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September 18, 2015

Ms. Karen Phillips

Chief of Staff

Texas Department of Insurance
333 Guadalupe St., 13th Floor
MCI113-1C

Austin, TX 78714-9104

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

Amendment 2 to your agency’s 6th recertification of your records retention schedule is approved for
use as of Wednesday, September 16, 2015. Your currently approved records retention schedule and
all amendments are available on our website at

https://www.tsl.texas.gov/sirm/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, Marianna Symeonides, at 512-463-5448

or msymeonides@tsl.texas.gov.

Sincerely,

£l

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Julia Rathgeber

R01.454/454
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STATE OF TEXAS
Records Retention Schedule Certification

and Archives
Commission

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 454

Agency Name Texas Department of Insurance

(Check one)
[ Initia! 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)
[C] Agency Head

X Records Management Officer .

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

Signature o
7,
N i %
ame (Print or type) Vs
jl&];.
Date /x,»’-,(

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

Signature @@M’W

v
Name (Print or type) b@ nna_ C,%E)ar nLe

Date q//é //S/

Signature 4\0/7,@1\() [?MM//)’J

Name (Print or type) Karen A. Phillips

Date % A ID

Cert/Recert No. (\;’f Amendment No. ;2,

SLR 105C
Rev. 9/11



CAUTION

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

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

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

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



~ ; SLR 122
e \74 {,x STATE OF TEXAS
: - Form SLR 105C must
| Records Retention Schedule Amendment accompany this form.
. 4 '_':-.' a1 A
and Archives:
Commission 1.Page 1 of 1
2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
4. 5. 6. 7. 8. 10. 1. 12.
Current
Records Agency Retention Period Archival Schedule
Series ltem 9. Page | Agency [Amend.
ftem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |itemNo.| Type
1513010 |Arson Lab - Case File Folder - Non Murder [CE+10| 5 |CE+15| |Stored at Records Center | 98-454-137 | 9 | 18180} 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
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Preserving yesterday,
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December 18, 2014

Ms. Karen Phillips

Chief of Staff

Texas Department of Insurance
333 Guadalupe St., 13th Floor
MCI113-1C

Austin, TX 78714-9104

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

Amendment 1 to your agency’s 6th recertification of your records retention schedule is approved for
use as of Monday, December 15, 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, Marianna Symeonides, at 512-463-5448

or msymeonides@tsl.texas.gov.

Sincerely,

I

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Julia Rathgeber

R01.454/454
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STATE OF TEXAS

SLR 105C

Form SLR 105 or SLR 122

)‘ ( Records Retention Schedule Certification must accompany all

Ty T e
State Library
and Archives'
Commission |

submissions of this form.

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

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

Agency Code 454

Agency Name Texas Department of Insurance

(Check one)

[1 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 Ojcer
Signature

-

[l

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

Signature G

Name (Print or type) 188

Date 7

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

Signature é(ﬂ/‘&[ M-lﬂﬁ/th

Name (Print or type)

Date IZ’/‘;”ZOIL(

Name (Print or type)  Karen A. Phillips

Date /0 ’92}7[ - /"f

Cert/Recert No. L{ ) Amendment No. j/

SLR 105C
Rev. 9/11




CAUTION

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

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

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

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



Texas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 1 of 1
2. Agency 3. Agency
Code 454 Name Texas Department of Insurance
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
Paper/Electronic. Rel.
to Statement Reviews/
1.1.008 |53000101 |Correspondence-Companies AC 10 |AC+10| |AC=Filed/Approved. |91-454-039 44 153000 c
Stored at Records 101
Center.
49 | 61500 D
11
50 [61500 D
50
615004 0 |Receivership Records AC+3 AC+3 AC=After Settled 50 6%158 0 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
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Preserving yesterday,
informing today,
inspiring tomorrow.

May 10, 2013

Ms. Karen Phillips

Chief of Staff

Texas Department of Insurance
333 Guadalupe St., 13th Floor
MC113-1C

Austin, TX 78714-9104

RE: Texas Department of Insurance
Retention schedule approved for use.

Dear Ms. Phillips:

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, Bonnie Zuber, at 512-463-0188.

Sin7ly,
Craig Kelso
Director and State Records Administrator

Enclosure

cc: State Auditor, State Archivist
cc: (without enclosure) Mike Geeslin

RO1-454/454



SLR 105C
STATE OF TEXAS ‘
- - grm - Form SLR 105 or SLR 122
Records Retention Schedule Certification must accompany all
Tl‘oxr_ls . submissions.of-this form.
State Library,
and Archives
Commission
Section 1. Agency Information Section 2. Approvals
(Submitting agencies complete this section only) (Submittlng_a_gencies do not write in this section)
Agency Code 454 . State Auditor’s Office

(For the exclusive use of the State Auditor's Office)
Agency Name _Texas Department of Insurance

Not ;
(Check one) Signature Reqlllred a8 P .
[ Initial Certification - Form SLR 105 : M Time
Name (Print or type)
Recertification - Form SLR 105
Date
O Amendment - Form SLR 122
| hereby certify that this records retention schedule was Texas State Library and Archives Commission
prepared in accordance with Texas Government Code, (For the exclusive use of the State Library and Archives Commission)

Chapter 441, Subchapter L.

(Check one) Signature @D(/pup &M

(] Agency Head Name (Print or type) bﬁ AAS %@v‘n 2

X Records Management Officer { (
Qéé Date \ I { ! 3
Signature

Name (Print or type) _Karen A. Phillips, Chief of Staff f

Date ? 72( \‘L [\]\\Q Recertification No. é Amendment No.

L

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)



SLR 105
Form SLR 105C must
accompany this form.

STATE OF TEXAS

State Library
and Archives -
Commission Records Retention Schedule LPage 1 o 77
2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4, 5. 6. | | 8. | TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.

100000 O GENERAL RECORDS

O=Paper/Electronic AC= Purpose of record
1.1.057 100001 O Transitory Information AC AC has been fulfilled

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

1.1.007 100002 0O Correspondence, Administrative 4 4 R| records have met their retention periods.
1.1.008 10000 3 O Correspondence, General 2 2
1.1.013 100004 0 Calendars / Appointment Books CE+1 CE+1 R| 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 review.
Contact the State Archives when these
records have met their retention periods.

AC=Date Request Fulfilled/Denied, Paper

1.1.021 100006 O Open Records Requests AC+2 AC+2 and electronic.
1.1.023 100007 O Organizational Charts us US | A| Original - Chief of Staff
AC=when all training related activities are

1.1 10000 8 0 Phone Recordings, Training AC+90 AC+90 satisfied
1.1.063 100009 O Staff Meeting Minutes and Notes 1 1 Where formal minutes are taken
1.1.027 10000 10 O | Proposed Legislation AV AV Drafts and related correspondence
1.1.069 10000 11 0 | Employee Activity Reports 1 1 Caution: See item number 1.1.064
Retention Codes (Field 7) Archival Codes (Field 8)

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

SLR 105

Rev. 4/12 5/10/2013



SLR 105
Form SLR 105C must
accompany this form.

STATE OF TEXAS

State Library
and Archives -
Commission Records Retention Schedule LPage 2 o 77
2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8
: TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
110000 O GENERAL COUNSEL / CHIEF CLERK / HEARINGS
1.1.011 110001 O Board Orders & Attachments US+3 US+3 | A| Filmed after 3 years. Paper to Archives
1.1.011 110001 1 Board Orders & Attachments PM PM PM Microfilm Master stored at Records Center. 91-454-044
Copy to Archives and Information Services
1.1.058 110002 0 Board Minutes PM PM | A| Division
Open except dealing with solvency is
1.1 110003 1 Board Public Hearing Files / Petitions 10 10 confidential.
1.1 110004 0 Board Meeting Files AV AV | A| Personnel, Solvency if closed
1.1.060 110005 0O Tapes of Board Meetings AC+90 AC+90 AC=Approval of Written Minutes
AC=Completion of termination of program,
1.1.070 110006 0 Board Rules filed/Texas Reg. AC+3 AC+3 | A| rules, policies or procedures
AC=Completion of termination of program,
1.1.071 110007 O Board rules files/Tex Reg Working Papers AC+3 AC+3 rules, policies or procedures
1.1 110008 0 Petitions (5.96, 5.97) 5 5
1.1.014 11000 10 0 | General Counsel Files AV AV [ R| Correspondence, work papers
1.1.011 11000 15 0 | Commissioner Orders US+3 US+3 | A| Filmed after 3 years. Paper sent to Archives
1.1.011 11000 15 1 | Commissioner Orders PM PM PM Master stored at Records Center 99-454-142
TDI retains the permanent Record Copy &
1.3.001 11000 16 O | Insurance Bulletins PM PM sends 1 copy to the Texas State Publications
Depository Program, TSLAC
11000 17 0 | Commissioner Log Books PM PM Back-up kept offsite
Retention Codes (Field 7) Archival Codes (Field 8)
CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value
SLR 105

Rev. 4/12 5/10/2013



SLR 105
Form SLR 105C must
accompany this form.
State Library
and Archives -
Commission Records Retention Schedule LPage 3 d 7T
2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8
: TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
HEARINGS
11000 18 O | Comm. Hearings, Dockets 3 10 13 | R| Stored at Records Center 93-454-104
11000 19 O | Board Hearing Exbts. & Transc. 13 13
11000 20 0 | Confidential Hearings 13 13
11000 28 O | Hearings Tape Recordings 3 7 10 Stored at Records Center 92-454-091
1.1.013 11000 29 0 | Hearings Reporter Calendar CE+1 CE+1
11000 30 0 | Hearings Reporter Transc. Log CE+4 CE+4
11000 31 O | Hearing Reporter Transc. Notes AV+3 AV+3
1.1 11000 32 0 | Legal Research AV AV
11000 34 0 | Assurance of Voluntary Compliance PM PM
120000 O PUBLIC INFORMATION OFFICE
1.1.019 120002 0O Speech and Press Releases AV+2 AV+2 | R
National Association of Insurance Commissioners-
1.1 120003 0 Proceedings (NAIC) 2 2
Retention Codes (Field 7) Archival Codes (Field 8)
CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value

SLR 105

Rev. 4/12 5/10/2013



SLR 105
Form SLR 105C must
accompany this form.

STATE OF TEXAS

State Library
and Archives -
Commission Records Retention Schedule LPage 4 o 77
2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8
. TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
120004 0 Special Research Studies AV+3 AV+3 | R
1.1 120005 0 Consumer Assistance Projects AC AC AC=Completion
120006 0O Budget/Appropriations 2 2 C.C. see 28100-3
TDI retains PM Record Copy Archives Note:
The archival requirement is met by sending
the required copies of the reports to the
1.1.066 12000 10 0 | Annual Report (Non-Fiscal) Record Copy PM PM | A| Texas State Publications Depository
Program, Texas State Library and Archives
Commission.” See 1.1.066 in the TSRRS.
Annual Report (Non-Fiscal) all other statutory filing
1.1.067 12000 11 O | copies FE+3 FE+3 | R
1.2.003 12000 12 0 | Form Files AC+1 AC+1 AC=Discontinuance of use of form.
1.3.002 12000 13 O | Publication Materials AV AV | R| Drafts, artwork, prints etc
TDI retains Record Copy (Texas
1.3.001 12000 14 0 | Agency Publications AC+5 AC+5 Government Code 441.101 AC=until
superseded or obsolete
12000 15 O | Publication - Job Files AV+3 AV+3
1.3.002 12000 16 0 | Publication Development Files AV AV [ R
Retention Codes (Field 7) Archival Codes (Field 8)
CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value
SLR 105

Rev. 4/12 5/10/2013



SLR 105
Form SLR 105C must
accompany this form.
State Library STATE OF TEXAS
Commission Records Retention Schedule LPage 5 o 77
2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
4. 5. 6. ’ | | 8. | 10. 1#SLAC
Records Agency Retention Period Archival ONLY
Series Item 9. 106 No. Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks No.
130000 O P&C DATA SERVICES
130001 O Rate Development 12 12 | R
130002 0O Rate Hearing Exhibits AV AV
Paper/Electronic Paper destroyed after
130004 0 Underwriting Guidelines 10 10 scanned. Retain image 10 yrs
13000 11 0 | Title Agent Report Summary 6 6
13000 12 0 | Closed Claim Forms CE 10 CE+10 paper ret. start- 9/1/91, CPU back up 93-454-095
13000 13 O | Statistical Plan Revisions 1 1
13000 16 0 | WC Financial/Aggregated Data 15 15
13000 17 0 | WC Financial Data 5 5
13000 19 0 | WC Payroll Limitation 15 15
13000 20 0 | WC Rate Development 12 12 | R
13000 21 O | WC Year End Reports 10 10
13000 22 0 | Products Liability Supplement 10 10
13000 23 0 | General Liability Compilations 20 20
13000 24 0 | Tort Reform - Special Closed Claim Call AC+2 AC+2 AC= Verified /all Received.
13000 25 0 | Call For Quarterly Experience CE+5 CE+5
13000 27 0 | Title Rate Dev Underwriters Report 3 17 20 Stored at Records Center 96-454-133
Retention Codes (Field 7) Archival Codes (Field 8)
CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value

SLR 105

Rev. 4/12 5/10/2013



SLR 105
Form SLR 105C must
accompany this form.
State Library
and Archives -
Commission Records Retention Schedule LPage 6 d 77
2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8
: TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
140000 O GOVERNMENT RELATIONS
Research history of legislature.
140001 1 Legislative Session File 2 6 8 filmed after 2 yrs. Stored at Records Center 92-454-080
1.1. 140002 0 Legislative Inquiries 3 7 10 Stored at Records Center 01-454-149
STATE FIRE MARSHAL'S OFFICE
150000 0 | Administration, MGMT
1.1.023 150001 0O Organizational Chart us us A
1.1.004 150003 0O Biennial Budget Request AC=September 1 of odd numbered calendar
years. Archival requirement met by sending
AC+6 AC+6 A | required copies of requests to the Texas
State Publications Depository Program.
TSLAC. Only copies of supporting
documentation submitted to the Legislative
Budget Board are archival
1.2.012 15000 11 0 | Records Inventory Worksheets uUs UsS
4.5.001 15000 12 0 | Worksheets For Preparing Fiscal Reports FE+3 FE+3
4.5.002 15000 13 0 | Internal Fiscal Management Reports FE+3 FE+3 electronic back-up
15000 14 0 | Public Billing Charges FE+3 FE+3
Retention Codes (Field 7) Archival Codes (Field 8)
CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value

SLR 105

Rev. 4/12 5/10/2013



i& SLR 105
PR Form SLR 105C must
17N -
PN accompany this form.
Texas STATE OF TEXAS
State Library
and Archives -
Sotnmission Records Retention Schedule LPage 7 d 7T
2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8
: TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
151000 0 Inspection
Capitol Building Fire Safety Inspection Art. 6145-14.9 Vernon's Annotated Rev.
151002 0O Case Files PM PM Civil Statutes Med.- Paper & Photographs
Gov. Code 417.008 Med.- Paper & Photos.
151003 0O Fire Marshal's Fire Safety Inspection Case Files AC+3 AC+3 AC= After Inspection complete and closed by
deputy
Med.- Photos, paper & audio visuals.
Med.- Photos, paper & audio visuals.
151004 0 Flammable Liquids Leak Investigation AC+3 AC+3 AC= After investigation is complete and
Case Files closed by Deputy.
151100 O Arson
Retention - Subject to legal review.
151102 0 Fire & Arson Investigation Case Files 10 2 12 Med.-Photos, paper & audio visuals. Stored
at Records Center. 01-454-151
151103 0 Case File Activity Reports - Operations 7 7
Fire and Arson Investigation Case Files - Security - Subject to legal review.
151104 0 With Fatalities PM PM Medium-Paper, photos & audio visuals
151105 0 Arson Hot Line Files AC+3 AC+3 AC=No further activity is necessary.
Retention Codes (Field 7) Archival Codes (Field 8)
CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value

SLR 105
Rev. 4/12

5/10/2013




Texas
State Library

STATE OF TEXAS

SLR 105
Form SLR 105C must
accompany this form.

and Archives -
Commission Records Retention Schedule LPage 8 o 77
2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
4 5 6 7. 10. 11.
: : : 8. TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
151200 0 | Licensing Investigations
151201 0O Licensing Case Files- Unfounded ACHL AC+L ’SCZ After inyestigation complete on a case
y case basis
151202 0 Licensing Fireworks Inspections CE+2 CE+2
AC= After investigation complete on a case
151203 0 Licensing Case Files - Founded AC+3 AC+3 by case basis
AC= After investigation complete on a case
151204 0 Licensing Case Files - Legal Action AC+5 AC+5 by case basis
AC= After investigation complete on a case
151205 0 Licensing Case Files - Special AC+10 AC+10 by case basis

Retention Codes (Field 7)

AV — Administrative Value

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

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)

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

SLR 105
Rev. 4/12

5/10/2013




SLR 105
Form SLR 105C must
accompany this form.

STATE OF TEXAS

State Library
and Archives -
Commission Records Retention Schedule LPage 9 d 7T
2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8
: TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
151300 0 Arson Lab
151301 0O Arson Lab - Case File Folder - Non Murder CE+2 8 CE+10 Stored at Records Center 98-454-137 2
) . ) Security - Subject to legal review on
151302 0 Arson Lab - Case File Folder - Murder CE+99 CE+99 | R a case by case basis
ACH ACH P- Ledger AC=When book is filled.
151307 0 Arson Lab - Case Log Security - Subject to legal review on
101 101 :
a case by case basis
151308 0 Arson Lab - Quality Control 4 4
151309 0 Arson Lab - Proficiency Testing Results 7 7
5.2.008 15130 10 0 | Arson Lab - Instrument / Equipment Maintenance LA+7 LA+7
Arson Lab -System Backup For Gas Security - Subject to legal
15130 12 0 | Chromatographs & Mass Spectrometer us us review on a case by case basis.
15130 13 O | Arson Lab - Printout Methods File uUs uUs Medium - Electronic and paper
15130 14 0 | Arson Lab- Fire Dept. Client Address File us us
15130 15 0 | Arson Lab - Monthly Reports CE+1 CE+1
15130 17 O | Arson Lab - Database PM PM Arson Lab test results
Retention Codes (Field 7) Archival Codes (Field 8)
CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value
SLR 105

Rev. 4/12 5/10/2013
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STATE OF TEXAS

State Library
and Archives -
Commission Records Retention Schedule LPage 10 d 77
2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8
: TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
151400 0 License Administration
151402 0 Tests Results Log CE+3 CE+3 Security - subject to legal review
151404 0 Criminal History Review 10 10 Security - subject to legal review
151406 0 Licensing Administration Database uUs UsS Security - subject to legal review
151408 0 Table of Records FE+3 FE+3
Security - Case by case. Medium - Paper
151409 0 Certificate of Registration-Initial App. FE+3 FE+3 and microfiche.
Cert. Of Registration & Fireworks Company Files -
15140 10 O | Renewals FE+3 FE+3
15140 12 0 | Individual Licenses - Initial Application FE+3 FE+3 Medium - Paper and microfiche
15140 13 Individual Licenses - Renewal Application FE+3 FE+3
15140 16 O | Fireworks License FE+3 FE+3
15140 19 0 | Fireworks Permits - Display CE+3 CE+3 Medium Paper and microfiche
15140 20 O | Fireworks Permits - Retail AC+3 AC+3 AC= Termination of certificate or license
AC+ AC+
15140 21 0 | Fireworks Permits - Unused CE+1 CE+1 AC= After expiration date of permit
1514027 0 | Tests us us Medium - Paper and electronic
15140 29 0 | Display Permits Log PM PM Med. - Paper and electronic
15140 31 0 | License Renewal Printout CE+3 CE+3
Medium — Electronic (Sircon). AC= After
15140 36 0 | Retail Fireworks Permits Sold - Log AC+3 AC+3 expiration date of permit
Retention Codes (Field 7) Archival Codes (Field 8)
CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value

SLR 105
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STATE OF TEXAS
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2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
4. 5. 6. ’ | | 8. | 10. 1#SLAC
Records Agency Retention Period Archival ONLY
Series Item 9. 106 No. Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks No.
15140 39 0 | Expired Insurance CE+3 CE+3 Medium - Computer printout & electronic
15140 40 0 | License Permit Numbers Issued - Log PM PM Medium - Electronic & Paper
15140 41 0 | Fireworks Agricultural, Industrial or Wildlife Permits FE+3 FE+3 AC= After expiration date of permit
15140 45 0 | Insurance Renewal List 1 1
15140 47 0 | Rules & Regulations - Fire Extinguishers US+3 US+3
15140 48 0 | Rules & Regulations - Fire Sprinklers US+3 US+3
15140 49 0 | Rules & Regulations - Fireworks US+3 US+3
15140 50 O | Rules & Regulations - Fire Alarms US+3 US+3
4.2.003 1514051 0 | Daily Batch Report FE+3 FE+3
1514052 0 | DPS Request List AC AC AC= Until superseded or obsolete

151500 0 Education

1.3.002 151501 0 Publications - Working Files AV AV | R

Send required copies to the Texas State

Publications Depository Program, TSLAC.
1.3.001 151502 0 Publications - Record Copies AC+5 AC+5 AC=Until superseded or obsolete
1.1.065 151503 0 Research Projects - Raw Data AV AV
1.1.067 151504 0 Research Projects - Final Reports 3 3|R
Retention Codes (Field 7) Archival Codes (Field 8)

CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value
SLR 105

Rev. 4/12 5/10/2013
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2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8. TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
3.3.030 151507 0 Employee Training Records AC+3 AC+3 AC=Termination of Employment
151508 0 Request For Information - Public Ed FE+3 FE+3 Strategic Measure
151509 0 Presentation Reports FE+3 FE+3 Strategic Measure
15150 11 0 | Fire Safety House Files FE+3 FE+3

AC - When all of the next years reports have

15150 12 0 | Fire Prevention Education Reports AC+3 AC+3 - :
been received (paper/electronic)

151600 0 Texfirs

151601 O TEXFIRS Database PM PM
151604 0 Texfirs Fire Department ID List AV AV
151605 0O Fire Department Mailing List uUs uUs
151606 0 Texfirs Logs 4 4 Medium - Paper and electronic
Send required copies to the Texas State
Publications Depository Program, TSLAC
1.3.001 151607 0O Publications AC+5 AC+5 AC=Until superseded or obsolete
15160 10 0 | Injury, Death, and Dollar Loss Reports 4 4
AC= After all years data has been compiled -
15160 11 0 | Texfirs Incident Reports , Corrections and Duplicates AC+1 AC+1 shred
15160 12 O | Statistical Breakdown AV AV
15160 13 0 | Texfirs Computer Validation Reports AC+1 AC+1 AC= After all years data has been compiled.
Retention Codes (Field 7) Archival Codes (Field 8)
CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value

SLR 105
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2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8
: TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
15160 14 0 | Texfirs Special Projects Log AC+3 AC+3 AC=After all years data has been completed
15160 15 0 | Texfirs History & Legislation AC+1 AC+1 | A| AC=Filed/Approved
2.2.011 15160 16 O | Batch/Data Entry Control Format/Logs AC AC AC=When reconciliation confirmed
Medium-Paper & electronic
2.2.001 15160 17 0 | Activity Monitoring Records AC AC AC=When reconciliation confirmed
AC=September 1 of odd-numbered calendar
4.5.003 15160 18 0 | Annual Report AC+6 AC+6 years.
15160 19 O | Activity Reports 3 3

151700 O Engineering Assistance

151701 O Engineering Assistance Files FE+3 FE+3

151800 0O PPC Oversight

151801 0 Annexation-City Maps 2 2
151802 0 Fire Rates US+3 US+3 O= Paper andElectronic
151803 0 Key Rates AV AV After AV- Return to City

151700 0 Engineering Assistance

151701 0 Engineering Assistance Files FE+3 FE+3
Retention Codes (Field 7) Archival Codes (Field 8)
CE - Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value

SLR 105
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2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8
. TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
210000 0 COMMISSIONER
210002 0 Guaranty Fund 13 13
1.1.007 210003 0 Company Correspondence 10 10
1.1.067 210004 0 Natl Assoc Ins Commissioners 3 3 | R| Task Force Reports
210005 0O Corresp-Associations, State & Federal 2 2
210007 O Topic Files (By Division) 3 7 10 | R| Stored at Records Center 94-454-116
220000 0 HUMAN RESOURCES
221000 0 PERSONNEL
3.1.001 221001 0O Applicant Records (Not Hired) 2 2 "29 CFR 1602.31"
Employment History _ s
3.3.011 221002 0O (minimum Info to verify employment) AC+75 AC+75 AC=Termination of Employment.
AC=After termination Stored at Records
3.1. 221003 0 Employee Records AC 5 AC+5 Center 96-454-125
1 Job Application
2 List of Benefits

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
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2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8
: TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
3 Performance Evaluations
4 Status - Merits / Promotions
3.4.002 221004 0 Leave Status Reports FE+3 FE+3
3.4.006 221005 0 Time Cards / Sheets 4 4 "40 TAC 815.106(i)".
3.1.012 221007 0O Job Postings Files 2 2 29 CFR 1602.31
2.1 221008 0 Requests for Data Processing AV AV
40 TAC 815.106(j)
3.1.023 22100 10 0 | Job Description Files AC+4 AC+4 AC=Until Job superseded or job eliminated
"29 CFR 1602.31 AC=Termination of
3.1.022 22100 11 0 | Position Action Request AC+4 AC+4 Employment. AC= Action Change
Summary Staffing Report
3.3.026 2210012 0O US+3 US+3
3.3.026 22100 13 0 | Vacancy Report US+3 US+3
3.3.022 22100 14 0 | Tx. Employment Comm. Reports 3 3
3.1.014 22100 15 0 | Employment Selections 2 2 29 CFR 1602.31(a).
3.1.029 22100 16 O [ Verify of U.S. Citizenship-19 AC+1 AC+1 AC=Termination of Employment.
3.1.019 22100 17 0 | Performance Appraisals 2 2 29 CFR 1620.32(c)
3.1.022 22100 18 0 | Personnel Action Form 2 2 29 CFR 1602.31
3.1.021 22100 19 0 | Disciplinary Action AC+5 AC+5 AC=Termination of Employment.
AC=Expiration or termination of the contract
3.1.013 2210020 0 | Contract Labor File AC+4 AC+4 according to its terms.

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

5/10/2013
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2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8
: TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
3.3.015 2210021 0 | Classification Study & Recommendations US+3 US+3
3.3.027 2210022 0 | Test Scores US+2 UsS+2 29 CFR 1602.31
4.7.011 22100 23 0 | SPGSC Reports FE+3 FE+3
3.3.024 22100 24 0 | Personnel Manual US+3 US+3 C.C. to each employee.
5.4.001 2210025 0 | Workers Comp. Accident Reports CE+5 CE+5 Copy at agency for additional 50 years.
22100 26 0 | Employee Career Planning Records AV AV

222000 0 EEO

29 CFR 1602.30, 1602.32, 1602.39,
3.3.031 222001 0 EEO Forms & Reports 3 3 1602.41, 1602.48, 1602.50

AC=Final decision on the grievance.
(Does not include complaints files with the
3.1.018 222002 0 Employee Grievance Files AC+3 AC+3 EEQ)

223000 0 STAFF DEVELOPMENT

AC=Termination of Employment

3.1.027 223002 0 Training Records AC+5 AC+5 Paper & Electronic
3.3 223003 0 Course Approvals AC+1 AC+1 Requests for training. AC=After training
1.1.043 223004 0 Training References US+1 US+1
3.1.037 223005 0 Employee Recognition AC+5 AC+5 AC=Termination of Employment
Retention Codes (Field 7) Archival Codes (Field 8)
CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value
SLR 105
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2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8
: TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
224000 0 EMPLOYEE BENEFITS/PAYROLL
AC=After Termination of employment or
3.2.001 224001 0O Employee Deduct. Authorization AC+ AC+4 termination of auth., whichever sooner.
3.2.002 224002 0 Employee Earning Records 4 4 40 TAC 815.106)i)
26 CFR 31.6001(e)(2) AC= Tax due date,
date claim is filed or date tax is paid
3.2.003 224003 0 Federal Tax Records AC+4 AC+4 whichever is later.
3.2.004 224004 0 Income Adjustment Authorization 2 2 29 CFR 516.6(c)
26 CFR 31.6001-1(e)(2) AC=Until
superseded, obsolete or upon separation of
3.2.005 224005 0 W-4 Forms AC+4 AC+4 employee.
AC=Until superseded or termination of
3.1.011 224006 0O Employee Insurance Files AC AC employment.
3.3.004 224007 0 Group Insurance Reports US+1 US+1 29 CFR 1627.3(b)(2).
AC-=all acts for the individual have been
3.2.009 224008 0 Deferred Compensation Files AC+5 AC+5 closed.
3.2.008 224009 0O Direct Deposit Authorizations us us
3.2.006 22400 10 0 | Wage Rate Tables 2 2 29 CFR 516.6(a)(2)
Retention Codes (Field 7) Archival Codes (Field 8)
CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value
SLR 105
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2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4, 5. 6. | | 8. | TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.

230000 O INTERNAL AUDIT

AC=Publication or release of final audit
findings. The State Auditor's Office

1.1.002 230001 O Internal Audit Reports AC+7 AC+7 ) . .
retains the record copy of its audits
performed on the agency.

1.1.002 230002 0O Internal Audit Work papers AC+7 AC+7 AC= After Settled
Other entities for prosecution/further

1.1 230002 1 Internal Audit Work papers-Prosecution AC+8 AC+8 investigation. AC=After Settled

1.1 230003 0 Investigations (Legal) AC+5 AC+5 AC= After Settled

1.1.024 230004 0 | Risk Analysis/Audit Plans AC+3 Ac+3 | r| Flve:year plan. AC=Decision made to

implement or not implement result of
planning process

State Auditor retains permanent copy.
AC=Publication or release of final audit
1.1.002 230006 0O State Auditor's Audit Report AC+7 AC+7 findings. The State Auditor's Office
retains the record copy of its audits
performed on the agency.

250000 0 CONSERVATION

Co. Records, Exhibits. AC= Final
250001 O Supervision / Conservatorship AC+1 3 AC+4 Examination, Stored at Records Center. 91-454-031

AC= Final Examination

1.1 250004 0 Historical Records (Research) AV AV [ R| Compilations & Summaries
1.1.027 250005 0 Legislative, Conservation AV AV
Retention Codes (Field 7) Archival Codes (Field 8)
CE - Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value
SLR 105
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2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4, 5. 6. | | 8. | TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.

260000 0 BUSINESS PLANNING / REDESIGN

AC=Decision made to implement or not

1.1.024 260001 0O Plans and Planning Records AC+3 AC+3 R to implement result of planning process
1.1.063 260002 0 Staff Meeting minutes 1 1
260003 0 Suggestion - System Records AC+1 AC+1 AC= To implement or not to implement
260004 0 SEIP Tracking Data Base uUs UsS
5.4.013 260005 0 Disaster Preparedness & Recovery Plans uUs uUs

271000 O INFORMATION TECHNOLOGY SERVICES

2.2 271002 0 Product Information AV AV

Retain data used in study AC=Decision
1.1.024 271003 1 Long-Range Planning Files AC+5 AC+5 R| made to implement or not to implement
result of planning process

See Abbreviations List. AC=Decision
1.1.024 271003 2 DIR Documentation AC+5 AC+5 R| made to implement or not to implement
result of planning process

AC=Decision made to implement or not

1.1.024 271004 0 Long and Short Range Plans AC+3 AC+3 R]| . -
implement result of planning process.
Retention Codes (Field 7) Archival Codes (Field 8)
CE - Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value
SLR 105
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2. Agency 3. Agency
Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4. 5. 6. 8
. TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
2.2 271005 0O Data Processing Request AV AV
1.1.063 271006 0 Steering Committee Files 1 1
AC=Until electronic records are
2.1.007 271007 0O Program Documentation AC AC transferred to and made usable in a new
software.
1.1.024 271008 0 | Plans, Planning & Project Records AC+3 Ac+3 | r| AC=Decision made to implement or not
to implement result of planning process.
5.2.010 271009 0O Manuals (Equipment) LA LA
If these records are initially recorded
in machine-readable form, for audit purposes
2.2.001 27100 10 0 | Problem Management AC+3 AC+3 they must be retained in that form rather than
in hard copy form. AC=Completion of update
O= Paper & Electronic
5.3 27100 11 0 | Procurement Files FE+3 FE+3
. AC=Expiration or termination of the
5.1.001 27100 12 0 | Contract Files AC+4 AC+4 instrument according to its terms.
3.1.027 27100 13 0 | Training Records AC+5 AC+5 AC=Termination of employment
1.1.041 27100 14 0 | Suggestion System 1 1
2.1 27100 15 0 | Change Management Forms AV AV
1.1.024 2710016 0 | Capacity Planning AC+5 Ac+5 | R| AC=Decision made to implement or not to
implement result of planning process
2.2.002 27100 17 0 | Time Accounting 5 5
4.1 27100 18 0 | Fiscal Notes FE+3 FE+3

Retention Codes (Field 7)

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

AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)

A — Transfer to State Archives
R — Review by State Archivist
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4, 5. 6. | | 8. | TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.

Back-up tape kept offsite  AC=Completion
of 3rd verification cycle, or audit completion
confirming successful transaction

2.1.001 27100 19 O | Operating System Files AC+1 2 AC+3 processing, or required audit trail
maintenance, or the ability to restore or
migrate when errors are detected or when
hardware or software changes occur.

Back-up tape kept offsite  AC=Completion
of 3rd verification cycle, or audit completion
confirming successful transaction

2.1.002 27100 20 0 | Automated Applications AC+1 2 AC+3 processing, or required audit trail
maintenance, or the ability to restore or
migrate when errors are detected or when
hardware or software changes occur.

272000 0 DATA ADMINISTRATION

AC=When control aid is updated, revised or

1.2.013 272001 O Data Dictionary AC AC
no longer needed.
Retention Codes (Field 7) Archival Codes (Field 8)
CE - Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value
SLR 105
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Code 454 Name TEXAS DEPARTMENT OF INSURANCE
7. 10. 11.
4, 5. 6. | | 8. | TSLAC
Records Agency Retention Period Archival ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.

281000 O AGENCY BUDGET/PLANNING & FINANCIAL SERVICES

AC=September 1 of odd-numbered calendar
years. Required copies sent to LBB,
Governor's office, & Texas State
Publications Depository Program ,TSLAC

1.1.068 281002 0 Performance Measures AC+6 AC+6

AC=September 1 of odd-numbered calendar
1.1.004 281003 0 Legislative Appropriations AC+6 AC+6 A | years. Copies to Texas State Publications
Depository Program, TSLAC

4.5.006 281004 0 Operating Budget Reports FE+3 FE+3
4.6 281005 0 Certifications Personnel Acts FE+3 FE+3
4.2.007 281006 0 Expenditure Certifications FE+3 FE+3
4.1 281007 0 Contract Certifications FE+3 FE+3
4.3 281008 0 Accounting Reports FE+3 FE+3
1.1.027 281009 0 Proposed Legislation / Fiscal Notes FE+4 FE+6

AC=Sept 1 of odd numbered calendar years.
Archival requirement met by sending
1.1.055 28100 10 0 | Strategic Plans AC+6 AC+6 | A| required copies to Texas State Publications
Depository Program. TSLAC

1.1.024 282001 0 Planning Records (T.D.l.) AC+3 AC+3 | R| AC=Decision made to implement or not
Retention Codes (Field 7) Archival Codes (Field 8)
CE - Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value
SLR 105
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. TSLAC
Retention Period Archival
Records Agency ONLY
Series Item 9. 106 No Amend.
Item No. No. Record Series Title Agency | Storage | Total Remarks ' No.
341000 0O ACCOUNTING
26 CFR 31.6001-1(e)(2) AC=Tax due date,
3.2.003 341001 0O Federal Tax Records AC+4 AC+4 date the claim is filed or date tax is paid,
whichever is later.
4.1.001 341002 0 Accounts Payable Info. FE+3 FE+3
4.1.002 341003 0 Billing Detalil CE+4 CE+4
4.1.003 341004 0 Cancelled Checks/Stubs FE+3 FE+3
4.1.004 341005 0 Encumbrance Detail FE+3 FE+3
4.1.006 341006 0 Investment Transaction Files FE+3 FE+3
4.2.002 341007 0O Cash Receipts FE+3 FE+3
4.2 341007 1 Cash Receipts - Database FE+7 FE+7 CARS System
4.2.004 341008 0 Encumbrance Vouchers FE+3 FE+3
4.2.006 341009 0O General Journal Vouchers FE+3 FE+3
4.2.007 34100 10 0 | Expenditure Vouchers FE+3 FE+3
4.3.002 34100 11 O | Receipts Registers FE+3 FE+3 Paper & Electronic.
4.3.003 34100 12 0 [ Expenditure Registers FE+3 FE+3 Paper & Electronic.
4.4.001 34100 13 0 | General Ledgers FE+3 FE+3 Paper & Electronic.
4.4.002 34100 14 0 | Accounts Receivable Ledgers CE+4 CE+4 Paper & Electronic.
4.4.003 34100 15 0 | Accounts Payable Ledgers FE+3 FE+3 Paper & Electronic
Retention Codes (Field 7) Archival Codes (Field 8)
CE - Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value
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4.5.001 34100 16 0 | Worksheets for Preparing Rep. FE+3 FE+3
4.5.002 34100 17 O [ Internal Management Reports FE+3 FE+3 Paper & Electronic.
AC=Sept. 1 of odd-numbered calendar
4.5.003 34100 18 0 | Annual Financial Report AC+6 AC+6 years. Send required copies (3) to the Texas
State Publications Depository Program,
TSLAC.
4.5.005 34100 19 0 | External Reports FE+3 FE+3
4.6.002 34100 20 0 | Reconciliations FE+3 FE+3
4.7.001 3410021 O | Acct. Policies & Procedures US+3 US+3
4.7.002 34100 22 0 | Bank Statements FE+3 FE+3
4.7.003 34100 23 0 | Returned Checks -Uncollectable AC+3 AC+3 AC=After deemed uncollectible
4.7.005 3410024 0 [ Claim Files AC+3 AC+3 AC=Resolution of Claim.
4.7.006 34100 25 0 | Comptroller Statements FE+3 FE+3 Paper & Electronic
4.7.007 34100 26 O | Detail Chart of Accounts FE+3 FE+3 Paper & Electronic
5.1.001 34100 27 0 | Contracts and Leases AC+4 AC+4 AC=Superseded or cancelled.
5.1.005 34100 28 0 | Postage Expense Reports FE+3 FE+3
4.3.001 3410029 0 | Sales Registers FE+3 FE+3
Retention Codes (Field 7) Archival Codes (Field 8)
CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value
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350000 0 RECORDS MANAGEMENT
1.2.005 350001 0O Records Retention Schedule us us
1.2.001 350002 0 Requests to Destroy Records FE+3 FE+3
1.2.011 350003 0O Records Storage Approvals us us
AC= Date of authorization for destruction,
permanent transfer from storage, or transfer
to the Archives and Information Services
Division, TSLAC, by the agency records
1.2.006 350004 0 Records Transmittal Forms AC+2 AC+2 management officer.
1.2.010 350005 0 Disposition Log 10 10 Back-up tape kept offsite
1.2.014 350007 0 T.D.l. Records Mgmt Procedures/Plans US+1 US+1 | R| C.C. to each division.
1.2.015 350008 0 Disaster Recovery Service Transmittals FE+1 FE+1 Form RMD 109

360000 O STAFF SERVICES, GM

AC=Expiration or termination of the policy

5.1.013 360003 0 Insurance Policies-Vehicle AC+4 AC+4 b ;

accordlng to its terms.

Quarterly reports sent to Texas Ethics
1.1.053 360004 0 Visitors' Sign-In Log AC AC Commission. AC=Report filed w/ Tx Ethics

Comm.
5.6.005 360005 0 Mileage Reports FE+3 FE+3
5.6.003 360006 0 Fleet Reports LA+1 LA+1
Retention Codes (Field 7) Archival Codes (Field 8)

CE - Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expired, Settled FE — Fiscal Year End MO — Months US — Until Superseded R — Review by State Archivist
AV — Administrative Value
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361000 O PROPERTY MANAGEMENT
4.7.004 361002 0O Capital Assets LA+3 LA+3
5.2.014 361003 0 Annual Physical Inventory FE+3 FE+3
5.2.015 361004 0O Equipment Removed from Inventory FE+3 FE+3
5.2.017 361005 0 Lost & Stolen Property Report FE+3 FE+3
5.2.021 361006 0 Surplus Property Sale Reports FE+3 FE+3 Paper & Electronic
5.2.007 361007 0 Damage Reports FE+3 FE+3
361100 O MAINTENANCE/ BUILDING MGMT.
5.2.019 361102 0 TFC Service Records 1 1
5.2.012 361103 0 Supply & Repair Cost Estimate 1 1
5.2.004 361104 0O Building Space Requests 1 1
5.6.009 361105 0 Parking Permits / Assignments uUs uUs
Keys, ID cards. AC=Until superseded, date
5.4.012 361106 0 Security Access+F412 Records AC+2 AC+2 of expiration or date of termination,
whichever sooner.
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361200 O REPRODUCTION / COPY CENTER
5.1.007 361203 0 Work Order Requests AV AV
AC=After sheets are updated or hazardous
5.4.010 361204 0 Material Safety Data Sheets AC AC chemicals no longer stored by agency, as
applicable.
361250 0 RISK MANAGEMENT
AC=lInspection, or date of the correction of
5.4.003 361251 0 Inspection Records AC+3 AC+3 the deficiency if the inspection report reveals
a deficiency.
5.4.004 361252 0 Fire Orders AC+3 AC+3 AC= Deficiency Corrected
CC - Original on file at SORM
5.4.001 361253 O Injury Frequency Reports CE+5 CE+5 (29 CFR 1904.33).
5.4.013 361254 O Disaster Recovery Plan Us Us
5.4.002 361255 0 Evacuation Plans uUs uUs
361256 0 Occupational Safety RM us us
. - AC=Until superseded or until termination of
5.6.004 361257 0 License / Driving Records AC AC employment
5.4.009 361258 0 Workplace Chemical List 30 30 Health & Safety Code §502.005(d)
Retention Codes (Field 7) Archival Codes (Field 8)
CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AC — After Closed, Terminated, Completed, Expir