September 9, 2010

Ms. Sandy Smith

Executive Director

Texas Board of Professional Land Surveying
12100 Park 35 Circle

‘and Archives ild%; A’T‘;';e; ;765,,
Commission | Hstn, 2

RE: Texas Board of Professional Land Surveying
Srace and Local Retention schedule due last working day of September 2013.
Records Management

Dear Ms. Smith:

PO. Box 12927 Enclosed is a copy of your recertified records retention schedule. Please ensure all old copies of the
Austin, Texas schedule are superseded with this recertified copy.
78711-2927

Your recertified retention schedule provides you with continuing authorization to dispose of agency
4400 Shoal Creek Blvd. records according to its terms. Please note that state regulations (13 TAC §6.8) require
Austin. Texas documentation of the final disposition of records by your agency. This requirement may be met by
787 56, 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
Www.tsl.state. o us 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 1o your agency.

Commission Chairman
Sandra J. Pickertr

gie::iim’r. Care Your efforts in maintaining an up-to-date records retention schedule are appreciated. It not only
Marcha Doty Freeman helps to ensure the integrity of your recordkeeping practices, but it is also essential to the success of
I&:}rg gc'oii?;c Afee your records management program. Your schedule will be due for recertification on the last

Sally Reynolds working day of September 2013. If you have any questions, call the information analyst assigned to
Michael C. Waters your agency, Michael Reagor, at 512-421-7210.

Direcior and Librarian

Peggy 1. Rudd Sincerely, -

Asstizant State Libvarian gﬂ A M e

Edward Scidenberg )
Jan Ferrari
Director and State Records Administrator

Making

) . Enclosure

informarion . ..
wwork cc: State Auditor, State Archivist
for all ce: (without enclosure) Sandy Smith
Texens

RO1-464/464
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and Arehives
Commission

STATE OF TEXAS
Records Retention Schedule Certification must accompany all

SLR 105C

Form SLR 105 or SLR 122

submissions of this form.

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

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

Agency Code 464
; Texas Board of Professional
Agency Name  Land Surveying

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

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

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

Signature Not ReQUired AETh: o
T ALUSTY Ime

Name (Print or type)

Date

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

;Check one) Signature ‘ 7
P {
X Agency Head Name (Print or type) ﬁ%§y§£>- ’
] Rec ) %ﬁf l/j
Date {"";? f f @
{
Signature /

Name (Print or type}  Sandy SmithU

Cert/Recert No. 2 Amendment No.

Date Q/ﬂ/{b J)Algfglﬁ

SLR 105C
Rev. 2/09

ME.




Texas State Records Retention Schedule
4th Bdition

CAUTION

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

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

e’ State and Local Records Management
September 2007



STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 1056C must
accompany this form.

and Archives
Commission 1.Page 1 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4, 5. 7 8. 10. M
Records Agency Retention Period Archival o ONLY
Series ltem 9. “Amend. -
ltem No, No. Record Series Title Agency |Storage| Total Remarks 106 No.  [#:0Noi
Aud};ts dits and reviews performed by or on AC = Publication or release of final audit
1.1.002 1 behalf of an agency, including the working {AC+7 AC+7 ﬁnd‘mgs. The State Eﬂfudﬂoc;"s Ofﬁ;:e_ d
papers that support the audit. Also includes refains any copies of its audits performe
audits performed on the agency. on Texas state agencics.
AC = September 1 of odd-numbered
calendar years.
Legislative Appropriation Requests iR;:ir}if;;i? 1?21:53 ];l;i;ir;hlt‘]’;l
Including any supporting documentation req ired copies of ] Zre e f fo il
1.1.004 Z created and/or used to justify and support |AC+6 AC+6|A T q;as St:tepPublica:ionques Ssit rw
legislative appropriations requests by an € > -eposttory
agency Progtam, Texas State Library and
’ Archives Commission. Only copies of
supporting documentation submitted to
the Legislative Budget Board are
archival.
Complaint Records : e .
Complaints received by an agency from the iﬁgg?ﬁl tili;gﬁnilf;ilgtt%icﬁflf Sdﬂzf
1.1.006 3 public concerning the agency and records PM PM o a.j1 dis b'gcct o ;11 1Linim clude
pertaining to the resolution of the 10 and 15 subj cen m?j
complaint, retention period of item number 1.1.048.

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 — Uniil Superseded

Archival Codes (Field 8)

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

SLR 105
Rev. 03/04



and Archives

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Cormmission 1.Page 2 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 6. 7. 8. 10. Ao
TSLAC
Records Agency Retention Period Archival : ONLY i
Series ltem 9. ~Amend. -
| Jtem No. No. Record Series Title Agency | Storage| Total Remarks 106 No. aNoi
ARCHIVES NOTE: Archival review
code removed subsequent to appraisal by
the Archives and Information Services
Division, Library and Archives
Commission, March 25, 1996,
Correspondence - Administrative
Incoming/outgoing and internal CAUTION: This records series and item
correspondence pertaining to the number 1.1.008 should be used only for
1.1.007 4 formulation, planning, implementation, 3 3 g correspondence that is not included in or
o interpretation, modification, or redefinition directly related to another records series
of the programs, services, or projects of an on the agency's approved schedule. For
agency and the administrative regulations, example, a memorandum that documents
policies, and procedures that govern them. an appropriations request must be
retained for the minimum retention
period prescribed by item number
1.1.004; a letter concerning an audit for
that prescribed by item number 1.1.002,
etc. SEE ALSQ ifem number 1.1.011.
Correspondence - General
Non-administrative incoming/outgoing and
1.1.008 5 internal correspondence, in any media, 1 1 SEE comment to item number 1.1.007.
o pertaining to or arising from the routine SEE ALSOQ item number 1.1.010.
operations of the policies, programs,
services, or projects of an agency.
Retention Codes (Field 7} Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA — Life of Asset PM - Permanent A — Transfer to State Archives
AV — Administrative Value FE — Fiscal Year End MO — Monihs US — Until Superseded| R — Review by State Archivist

SLR 105
Rev. 03/04




and Archives

STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Commission 1. Page 3 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 6. 7. 8. 10.
Records Agency Retention Period Archival
Series ftem 9.
| ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No.
ARCHIVES NOTE: Only the calendars,
appointment, and itinerary records of
elected officials, executive staff, board or
commission members, division directors,
. . oo and program heads require archival
g;ﬁﬁ:l $, Appointment and Itinerary review. Contact the State Archives when
Calendars, appointment books or programs these records have met their retention
> e periods,
1.1.013 6 ancll scheduiu.lg, or itinerary recor.ds, . CE + 1 CE+1|R
purchased with state funds or maintained by CAUTION: A record of this tvpe
staff during business hours that document - - ) P
appointments, itineraries, and other purchased w1t11‘ personal funds, but used
activities of agency officials or employees. by a state of:ﬁcxal or empioyet_a t.o_
document his or her work activities may
be a state record and subject to this
retention period. See Open Records
Decision 635 issued in December 1995
by the Attorney General.

Retention Codes (Field 7)

AV — Adminisfrative Value

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

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Mnnthrs

PM — Permanent
US — Until Superseded

Archival Codes ({Field 8)

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

SLR 105
Rev. 03/04




SLR 105
STATE OF TEXAS

Form SLR 105C must

Records Retention Schedule accompany this form.
and Archives
Comuuission 1. Page 4 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 8. 7. 8. 10. At
TSLAC
Records | Agency Retention Period Archival - ONLY.
- Series itern 9. Amend.”
[ Item No. No. Record Series Title Agency [Storage| Tolal Remarks 106 No. |~ Noo -
Archival review code removed
subsequent to appraisal by the Archives
Legal Opinions and Advice ax}d ‘In.formatlon Serwces D1\.f131.on, )
From agency legal counsel or the Attorney Library and Archives Commussion, April
1.1.014 7 General, including any requests eliciting the AV AV IE 17,2000
opinion; g anyreq & CAUTION: Does not include legal

opinions or advice rendered on a matter
in litigation or with regard to pending
litigation. SEE item number 1.1.048.

Public Relations Records
News, press releases, or any public relations

1.1.019 8 files maintained or issued by an agency. 2 2 R
Includes print, electronic, audio, and
audiovisual records.

Pubiic Infermation Requests - Not Exempted
Includes all correspondence and

1.1.020 9 documentation relating to requests for

AC = Date request fulfilled.
records that are furnished to the public AC+1 AC+1 .
under Public Information Act (Chapter 552,
Government Code).
Retention Codes (Field 7) Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA — Life of Asset PM - Permanent A — Transfer to State Archives
AV — Administrative Value FE - Fiscal Year End MO - Months US — Until Superseded] R — Review by State Archivist

SLR 105
Rev. 03/04



STATE OF TEXAS SLR 109
- Form SLR 105C must
Records Retention Schedule accompany this form.
and Archives
Commission 1 . Page 5 Of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4, 5. 6. 7. 8. 10. At
Records Agency Retention Period Archival ONLY s
Series ltem 9. ‘Amend. .
| ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. - No:
Public Information Requests - Exempted
Includes all correspondence and
1.1.021 10 docu'mentatlor‘l relating to req‘uests for . AC+2 AC+2 AC = Date of notification that records are
records that are exempt under the Public exempt.
Information Act {Chapter 552, Government
Code).
Chart is published in the agency’s
e strategic plan. Copies of the report sent to
1.1.023 1 Organization Charts Us us the Publications Depository fulfill the
archival requirement.
Texas Register Submissions
Copies of all proposed, withdrawn,
11.026 12 emergency, a‘nd adopted wles-; open AC+1 AC+]1 AC = Date of publication in the Texas
meetings notices; or any other documents Register.
required by law to be submitted to the
Texas Repister.
Proposed Legislation
1.1.027 13 Drafis of proposed legislation and related AV AV
correspondence.
Customer Surveys AC = When summary report is complete.
Surveys returned by the customers or clients
L1038 14 of an agency, and the statistical data ACH3 ACH3 SEE item number 1.1.067 for summary
maintained rating an agency's performance. reports compiled from customer surveys.

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 (Fieid 8)

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

SLR 105
Rev. 03/04



STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 6 of 39
2, Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 6. 7. 8. 10. 11.
“TSLAC::
Records Ageﬂcy Retention Period Archival 5 ONLY
Series ltem 9. ‘Amend.
| ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. ceNos
AC = As applicable, decision of an
agency not to file a lawsuit or decision
that a lawsuit will not be filed against it
on a matter; dismissal of a lawsuit for
want of prosecution or on motion of the
Litigation Files plaintiff} or final deci_sion of a court {or
Records created by or on behalf of an ofa court on appeal, if applicable) in a
1.1.048 15 . s T AC+1 AC+ 1R {lawsuit.
agency in anticipation of or in the
adjudication of a lawsuit ARCHIVES NOTE: Cases that set legal
precedent or exhibit historical value will
be evaluated by the Archives and
Information Services Division of the
Texas State Library and Archives
Commission for archival preservation.
Registration Logs
Logs or similar records used to register
11.053 16 persons appearing before state agencies as AC AC AC= Report filed with the Texas Ethics
required by Chapter 2004, Government Conimission.
Code, including quarterly reports filed with
the Texas Ethics Commission.

Retention Codes (Field 7}

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

AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MQ — Months

PM — Permanent
US ~ Until Superseded

Archival Codes (Field 8)

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

SLR 105
Rev. 03/04



SLR 105
STATE OF TEXAS
. Form SLR 105C must
Records Retention Schedule accompany this form.
and Archives
Comuission 1.Page 7 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 6. 7. 8. 10. e
“TSLAC'
Records | Agency Retention Period Archival -+ ONLY. .
Series ttem 9. “Amend,
{ ltem No, No. Record Series Title Agency |Storage| Total Remarks 106 No. | “No.
AC = September 1 of odd-numbered
calendar years.
Strategic Plans .
oL . ARCHIVES NOTE: The archival
1.1.055 17 Information resources and operational AC+6 AC+6 A lrequirement is met by sending the

strategic plans prepared in accordance with

2054.095 and 2056.002, Government Code. required copies of the plans to the Texas

State Publications Depository Program,
Texas State Library and Archives

Cormmission.
ADA (Americans with Disabilities Act)
Documentation
1.1.056 18 Self evaluations and plans documenting 3 3 28 CFR 35.105(c).
compliance with the requirements of the
Americans With Disabilities Act.
Retention Codes {Field 7} Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settied CE — Calendar Year End LA — Life of Asset PM — Permanent A - Transfer to State Archives
AV — Administrative Value FE - Fiscal Year End MG ~ Monthg US — Until Superseded| R — Review by State Archivist

SLR 105
Rev. 03/04



STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 8 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional L.and Surveyin
ying
4, 5, 7. 8. 10. Ao
TSLAC
Records Agency Retention Period Archival ONLY
Series ltem 9. Amend. -
([ ltem No. No. Record Series Title Agency | Storage| Total Remarks 106 No. NO;-
Trausitory Information AC = Purpose of record has been
Records of temporary usefulness that are fulfilled p
not an integral part of a records series of an )
agency, that are not regularly filed within an CAUTION: Records management
agency’s recordkeeping system, and that are ) ‘ anag .
required only for a limited period of time Of.ﬁCCIS should use caution in assigning
for the completion of an action by an this records series item number to records
official or employee of the agency or in the GZSDO?%;B‘;I}; et(_) iaji]g:?g tlhseth?lli not
preparation of an ongoing records series. pa otner recor Hes 1S .
this schedule or, for records series unique
Transitory records are not essential to the ::;22:&?:?;3:12555?2 gﬂ;;ﬁzﬁi F
1.1.057 19 fulfillment of statutory obligations or to the | AC AC . o )
documentation of agency functions. Some the statutory ob.hgatm%ls ofthe' agency or
examples of transitory information, which the documentation of its functions.
can be in any medium (voice mail, fax, . _— ,
email, hard copy, etc.} are routine messages; ;1;:: dd]islzf;?f tr;l;s:::é);ﬁ?{;forrll;latmn
internal meeting notices; routing slips; - ot e cocumen ug‘ .
incoming letters or memoranda of desuucthn mgpgffs (1.2.001) or in
transmittal that add nothing of substance to lecoul_sscl;sli’oslglont lglgis [51'3'012)’:;“
enclosures; and similar routine information a%iglfn d.;l easla £ ti i Sg:o 133 A
used for communication, but not for the SOVeTH g. ’ pf)s ot thes '
documentation, of a specific agericy part of its records management plan
transaction. (1.2.014).

Retention Codes (Field 7)

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

CE - Calendar Year End

FE - Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Untit Superseded

Archival Codes (Field 8}

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

SLR 105
Rev. 03/04




SLR 105
STATE OF TEXAS

Form SLR 106C must

Records Retention Schedule , accompany this form,
State Library
and Archives
Commission 1.Page 9 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 6. 7. 8. 10. oo
TSLAC
Records Agency Retention Period Archival ONLY..
Series ltem 9. Amend.-
| ltem No. No. Record Series Title Agency |Storage]| Total Remarks 106 No. ““No.

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

Meeting Agenda and Minutes

Official agenda and minutes of state boards,
1.1.058 20 comumittees, comimissions, and councils that [ PM PM |A
conduct open meetings as required by
Government Code, Chapter 551,

CAUTION: This records series and item
numbers 1.1,059, 1.1.060, 1.1.061, and
1.1.062 must be used for those state
boards, committees, commissions, and
councils, which by law or the biennial
Appropriations Act, are administered by
another state agency. These records and
all others related to the functions of any
of these dependent entities must be
included in the records retention schedule
of the administering agency.

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

Filed with minutes of the meeting.
Government Code, 551.104(a). SEE
caution conunent at item number 1,1.058.

Meetings, Certified Agendas or Tape
Recordings of Closed

1.1.059 21 Certified agendas or tape recordings of AC+2 AC+2
closed meetings of state boards,
commissions, committees, and councils,

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

AC — Atfter Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA — Life of Assst PM — Permanent A — Transfer to State Archives

AV — Administrative Value FE — Fiscal Year End MG — Months US — Until Superseded| R — Review by State Archivist
SLR 105 '

Rev. 03/04



STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 10 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 8. 7. 8. 10. 1.
TSLAC
Records | Agency Retention Period Archival ONLY
Series ltem 9. Amend.
[ ltem No. No. Record Series Title Agency | Storage| Total Remarks 106 No. “No. .
AC = Official approval of written
minutes of the meeting by the governing
body of an agency.
CAUTION: Minutes of state agencies
Meetings, Audio or Videotapes of Open are permanent records. Audio and
1.1.060 2 Audio or videotapes of open meetings of  [AC + 90 AC +90 videotapes are not permanent media,
o state boards, commissions, conunittees, and | days days State agencies may not retain audio or
courcils. videotapes of the meetings of governing
bodies in lieu of written minutes. The
proceedings of all meetings of state
boards, committees, commissions, and
councils must be reduced to writing. SEE
caution cornment at item number 1.1.058.
Meeting - Notes
Notes taken during open meetings of state AC +90 AC + 90 AC = Approval of the formal minutes by
1.1.061 23 boards, commissions, committees, and the governing body. SEE caution
: ’ ’ days days & £ body

councils from which written minutes are
prepared.

comment at item number 1.1.058.

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 — Perrmanent
US ~ Until Superseded

Archival Codes (Field 8§)

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

SLR 105
Rev. 03/04




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commission 1. Page 11 of 39
2, Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4, 5. 6. 7. 8. 10. 1.
“TSLAC
Records Agency Retention Period Archival S ONLY: -
Series Item 9. Amend.
{ ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. | No: .
Meetings - Supporting Documentation
Documents submitted at meetings of state
boards, commissions, cormmittees, and Archival requirement is met by sending a
councils including exhibit items, 2 2 copy to the Archives and Information
1.1.062 24 documentation for agenda items, etc. A |Services Division.
Includes documents sent in advance of SEE caution comment at itent number
meetings for briefing purposes, some of 1.1.058.
which may not be submitted at an actual
meeting.
Agency Performance Measures
Documentation CAUTION: The FE + 3 retention period
Any records of an agency needed for the overrides any shorter retention period for
1.1.064 25 docu_mentation of output, outcome,. ' FE+3 FE + 3 2.1 1'ec91'ds sgrie.s in this schedule if the
efficiency, and explanatory measures in an records series is needed for
agency's appropriations request or strategic documentation of agency performance
plan, and for performance measures used to measures.
manage the agency.
Reports and Studies (Non-Fiscal) - Raw Data CAUTION:. Does not m.clud‘e source )
Information or data collected and compiled documentation used for information or
1.1.065 26 AV AV data included in or directly related to

for the purpose of producing non-fiscal
reports.

another records series in this schedule.
SEE especially item number 1.1.064.

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

Archivat Codes {Field 8}

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

SLR 105
Rev. 03/04




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commission 1. Page 12 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 7. 8. 10. "
~“TSLAC
Records | Agency Retention Period | Archival ZONLY
Series ltem 9. Amend.
[ ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. - No.
Reports on Performance Measures
1.1.068 27 Quarterty and annual reports‘on agency ACH+6 AC+HE AC= Se-ptember 1 of odd-numbered
performance measures submitted to calendar years.
executive and legislative offices.
Agency Rules, Policies, and Procedures -
Final
Manuals, guidelines, administrative rules, or AC = Completion or termination of
similar records distributed internally for the program, rules, policies, or procedures.
1.1.070 28 use of employees or externally to the public {AC+ 3 AC+3iR
or those individuals or entities regulated by SEE ALSO Agency Rules, Policies and
an agency that sets out the rules, policies, Procedures - Working Files, 1.1.071.
and procedures that govern an agency’s
programs, services, or projects.
Agency Raules, Policies, and Procedures -
Working Files . .
Wor%cing files used in the development of AC N Completion o .teumflaﬂon of
I AR ) program, rules, policies, or procedures.
manuals, guidelines, administrative rules, or
1.1.071 29 similar records distributed internally for the |, _ AC+3[R | SEE ALSO Records Series Item Number
use of employees or externally to the public
i e L 1.1.070.
or those individuals or entities regulated by
an agency that sets out the rules, policies,
and procedures that govern an agency's
Prograns, services, or projects.

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. 03/04




SLR 105
STATE OF TEXAS
= Form SLR 1056C must
Records Retention Schedule accompany this form.
and Archives
Comumission 1. Page 13 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4, 5. 6. 7. 8. 10. L
~ISLAC .
Records Agency Retention Period Archival : ONLY
" Series ftem 9. “Amiend. -
| Item No, No. Record Series Title Agency | Storage| Total Remarks 106 No. *"No.
Administrative Hearings
Transcripts and final decisions of hearings
conducted as part of the regulatory process,
1.1,073 30 and hearings on proposed rules and AC+3 AC+3|R |AC = Last action,
changes. The records may be maintained
with related information including meeting
notices, proofs of publication, and meeting
minutes.
1.1.074 31 Sunset Review Report and Documentation AC+3 AC+3 R Q‘S’;ﬁfter the subsequent Sunset
Alternative Dispute Resolutions - Final
Agreement
Code 2009.054(0), assoisted with  matter AC = Datc of final agreement. Texas
. 1,1.075 32 ) ’ . . AC+4 AC+4 Civil Practice and Remedies Code ,
conducted under an alternative dispute
- : ) . . ) Chapter 154.0671.
resolution procedure in which personnel of
a state agency participated as a party on the
agency's behalf,
Destruction Authorizations
1.2.001 33 Agenc_ylleve! documents au_thm'lz-l‘ng final FE + 3 FE + 3
disposition of records under a certified
records retention schedule,

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

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

SLR 105
Rev. 03/04

CE — Calendar Year End
FE - Fiscal Year End

LA — Life of Asset
MO — Months

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

PM - Permanent
US — Until Superseded




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 14 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 6. 7. 8. 10, 1.
TSLAC
Records Agency Retention Period Archival JONLY:
Series ltem 9. ‘Amend. -
[ Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No. =No.
Forms History File
Print masters of original version and all AC+1 AC+1
1.2.003 34 subsequent revisions to an agency form, AC = Discontinuance of use of form.
including any associated design or design
modification requests,
Forms Inventory
1.2.004 35 Any periodic listing of all forms used us Us
internally or externally by an agency.
Records Retention Schedule (SLR 105)
Agency copy. Formerly RMD 103, Origimal is retained by the State and
1.2.005 36 Includes documentation of certification and Us Us Local Records Management Division,
- approval - forms SLR 105C (formerly RMD Texas State Library and Archives
105C), and/or other forms designated by the Commission.
State Records Administrator.
AC = Date of authorization for
Records Transmittal Forms destruction, permanent transfer from
Agency copy (includes RMD 101, Tx-R-5, storage, or fransfer to the Archives and
1.2.006 37 306-58-1, and Agency Storage Forms). AC+2 AC+12 Information Services Division, Texas

Forms indicate records transferred to
storage or a transfer of legal custody.

State Library and Archives Conumission,
by the agency records management
officer.

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 (Fleld 8}

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

SLR105
Rev. 03/04




STATE OF TEXAS SLR10S
- Form SLR 105C must
Records Retention Schedule accompany this form,
and Archives
Commission 1.Page 15 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 6. 7. 8. 10. A
TSEAC -
Records | Agency Retention Period | Archival ~ONLY
Series item 9. ‘Amend.
| Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. “No: ™
Request for Authority to Dispose of State gétil]n EL;SOE_Z?;Ei:yegzlitg?v?;in
1.2.008 38 Records (RMD 102) FE +3 FE +3 , anag | Arehi ’
Agency copy. Texas _Sta'te Library and Archives
Commiission.
Records Disposition Logs
Logs or similar records listing records
destroyed or transferred to the Archives and
1.2.010 39 Information Services Division, Texas State 10 10
Library and Archives Commission, showing
records series title, dates of records, and
date destroyed or transferred.
Record Center Storage Approval Forms
1.2.011 40 (RMD 106) Us Us
Agency copy.
Records Management Plans
Records management plans and similar
1.2.014 41 records that establish the policies and Us+1 US+1
procedures under which records and
information are managed in an agency.
Disaster Recovery Service Transmittals
(RMD 109 -
1.2.015 42 Also inzzludes documentation for disaster FE=+1 FE+1
recovery services provided by other entities.
Retention Codes (Field 7) Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Setiled CE - Calendar Year End LA — Life of Asset PM — Parmanent A — Transfer to State Archives
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded| R — Review by State Archivist
SLR 105

Rev. 03/04



STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Comrmission 1.Page 16 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5, 6. 7. 8. 10. LI
TSLAC
Records Agency Retention Period Archival ONLY
Series ltem 9, ‘Amend.
| Item No. No. Record Series Title Agency |Storage| Total Remarks 106 No.  [77aNo =y
1.2.016 43 g{lj\?lslgei 112;3 covery Service Approval Form AC AC AC = Until superseded or termination of
Agency copy of form. setvice.

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, 03/04




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 17 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professicnal Land Surveying
4, 5. 6. 7. 8. 10. o e
~ TSLAC
Records Agency Retention Period Archival - ONLY "~
Series ltem 9. “Amend. .|
| ltem No. No. Record Series Title Agency | Storage|  Total Remarks 106 No. | “No.
AC = Until superseded or obsolete.
p
CAUTION: Many state publications
must be submitted to the Texas State
A Publications Depository Program, Texas
Statgf;?:“g?:zch state publication as State Library and Archives Commission,
py p . . by law (Government Code 441.101-
defined on page x of the introduction of this o
. . , 441.106). The Texas State Library and
schedule, except a publication that is subject . Co . .
t0 2 different rotention period in fhis Archives Commission will retain a copy
cohe dule‘ For exam‘;]epa meoting agenda of all state publications submitted to it on
1.3.001 44 (see item number 1.1.058) also meets the AC+2 AC+2 a continuing basis, subject (o periodic

definition, but it must be retained
permanently; item numbers 1,1.004,
1.1.055, 1.1.066, 1.1.068, and 4.5.003,
which also meet the definition, are closely
associated with the appropriations process
and must be retained AC + 6.

evaluation to determine if the publication
merits further retention.

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

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 — Uniil Superseded

Archival Codes (Field 8)

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

SLR 105
Rev. 03/04




SLR 105
STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form.
and Archives
Commission 1.Page 18 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 6. 7. 8. 10. 1. -
TSLAC
_____ Records Agency Retention Period Archival ~ONLY. -
Series ftem 9. ‘Amend: 2
[ ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. ~Nol
Publication Development Files Archival review code removed
Background material, copy {drafts), original subsequent to appraisal by the Archives
1.3.002 45 artwork, photo negatives, prints, flats, etc. AV AY {E jand Information Services Division,
This includes all work performed both Library and Archives Commission, April
inside and outside the agency. 27, 2000.
AC = Completion of 3rd verification
cycle, or audit completion confirnting
successful transaction updates, or
Master Files required audit trail maintenance, or the
) Relatively long-lived computer files ability to restore or migrate when errors
containing organized and consistent sets of aritie;fgﬁfaor when hardware or
2.1.002 46 complete and accurate electronic records. AC AC 50 nges oceur.
Examples include, but are not limited to, . )
data tables of relational databases used by CAUTION: Records management
applications or commuter proarams officers must be certain before assigning
PP puier prog ) the retention period of AC to agency
automated processing files that the files
do not fall under records series listed
elsewhere.

Retention Codes (Field 7)

Archival Codes (Field 8)

CE — Calendar Year End
FE - Fiscal Year End

LA — Life of Asset
MO — Months

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

PM — Permanent
US — Until Superseded

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

SLR 105
Rev. 03/04



STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 19 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 6. 7. 8. 10. AL
~TSLAG
Records Agency Retention Period Archival ONLY
Series ltem 9, Amend.
| ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. | “No. '~
AC = Until electronic records are
transferred to and made usable in a new
software enviromment or there are no
electronic records being retained 1o meet
Software Programs an approved retention period that require
2 1.007 47 Auton?ated software applications. and AC AC the software to be retrieved and read. 13
o operating system files including job control TAC 6.94.
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 = Until electronic records are
transferred to and made usable in a new
Hardware Documentation hardwarfa environme:'lt or the_a'e are 10
Records documenting operational and electronic records E‘)emg n.etamed t© me:et
maintenance requirements of computer an ap p'rovec.i mtentl(_m '}‘)Bl‘iod Ehat-requlre
2.1.008 48 hardware such as operating manuals, AC AC the hardware to be retrieved and read. 13

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

TAC 6.94,

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

Retention Codes (Field 7}

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. 03/04



STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 20 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professicnal Land Surveying
4. 5. 7. 8. 10. 1.
TSLAC
Records Agency Retention Period Archival . ONLY -
Series ltem 9. ‘Amend. .
| ltem No. No. Record Series Title Agency [Storage| Total Remarks 106 No. |75 Noi:.
Technical Documentation
Records adequate to specify all teclmical
characteristics necessary for reading or
processing of electronic records and their
timely, authorized disposition including s o
documentation describing how a system 2&1(1:15 f:g;tél tzlztifgogf dfig;fjea;f ew
operates and necessary for using the system L . ane
such as user guides, system or sub-system hardware or soft\.ware environment with
definitions, system specifications, input and new (_joc.]’ imentation or th?m e no
output specifications, and system flow electronic records ‘pemg retained to meet
charts: program desc’ri tions and an approved retention period that require
2.1.009 49 > Prog P AC AC the documentation to be retrieved and

documentation such as program flowcharts,
program maintenance logs, change notices,
and other records that document
modifications to computer programs; and
data documentation necessary to access,
retrieve, manipulate, and interpret data in an
automated system such as a data element
dictionary, file layout, code book or table,
and other records that explain the meaning,
purpose, structure, logical relationships, and
origin of the data elements,

read. 13 TAC 6.94,

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

records.

Retention Codes (Field 7)

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. 03/04




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commission 1. Page 21 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4, 5. 6. 7. 8. 10. A
: TSLAC
Records Agency Retention Period Archival “ONLY.
Series item 9. -Amend. -
| Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. ~wNo.
Audit Trail Records
Files needed for clectronic data audits such
as files or reports showing transactions _ Lo
2.1.010 50 accepted, rejected, suspended, and/or AC AC :u(::t_ All audit requirements have been
processed; history files/tapes; records of on- '
line updates to application files or security
logs.
Output Records for Computer Production
22012 5] Reports sh.o'fvmg transactions that wefre AV AV
accepted, rejected, suspended, and/or
processed.
22016 52 S?ft\val'e Registrations, Warranties and LA +3 LA +3
License Agreements
Applications for Employment - Not Hired
Applications, resumes, transcripts, letters of
reference, and similar docuiments whose .
3.1.001 53 submission by candidates for vacant 2 2 29 CFR 160231 [State Agencies].

positions is required on the application
form, by application procedures, or in the
employment advertisement.

29 CFR 1602.49(a) [State Universities].

Retention Codes (Field 7}

Archival Codes (Field 8)

AC ~ After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM - Permanent A — Transfer to State Archives

AV — Administrative Value

FE — Fiscal Year End MO — Months

US — Uniil Superseded| R — Review by State Archivist

SLR 105
Rev. 03/04



STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form,

and Archives
Commission 1.Page 22 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 7. 8. 10. e
~TSLAC
Records | Agency Retention Period Archival ONLY. -
Series ftem 9, Amend. -
{ ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. CENe
Applications for Employment - Hired
Applications, resumes, transcripts, letters of
reference, and similar documents whose
3.1.002 54 submission by candidates for vacant AC+35 ACH+5 AC = Termination of employment.
positions is required on the application
form, by application procedures, or in the
employment advertisement.
AC = Until superseded or termination of
Employee Insurance Records employment.
Agency copies of information relating to the
3.1.011 55 selection by employees of life, disability, AC AC CAUTION: Documents that serve as
health, and other types of insurance offered payroll deduction authorizations must be
by the State of Texas to its employees. maintained for the retention period
prescribed for item number 3.2.001.
Employment Opportunity Announcements
Internal or external announcements or .
3.1.012 56 advertisements of job openings, promotions,| 2 2 29 CIR 1602.31 [Stale Agencies].

fraining programs, or opportunities for
overtime.

29 CFR 1602.49(a) [State Universities].

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
MQ — Months

PM — Permanent

Archival Codes {Field 8)

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

SLR 105
Rev. 03/04

US — Until Superseded




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 1056C must
accompany this form.

and Archives
Commission 1. Page 23 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 8. 7. 8. 10. LR
‘TSLAC -
Records Agency Retention Period Archival + ONLY:
Series ltem 9. Amend.- |
| ltem No. No. Record Series Title Agency | Storage| Total Remarks 106 No. - =No.
Employment Selection Records
Includes notes of interviews with .
candidates, questions asked of applicants, 29 CFR 160231 [State Agenc}es‘}.. .
audio and videotapes of job interviews, 29 CFR 1602.49(2) [State Universities].
3.1.014 57 driving record and previous injury checks, 2 2 0 . -
pre-employment physical examinations, C.AUTIO]‘\' Does noF include criminal
} . : history checks. SEE item number
pre-employment drug screening test results,
L 3.1.026.
polygraph examination results; and all other
records that document the selection process.
AC = Final decision on the grievance.
Grievance Records . )
Records relating to the review of employee CAUTI.O N: Does not include formal
3.1.018 58 rievances against ersonnel policies AC+2 AC+2 complaints filed by an agency employee
%J orkin cou?iitionsp oto P ? with the Equal Employment Office
£ e (EEQ) of the U. S. Department of Labor.
SEE item number 1,1.048.
3.1.019 59 Performance Appraisals 2 2 29 CFR 1620.32(c).
Personnel Information or Action Forms ‘
Forms or similar records used to create or
change information concerning the records .
3.1.022 60 of an employee including pay grade, 2 2 29 CFR 1602.31 [State Agencies].

position classification, employee number,
evaluation date, and termination of
employment.

29 CFR 1602.49(a) [State Universities).

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. 03/04




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Ar_chives
Comrission 1.Page 24 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 5. 7. 8. 10. 11,
- TSLAC
Records Agency Retention Period Archival . ONLY
Series Item g. Amend. .
| ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No, #No.
Position/Job Descriptions
Job descriptions, including all associated AC = Until superseded or job eliminated.
3.1.023 61 task or skill statements, for positions in an AC+4 AC+4 40 TAC 315.106(i).
agency.
AC = The criminal history record has
served the immediate purpose for which
it was obtained.
Criminal History Checks . .
Criminal history record information on job Stixl?l?z(zcli\rt Abﬂ; ahgfn‘?. th-a ¢ IES histor
3.1.026 62 applicants or agency employees obtained AC AC c.n 2ed 10 D,. 2 a crimunal ustory )
from the Department of Public Safety rego1d mformaum} from DPS must refer
(DPS) to its agency's legislation or see
' Subchapter F, Chapter 411, Government
Code for appropriate retention and use of
this information,
Training and Educational Achievement
Records (Individual)
3.1.027 63 Certificates of completion, transeripts, test AC+)S AC+5 AC = Termination of enployment.

scores, or similar records documenting the
training, testing, or continuing education
achievements of an employee.

Retention Codes (Field 7)

AC — After Closed, Terminated, Completed, Expired, Settied
AV ~ Administrative Value

CE -- Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
Us — L_JntEI Superseded

Archival Codes (Field 8}

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

SLR 105
Rev. 03/04




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and A{chﬁves
Commission 1. Page 25 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4, 5. 6. 7. 8. 10. A
“ TSLAC
Records Agency Retention Period Archival LONLY
Series ltem 9. Amend: .|
| ltem No. No. Record Series Title Agency {Storage! Total Remarks 106 No. No.
AC = Termination of employment.
CAUTION: Federal regulation requires
that INS 1-9 forms be retained for 3 years
from date of hire or [ year after
Empioyment Eligibility, Documentation ox separation of the employee, whichever
3.1.029 64 Verification of AC+1 AC+1 later. Agencies should make certain that
Federal reporting form (INS 1-9), the INS I-9 forms for eniployees who
terminate from an agency less than 3
years from date of hire are kept for the 3
year retention period.
8 CFR 274a.2(b)(2)(i)(A) and (c}(2).
AC = Until superseded or termination of
Employee Benefits - Other than Insurance employment
3.1.031 65 Agency coples of information relating to the| , . | AC+2|  |CAUTION: Documents that serve as
selection of available benefit options other - . L
than insurance paywll deduction author izations must be
' maintained for the retention period
prescribed for item number 3.2.001,

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 — Untif Superseded

Archival Codes (Field 8)

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

SLR 105
Rev. 03/04




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and A{chives
Commission 1.Page 26 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 6. 7. 8. 10. At
TSLAC
Records Agency Retention Period Archival ONLY
Series ltem 9. Amend,
| Hem No. No. Record Series Title Agency |Slorage| Total Remarks 106 No. N
Performance Bonds AC = Expiration or termination of the
Bonds posted by employees and individuals bond according o its terms.
3.1.035 66 or entities under contract with an agency for | AC+ 4 AC+4 . .
the performance of the duties of a position Sci{sﬁllcgf\ln cl))roaiiln 1(:::;11(1;1];11(1 seure ¢
or the terms of a contract with the agency. on e ! y
bonds. SEE item number 5.2.028.
Public Access Option Form
Form completed and signed by employee or
official, or former employee or official,
3.1.038 67 clecting to keep home address, home | {5 Us SEE item number 3.3.011.
telephone number, social security number,
and family information open or confidential
under the Public Information Act,
Government Code 7§552.024.
Employee Deduction Authorizations _ L )
Documentation used to start, modify, or ?fgar a‘f;gﬁg:;;n?n:n?a?if imprloyee or
3.2.001 68 stop all voluntary or required deductions AC+4 AC+4 A ™ XI_J. Lom, or )
from payroll, including garnishment or termination of authorization, whichever
other court-ordered attachments. soonet.
3.2.002 69 Employee Earnings Records 4 4 40 TAC 815.10a6(1).

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. 03/04




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

Includes supporting documentation.

and Archives
Compission 1. Page 27 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4, 5 6. 7. 8. 10. 1. .
: TSLAC
Series Item 9. -Amend.
| ltem No. No. Record Serie's Title Agency | Storage| Total Remarks 106 No. NG
AC =Tax due date, date the claim is
filed, or date tax is paid whichever is
Federal Tax Records ’
+ -
3.2.003 70 Includes FICA records. AC+4 AC+4 later.
26 CFR 31.6001 - 1(e)}(2).
W-4 Forms AC = Until superseded, obsolete, or upon
3.2.005 71 Employer's copy of "Employees’ AC+4 AC+4 separation of employee.
Withholding Exemption Certificate. 26 CFR 31.6001-1 (e)(2).
3.2.008 72 Direct Deposit Application/Authorizations Us us
AC = All aceounts with a vendor or
vendors for the individual participant
have been closed. For instructions
. regarding the determination of the
3.2.009 73 State Deferred Compensation Records AC+S5 ACH+5 f:losure O.f accoun‘ts' and for‘ add:.nonal
information regarding the retention
period see the most current edition of the
Benefits Coordinator Reference Manual
issued by the Employees Retirement
System of Texas.
Human Resources Information System
3.2.010 74 (HRIS) Reports AC+4 AC+4 AC = Date report verified.

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. 03/04




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 28 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4, 5. 6. 7. 8. 10. 1.
TSLAC
Records Agency Retention Period Archival ‘ONLY
Series ltem 9. Amend. .
| ltem No. No. Record Series Title Agency* | Storage|  Total Remarks 106 No. “No.i- -
Affirmative Action Plans
3.3.001 75 Affirmative action plans for both regular 5 5 29 CFR 30.8(e) for apprenticeship plans.
employees and apprenticeship programs.
Benefit Plans
Employee benefit plans such as pension;
3.3.004 76 life, health, and disability insurance; US+1 US+1 29 CFR 1627.3(b)(2).
deferred compensation; ete., including
amendments.
Former Employee Verification Records
Minimum information needed to verify
33,011 77 employment, includes name, social security |, ~ AC+75  |AC = Termination of employment,
number, exact dates of employment, last
known address and most recent public
access option form.
Texas Workforce Commission (TWQC)
Reports
3.3.022 78 Reports to the agency from TWC or its 3 3
predecessor pertaining to employees,

Retention Codes (Field 7)

AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset
AV — Administrative Value FE — Fiscal Year End MO -~ Months

PM - Permanent
US — Until Superseded

Archival Codes (Fieid 8)

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

SLR 105
Rev. 03/04



and Archives
Commission

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

1. Page 29

of 39

2. Agency
Code

464

3. Agency
Name

Texas Board of Professional Land Surveying

4.

Records
Series
ltem No.

5.

Agency
ltem
No.

8.

Record Series Title

Retention Period

8.

Archival

Agency

Storage

g

Total Remarks

10.

106 No.

1.
TSLAC

'ONLY- -
Amend. |

No.

3.3.023

79

Reimbursable Activities, Requests and

Authorizations to Engage in
Requests and authorizations for travel;
participation in educational programs,
workshops, or college classes; or for other
work-related activities for which the
expenses of the employee are defrayed or
reimbursed.

FE+3

FE+3

3.3.024

80

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

3.3.025

81

Job Procedure Records
Any documents detailing the procedural
duties and responsibilities of agency
positions on a position-by-position basis,

US+3

Us+3

3.3.030

82

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

CAUTION: Does not include hazardous
material training records. SEE item
number 5.4.007.

US+12

“

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 {Fiefd 8}

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

SLR 105
Rev. 03/04




SLR 105
STATE OF TEXAS

Form SLR 105C must

Records Retention Schedule accompany this form.
and Archives
Commission 1.Page 30 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5, . 7. 8. 10. 1.
TSLAC
Records Agency Retention Period Archival ONLY B
Series ltem 9. Amend. -
ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. . “Naé.
EEQ Reports and Supporting
3.3.031 83 Documentation 3 3 29 CFR 1602.32, 1602.39, 1602.41,
o Includes documentation used to complete 1602.48, and 1602.50.
EEQ reports.

Accumulated Leave Adjustment Requests
Used to create employee leave balances, to
transfer leave balances when an employee

3.4.001 &4 transfers positions, to adjust carry-over FE+3 FE+3

balances on August 31, to correct errors on

leave accumulation, and o close out leave
accounts on separated employees.

Leave Status Reports
Cumulative report is issued each pay cycle

3.4.002 85 . FE+3 FE+3
and provides employee leave status
information for each position.
3.4.004 86 Overtime Authorizations 2 2
3.4.006 87 Time Cards and Time Sheets 4 4 40 TAC 815.106(i).
3.4.007 88 Time Off and/or Sick Leave Requesis FE +3 FE +3
4.1.001 89 Accounts Payable Information FE+13 FE+3
Inventory and Other Cost Files
4.1.005 90 Production, job, labor, quotes, pricing, FE+3 FE+3
specifications, etc.
Transfers or Budget Revisions :
4.1.007 o1 Transfers or adjustment to budgets. FE+3 FE+3
Retention Codes (Field 7) Archival Codes (Figld 8)
AC — After Closed, Terminated, Completed, Expired, Setiled CE - Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AV — Administrative Value FE — Fiscal Year End MO - Months US — Until Superseded| _R — Review by State Archivist
SLR 105

Rev. 03/04



State L:braly

STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 31 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5, 6. 7. 8. 10. (5T
. TSLAC -
Records | Agency Retention Period Archival L ONLY. -
Series Item 9. ‘Amend." |
| ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. “No.
Electronic Fund Transfers
4.1.008 92 Direct Deposit Registers. FE+3 FE+3
4.2.001 93 |CashDeposit Vouchers FE +3 FE + 3
Cash deposit slips.
Cash Receipts
4.2.002 94 Includes receipts for fees (permits, licenses, | FE + 3 FE+3
renewals, etc.).
Encumbrance Vouchers
4.2.004 95 Orders, statements, change orders, ctc. FE+3 FE+3
Purchase Vouchers
42.005 96 Reqt_!isition.s, orders, receiving reports, FE+3 FE + 3
invoices, or statements, change orders, best
value determinations, etc.
4.2.006 97 General Journal Vouchers FE+3 FE+3
4.2.007 08 Expe:?diture Vf}uchers FE + 3 FE+ 3
Travel, payroll, etc,
4.3.001 99 Sales Journals or Registers FE+3 FE+3
4.3.002 100 Receipts Journals or Registers FE+3 FE-+3
4.3.003 101 Expenditures Journals or Registers FE+13 FE+3
4.4.001 102 General and Subsidiary Ledgers FE + 3 FE+3
4.4.002 103 Accounts Receivable Ledgers FE+3 FE+3
4.4.003 104 Accounts Payable Ledgers FE +3 FE + 3
4.5.001 105 Worksheets for Preparing Fiscal Reports FE +3 FE+3

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. 03/04




STATE OF TEXAS

Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commission 1.Page 32 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
TSLAC
Records | Agency Retention Period Archival  ONLY
Series ltem Q. -Amend. .|
| ltem No. No. Record Series Titie Agency |Storage| Total Remarks 106 No. | =No.. .
4.5.002 106 Internal Fiscal Management Reporfs - FE+3 FE +13
Includes agency monthly budget reports.
AC = September 1 of odd-numbered
calendar years,
CAUTION: If an agency does not
produce a biennial or annual narrative
report as described in item number
Annual Finanecial Reports 1.1.066, then these annual financial
4.5.003 107 Required by the General Appropriations Act| AC+ 6 AC+ 6|A |reports must be marked with Archival
(100 Day Report). Code A. The archival requirement, when
a biennial or annual narrative report is
not produced, is met by sending the
required copies of the reports to the
Texas State Publications Depository
Program, Texas State Library and
Archives Commission,
External Fiscal Reports
Special purpose - i.e. federal financial -
4.5.005 108 reports, salary reports, etc. Includes HUB FE+3 FE+3
Reports.
Annual Operating Budgets
4,5.006 109 Required by the General Appropriations FE+3 FE+3
Act.

Retention Codes (Field 7)

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

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)

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

SLR 105
Rev. 03/04




STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 105C must
accompany this form.

and Archives
Commiission 1.Page 33 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 8. 7. 8. 10. "
TSLAC
Records Agency Retention Period Archival - ONLY T
Series ftem g. Amend.-:|
[ Item No. No, Record Series Title Agency [Storage| Total Remarks 106 No. AN
4.5.007 110 |USAS Reports — Daily AC+2 ACH2 QEOZR“’C""I“ and reconciliation of daily
4.7.001 111 Accounting Policies and Procedures Manual | US+3 US+3
4.7.003 11p  |Returned Checks/Warrants/Drafts AC+3 AC+3|  |AC = After deemed uncollectable.
{Uncollectable)
4.7.004 113 Capital Asset Records LA +3 LA +3
4.7.006 114 Comptroller Statements FE+3 FE+3
4.7.009 115 Fixed Asset Sequential Number Logs US+3 US+3
Texas Facility Commission Statements
(TFC)
4.7.011 116 Charge or bill statements received by FE+3 FE+3
agencies from the TFC for services
provided.
Signature Authorizations
Signature cards or similar records
4.7.012 117 establishing authority of an agency AR AR
employee to initiate or authorize financial
transactions on behalf of an agency.

Retention Codes (Field 7)

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

CE — Calendar Year End
FE ~ Fiscal Year End

LA — Life of Asset
MO ~ Months

Archival Codes (Field 8}

PM — Permanent
US — Until Superseded

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

SLR 105
Rev. 03/04



SLR 105
STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form.
and Archives
Conunission 1.Page 34 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4. 5. 6. ‘ 7. 8. 10. M.
TSLAC
Records Agency Retention Period Archival ONLY .
Series ftem 9. Amend. - |.
i ltem No. No. Record Series Title Agency |Storage| Total Remarks 108 No. “No.

Contracts and Leases
Contracts, leases, and agreements include

general obligation, land lease, utilities, and AC = Expiration or termination of the

construction except for buildings, instrument according to its terms. SEE
5.1.001 118 Documents include specifications, affidavits| AC + 4 AC+4 item number 5.2.028 for building

of publication of calls for bids, accepted construction contracts and item number

bids, performance bonds, contracts, 5.1.017 for contract logs.

purchase orders, inspection reports, and

corresponderice.

Mail and Telecommunications Listings

Any mailing address, telephone or fax
5.1.004 119 mimber, or e-mail address records uUs us
maintained by an agency on its employees
or on entities or persons it serves,

Postage Records
5.1.005 120 Records and reports of postage expenses, FE+3 FE+3
including postal meter usage.

Requisitions for In-Agency or Inter-Agency

51007 121 Copy/Printing S_ervnce _ AV AV
Includes word processing and data
processing.
Retention Codes (Field 7) Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM — Permanent A — Transfer to State Archives
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded| R ~ Review by State Archivist
SLR 105

Rev. 03/04



STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 165C must
accompany this form.

and Archives
Commission 1. Page 35 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4, 5, 6. 1. 8. 10. M
~TSLAC -
Records | Agency Retention Period Archival ONLY
Series ltemn _ 9. Amend. .
{ liem No, No. Record Series Title Agency |Storage| Total Remarks 106 No. No;
Charge Schedules/Price Lists
Schedules of prices charged by an agency
5.1.012 122 for services to the public or other agencies, | US +3 US+3
including any documentation used to
determine the charges.
Office Procedures
Any internally distributed manual,
guidelines, or similar records that establish
5.1.014 193 standard office procedures for an agency; US + 1 US + 1
for example, agency style manuals,
telephone protocels, mail room procedures,
print shop and photocopy ordering
instructions.
Correspondence Tracking Records
Any record created by an agency to track
5.1.015 124 any type of incoming and cutgoing 1 1
correspondence or packages by the U.S,
Postal Service or by private couriers.
Retention Codes (Field 7) Archival Codes (Field 8)
AC -~ After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded| R - Review by State Archivist

SLR 105
Rev, 03/04




SLR 105
STATE OF TEXAS
- Form SLR 105C must
Records Retention Schedule accompany this form,
and Archives
Comumission 1. Page 36 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4, 5. 6. 7. 8. 10. 1.
TSLAC
Records Agency Retention Period Archival ONLY
Series ltem 9. -Amend.
| itemn No. No. Record Series Title Agency | Storage| Total Remarks 106 No. No. -
Equipment History File; Equipment Service
Agreements
Agreements or contracts between the
5.2.008 125 agency and equipment \-fendc_)r to provide LA +3 LA +3
maintenance service for equipment.
Includes requests for installation, moves,
service, ete.; and service/repair logbooks,
etc.
Equipment Inventory Detail Report Forms
5.2.000 126 Llpriates agency portion of the inventory FE + 3 FE+3
listing and adds, changes, transfers, or
deletes items from inventory.
5.2.010 127 Equipment Manuals LA LA
5.2.011 128 Equipment Warranties AC+1 AC+1 AC = Expiration of warranty.
52014 129 Inventory'- Anm_lal Physical . ' FE +3 FE +3
Property, equipment, supply verification.
52015 130 ;?:)?::tory, Notices of Equipment Removed FE + 3 FE + 3
Inventory System Update Listings
52016 131 Llstll}g shows alll add1t19ns, changes, AC AC A}C‘ = Transfer of information into annual
deletions, and transfer times for the monthly listing.
processing period.
Retention Codes (Field 7) Archival Codes (Field 8}
AC — After Closed, Terminated, Completed, Expired, Settled CE ~ Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded| R ~ Review by State Archivist
SLR 105

Rev. 03/04



SLR 105
STATE OF TEXAS
= Form SLR 105C must
Records Retention Schedule accompany this form.
and Arph@ves
Commission 1. Page 37 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4, 5, 6. 7. 8. 10, I
TSLAC
Records Agency Retention Period Archival ONLY )
Series Item 9. ‘Amend: -
[ ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No

Service Orders

Agency copy of forims completed by
5.2.019 132 mechanical service personnel for 1 1
installation or repair. Includes billing code,
service, labor, parts, and remarks.

5.2,021 133 Surplus Property Sale Reports FE+3 FE+3

Year-to-Date Activity (Inventory Listing)
Shows additions, changes, transfers, and
deletions of information within the

5.2.023 134 inventory system. Data include agency, FE+3 FE+3

division, tag number, batch, document,

transaction date, location, item code,
description, date, and cost.

Equipment Descriptions and Specifications

+ _ . .
5.2.025 135 Sct by the agency. AC+2 AC+2 AC = As long as the equipment is in use.
Purchasing Logs - .
Log, register, etc., providing a record of
5.3.008 136 . . FE+3 FE+3
purchase orders issued, orders received, and
similar data on procurement status.
Requests for Information AC = Date of direct purchase, issuance of
5.3.000 137 Requests for 111format101-1 prei.:mmary tp the AC AC request fox: bids, or decision not to
procurement of goods or services by direct proceed with the procurement, as
purchase or bid, applicable.
Retention Codes (Field 7) ' Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent A — Transfer fo State Archives
AV — Administrative Value FE - Fiscal Year End MO — Months US - Until Superseded| R — Review by State Archivist
SLR 105

Rev. 03/04



SLR 105
STATE OF TEXAS
Form SLR 105C must

Records Retention Schedule accompany this form.

and Archives

Commission 1.Page 38 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professicnal Land Surveying
4, 5. 6. 7. 8. 10. 1. .
TSLAC
Records Agency Retention Period Archival - ONLY:
Series ftem 9. Amend.
| liem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. :No.

Accident Reports and Associated
Documentation

Accident or occupational disease reports (by

supervisors and employees) and other
5.4.001 138 associated reports required to be submitted | CE +5 CE+5
to the Texas Workers' Compensation
Commission or its predecessors or
maintained internally on accident
frequency.

29 CFR 1904.33. The Texas Workers'
Compensation Conunission retains
copies of the reports submitted to it for
50 years.

Evacuation Plans
5.4.002 139 Plans for evacuation of agency facilities in us uUs
cases of emergency.

Visitor Control Registers
Logs, registers, or similar records

54.011 140 - . - ) 3 3

documenting visitors to limited access or

restricted areas of agency facilities,

Security Access Records

s g o e e oo, AC= Ui st e of
54.012 141 \ ’ gp L AC+2 AC+2 expiration, or date of termination,

passwords, signed statements or similar . ’ i

: whichever sooner.

instruments of access to agency or state

facilities, equipment or automated systems.
5.4.013 142 Disaster Preparedness and Recovery Plans Us Us
Retention Codes (Field 7) Archivat Codes (Field 8}
AC — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA - Life of Asset PM — Permanent A — Transfer to State Archives
AV ~ Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded| R - Review by State Archivist

SLR 105

Rev. 03/04



SLR 105
STATE OF TEXAS
= Form SLR 105C must
. Records Retention Schedule accompany this form.
State Library
and Ar'chives
Contmission 1. Page 39 of 39
2. Agency 3. Agency
Code 464 Name Texas Board of Professional Land Surveying
4, 5. 8. 7. 8. 10. 1.
(TSLAC
Records Agency Retention Period Archival ONLY
Series item 9. ‘Amend. |-
| Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No. - No. .
Billing Detail - Telecommunications (Other
Than TEX-AN) ; .
5.5.001 143 In addition to summary detail, includes any | FE + 3 FE+3| [SCE ftem number 5.5.006 for TEX-AN
. AN billing detail.
accompanying detailed listing of long
distance calls.
144 Examination Files PM PM
145 Item Writing Committee Meeting documents | AV AV
146 Cut Off Score Committee Meeting AV AV
documents
Quality Assurance/Quality Control
147 Committee Meeting documents AY i
148 Exam Reports AC+2 AC+2 AC = Until records are obsolete
149 Exam Statistics AC+2 AC+2 AC = Until records are obsolete
Registrants Files — Active, Deceased, _ o '
150 Expired, Number, Licensed State Land AC+2 AC+2 AL = Purpose of record has been
S fulfitled
urveyor
Applicant Files — Closed, Incompletes, AC =Purpose of record has been
BT |Rejected, Waiting AC+2 ACH2L Teifilled
Continuing Education — Correspondence, + = 18t '
152 Approved, Rejected, Home Study Files ACHI AC+] AC = January 17 of each ycar
153 Firm Registration Forms — Change of AC+2 AC+2 AC = Upon updating of information to
Information Forms Agency database.
Retention Codes (Field 7) Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA — Life of Asset PM — Permanent A — Transfer to State Archives
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded| R — Review by State Archivist
SLR 105

Rev. 03/04



