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Ms. Arnanda Arriaga
Chief, Policy, Projects and Portfolio Management
Texas Department of Public Safety
5805 N. Lamar Blvd.
Austin, TX 78752

Re: Agency records retention schedule amendment approved for use

Dear Ms. Arriaga:

Amendment 1 to your agency’s 4th recertification of your records retention schedule is approved for
use as of Monday, December 22, 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,

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Steven McCraw
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Ms. Amanda Arriaga
Chief, Policy, Projects and Portfolio Management
Texas Department of Public Safety
5805 N. Lamar Blvd.
Austin, TX 78752

RE: Texas Department of Public Safety
Retention schedule approved for use.

Dear Ms. Arriaga:

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schedule are superseded with this recertified copy.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 May 2016. If you have any questions, call the information analyst assigned to your
agency, Bret Adams, at 512-936-0270.

Sincerely,

Craig Kelso
Director and State Records Administrator

Enclosure
cc: State Auditor, State Archivist
cc: (without enclosure) Steven McCraw

R01-405/405



LI Amendment - Form SLR 122

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

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

El Agency Head

Records Management Officer

Signature .

Name (Print ortype) Av¾, Gill tZ_ k
Date i/H7fiz

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

Name (Print or type)

(G

i( ((

SLR1O5C
* STATE OFTEXAS

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

and Archives
Commission

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

Agency Code 405

Agency Name Department of Public Safety

(Check one)

El Initial Certification - Form SLR 105

Recertification - Form SLR 105

Signature

Name (Print or type)

Date

(Check one) Signature

Date

Cert/Recert No.
/\

Amendment No.

SLR 105C
Rev. 9/11



CAUTION

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

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

State and Local Records Management Division
Texas State library and Archives Commission
(Rev. 2/11)
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2. Agency 
    Code      405 

3. Agency  
Name Texas Department of Public Safety 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

Retention Codes (Field 7) 
 
AC – After Closed, Terminated, Completed, Expired, Settled 
AV – Administrative Value 

 
 
CE – Calendar Year End 
FE – Fiscal Year End 

 
 
LA – Life of Asset 
MO – Months 

 
 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

SLR 105 
Rev. 4/12 

 AGENCY SERVICES 

 Driver License Division 

1.1 DPS.0001 

Driver License issuance and history 
related information - Enforcement & 
Compliance files; driver license photo file 
film; driver license updates and purges; 
driver license original application; Vision 

and Limb Waiver records; Safety 

Responsibility case files 

PM PM PM  

Temporarily includes DPS Arrest 
Summaries. 

95-405-034 
91-405-014 
91-405-008 

 

1.1 DPS.0002 
Safety Responsibility Act certificates of 
deposit and self insurance 
 

    5  5     

 COMBAT AND COUNTERTERRORISM 

 Texas Rangers 

1.1 DPS.0003 
Border Operations Sector Assessments 
(BOSAs) 

AV  AV   
  

1.1 DPS.0004 Criminal Activity Reports  PM  PM R    

1.1 DPS.0005 Investigation Reports AV  AV     

1.1 DPS.0006 Ranger Weekly Reports CE+2  CE+2     
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ONLY 
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No. Agency Storage Total 

 
9.  
Remarks 

 

SLR 105 
Rev. 4/12 

4.7.008 DPS.0007 Local Border Security Program AC+3  AC+3  

AC = Satisfaction of all Uniform 
Administrative Requirements for 
Grants and Cooperative Agreements 
to State and Local Governments (the 
Common Rule). 

  

 ENHANCE PUBLIC SAFETY  

 Administration 

1.1 DPS.0008 Use of Force Reports (HQ-12) CE+3  CE+3   

  

3.1 DPS.0009 Electronic Firearm Discharge Card Files PM  PM   

  

3.1.020 DPS.0010 
Firearm Discharge Investigations 
(Involving/not involving injury or death) 

AC+5  AC+5  
After employee is notified of final 
ruling.  
AC=Termination of corrective action 

  

3.1 DPS.0011 Firearm Discharge Logbooks PM  PM   
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 All Divisions – General Records 

1.1.038 DPS.0012 
Customer Surveys (Surveys returned by 
the customers or clients of an agency rating 
an agency’s performance.) 

AC+3  AC+3  AC = After summary reports compiled  

  

 Aircraft 

1.1  DPS.0013 Aircraft Equipment Evaluations LA  LA  

If Aircraft sold all records relating to 
aircraft must be transferred to new 
owner by FAA Reg. 14 CFR 
91.417(b)(2) 

  

1.1 DPS.0014 FAA Records  LA+1  LA+1  

If Aircraft sold all records relating to 
aircraft must be transferred to new 
owner by FAA Reg. 14 CFR 
91.417(b)(2) 

  

5.6.003 DPS.0015 
Aircraft Records – Inspection and Repair 
(Air-3, Air-15, Aircraft log books, and 
aircraft maintenance records)  

LA+1  LA+1   
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 Chief of Staff 

1.1 DPS.0016 EPB Weekly Report - EPB 1&2 FE+2  FE+2     

1.1 DPS.0017 Security Surveys CE+5  CE+5     

 Criminal Investigations Division 

1.1 DPS.0018 
Administrative Imprest Report Files 

AC+25  AC+25  
Paper, microfilmed or electronic after 
10 years. AC = After Closed 

  

1.1 DPS.0019 

Administrative Investigative Files 

AV  AV  

AV = paper, review based on 
retention/review period of CLE-1 
administrative reports (file maintains 
necessary documents) 

  

1.1 DPS.0020 

BATIC CENTER Administrative 
Research Files (Call Log, Recovery 
Files, Pending Files, and Miscellaneous 
Files) 

AC+2  AC+2  AC = After Closed 

  

1.1 DPS.0021 
CID Administrative Subpoena Logbook 

CE+3  CE+3   
  

1.1 DPS.0022 
CID Commissioned Weekly Report 

CE+3  CE+3   
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Rev. 4/12 

1.1 DPS.0023 
CID Document Cards 

AV  AV   
  

1.1 DPS.0024 
CID Report Attachment Files 

AV  AV   
  

1.1 DPS.0025 
CID Investigative Leads 

AC+2  AC+2  
AC = After case concluded or all 
investigative leads have been 
exhausted. 

  

1.1 DPS.0026 
Clandestine Laboratory Seizure Reports 

10  10   
  

1.1 DPS.0027 Cooperating Individual (CI) files AC+5 20 AC+25  
AC = date cooperating individual 
became inactive or terminated 

  

1.1 DPS.0028 Cooperating Individual (CI) Log US  US   
  

1.1 DPS.0029 
Corrective / Change e-mail notice for 
Permanent status CLE-1 

AV  AV  

AV = paper, review based on 
retention/review period of 
investigative, intelligence and 
administrative reports (file maintains 
necessary documents) 

  

1.1 DPS.0030 
Criminal Investigation Report (CLE-1 
Administrative) 

AV  AV  
Resides in CLERIS system. 
Reviewed after 15 years. 

  

1.1 
DPS.0031 

Criminal Investigation Report (CLE-1 
CLE CLERIS Retention Logs) 

25  25 R 
Resides in CLERIS system.   
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9.  
Remarks 

 

SLR 105 
Rev. 4/12 

1.1 
DPS.0032 

Criminal Investigation Report (CLE-1 
Intelligence) 

AV  AV  
Resides in CLERIS System. 
Reviewed after 5 years. 

  

1.1 
DPS.0033 

Criminal Investigation Report (CLE-1 
Investigative) 

25  25 R 
Resides in CLERIS System.   

1.1 
DPS.0034 

Investigative Reports (Case Reports) 
AC+5 15 AC+20 R 

Paper microfilmed or electronic after 
5 years.  AC = Case concluded 

  

1.1 
DPS.0035 

Investigative Polygraph Examination 
Records (Homicide) 

AC+75  AC+75  
AC = Case concluded + 75 years or 
death of offender 

  

1.1 
DPS.0036 

Investigative Polygraph Examination 
Records (Non-Homicide) 

AC+25  AC+25  
AC = Case concluded   

1.1 
DPS.0037 

MVD Title Application Searches 
AV  AV  

Reviewed after 3 years and reviewed 
after 5 years. 

  

1.1 
DPS.0038 

Officer’s Field Notes and Working Files 
AV  AV  

Resides in CLERIS system.   

1.1 
DPS.0039 

Pre-Employment Polygraph Examination 
Records 

AC+10  AC+10  
AC = Case concluded   

1.1.043 
DPS.0040 

School Reports/ Records/ Curriculum 
US+1  US+1   

  

1.1 
DPS.0041 

Seized Property Records 
AC+25  AC+25  

AC = After all seized property has 
been disposed of. 

  

1.1 
DPS.0042 

Undercover Driver's License and Social 
Security Card Information 

AC+25    AC+25  
AC = After original documents have 
been returned to the originating 
agency or department. 
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1.1 
DPS.0043 

Wiretap Files/ Pen Register Files 
AC+20  AC+20  

AC = After all evidence and 
defendants have been dispositioned. 

  

 Intelligence and Counterterrorism 

1.1 DPS.0044 Case files / CLERIS Files 5  5  

Original kept at agency for 5 years 
then purged if CLERIS Report has 
not been validated for another 5 
years per 28CFR Part 23 

  

1.1 DPS.0045 
Financial Crimes Enforcement Network 
(FINCEN) 

5  5  

Files are maintained electronically on 
the DPS network. Purge for 
intelligence information unless it can 
be validated to kept in system per 
28CFR Part 23 

  

1.1 DPS.0046 PSAT HQ-53 CE+15  CE+15   
  

1.1 DPS.0047 Suspicious Activity Report (SAR) 5  5  

Files are maintained electronically on 
the DPS network. Purge for 
intelligence information unless it can 
be validated to kept in system per 
28CFR Part 23 

  

1.1 DPS.0048 
Criminal Investigative Files Pertaining to 
Telephone Analysis 

CE+5  CE+5   
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9.  
Remarks 

 

SLR 105 
Rev. 4/12 

1.1 DPS.0049 Service Provider Subpoena Responses  CE+2  CE+2   
  

1.1 DPS.0050 Telephone Subpoena Log  PM  PM   
  

1.1 DPS.0051 Penlink Software  PM  PM   
  

1.1 DPS.0052 Phone subpoenas CE+2  CE+2   
  

1.1 DPS.0053 
MPCH Supplemental File 

CE+3  CE+3  
   

1.1 DPS.0054 
Located Deceased Person Files 

PM  PM  
   

1.1 DPS.0055 
Missing Person File - Inactive - Closed 

CE+3  CE+3  
   

1.1 DPS.0056 
Missing Person File - Active - Closed 

CE+3  CE+3  
   

1.1 DPS.0057 
Unidentified Person Files - Inactive - 
Closed 

CE+3  CE+3  
   

1.1 DPS.0058 
Unidentified Person Files - Active - 
Closed 

CE+3  CE+3  
   

1.1 DPS.0059 
Sex Offender Compliance CR32's 

PM  PM  
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1.1 DPS.0060 
Sex Offender, DL Fraud and Vehicle 
Reconstruction 

CE+3  CE+3  
   

1.1 DPS.0061 
PSAT 

CE+3  CE+3  
   

 Law Enforcement Support 

1.1 
DPS.0062 

Breath Alcohol Testing Program File 100  100    
  

1.1 
DPS.0063 

Breath Alcohol Testing Subject Files AC+100  AC+100  AC=Date of subject breath test 
  

1.1 
DPS.0064 

Laboratory Case Files AC+100  AC+100  
AC=Date of receipt of original 
evidence  

  

3.1 
DPS.0065 

Breath Alcohol Testing Operator Files AC+100  AC+100  AC=Termination of employment 
  

1.1 
DPS.0066 

Breath Alcohol Testing Instrument File 100  100   
  

1.1 
DPS.0067 

CJIS Error Tracking Database AV  AV    
  

1.1 
DPS.0068 

Crime Records Agreements AV  AV    
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1.1 

DPS.0069 

Criminal History Record Information 
Records 

110  110  

110 years from subjects date of birth.  
 
Texas Government Code § 
411.042(9) record data and maintain 
a state database for a computerized 
criminal history record system and 
computerized juvenile justice 
information system that serves: (A) as 
the record creation point for criminal 
history record information and 
juvenile justice information 
maintained by the state. 

  

1.1 
DPS.0070 

DPS Master Fingerprint Files 110  110  110 years from subjects date of birth 
  

1.1 
DPS.0071 

Sex Offender Registration Records 150  150  150 years from subjects date of birth 
  

1.1 
DPS.0072 

Radio Frequency Files 1  1    
  

1.1.038 
DPS.0073 

Survey of First Responder Agencies AC  AC  
AC = Final disposition of summary 
report 

  

1.1 
DPS.0074 

Texas 1033/1122 Program Files  PM  PM    
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 Regulatory Services Division 

1.1 
DPS.0075 

Administrative Investigative Files AC+20 
 

AC+20 
 

AC = After Closed   

1.1 
DPS.0076 

Analyst Investigative Files 5 PM PM 
R 

Original kept at agency for 5 years 
then microfilmed or electronic.  

90-405-002  

1.1 
DPS.0077 

Automobile Storage Log (CO-44A) AC+3 
 

AC+3 
 

AC= After Closed   

1.1 
DPS.0078 

Case Reports (THP-1, THP-1A, THP-1B) AC+3 
 

AC+3 
 

AC = After case disposition   

1.1 
DPS.0079 

Certificate of Seizure (HQ-83) AC+3 
 

AC+3 
 

AC = Date the item is ordered 
disposed by the court 

  

1.1 
DPS.0080 

Certified External Inspector Training 
School Folder/Enforcement Action 

AC+5 
 

AC+5 
 

AC = After license expired or 
terminated 

  

1.1 
DPS.0081 

Certified Inspector Training School 
Folder/No Enforcement Action  

AC+2 
 

AC+2 
 

AC = After license expired or 
terminated 

  

1.1 
DPS.0082 

Challenge Test (VIE-8) FE+2 
 

FE+2 
 

Emissions program data stored in 
electronic record 

  

1.1 
DPS.0083 

CHLB License Applications AV 
 

AV 
 

    

1.1 
DPS.0084 

Controlled Substance Registration 
Hearing Files 

AC+5  AC+5  
AC = After Closed  
Paper microfilmed after 5 years.  
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1.1 
DPS.0085 

Correction Notice 
AC+1  AC+1  

AC = After Closed   

1.1 
DPS.0086 

Vehicle Inspection Audit (VIE-6) 
FE+2  FE+2  

Emissions program data stored in 
electronic record 

  

1.1 
DPS.0087 

Electronic Prescription Records 
AC+15  AC+15  

AC = After the investigation is marked 
closed 

  

1.1 
DPS.0088 

Emissions Affidavit Form (VIE)-12) 
FE+2  FE+2  

Emissions program data stored in 
electronic record 

  

1.1 
DPS.0089 

Examination Log 
CE+2  CE+2  

    

1.1 
DPS.0090 

Facility and Technician ID Numbers 
AC+5  AC+5  

Emissions program data stored in 
electronic record. AC = After closed 

  

1.1 
DPS.0091 

Field Supervisors Weekly Report (THP-
15) 

CE+2  CE+2  
    

1.1 
DPS.0092 

Graded Examinations 
1  1  

    

1.1 
DPS.0093 

Inspector History Folder/Enforcement 
Action 

AC+5  AC+5  
AC = After expired or terminated   

1.1 
DPS.0094 

Inspector History Folder/No 
Enforcement Action 

AC+2  AC+2  
AC = After license expired or 
terminated 

  

1.1 
DPS.0095 

Instructor History Folder/Enforcement 
Action 

AC+5  AC+5  
AC = After license expired or 
terminated 
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1.1 
DPS.0096 

Instructor History Folder/No 
Enforcement Action 

AC+2  AC+2  
AC = After license expired or 
terminated 

  

1.1 
DPS.0097 

Inventory of Property Seized Under 
Article 18.19, CCP (HQ-114) 

AC+3  AC+3  
AC = Date the item is ordered 
disposed by the court 

  

1.1 
DPS.0098 

Inventory of Seized Property (HQ-109A)/ 
Evidentiary or Asset Forfeiture 

AC+3  AC+3  
AC = Date the item is ordered 
disposed by the court 

  

1.1 
DPS.0099 

Investigative Reports (Case Reports) 
AC+5 15 AC+20 R 

Paper microfilmed or electronic after 
5 years. AC = After Closed 

90-405-001  

1.1 
DPS.0100 

On Road Test Records 
AC+2  AC+2  

Data stored in electronic record.      
AC = After closed 

  

1.1 
DPS.0101 

Order Form 
AC+1  AC+1  

AC = Fulfillment of order   

1.1 
DPS.0102 

Overt Station Audits 
FE+2  FE+2  

Emissions program data stored in 
electronic record. 

  

1.1 
DPS.0103 

Peyote Receipts of Sales 
PM PM PM  

Original kept at agency for 1 year, 
then stored permanently at TSLAC. 

91-405-006  

1.1 
DPS.0104 

Property Inventory (HQ-109)/Evidentiary 
or Asset Forfeiture 

AC+3  AC+3  
AC = Date the item is ordered 
disposed by the court 

  

1.1 
DPS.0105 

PSB Company Applications 
AC+2  AC+2  

AC = Expiration of license   

1.1 
DPS.0106 

PSB Individual Applications 
AC+2  AC+2  

AC = Expiration of license   
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1.1 
DPS.0107 

Recognized Emissions Repair Folder 
AC+2  AC+2  

AC = Terminated   

1.1 
DPS.0108 

Returned Registration Cards 
AC+1  AC+1  

AC = After Closed   

1.1 
DPS.0109 

Schedule II Prescription Forms 
3  3  

    

1.1 
DPS.0110 

Station Activity Log (CO-29) AC+13 
months 

 
AC+ 13 
months 

 
AC = After Closed   

1.1 
DPS.0111 

Station History Folder/Enforcement 
Action 

AC+5  AC+5  
AC = After license expired or 
terminated 

  

1.1 
DPS.0112 

Station History Folder/No Enforcement 
Action 

AC+2  AC+2  
AC = After license expired or 
terminated 

  

1.1 
DPS.0113 

Statistical Reports 
PM PM PM R 

 91-405-007  

1.1 
DPS.0114 

Texas Control Substances Registration 
Files 

PM PM PM  
 91-405-018  

1.1 
DPS.0115 

Vehicle Emissions Inspection 
Reports/Forms AC+2  AC+2  

AC = After expiration of the Vehicle 
Inspection Certificate issued to the 
inspection report 

  

1.1 
DPS.0116 

Vehicle Emissions Waivers 
AC+2  AC+2  

AC = After expiration of the Vehicle 
Inspection Certificate issued to the 
waiver 
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1.1 
DPS.0117 

Vehicle Inspection Remittance Report 
(VI-9) 

FE+3  FE+3  
    

1.1 
DPS.0118 

Property Inventory (HQ-109)/Non-
evidentiary 

AC+3  AC+3  
AC = Final disposition of case   

1.1 
DPS.0119 

Recognized Repair Summary Sheet (VIE-
22) 

FE+2  FE+2  
Emissions program data stored in 
electronic record. 

  

1.1 
DPS.0120 

Vehicle Repair Form (VIE-7) 
FE+2  FE+2  

Emissions program data stored in 
electronic record. 

  

1.1.006 
DPS.0121 

Bureau Cases 
AC+2  AC+2  

AC = Final disposition of case.   

1.1.006 
DPS.0122 

Investigation Lead Sheets 
FE+2  FE+2  

   

1.1.006 
DPS.0123 

Investigative Complaints 
FE+2  FE+2  

   

1.1.006 
DPS.0124 

Proposals for Decision 
AC+2  AC+2  

AC = Final disposition of decision   

1.1.008 
DPS.0125 

Administrative Files – Correspondence 
2  2  

   

1.1.060 
DPS.0126 

Audio and Videotapes AC+90 
days 

 
AC+90 
days 

 
AC = When written transcription is 
approved 

  

3.1.019 
DPS.0127 

Performance Observation (TLE-27) 
CE+3  CE+3  
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4.7.003 
DPS.0128 

Credit Card Charge Backs 
AC+3  AC+3  

AC = After deemed uncollectible   

4.7.003 
DPS.0129 

License Application Refunds 
AC+3  AC+3  

AC = Day the refund was processed   

 Texas Highway Patrol 

1.1 
DPS.0130 

Accident Reconstruction Report 
CE+5  CE+5  

    

1.1 
DPS.0131 

AIS Databases 
CE+3  CE+3  

    

1.1 
DPS.0132 

Building Registers 
CE+3  CE+3  

    

1.1 
DPS.0133 

Canine Program Reports 
CE+2  CE+2  

    

1.1 
DPS.0134 

Carrier Profiles 
PM  PM  

Destroy paper after imaging.   

1.1 
DPS.0135 

Case Reports (THP-1, THP-1A, THP-1B) 
AC+3  AC+3 R 

AC = After case disposition   

1.1 
DPS.0136 

Certificate of Seizure (HQ-83) 
AC+3  AC+3  

AC = Date the item is ordered 
disposed by the court 

  

1.1 
DPS.0137 

Citation Disposition Receipt 
CE+3  CE+3  
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1.1 
DPS.0138 

Commercial Vehicle Enforcement (CVE-
3) 

CE+3  CE+3  
Destroy paper after imaging.   

1.1 
DPS.0139 

Crash Photographs 
CE+5  CE+5  

    

1.1 
DPS.0140 

DPS Employee CDL Drug Testing 
Records 

5  5  
    

1.1 
DPS.0141 

Entrusted Property Log (HQ-108) 
AC+3  AC+3  

AC = Date the item is ordered 
destroyed or disposed of 

  

1.1 
DPS.0142 

Field Supervisors Weekly Report (THP-
15) 

CE+2  CE+2  
    

1.1 
DPS.0143 

Hazardous Material Accident/Incident 
Report (CVE-12) 

AV  AV  
Record copy in Motor Carrier Bureau   

1.1 
DPS.0144 

Incident Report (HQ-12) 
CE+3  CE+3  

    

1.1 
DPS.0145 

Information for Jail Registers (HQ-25) 
CE+2  CE+2  

    

1.1 
DPS.0146 

Inventory of Property for Disposition 
under Chapter, CCP (HQ-106) 

AC+3  AC+3  
AC = Date the item is ordered 
disposed by the court 

  

1.1 
DPS.0147 

Inventory of Property Seized Under 
Article 18.19, CCP (HQ-114) 

AC+3  AC+3  
AC = Date the item is ordered 
disposed by the court 

  

1.1 
DPS.0148 

Inventory of Seized Property (HQ-109A)/ 
Evidentiary or Asset Forfeiture 

AC+3  AC+3  
AC = Date the item is ordered 
disposed by the court 
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1.1 
DPS.0149 

Motor Carrier Lease Cancellations 
AC 20 AC+20  

AC = When filmed                              91-405-004  

1.1 
DPS.0150 

Motor Carrier Leases (Active & Inactive) 
AC 20 AC+20  

AC = When filmed 91-405-005    

1.1 
DPS.0151 

Motor Vehicle Crash Reports (CR-3, CR-
3C) 

CE+2  CE+2  
    

1.1 
DPS.0152 

Municipal and County Certification MOU 
US+2  US+2  

Destroy paper after imaging.   

1.1 
DPS.0153 

Property Inventory (HQ-109)/Evidentiary 
or Asset Forfeiture 

AC+3  AC+3  
AC = Date the item is ordered 
disposed by the court 

  

1.1 
DPS.0154 

Property Inventory (HQ-109)/Non-
evidentiary 

CE+5  CE+5  
   

1.1 
DPS.0155 

Property Tag (HQ-113) 
AC+3  AC+3  

AC = After case disposition   

1.1 
DPS.0156 

Pursuit Information Form (HQ-45) 
CE+3  CE+3  

    

1.1 
DPS.0157 

Railroad Commission Registrations 
AV  AV  

    

1.1 
DPS.0158 

Report of School Bus Evacuation 
Training (SB-3) 

CE+5  CE+5  
   

1.1 
DPS.0159 

Reports of Positive Drug and Alcohol 
Testing 

PM  PM  
Destroy paper after imaging.   
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No. 
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8.  
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106 No. 

11. 
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ONLY 
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9.  
Remarks 

 

SLR 105 
Rev. 4/12 

1.1 
DPS.0160 

Request for Copy of Peace Officer’s 
Accident Report (THP-56) 

FE+3  FE+3  
   

1.1 
DPS.0161 

Requests for Special Consideration 
(Medical Waivers) 

CE+5  CE+5  
   

1.1 
DPS.0162 

Road Hazard Report (HP-47) 
CE+2  CE+2  

    

1.1 
DPS.0163 

Safety Audit and Compliance Review 
AC+6  AC+6  

AC = completion of compliance 
review 

  

1.1 
DPS.0164 

Scale and Weight Strip Operation Report 
AV  AV  

Destroy paper after imaging.   

1.1 
DPS.0165 

School Bus Driver Certification Records 
CE+5  CE+5  

   

1.1 
DPS.0166 

School Bus Inspection Files 
FE+3  FE+3  

    

1.1 
DPS.0167 

School Bus Specifications 
CE+10  CE+10  

   

1.1 
DPS.0168 

Seized Property Disposition (HQ-109B) 
AC+3  AC+3  

AC = Date the item is ordered 
disposed of by the court 

  

1.1 
DPS.0169 

Trooper's Weekly Report - All Services 
CE+2  CE+2  

    

3.1.019 
DPS.0170 

Performance Observation (TLE-27) 
CE+5  CE+5  
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9.  
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SLR 105 
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3.1.022 
DPS.0171 

Career Progression Promotion 
Notification (THP-53) 

CE+2  CE+2  
    

3.1.027 
DPS.0172 

Field Training Reports (TLE-64, TLE-65) 
AC+5  AC+5  

AC = Termination of Employment   

5.3.009 

DPS.0173 

Verification of Requestor Information 
(MCS-32 forms) 

AC  AC  

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

  

 HUMAN CAPITAL 

 Administration 

1.1 DPS.0174 1.1 - Victim Assistance Case Records AC+10  AC+10  AC = final contact with victim 
  

1.1.056 DPS.0175 

ADA (Americans With Disabilities Act) 
Documentation Compliance With 
Requirements Of ADA. Includes active 
and inactive files.  

3  3  

    

3.1.001 DPS.0176 Applications For Employment Not Hired  2  2    
  

3.1.002 DPS.0177 Applications For Employment Hired  AC+5  AC+5  AC = Termination of employment   

3.1.011 DPS.0178 Employee Insurance Records 
AC+5  AC+5  

AC = Until superseded or termination 
of employment 
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SLR 105 
Rev. 4/12 

3.1.012 DPS.0179 Employee Opportunity Announcements  2  2      

3.1.014 DPS.0180 Employment Selection Records  2  2      

3.1.019 DPS.0181 Performance Appraisals AC+5  AC+5  AC = Termination of employment   

3.1.022 DPS.0182 Personnel Information Or Action Forms  AC+5  AC+5  AC = Termination of employment   

3.1.023 DPS.0183 

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

AC+4  AC+4  

AC = Until superseded or job 
eliminated 

  

3.1.024 DPS.0184 
Critical Incident Debriefing Records 

AC+10  AC+10  
AC = Until superseded or termination 
of employment. 

  

3.1.024 DPS.0185 

Fitness for Duty Evaluations  
AC+2  AC+2  

AC = Until superseded or termination 
of employment 
 TAC, Title 22, Part 21, 465.22 d(2) 

  

3.1.024 DPS.0186 

Physical Examinations/Medical Reports 
- Medical or physical examination reports or 
certificates of employees for whom periodic 
monitoring of health or fitness is required. 

AC+5  AC+5  

CAUTION: Does not include pre-
employment physical examinations. 
AC = Until superseded or termination 
of employment 
 

  

3.1.024 DPS.0187 

Pre-Employment Psychological 
Evaluations AC+2  AC+2  

AC = Until superseded or termination 
of employment 
TAC, Title 22, Part 21, 465.22 d(2) 

  



 

 

STATE OF TEXAS 

Records Retention Schedule 

SLR 105 
 

Form SLR 105C must 
accompany this form. 

 

         Page 22 of 67 
 

2. Agency 
    Code      405 

3. Agency  
Name Texas Department of Public Safety 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 
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Remarks 

 

SLR 105 
Rev. 4/12 

3.1 DPS.0188 

Voluntary Employee Assistance 
Program Records 10  10  

TAC, Title 22, Part 21, 465.22 d(2) 
 
 

  

3.1.024 DPS.0189 

Specialized Evaluations 
AC+2  AC+2  

AC = Until superseded or termination 
of employment 
TAC, Title 22, Part 21, 465.22 d(2) 

  

3.1.027 DPS.0190 

Training And Educational Achievement 
Records (Individual) - Certificates of 
completion, transcripts, test scores, or 
similar records documenting the training, 
testing, or continuing education 
achievements of an employee. 

50   50 A 

Includes training for all divisions and 
recruits.  Archival requirement is 
specific to in-service and recruit 
training records. 
 

  

3.1.029 

DPS.0191 Employment Eligibility, Documentation Or 
Verification Of - Federal reporting form (INS 
I-9). 

AC+1  AC+1  
AC = Termination of employment   

3.1.031 

DPS.0192 Employee Benefits – Other Than 
Insurance – Agency copies of information 
relating to the selection of available benefit 
options other than insurance. 

AC+2  AC+2  

AC = Until superseded or termination 
of employment 

  

3.1.034 

DPS.0193 Resumes Unsolicited - Retention period 
applies if an agency replies to the sender of 
a resume that it will be kept on file should 
future job openings occur.  

1  1  
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3.1.035 

DPS.0194 Performance Bonds - Bonds posted by 
employees and individuals or entities under 
contract with an agency for the 
performance of the duties of a position or 
the terms of a contract with the agency. 

AC+4  AC+4  

AC = Expiration or termination of the 
bond according to its terms 

  

3.1.036 DPS.0195 Apprenticeship Records AC+5  AC+5  AC = Termination of employment   

3.1.037 
DPS.0196 Employee Recognition Records - 

Awards, incentives, tenure, etc. 
AC+5  AC+5  

AC = Termination of employment   

3.3 
DPS.0197 Mandatory Drug Testing POSITIVE 

RESULTS 
CE+3  CE+3  

    

3.3 
DPS.0198 Mandatory Drug Testing Records 

NEGATIVE DRUG RESULTS 
CE+3  CE+3  

    

3.3.004 

DPS.0199 Benefit Plans - Employee benefit plans 
such as pension; life, health, and disability 
insurance; deferred compensation; etc., 
including amendments. 

US+1  US+1  

    

3.3.010 

DPS.0200 Labor Statistics Reports - Reports 
providing statistical information on labor 
force. 

3  3  
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3.3.011 

DPS.0201 Former Employee Verification Records – 
Minimum information needed to verify 
employment includes name, social security 
number, exact dates of employment, and 
last known address. 

AC+75  AC+75  

AC = Termination of employment   

3.3.015 

DPS.0202 Positions/Job Classification Review File 
– Records relating to review and monitoring 
of job classifications within an agency. 

US+3  US+3  
    

3.3.022 DPS.0203 

Texas Workforce Commission (TWC) 
Reports – Reports to the agency from 
TWC or its predecessor pertaining to 
employees. 

3  3  

    

3.3.023 DPS.0204 
Reimbursable Activities, Requests And 
Authorizations To Engage In  

FE+3  FE+3  
    

3.3.025 DPS.0205 Job Procedure Records  US+3  US+3      

3.3.026 DPS.0206 Agency Staffing Reports  US+3  US+3      

3.3.027 DPS.0207 

Aptitude And Skills Tests - Aptitude or 
skills tests required of job applicants or of 
current personnel to qualify for promotion or 
transfer. 

US+2  US+2  
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3.3.028 DPS.0208 

Aptitude And Skills Tests   (Test Papers) 
- Aptitude and skills test papers of job 
applicants or of current personnel taking a 
test to qualify for promotion or transfer. 

2  2  

    

3.3.029 DPS.0209 

Aptitude And Skills Tests (Validation 
Records) – Records of the validation of 
aptitude and skills tests. 

AC+2  AC+2  AC = As long as test is used by the 
agency 

  

3.3.030 DPS.0210 

Training Administration Records – 
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. 

US+2  US+2 A 

CAUTION: Does not include 
hazardous material training records. 
Does include instructor/rider, EEO 
and sexual harassment training 
records. Archival requirement is 
specific to in-service and recruit 
training and instructional records. 
Per state archivist, these records 
will meet the retention 
requirements when course 
materials change. Until the State 
Archives is able to accept 
electronic records, the agency 
(DPS) will manage such records. 
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3.4.001 DPS.0211 

Accumulated Leave Adjustment 
Requests - Used to create employee leave 
balances, to transfer leave balances when 
an employee transfers positions, to adjust 
carry-over balances on August 31, to 
correct errors on leave accumulation, and 
to close out leave accounts on separated 
employees. 

FE+3  FE+3  

    

3.4.002 DPS.0212 

Leave Status Reports - Cumulative report 
is issued each pay cycle and provides 
employee leave status information for each 
position. 

FE+3  FE+3  

    

3.4.004 DPS.0213 Overtime Authorizations 2  2      

3.4.005 DPS.0214 Overtime Schedules 2  2      

3.4.006 DPS.0215 Time Cards And Time Sheets 4  4     

3.4.007 DPS.0216 Time Off And/or Sick Leave Requests FE+3  FE+3      

3.4.008 DPS.0217 
Sick Leave Documentation – Sick Leave 
Pool and extended sick leave. 

FE+3  FE+3  
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4.7.008 DPS.0218 

Other Victim Assistance Grant, 
administered by the Texas Office of the 
Attorney General 

AC+4  AC+4  

AC = Satisfaction of all Uniform 
Administrative Requirements for 
Grants and Cooperative Agreements 
to State and Local Governments (the 
Common Rule) 

  

4.7.008 DPS.0219 

Victims of Crime Act Grant, 
administered by Criminal Justice 
Division of the Governor’s Office 

AC+3  AC+3  

AC = Satisfaction of all Uniform 
Administrative Requirements for 
Grants and Cooperative Agreements 
to State and Local Governments (the 
Common Rule) 

  

 All Divisions – General Records 

3.3.020 DPS.0220 
Work Schedules, Assignments – work, 
duty, shift, crew, or case schedules, rosters 
or assignments 

1  1   
  

3.4.003 DPS.0221 
Less Than Full-Time Worked Reports - 
Dates and hours. 

4  4   
  

3.4.008 DPS.0222 
Sick Leave Documentation – Requests 
submitted, approvals, and number of hours 
transferred in and out, etc. Does not include 
Sick Leave Pool and extended sick leave. 

FE+3  FE+3   
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 Chief of Staff 

3.1 
DPS.0223 EPB Applications - Hired 

AC+5  AC+5  
AC = After termination of employment   

3.1 DPS.0224 EPB Applications - Not Hired 2  2      

3.1.039 
DPS.0225 Ombudsman Records 

AC  AC  
AC = Final decision or matter closed   

3.1 DPS.0226 Agreement to Mediate  AC+2  AC+2  AC = After termination of employment   

3.1.039 DPS.0227 Facilitation Surveys AC  AC  AC = Final decision or matter closed   

3.1.039 
DPS.0228 Mediation/Facilitation Case File 

AC  AC  
AC = Final decision or matter closed   

3.3.001 

DPS.0229 

Affirmative Action Plans - Affirmative 
action plans for both regular employees 
and apprenticeship programs. 

5  5  

    

3.3.031 

DPS.0230 

EEO Reports and Supporting 
Documentation – Includes documentation 
used to complete EEO reports  
 

3  3   
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 Finance 

5.4.001 DPS.0231 

Accident Reports and Associated 
Documentation - Accident or occupational 
disease reports (by supervisors and 
employees) and other associated reports 
required to be submitted to the Texas 
Workers' Compensation Commission or its 
predecessors or maintained internally on 
accident frequency. 

PM  PM   

  

 Law Enforcement Support  

 3.1.026  DPS.0232 

Criminal History Checks       
Criminal history record information on job 
applicants or agency employees obtained 
from the Department of Public Safety (DPS). 

150  150  150 years from subjects date of birth   

 Leadership and Operational Review Unit 

1.1 DPS.0233 360 Leadership Review US+5  US+5     
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 INFRASTRUCTURE 

 Administration 

5.4 DPS.0234 Bicycle Safety FE+3  FE+3      

5.4 DPS.0235 Fleet Accident Reports CE+5  CE+5     

5.2 DPS.0236 Fleet Supply Orders FE+3  FE+3      

1.1 DPS.0237 Special Ranger File - Denied 2  2      

1.1 
DPS.0238 

Special Ranger Files - Active 
AC+5  AC+5  

AC = Denied renewal, deceased or 
did not request renewal 

  

5.2 DPS.0239 Venice Inventory System Reports FE+3  FE+3      

3.1.013 
DPS.0240 Staff Augmentation/ Temporary Service 

Contracts 
AC+4  AC+4  

AC = Expiration or termination of the 
contract according to its terms 

  

3.2.010 DPS.0241 
Human Resources Information System 
(HRIS) Reports – Includes supporting 
documentation 

AC+4  AC+4  
AC = close of each month the report 
is run 

  

4.7.004 DPS.0242 Capital Asset Records LA+3  LA+3      

4.7.009 DPS.0243 Fixed Asset Sequential Number Logs US+3  US+3      
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5.1.001 

DPS.0244 Contracts And Leases – Contracts, 
leases, and agreements include general 
obligation, land lease, utilities, and 
construction except for buildings.  
Documents include specifications, affidavits 
of publication of calls for bids, accepted and 
rejected bids, performance bonds, 
contracts, purchase orders, inspection 
reports, and correspondence. 

AC+4  AC+4  

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

  

5.1.003 DPS.0245 Delivery Reports 2  2      

5.1.005 
DPS.0246 Postage Records – Records and reports 

of postage expenses, including postal 
meter usage. 

FE+3  FE+3  
  

  

5.1.007 
DPS.0247 Requisitions For In-Agency Printing/ 

Copy Service  
AV  AV  

  
  

5.1.012 

DPS.0248 Charge Schedules / Price Lists – 
Schedules of prices charged by an agency 
for services to the public or other agencies, 
including any documentation used to 
determine the charges. 

US+3  US+3  

  

  

5.2.001 DPS.0249 Appraisals-Building Or Property AV  AV R    
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5.2.002 

DPS.0250 Building Construction Project Files - 
Planning, design, and construction records; 
accepted and rejected bids; 
correspondence; etc. 

AC+10  AC+10  R 

AC = Completion of project 

  

5.2.003 DPS.0251 
Building Plans and Specifications – 
Includes architectural and engineering 
drawings, profiles, and blueprints. 

LA/Own 
AC+2/ 
Lease 

 
LA/Own 
AC+2/ 
Lease 

 R 
R = (state owned only)  
AC = Termination or cancellation of 
lease 

  

5.2.004 DPS.0252 Building Space Requests 1  1      

5.2.005 
DPS.0253 Calibration Records (Equipment Or  

Instrument) 
10  10  

  
  

5.2.006 DPS.0254 Certificates of Property Destruction FE+3  FE+3      

5.2.007 
DPS.0255 Damage Reports - Reports of damage to 

state property  
FE+3  FE+3  

  
  

5.2.008 

DPS.0256 Equipment History File; Equipment 
Service Agreements – Agreements or 
contracts between the agency and 
equipment vendor to provide maintenance 
service for equipment.  Includes requests 
for installation, moves, service, etc.; and 
service/repairs logbooks, etc. 

LA+3  LA+3  
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5.2.009 

DPS.0257 Equipment Inventory Detail Report 
Forms – Updates agency portion of the 
inventory listing and add, changes, 
transfers, or deletes items from inventory. 

FE+3  FE+3  

  

  

5.2.010 DPS.0258 Equipment Manuals LA  LA      

5.2.011 DPS.0259 Equipment Warranties AC+1  AC+1  AC = Expiration of warranty   

5.2.012 
DPS.0260 Estimate Files                                              

(Supply and Repair Cost Estimates) 
1  1  

  
  

5.2.014 
DPS.0261 Inventory – Annual Physical  - Property, 

equipment, supply verification 
FE+3  FE+3  

    

5.2.015 
DPS.0262 Inventory, Notices of Equipment 

Removed from 
FE+3  FE+3  

    

5.2.016 DPS.0263 Inventory System Update Listings - 
Listing shows all additions, changes, 
deletions, and transfer times for the 
monthly processing period. 

AC  AC  

AC = transfer of information into 
annual listing. 

  

5.2.017 DPS.0264 Lost and Stolen Property Reports FE+3  FE+3      

5.2.018 DPS.0265 Quality Control Reports 2  2      
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5.2.019 DPS.0266 

Service Orders - Agency copy of forms 
completed by mechanical service personnel 
for installation or repair. Includes billing 
code, service, labor, parts, and remarks. 

1  1  

  

  

5.2.020 DPS.0267 Supply Usage Records FE+1  FE+1      

5.2.021 DPS.0268 Surplus Property Sale Reports FE+3  FE+3      

5.2.022 DPS.0269 Utility Usage Reports AV  AV      

5.2.023 DPS.0270 Year to Date Activity (Inventory Listing) 
– Shows additions, changes, transfers, and 
deletions of information within the inventory 
system. 

FE+3  FE+3  

    

5.2.024 
DPS.0271 

Material Specifications 
AC+2  AC+2  

AC = Material is no longer in the 
agency 

  

5.2.025 
DPS.0272 Equipment Descriptions And 

Specifications – Set by the agency 
AC+2  AC+2  

AC = Equipment is no longer in the 
agency 

  

5.2.026 

DPS.0273 Facilities Reservation Logs – Reservation 
logs or similar records relating to the use of 
agency facilities such as meeting rooms, 
auditoriums, etc. 

2  2  

  

  

5.2.027 DPS.0274 Space Utilization Reports AV  AV      



 

 

STATE OF TEXAS 

Records Retention Schedule 

SLR 105 
 

Form SLR 105C must 
accompany this form. 

 

         Page 35 of 67 
 

2. Agency 
    Code      405 

3. Agency  
Name Texas Department of Public Safety 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

SLR 105 
Rev. 4/12 

5.2.028 

DPS.0275 Building Construction Contract And 
Inspection Records – Building 
construction contracts, surety bonds, and 
inspection records. 

LA+10  LA+10 R 

 

  

5.3.004 DPS.0276 Order-Acknowledgements AV  AV      

5.3.005 DPS.0277 Packing Slips AV  AV      

5.3.007 

DPS.0278 

Bid documentation - Includes bid 
requisition/authorizations, invitations to bid 
or propose, bid specifications, accepted 
and rejected bids, and bid 
tabulation/evaluations.  

FE+3  FE+3  

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.  

  

5.3.008 

DPS.0279 Purchasing Logs – Log, register, etc. 
providing a record of purchase orders 
issued, orders received, and similar date on 
procurement status.  

FE+3  FE+3  

  

  

5.3.009 

DPS.0280 

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

AC  AC  

AC = Date of direct purchase, 
issuance of request for bids, or 
decision not to proceed with the 
procurement, as applicable. Includes 
verification for requestor information 
(MCS-32 forms).  
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5.4.003 
DPS.0281 Inspection Records – Fire, safety, and 

other inspection records of agency facilities 
and equipment. 

AC+3  AC+3  
AC = Inspection date or date of 
correction of the deficiency if 
inspection reveals a deficiency 

  

5.4.004 
DPS.0282 Orders - issued by Fire Marshal to correct 

deficiencies in compliance with the fire 
code. 

AC+3  AC+3  AC = Deficiency corrected 
 

  

5.6.003 
DPS.0283 Inspection Repair and Maintenance 

Records - Vehicles 
LA+1  LA+1  

    

5.6.004 
DPS.0284 

License And Driving Record Checks 
AC  AC  

AC = until superseded or until 
termination of employment. 

  

5.6.005 DPS.0285 Mileage Reports – Car Books FE+3  FE+3      

5.6.007 DPS.0286 Vehicle Titles and Registrations LA  LA      

5.6.009 DPS.0287 Parking Permits Or Assignments US  US      

 All Divisions – General Records 

1.1.007 DPS.0288 Correspondence - Administrative 4  4 R    

1.1.008 DPS.0289 Correspondence - General 2  2      

1.1.013 DPS.0290 Desk Calendars/Appointment Books CE+1  CE+1 R    

1.1.023 DPS.0291 Organization Charts US  US A    

1.1.041 
DPS.0292 Suggestion System Records 

(suggestions submitted by agency 
personnel and responses) 

1  1  
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1.1.043 
DPS.0293 Training Materials – Includes EEO/sexual 

harassment/pilot and trooper training; 
includes new or current employees 

US+1  US+1  
    

1.1.057 
DPS.0294 Transitory Information  

AC  AC  
AC = Purpose of record has been 
fulfilled 

  

1.1.063 DPS.0295 Staff Meeting Minutes and Notes 1  1      

1.1.065 
DPS.0296 Reports and Studies (Non Fiscal) – Raw 

Data 
AV  AV  

   

1.1.065 
DPS.0297 Supporting documents for Reports and 

Studies 
AV  AV R 

    

1.1.067 DPS.0298 Reports and Studies (Non-Fiscal) 3  3 R    

1.1.069 

DPS.0299 Reports – Activity - 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. 

1  1  

    

1.2.001 
DPS.0300 Destruction Authorizations - Records 

Disposition Log 
FE+3  FE+3  

    

1.2.004 DPS.0301 Forms – Directory/Inventory/Catalog US  US      
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1.2.010 

DPS.0302 Records Disposition Logs - Logs or 
similar records listing records destroyed or 
transferred to the Archives and Information 
Services Division, Texas State Library, 
showing records series title, dates of 
records, and date destroyed or transferred. 

10  10  

    

1.3.001 
DPS.0303 State Publications – includes internal 

agency publications 
AC+2  AC+2  

AC = Until superseded or obsolete.   

1.3.002 

DPS.0304 Publication Development Files - Includes 
Background Material, Copy (Drafts), 
Original Artwork, Photo Negatives, Prints, 
Flats, Etc. 

AV  AV R 

   

3.1.006 DPS.0305 Employee Counseling Records   AC+3    AC+3  AC = Termination of counseling   

3.1.027 DPS.0306 Training Records AC+5  AC+5  AC = Termination of employment   

3.3.030 

DPS.0307 Training Administration Records – 
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 

US+2  US+2  
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5.1.004 

DPS.0308 Mail And Telecommunications Listings – 
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. 

US  US  

  

  

5.1.010 
DPS.0309 

Licenses And Permits For Non-Vehicles 
AC+2  AC+2  

AC = Expiration date of license or 
permit. 

  

5.1.011 DPS.0310 Photocopier Use Logs And Reports AV  AV      

5.1.014 

DPS.0311 Office Procedures – Any internally 
distributed manual, guidelines, or similar 
records that establish standard office 
procedures for an agency; for example, 
agency style manuals, telephone protocols, 
mail room procedures, print shop and 
photocopy ordering instructions.  

US+1  US+1  

  

  

5.1.015 

DPS.0312 Correspondence Tracking Records – 
Any record created by an agency to track 
any type of incoming and outgoing 
correspondence or packages by the U.S. 
Postal Service or by private couriers. 

1  1  

  

  

5.4.007 
DPS.0313 Hazardous Materials Training Records – 

Records of training given employees in an 
agency hazard communications program. 

5  5  
Health and Safety Code, Section 
502.009 (g) 
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5.4.008 
DPS.0314 Hazard Communication Plans 

 
US+5  US+5  

Health and Safety Code, Section 
502.009 (g) 

  

5.4.009 
DPS.0315 Workplace Chemical Lists 

 
30  30  

Health and Safety Code, 
Section502.005(d) 

  

5.4.010 
DPS.0316 

Material Safety Data Sheets AC  AC  
AC = After sheets are updated or 
hazardous chemical no longer stored 
by agency. 

  

 Aircraft 

5.6.001 DPS.0317 

Airplane Flight Logs LA+3/
Own 

FE+3/
Lease 

 

LA+3/ 
Own 

FE+3/ 
Lease 

  

  

5.6.002 DPS.0318 
Airplane Passenger Lists 
 

FE+3  FE+3   
  

5.6.008 DPS.0319 
Pilot License Verifications 
 

AC+5  AC+5  AC=Termination of employment 
  

1.1 DPS.0320 
Aircraft Video Footage 
 

AV  AV   
  

1.1 DPS.0321 
Incident/Event Based Aircraft Video 
Footage  

3  3   
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 Chief Auditor’s Office 
 

1.1.002 DPS.0322 

Audits - (Audits and reviews performed by 
or on behalf of an agency, including the 
working papers that support the audit. Also 
includes audits performed on the agency.) 
DOES NOT INCLUDE AUDITS BY THE 
STATE AUDITOR’S OFFICE. 

AC+7  AC+7  

The record copy of any audit 
performed by the State Auditor’s 
Office is retained permanently by that 
agency. AC = Publication or release 
of final audit findings 
 

  

5.4 DPS.0323 CAO Inspection Reports  FE+6  FE+6     

 Capitol Detail Security 

5.4.002 DPS.0324 
Evacuation Plans – Plans for evacuation 
of agency facilities in cases of emergency. 

US  US   
  

5.4.012 DPS.0325 

Security Access Records – Records 
relating to the issuance of keys, 
identification cards, building passes, 
passwords, or similar instruments of access 
to agency facilities or equipment. 

AC+2  AC+2  

AC = Until superseded, date of 
expiration, or date of termination, 
whichever sooner 
 

  

5.4.011 DPS.0326 

Visitor Control Registers – Logs, 
registers, or similar records documenting 
visitors to limited access or restricted areas 
of agency facilities. 

CE+3  CE+3   
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 Chief of Staff 

4.1 DPS.0327 Bill Analysis FE+6  FE+6     

5.1 DPS.0328 Command Post Mail Log      1       1     

1.1 DPS.0329 Command Post Radio Log 1  1     

1.1 DPS.0330 Legislative Liaison Casework 4  4     

1.1.019 
DPS.0331 Public Relations Records (News or press 

release issued by the agency) 
5  5 R  

  

1.1.027 
DPS.0332 Proposed Legislation (Drafts of proposed 

legislation and related correspondence.) 
AV  AV   

  

1.1.040 
DPS.0333 Speeches (Notes or text of speeches, 

papers, or reports delivered in conjunction 
with agency work) 

AC+2  AC+2 R 
AC= End of term in office or 
termination of service in a state 
position 

  

3.1.018 
DPS.0334 EEO/Sexual Harassment Employee 

Complaints – Additional Intake 
AC+2  AC+2  

AC = Final decision of grievance.   

3.1.021 
DPS.0335 EEO/Sexual Harassment Employee 

Complaints – Formal Investigations 
AC+5  AC+5  

AC = Termination of Employment   
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4.7.008 

DPS.0336 Grant Administration Information for 
Federal Grant Awards – grant awards, 
sub recipient agreements, expenditure 
details and approvals, reimbursement 
details and approvals, federal waiver 
requests, environmental assessment 
approvals-EHP, monitoring reports, and all 
other grant related documentation 

AC+3  AC+3  
AC = Satisfaction of all Uniform 
Administrative Requirements for 
Grants and Cooperative Agreements 
to State and Local Governments 

  

 Director’s Office/PSC Records 

1.1.010 DPS.0337 
Directives - (Any document that officially 
initiates, rescinds, or amends general office 
procedures.) 

US+1  US+1  
    

1.1.024 DPS.0338 
Plans and Planning Records – related to 
planning new or redefined programs, 
services, or projects 

AC+3  AC+3 R 
AC = Decision made to implement or 
not to implement result of planning 
process 

  

1.1.058 DPS.0339 

Meeting Agenda and Minutes 

PM  PM A 

Agency retains permanent record 
copy. The archival requirement is met 
by sending a copy to the Archives 
and Information Services Division, 
Texas State Library and Archives 
Commission. 
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1.1.059 DPS.0340 

Certified Agendas or Tape Recordings 
of Closed Meetings 

AC+2  AC+2  

Government Code, Section 
551.104(a). AC = The date of the 
meeting or completion of pending 
action involving the meeting, 
whichever is later 

  

1.1.060 DPS.0341 
Audio or Videotapes of Open Meetings  

AC+90 
days 

 
AC+90 
days 

 
AC = Official approval of written 
minutes of the meeting by the 
governing body of an agency 

  

1.1.061 DPS.0342 
Meeting – Notes AC+90 

days 
 

AC+90 
days 

 
AC = Approval of the formal minutes 
by the governing body 

  

1.1.062 DPS.0343 Meetings - Supporting Documentation 2  2  A    

 Driver License  

1.1 DPS.0344 Balancing Records   FE+3    FE+3     

1.1 
DPS.0345 Bank Statements/Deposits/Warrant 

Vouchers/Cash Receiving edits 
 FE+3   FE+3   

  

1.1 
DPS.0346 Driver License Division related contracts 

(DLIR, FTA, Release of driver records) 
 AC+4  AC+4  

AC=once the contract expires or is 
terminated 

  

 Finance 

1.1 DPS.0347 Legislative Fiscal Notes FE+6  FE+6      
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1.1.004 

DPS.0348 

Legislative Appropriation Requests 

AC+6  AC+6  A 

AC = Sept. 1
st
 of odd numbered 

calendar years. The archival 
requirement is met by sending a copy 
to the Texas State Publications 
Depository Program, Texas State 
Library and Archives 
Commission. 

  

1.1.064 
DPS.0349 

Agency Performance Measures 
Documentation 

FE+3  FE+3  
    

1.1.066 

DPS.0350 

Annual and Biennial Reports (Narrative) 

AC+6  AC+6 A 

AC = September 1 of odd-numbered 
calendar years. Archival requirement 
is met by sending the required copies 
of the reports to the Texas State 
Publications Depository Program, 
TSLAC 

  

1.1.068 

DPS.0351 

Reports on Performance Measures - 
Quarterly and annual reports on agency 
performance measures submitted to the 
executive and legislative offices.  

AC+6  AC+6  
AC = September 1 of odd-numbered 
calendar years 

  

3.2.001 

DPS.0352 

Employee Deduction Authorizations – 
Documentation used to start, modify, or 
stop all voluntary or required deductions 
from payroll. 

AC+4  AC+4  

AC = After termination of employee or 
after amendment, expiration, or 
termination of authorization, 
whichever sooner 
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3.2.002 DPS.0353 Employee Earnings Records 4  4      

3.2.003 
DPS.0354 

Federal Tax Records  - Includes FICA 
records AC+4  AC+4  

AC = Tax due date, date the claim is 
filed, or date tax is paid whichever is 
later 

  

3.2.004 DPS.0355 Income Adjustment Authorizations 4  4      

3.2.005 
DPS.0356 

W-4 Forms - Employer’s copy of 
“Employees withholding exemption 
certificate.” 

AC+4  AC+4  
AC = Until superseded, obsolete, or 
upon separation of employee 

  

3.2.006 DPS.0357 Wage Rate Tables 2  2      

3.2.007 
DPS.0358 

Unemployment Compensation Records 
AC+5  AC+5  

AC = Close of billing quarter from 
Texas Workforce Commission 

  

3.2.008 
DPS.0359 

Direct Deposit 
Application/Authorizations 

US  US  
    

3.2.009 
DPS.0360 

State Deferred Compensation Records 
AC+5  AC+5  

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

  

4.1.001 
DPS.0361 

Accounts Payable Information 
FE+3  FE+3  

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.1.002 
DPS.0362 

Billing Detail 
FE+3  FE+3  

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  



 

 

STATE OF TEXAS 

Records Retention Schedule 

SLR 105 
 

Form SLR 105C must 
accompany this form. 

 

         Page 47 of 67 
 

2. Agency 
    Code      405 

3. Agency  
Name Texas Department of Public Safety 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
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4.1.003 
DPS.0363 

Cancelled 
Checks/Stubs/Warrants/Drafts FE+3  FE+3  

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.1.004 
DPS.0364 

Encumbrance Detail 
FE+3  FE+3  

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.1.005 
DPS.0365 

Inventory and Other Cost Files – 
Production, job, labor, quotes, pricing, 
specifications, etc. 

FE+3  FE+3  
Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.1.006 DPS.0366 Investment Transaction Files FE+3  FE+3      

4.1.007 
DPS.0367 

Transfer or Budget Revisions 
FE+3  FE+3  

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.2.001 
DPS.0368 

Cash Deposit Vouchers 
FE+3  FE+3  

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.2.002 
DPS.0369 

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

FE+3  FE+3  
    

4.2.003 
DPS.0370 

Daily Cash Receipts Logs 
FE+3  FE+3  

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 
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4.2.004 
DPS.0371 

Encumbrance Vouchers – Orders, 
statements, change orders, etc. FE+3  FE+3  

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.2.005 
DPS.0372 

Purchase Vouchers – Requisitions, 
orders, receiving reports, invoices or 
statements, change orders, etc. 

FE+3  FE+3  
Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.2.006 
DPS.0373 

General  Journal Vouchers 
FE+3  FE+3  

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.2.007 
DPS.0374 

Expenditure Vouchers – Travel, payroll, 
etc. FE+3  FE+3  

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.3.001 DPS.0375 Sales Journals or Registers FE+3  FE+3     

4.3.002 
DPS.0376 

Receipts, Journals or Registers 
FE+3  FE+3  

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.3.003 
DPS.0377 

Expenditures Journals or Registers 
FE+3  FE+3  

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.4.001 
DPS.0378 

General and Subsidiary Ledgers 
FE+3  FE+3  

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 
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4.4.002 
DPS.0379 

Accounts Receivable Ledgers FE+3 
 

FE+3 
 

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.4.003 
DPS.0380 

Accounts Payable Ledgers FE+3 
 

FE+3 
 

Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.4.004 DPS.0381 Employee Savings Bond Ledgers FE+3  FE+3      

4.5.001 
DPS.0382 

Worksheets for Preparing Fiscal 
Reports 

FE+3 
 

FE+3 
 

  
  

4.5.002 
DPS.0383 

Internal Fiscal Management Reports – 
Includes agency monthly budget reports 

FE+3 
 

FE+3 
 

    

4.5.003 
DPS.0384 

Annual Financial Reports -    Required by 
the General Appropriations Act (100 Day 
Report). 

AC+6  AC+6  
AC = Sept. 1st of odd-numbered 
calendar years. Copies to Texas 
State Depository Program. 

  

4.5.005 
DPS.0385 

External Fiscal Reports – Special 
purpose - i.e. federal financial reports, 
salary reports, etc. 

FE+3  FE+3  
Records containing grant payments 
and revenue may not be destroyed 
until the grant is audited and closed. 

  

4.5.006 
DPS.0386 

Annual Operating Budgets - Required by 
the General Appropriations Act. 

FE+3  FE+3  
    

4.6.001 DPS.0387 Balancing Records FE+3  FE+3      

4.6.002 DPS.0388 Reconciliations FE+3  FE+3      

4.6.003 DPS.0389 Cash Counts FE+3  FE+3      
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4.7.001 
DPS.0390 

Accounting Policies and Procedures 
Manual 

US+3  US+3  
    

4.7.002 DPS.0391 Bank Statements  FE+3  FE+3      

4.7.003 

DPS.0392 

Returned Checks/Warrants/Drafts 
(Uncollectible) 

AC+3  AC+3  

AC = After deemed uncollectible. 
Includes cc chargebacks and license 
application refunds. Records 
containing grant payments and 
revenue may not be destroyed until 
the grant is audited and closed. 

  

4.7.005 DPS.0393 Claim Files AC+3  AC+3  AC= Resolution of claim   

4.7.006 DPS.0394 Comptroller Statements FE+3  FE+3      

4.7.007 DPS.0395 Detail Chart of Accounts FE+3  FE+3      

4.7.008 

DPS.0396 

Federal Grant Records 

AC+3  AC+3  

AC = Satisfaction of all Uniform 
Administrative Requirements for 
Grants and Cooperative Agreements 
to State and Local Governments 

  

4.7.010 
DPS.0397 

Long-Term Liability Records – Bonds, 
Etc. 

AC+3  AC+3  
AC = Retirement of Debt 

  

5.1.013 
DPS.0398 

Insurance Policies– For vehicles, 
equipment, etc. 

AC+4  AC+4  
AC = Expiration or termination of the 
policy according to its terms 

  

5.3.002 DPS.0399 Freight Bills Paid  FE+3  FE+3      

5.3.003 DPS.0400 Freight Claims AC+2  AC+2  AC = Resolution of claim   
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 Information Technology 

1.1 DPS.0401 Biennial Operating Plan (BOP) US+1  US+1      

1.1 
DPS.0402 Computer Security Request (CSR) 

AC+1  AC+1  
AC = upon completion of setting up 
user’s access 

  

2.1.001 

DPS.0403 

Processing Files 

AC  AC  

AC = Completion of 3rd verification 
cycle, or audit completion confirming 
successful transaction processing, or 
required audit trail maintenance, or 
the ability to restore or migrate when 
errors are detected or when hardware 
or software changes occur. 

  

2.1.002 

DPS.0404 

Master Files - Relatively long-lived 
computer files containing organized and 
consistent sets of complete and accurate 
electronic records. CAUTION: Records 
management officers must be certain 
before assigning the retention period of 
AC to agency automated processing files 
that the files do not fall under records 
series listed elsewhere. 

AC  AC  

AC = Completion of 3rd verification 
cycle, or audit completion confirming 
successful transaction updates, or 
required audit trail maintenance, or 
the ability to restore or migrate when 
errors are detected or when hardware 
or software changes occur. 
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2.1.007 

DPS.0405 

Software Programs - Automated 
software applications and operating 
system files including job control 
language, program listing/source code, 
etc. CAUTION: Software needed for 
access to electronic records must be 
retained for the period of time required to 
access the records. 

AC  AC  

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

  

2.1.008 

DPS.0406 

Hardware Documentation -Records 
documenting operational and 
maintenance requirements of computer 
hardware such as operating manuals, 
hardware/operating system requirements, 
hardware configurations, and equipment 
control systems.  CAUTION: Software 
needed for access to electronic records 
must be retained for the period of time 
required to access the records. 

AC  AC  

AC = Until electronic records are 
transferred to and made usable in a 
new hardware environment or there 
are no electronic records being 
retained to meet an approved 
retention period that require the 
hardware to be retrieved and read. 13 
TAC 6.94. 
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2.1.009 

DPS.0407 

Technical Documentation 

AC  AC  

AC = Until electronic records are 
transferred to and made usable in a 
new hardware or software 
environment with new documentation 
or there are no electronic records 
being retained to meet an approved 
retention period that require the 
documentation to be retrieved and 
read. 13 TAC 6.94. CAUTION: 
Software needed for access to 
electronic records must be retained 
for the period of time required to 
access the records. 

  

2.1.010 
DPS.0408 

Audit Trail Records 
AC  AC  

AC = All audit requirements have 
been met 

  

2.1.011 

DPS.0409 

Finding Aids, Indexes, and Tracking 
Systems - CAUTION: These records 
must carry the same retention period and 
archival code of the records they support. 

AC  AC R 

AC = The related records have been 
destroyed 
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2.2.001 

DPS.0410 

System Monitoring Records - Does not 
include technical documentation of 
procedures necessary for reading or 
processing of electronic records. 

AV  AV  

    

2.2.002 
DPS.0411 

Charge-back Records to Data 
Processing Services Users 

FE+3  FE+3  
    

2.2.004 
DPS.0412 Computer Job Schedules and Reports 

3 
months 

 
3 

months 
 

  
  

2.2.010 

DPS.0413 

Data Processing Policies and 
Procedures - Does not include technical 
documentation of procedures necessary 
for reading or processing of electronic 
records. 

US+3  US+3  

    

2.2.011 DPS.0414 Batch Data Entry Control Records AC  AC  AC = When reconciliation confirmed.   

2.2.012 
DPS.0415 

Output Records for Computer 
Production 

AV  AV  
    

2.2.013 
DPS.0416 

Quality Assurance Records 
AC  AC  

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

  

5.5.001 
DPS.0417 

Billing Detail Telecommunications 
(Other than Tex-An) 

FE+3  FE+3  
    

5.5.002 DPS.0418 Long Distance Telephone Logs AV  AV      

5.5.003 DPS.0419 Station Activity Reports AV  AV      
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5.5.004 DPS.0420 System Activity Reports AV  AV      

5.5.006 
DPS.0421 

Billing Detail – Telecommunications  
(Tex-An) 

FE+3  FE+3  
Pursuant to 1 TAC 121.5(f)   

 Law Enforcement Support 

1.1 DPS.0422 Accreditation Documents 100  100      

1.1 
DPS.0423 

Accreditation Letter issued by DPS with 
scope/Withdrawal of Accreditation 
Letter with Scope 

100  100    
  

1.1 
DPS.0424 

Administrative Accreditation/ External 
Inspection Documents 

AC+3  AC+3  AC = After Closed 
  

1.1 
DPS.0425 

Annual Laboratory Self-Assessment 
Report 

7  7    
  

1.1 
DPS.0426 

Application to DPS for CODIS User 
Laboratory Status  

AC+ 100  AC+100  AC = Termination of employment  
  

1.1 

DPS.0427 

Application to DPS for Laboratory 
Accreditation; Qualifying Documents for 
Full Accreditation by DPS; Qualifying 
Documents for Provisional 
Accreditation by DPS 

30  30    

  

1.1 
DPS.0428 

CODIS Keyboard Search Request and 
Response Documents 

100  100    
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1.1 
DPS.0429 

CODIS User Laboratory Approval  Letter 
issued by DPS / Withdrawal of Approval 
Letter 

100  100    
  

1.1 
DPS.0430 

Comment Drafts of Policy and 
Procedure Documents 

AV  AV   
  

1.1 
DPS.0431 

Employee Laboratory Document 
Acknowledgment  

AC+7  AC+7  
AC = Issue date of document or 
document series 

  

1.1 

DPS.0432 

Exceptions to Accreditation by DPS 
Disciplines and types of 
testing/activities that have noted 
exceptions (by statute, by administrative 
rule, or by determination of the Director) 

100  100    

  

1.1 DPS.0433 Hepatitis B Vaccination Declination AC+30  AC+30  AC = Termination of employment   

1.1 DPS.0434 Laboratory CODIS Sample Records 100  100      

1.1 

DPS.0435 

Laboratory Deviation Requests 
(including supporting documentation), 
Temporary Deviation Addenda from 
Policies/Procedures 

100  100    

  

1.1 
DPS.0436 

Laboratory Information Management 
System 

AV  AV    
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1.1 

DPS.0437 

Laboratory Policies and Procedures 
Manuals; Addenda; Work Instructions, 
Training Manuals, Laboratory Document 
Authorization 

100  100    

  

1.1 DPS.0438 List of recognized accrediting bodies US  US      

1.1 
DPS.0439 

Management System Review Report, 
other Reports and Studies (Non-fiscal) 
and supporting documentation 

AC+7  AC+7  AC = Date of final version of report 
  

1.1 
DPS.0440 

Not Reported Sexual Assault Consent 
for Release of Sexual Assault Evidence 

AV  AV    
  

1.1 
DPS.0441 

Not Reported Sexual Assault Kit- 
Laboratory Submission Record 

AC+3  AC+3  AC =  destruction of evidence 
  

1.1 
DPS.0442 

Not Reported Sexual Assault Kit-
Destruction Record 

AC+3  AC+3  AC =  destruction of evidence 
  

1.1 DPS.0443 Physical Evidence Handbook 100  100      

1.1 
DPS.0444 

Quality Action Plan (Corrective Action) – 
non-case or non-CODIS sample related 

AC+7  AC+7  AC = After Closed 
  

1.1 
DPS.0445 

Quality Action Plan (Corrective Action) – 
related to casework/CODIS sample 

100  100    
  

1.1 
DPS.0446 

Scientific  Validation Studies AC+7  AC+7  
AC=date validation summary record 
DPS.0447 completed 
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1.1 
DPS.0447 

Summary Report of Scientific Validation 
Studies 

100  100    
  

1.1 
DPS.0448 

System-wide Proficiency Test 
Documentation 

AC+7  AC+7  
AC = Date of proficiency assessment 
report completed (DPS.0468) 

  

1.1 
DPS.0449 

DPS Accredited Laboratory Public 
Record of laboratory accreditation or 
approval status 

US  US    
  

1.1.002 
DPS.0450 

Laboratory Audits/Response AC+7  AC+7  
AC = Publication or release of final 
audit report  

  

1.1.006 
DPS.0451 

Complaint about DPS Accredited 
Laboratory-sustained  

AC+15  AC+15  
AC = Final disposition of the 
complaint 

  

1.1.006 
DPS.0452 

Complaint about DPS Accredited 
Laboratory-unfounded 

AC+3  AC+3  
AC = Final disposition of the 
complaint 

  

1.1.006 
DPS.0453 

DPS Accredited Laboratory Corrective 
Action Plan documents 

AC+15  AC+15  
AC = Final resolution of corrective 
action 

  

1.1.063 
DPS.0454 

Crime Lab Advisory Board Minutes, 
Management Review Meeting Minutes 

AC+3  AC+3  AC = Date of meeting 
  

1.1.069 
DPS.0455 

Incinerator Environmental Quality 
Compliance Log - required for TCEQ 

2  2    
  

1.1.069 
DPS.0456 

Laboratory Biological Waste-autoclave 
and incinerator logs, non-evidence 
items 

2  2    
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3.1 DPS.0458  Court Testimony Evaluation AC+7  AC+7  AC = Date of court testimony   

3.1 
DPS.0459 

Laboratory Employee Statement of 
Qualifications 

US  US    
  

3.1.002 
DPS.0460 

Final Laboratory Employee Statement of 
Qualifications 

AC+100  AC+100  AC = Termination of employment 
  

3.1.019 
DPS.0461 

Laboratory Personnel Performance 
Evaluation (HR-24) 

AC+5  AC+5  AC = Termination of employment 
  

3.1.022 
DPS.0462 

Laboratory Personnel Action Form (HR-
25) 

AC+30  AC+30  AC = Termination of employment 
  

3.1.027 
DPS.0463 

CODIS Analyst 
Authorization/Withdrawal of 
Authorization 

AC+100  AC+100  AC = Termination of employment 
  

3.1.027 

DPS.0464 

Laboratory Personnel Authorizations, 
Certificate of Competency, Certificate of 
Completion, supervised casework list, 
personnel proficiency log 

AC+100  AC+100  AC = Termination of employment 

  

3.1.027 DPS.0465 Laboratory Personnel Training Records AC+5  AC+5  AC = Termination of employment   

3.1.027 
DPS.0466 

Breath Alcohol Testing Technical 
Supervisor Files 

AC+100  AC+100  AC = Termination of employment 
  

3.3.028 
DPS.0467 

Laboratory Personnel Proficiency Test 
Files (analytical worksheets) 

AC+7  AC+7  
AC = Date of proficiency test 
completed  
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3.3.029 
DPS.0468 

Laboratory Prepared Proficiency Test 
Administrative Records, Personnel 
Proficiency Assessment 

AC+7  AC+7  AC = Completion of test 
  

5.2 
DPS.0469 

Breath Alcohol Testing Certificate of 
Analysis 

AC+100  AC+100  AC = Date Certification Issued 
  

5.2.005 
DPS.0470 

Instrument Certification/Calibration LA+3  LA+3  
Retention period is LA + 3 Years but 
not less than 10 Years as required in 
the State Retention Schedule 

  

5.2.006 
DPS.0471 

Evidence Destruction Documentation 
records 

AC+100  AC+100  
AC = Date of receipts of original 
evidence 

  

5.2.006 
DPS.0472 

CODIS Sample Destruction 
Documentation records 

AC+100  AC+100  
AC = Date of receipt of original 
sample  

  

5.2.006 

DPS.0473 

Controlled Substance Destruction 
Documentation and Inventory-security 
control for controlled substance 
evidence 

AC+100  AC+100  
AC = Date of receipt of original 
sample  

  

5.2.008 DPS.0474 Instrument Validation LA+3  LA+3      

5.2.008 
DPS.0475 

Maintenance Records (including 
supporting documentation) 

LA+3  LA+3    
  

5.2.010 DPS.0476 Instrument/Equipment Manuals LA  LA      
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5.2.018 
DPS.0477 

Quality Control Reports AC+7  AC+7  
AC = Last date of quality control 
performed on record sheet, log or 
journal 

  

5.3 
DPS.0478 

Not Reported Sexual Assault 
Examination Reimbursement Records 

FE+3  FE+3    
  

5.4 DPS.0479 Annual Chemical Inventory 30  30      

5.4.003 
DPS.0480 

Evidence Vault Inspection AC+3  AC+3  
AC = Inspection or date of the 
correction of the deficiency if the 
inspection report reveals a deficiency 

  

5.4.003 
DPS.0481 

Safety Inspection AC+3  AC+3  
AC =  Inspection or date of the 
correction of the deficiency if the 
inspection report reveals a deficiency 

  

5.4.011 DPS.0482 Visitor Log for Laboratory 3  3      

1.1 
DPS.0483 

Crime Records Service – Local Agency 
Audit Reports  

AV  AV    
  

1.1 DPS.0484 TCIC/NCIC Record Validation Certificate 5  5     

1.1 DPS.0485 TCIC Offline Search Results 10  10     

1.1 
DPS.0486 

TLETS – Notice of Failure to Pass Test 
10 

days 
 10 days    

  

1.1 DPS.0487 TLETS Registration Cards 3  3      

1.1 
DPS.0488 

TLETS Scantron Tests 
90 

days 
 90 days    
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1.1 
DPS.0489 

Manual requested CCH Logs AC+3  AC+3  
AC = After record received from 
originator 

  

1.1 DPS.0490 Communications Facility Daily Reports 
13 

months 
 

13 
months 

  
  

1.1 
DPS.0491 

Voice/Radio Recordings 
13 

months 
 

13 
months 

    

 Office of General Counsel 

1.1 DPS.0492 Custodial Death Reports CE+3  CE+3      

1.1 
DPS.0493 

Discharge Hearing before Commission 
Records 

AC+2  AC+2  
AC = After ruling is issued by Public 
Safety Commission 

  

1.1 
DPS.0494 

EEOC/TCHR Complaints 
AC+2  AC+2  

AC = After determination is issued by 
EEOC/TCHR 

  

1.1 DPS.0495 Incident Reports (HR-12)  CE+2  CE+2      

1.1 

DPS.0496 

Subpoenas 

AC+1  AC+1  

AC = After subpoena has been 
fulfilled, routed to the correct 
custodian of records or quashed by a 
court. 

  

1.1 
DPS.0497 

Tort Claims 
AC+1  AC+1  

AC = After case is paid out or claim 
denied 
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1.1.014 

DPS.0498 

Legal Opinions and Advice (From agency 
legal counsel or the Attorney General, 
including any requests eliciting the 
opinions.) 

AV  AV R 

R = Review by State Archivist. 
CAUTION: Does not include legal 
opinions or advice rendered on a 
matter in litigation or with regard to 
pending litigation. 

  

1.1.020 

DPS.0499 

Public Information Requests – Not 
Exempted (Includes all correspondence 
and documentation relating to requests for 
records that are furnished to the public.) 

AC+2  AC+2  

AC = Date request fulfilled   

1.1.021 

DPS.0500 

Public Information Requests - Exempted 
(Includes all correspondence and 
documentation relating to requests for 
records that are denied under exceptions to 
the Public Information Act.) 

AC+2  AC+2  

AC = Date of notification that records 
are exempt  

  

1.1.026 

DPS.0501 

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

AC+1  AC+1  

AC = Date of publication in the Texas 
Register. 
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1.1.048 

DPS.0502 

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

AC+2  AC+2 R 

AC = As applicable, decision of an 
agency not to file a lawsuit or 
decision that a lawsuit will not be filed 
against it on a matter; dismissal of a 
lawsuit for want of prosecution or on 
motion of the plaintiff; or final decision 
of a court (or of a court on appeal, if 
applicable) in a lawsuit. 

  

1.1.053 

DPS.0503 

Registration Logs (Logs or similar records 
used to register persons appearing before 
state agencies, including quarterly reports 
filed with TEC.) 

AC  AC  

AC = Report filed with the Texas 
Ethics Commission 

  

 Office of the Inspector General 

3.1 

DPS.0504 
OIG Investigations - No action or 
corrective action only 

CE+5  CE+5  
Corrective actions are those which do 
not affect pay, status or tenure. 
CE = Calendar year end of closure 
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3.1.021 

DPS.0505 OIG Investigations - Disciplinary Action  

AC+5  AC+5  
Disciplinary actions are those actions 
which may affect pay, status, or 
tenure. 
AC = Termination of employment. 

  

 Policy, Projects and Portfolio Management 

1.1.055 

DPS.0506 

Strategic Plans (Information resources 
and operational strategic plans prepared in 
accordance with Sections 2054.095 and 
2056.002, Government Code.) 

AC+6  AC+6 A 

AC = September 1 of odd-numbered 
calendar years. Archival requirement 
is met by sending the required copies 
of the reports to the Texas State 
Publications Depository Program, 
TSLAC 

  

1.1.070 
DPS.0507 Agency Rules, Policies and Procedures 

AC+3  AC+3 R 
AC= completion or termination of 
program, rules, policies, or 
procedures. 

  

1.2.006 DPS.0508 Transmittal of State Records (RMD101) FE+3  FE+3     

1.2 
DPS.0509 Designation of State Agency RMO 

(SLR104) 
US  US  

   

1.2.001 DPS.0510 Destruction Authorizations FE+3  FE+3     

1.2.005 
DPS.0511 Records Retention Schedule (SLR105) 

US  US  
Original retained by SLRM Division 
TSLAC 
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1.2.008 

DPS.0512 Request for Authority to Dispose of 
State Records (RMD 102) - Agency copy 

FE+3  FE+3  

Original is retained by the State and 
Local Records Management Division, 
Texas State Library and Archives 
Commission. 

  

1.2.011 
DPS.0513 Record Center Storage Approval Forms 

(RMD 106) 
US  US  

    

1.2.013 

DPS.0514 Records Control Locator Aids - Includes 
indexes, card files, shelf lists, registers, 
guides, etc. CAUTION: These records must 
carry the same retention period and 
archival code of the records they support. 

AC  AC  

AC = When control aid is updated, 
revised, or no longer needed. 

  

1.2.014 

DPS.0515 Records Management Plans (Records 
management plans and similar records that 
establish the policies and procedures under 
which records and information are 
managed by an agency.) 

US+1  US+1  
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3.3.024 

DPS.0516 Personnel Policies And Procedures - 
Any internally distributed manuals, 
guidelines, or similar records that define 
agency wide policies and procedures 
concerning the personnel of an agency. 

US+3  US+3  

    

 Texas Division of Emergency Management 

1.1 

DPS.0517 EMD Disaster Recovery, Mitigation, 
Emergency Management, Homeland 
Security & Border Security Program, 
Grant, and Contract Files 

AC+4  AC+4  AC= Once the grant period ends 

  

1.1 
DPS.0518 Emergency Management & Hazardous 

Material Training Records and 
Emergency Exercise Records 

5  5   
  

1.1 
DPS.0519 Local Emergency Planning and point of 

contact records 
US  US   

  

1.1 
DPS.0520 State Operations Center Activation 

Records 
7  7   

  

1.2.015 
DPS.0521 Disaster Recovery Service Transmittals 

(RMD 109) 
FE+1  FE+1   

  

5.4.013 
DPS.0522 Disaster Preparedness And Recovery 

Plans 
US  US   
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