manuals for print shop, cafeteria, heating, air information (e.g., Tex. Gov't Code §§ 552.101,
conditioning, elevators, etc. 552.104, and 552.110).
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
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5.2.014 STS056 Inventory - Annual Physical FE+3 FE+3
Property, equipment, supply verification.
5.2.015 STS051 Inventory, Notices of Equipment Removed FE+3 FE+3
5.2.016 STS052 Inventory System Update Listings AC AC . L .
AC = Transfer of information into annual listing
Listing shows all additions, changes, deletions, which is maintained on the Comptroller's State
and transfer times for the monthly processing Property Asset system.
period.
5.2.017 STS053 Lost & Stolen Property Reports FE+3 FE+3
5.2.019 STS021 Service Work Orders FE+1 FE+1
Requests for conference room set-up, moving,
and electrical, mechanical, plumbing repair, etc.
5.2.020 STS022 Supply Usage Records FE+1 FE+1
5.2.021 STS054 Surplus Property Sale Reports FE+3 FE+3
5.2.026 STS023 Facilities Reservation Logs 2 2
Reservation logs or similar records relating to
the use of agency facilities such as meeting
rooms, auditoriums, etc.
RETENTION CODES (For Field 7) ARCHIVAL CODES (For Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM - Permanent A - Transfer to State Archives
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5.2.028 STS016 Building Construction Contract and LA+10 LA+10
Insepection Records
Building construction contracts, surety bonds,
and inspection records. SEE ALSO item
numbers 5.2.002 and 5.2.003.
5.3 PURO004 Contract 30 Reporting Documentation FE+4 FE+4
Records of contracts over $10,000 as required 3
by the State Auditor's Office.
53 PURO005 Contract with Non-Resident Bidders Report FE+3 FE+3
Mandatory report submitted in January and July 3
to the Legislative Budget Board.
53 PURO006 Historically Underutilized Business Reports 10 10
General Services Commission and TRS reports,
travel information, correspondence, memos, etc.
5.3 PURO007 Recycling and Conservation Annual FE+3 FE+3 .
Reports may be a result of a coordinated effort
Summary Report . -
) ) ) ) between General Accounting and Staff Services
Details compliance with statutory requirement with records maintained in both departments. 3
that each state agency spend a certain
percentage of its consumable procurement
budget of commodities with recycled content.
5.3.003 APAQ07 Freight Claims AC+2 AC+2 . .
g AC = Resolution of claim. A8

RETENTION CODES (For Field 7)
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5.3.007 IMDO080 Bid Documentation FE+5 FE+5 . . .
Records may contain both confidential and
Includes bid requisition / authorizations, public information (e.g., ORD-593; Tex. Gov't
invitations to bid or propose, bid specifications, Code §§ 552.101, 552.104, 552.110 and
and bid tabulation / evaluations. 552.111).
CAUTION: If a formal written contract is the
result of a successful bid or request for proposal,
the successful bid or request for proposal and its
supporting documentation must be retained for
the same period as the contract. SEE item
number 5.1.001 and 5.2.028.
5.3.007 LEGO036 Bid Documentation FE+5 FE+5

Includes bid requisition / authorizations,
invitations to bid or propose, bid specifications,
and bid tabulation/evaluations. (Submitted bids
or proposals associated with winning contract
are kept with the contract. See LEG034
Contracts and Leases.

Records may contain both confidential and
public information (e.g., Tex. Gov't Code §8
552.101, 552.104, 552.110). CAUTION: If a
formal written contract is the result of a
successful bid or request for proposal, the
successful bid or request for proposal and its
supporting documentation must be retained for
the same period as the contract. SEE item
number 5.1.001 and 5.2.028.

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

PM - Permanent A-
US - Until Superseded R-




SLR 105

State of Texas APPROVED:
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amd Archives 1.
Commission Page 173 of 178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4. 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
5.3.007 PURO008 Bid Documentation - Cancelled FE+3 FE+3 o . .
Non-winning bids are maintained the length of
Includes bid requisition / authorizations, the contract, see PUR002.
invitations to bid or propose, bid specifications, CAUTION: If a formal written contract is the
and bid tabulation / evaluations. result of a successful bid or request for proposal,
the successful bid or request for proposal and its
supporting documentation must be retained for
the same period as the contract. SEE item
number 5.1.001 and 5.2.028.
5.3.008 PURO009 Purchasing Logs FE+3 FE+3 .
9-09 Purchase Order numbers captured in BEVO 3
Log, register, etc., providing a record of beginning in FY1992.
purchase orders issued, orders received, and
similar data on procurement status.
5.3.009 LEGO037 Requests for Information - Procurement AC AC . .
AC = Date of direct purchase, issuance of
Requests for information preliminary to the request for bids, or decision not to proceed with
procurement of goods or services by direct the procurement of services from outside
purchase or bid. counsel, as
applicable.
5.3.009 PURO010 Requests for Information AC AC

Requests for information preliminary to the
procurement of goods or services by direct
purchase or bid.

AC = Date of direct purchase, issuance of
request for bids, or decision not to proceed with
the procurement, as applicable.

RETENTION CODES (For Field 7)
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5.4.001 PAY018 Worker's Compensation Claims and AC+10 AC+10 AC= Date case is closed
Associated Documentation - :
. ] ) 29 CFR 1904.33. The State Office of Risk
Accident or occupational disease reports (by Management retains copies of the reports
supervisors and employees) and other associated submitted to it for 50 years.
reports required to be submitted to the State Records may contain both confidential and
Office of Risk Management or its predecessors public information. (e.g., Tex. Gov't Code §§
or maintained internally on accident frequency. 552.024, 552.101, 552.102, 552.117, and
552.130; Tex. Occ. Code Title 3, Subtitle B,
Medical Practice Act; 42 U.S.C. §
405(c)(2)(C)(viii) [regarding Social Security
numbers]; and the Americans with Disabilities
Act of 1990, 42 U.S.C. § 12101 et seq. and 29
CFR 1630.14(b)(1) and (c)(1).)
5.4.001 RMO018 Accident Reports and Associated CE+5 CE+5
Documentation 29 CFR 1904.33. The Texas Department of
Insurance retains copies of the reports submitted 4
Workplace injury reports, vehicle accident to it for 50 years.
reports for vehicles on the surface parking lot, in
the garage, and TRS-owned vehicles.
5.4.001 STS055 Accident Reports and Associated CE+5 CE+5
Documentatlioon 29 CFR 1904.33. The Texas Department of
) ) ) Insurance retains copies of the reports submitted
Accident or occupational disease reports (by to it for 50 years. Records may contain both 4

supervisors and employees) and other associated
reports required to be submitted to the Texas
Department of Insurance or its predecessors or
maintained internally on accident frequency.

confidential and public information. (e.g., Health
& Safety Code 88 611.002 and 773.091; Tex.
Occ. Code Title 3, Subtitle B, Medical Practice
Act; 42 U.S.C. 405(c)(2)(C)(vii) and the
Americans with Disabilities Act of 1990, 42
U.S.C. § 12101 et seq. and 29 CFR
1630.14(b)(1) and (c)(1).)

RETENTION CODES (For Field 7)
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5.4.002 RMO007 Evacuation Plans us us
Plans for evacuating agency facilities in cases of 4
emergency.
5.4.003 RMO008 Inspection Records AC+3 AC+3 . .
AC= Inspection, or date of the correction of the
Inspection of AED (defibrillation)equipment. deficiency, if the inspection report reveals a 4
deficiency. CAUTION: Does not include
inspection reports of building construction. See
item number 5.2.028.
5.4.003 STS040 Inspection Records AC+3 AC+3 . .
AC= Inspection, or date of the correction of the
Fire, safety, and other inspection records of deficiency, if the inspection report reveals a
agency facilities and equipment. deficiency.
CAUTION: Does not include inspection reports
of building construction. See item number
5.2.028.
5.4.004 STS041 Fire Orders AC+3 AC+3 .
AC = Deficiency corrected.
Orders issued by Fire Marshal to correct
deficiencies in compliance with the fire code.
5.4.007 STS024 Hazardous Materials Training Records 5 5
g Health and Safety Code, § 502.009(g).
Records of training given employees in an
agency hazard communications program.
5.4.008 STS043 Hazard Communication Plans US+5 US+5

Health and Safety Code, §502.009(g).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled CE -
AV - Administratively Valuable FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset

MO- Months

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist

PM - Permanent A-
US - Until Superseded R-




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
T!'N.‘"
State Library
amnd Archives 1.
Commission Page 176 of 178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
5.4.009 STS025 Workplace Chemical Lists 30 30
P Health and Safety Code, § 502.005(d).
5.4.010 RMO010 Material Safety Data Sheets AC AC
AC= After sheets are updated, or hazardous
chemical is no longer stored by agency, as 4
applicable.
5.4.011 1T026 Visitor Logs - Computer Room 3 3
Logs documenting visitors to the IT computer
room.
5.4.011 STS027 Visitor Control Registers 3 3
Logs, registers, or similar records documenting
visitors to limited access or restricted areas of
agency facilities. Includes visitor sign-in books
and contractor/vendor logs.
5.4.012 1T018 Computer Access Records AC+6 AC+6

Records of TRS personnel login IDs and access
rights. Includes security event logs and records
generated by IT systems used to store, transmit,
and receive ePHI data. These logs include
mainframe security (SMF) logs, Imaging
security and queue logs, and security incident
events reported to outside entities.

AC = After closed, terminated, completed,
expired, or settled. Records may contain both
public and confidential information (ORD-581
[1990]). See 45 CFR

§164.316(b)(2i).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

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




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Foromany s form.
amnd Archives 1.
Commission Page 177 of 178
2. Agency ‘ 3. Ageney Teacher Retirement System of Texas
323
4, 5. 7. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
5.4.012 STS028 Facility, Equipment Access Records AC+2 AC+2 . .
AC = Until superseded, date of expiration, or
Records relating to the issuance of keys, date of termination, whichever is sooner.
identification cards, building passes, or similar Records may contain both confidential and
instruments of access to agency facilities or public information (e.g., ORD-581 (1990)).
equipment.
5.4.012 STS030 Vault and Safe Combinations LA LA . L
Records may contain both confidential and
public information (e.g., ORD-581 (1990)).
5.4.013 GOV008 Disaster Preparedness and Recovery Plans us us A8
5.4.013 LEGO038 Disaster Preparedness and Recovery Plans us us
Includes records of current consultants and
outside counsel.
5.4.013 RMO005 Disaster Preparedness and Recovery Plans - US+5 US+5 . L
Agency Records may contain both confidential and
public information (e.g., Tx Govt Code §8
Documentation and procedures for Agency use 552.024, 552.101, 552.102, and 552.117; 42 4
during a disaster. Includes business continuity U.S.C. § 405.(c)(2) (C-vii) regarding Social
plans, phOﬂe tree and business impact analysis Security numbers; and the Americans with
for entire Agency. Disabilities Act of 1990, 42 U.S.C. § 12101 et
seq. and 29 CFR 1630.14(b-1) and (c-1).
5.5.004 1T031 Telephone System Activity Records FE+2 FE+2

Internal listings of incoming and outgoing
telephone activity.

Records may contain both public and
confidential information, (e.g., Tex. Gov't Code
§8552.104 or 552.110).

RETENTION CODES (For Field 7)

AC - After Closed, Terminated, Completed, Expired, Settled
AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

ARCHIVAL CODES (For Field 8)

A -
R -

Transfer to State Archives
Review by State Archivist

PM - Permanent
US - Until Superseded




State of Texas APPROVED: SLR 105
1 Form SLR 105C must
Records Retention Schedule Feromany e form.
T!'N.‘"
State Library
amd Archives 1.
Commission Page 178 of 178
2.A0ency 3. Ageney Teacher Retirement System of Texas
323
4. 5. 8. 10. 11. TSLAC
Records Series Agency Item RETENTION PERIOD Archival ONLY
ftem Number Number RECORDS SERIES TITLE Amend.
Agency Storage Total Remarks 106 No. No.
5.6.003 STS033 Inspection Repair and Maintenance LA+1 LA+1
Records - Vehicles
5.6.005 STS034 Vehicle Use Reports FE+3 FE+3
Log of trip destinations, in/out times of agency
vehicles and any other related operational
information (mileage, fuel/oil consumption).
5.6.007 STS036 Vehicle Titles & Registrations LA LA
5.6.009 STS037 Parking Permits or Assignments us us

Count of Records:

532

RETENTION CODES (For Field 7)

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

AV - Administratively Valuable

CE-
FE -

Calendar Year End
Fiscal Year End

LA - Life of Asset
MO- Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (For Field 8)

Transfer to State Archives
Review by State Archivist
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