
SLR 105C

J, STATE OF TEXAS
Form SLR 105 or SLR 122

Records Retention Schedule Certification must accompany all
submissions of this form

aHU AFChL\’t’S

Coinniission

Section 1. Agency Information Section 2. Approvals

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

Agency Code 466 State Auditors Office
(For the exclusive use of the State Auditors Office)

Agency Name Office of Consumer Credit Commissioner

(Check one) ‘1?

Signature

___________________

LI
Initial Certification - Form SLR 105

Name (Print ortype)

_________________

LI
Recertification - Form SLR 105

Date

__________________________

Amendment - Form SLR 122

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

(Check one) Signature 6tcc._-

LI
Agency Head Name (Print or type) — -.

Records Management Officer
Date

__________________________

Signature

_____________________________________________________ ________________________________________________________________

7
Name (Print or type) Sue Jevning

Date 5/6/13 Cert/Recert No.

__________

Amendment No.

__________

SLR 105C
Rev. 9/11



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

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

State and Local Records Management DivisionTexas State Ubrary and Archives Commission(Rev. 2/11)
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Ms. Joann McAnally
Administrative Assistant
Texas Consumer Credit Commissioner
2601 N. Lamar Blvd.
Austin, TX 78705-4207

Re: Texas Consumer Credit Commissioner
5th Recertification, Amendment Number 3

Dear Ms. McAnally:

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

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

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

Thank you again for your commitment to complying with state records management laws and
regulations. If we can provide any assistance to you, please call the information analyst assigned to
your agency, Michael Reagor, at 512-463-5494.

Sincerely,

raig Kelso
Director and State Records Administrator

Enclosure
cc: State Auditor, State Archivist
cc: (without enclosure) Leslie L. Pettijohn

R01-466/466
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j,.. STATE OF TEXAS
/\ - - -

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

submissions of this form.

and rhives
Coin nussion

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

Agency Code 466 State Auditor’s Office
(For the exclusive use of the State Auditors Office)

Agency Name Office of Consumer Credit Commissioner

(Check one)
Signature NotReguirp

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

LI Recertification - Form SLR 105
Date

__________________________________

Amendment - Form SLR 122

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

LI Agency Head Name (Pdnt or type)

_____________________________________

(Check one) Signature

_______________________________________

D. Rudd
Record Management 9ThceV7

Date

_____________________________________

/ _-i- / :‘/

Signature
/// j’

_________________________________________________

Name (Print or type) /Joann McAnL

Date 09/18/12 Cert/Recert No. 3

______________________________________________
___________

Amendment No.

___________

SLR 105C
Rev. 9/11



CAUTION

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

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

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



STATE OF TEXAS
- Form SLR 105C mustRecords Retention Schedule Amendment accompanythis form.

L
and Archives
Commission 1. Page 1 of

2. Agency 3. Agency
466 Code Name Office of Consumer Credit Commissioner

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

Records Agency Retention Period Archival Schedule
Series Item 9. Page Agency Amend.

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

1.1 .006 E.10 Investigation Records AC+2 AC+2 AC = End of fiscal year 17 E.10 C
Complaints received by the agency from the public after final disposition of
concerning the regulated industry of the agency and investigation.records pertaining to the resolution of the complaint.

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

1.1.006 E.1 1 Investigation Records Database AC+3 AC+3 AC = End of fiscal year
N

Investigation Database. Database of complaints after final disposition of
received by the agency from the public conceming investinationthe regulated industry of the agency and records
pertaining to the resolution of the complaint. CAUTION: If a complaint

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

NOTE: E.11 The
Investigation Records
Database retention period is
to parrallel with E.1
Complaint Records
Database.

Retention Codes (Field 7 Archival Codes (Field 8) Amendment Codes (Reid 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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Ms. Joann McAna lly 
Adminisirul in' Assi ~lalll 

Texas Consumer CR:d it COlUmi!>Sioner 
260 1 N. llm3.r !)I,·d . 
AU §l in. TX 7&7054207 

Re: Tc~1\S Cons umer C",dit CommiMKmc r 
Sih R t:<:~ "i rll:al ion. ,\ mcnd" .. n, Nu mber 2 

End oSC'd m~ npprowd ~mend ",cm pagn 10 yo ur r c"Conl ~ R:'cnl ion schOOu Ie. Please n\ain lai" lhesc 
PJgcs willi >'our ~ um:lIIl)' appro"ed ~hOO u lc so thaI the)' Ca" b\: cal il), n: fcn:L>Ccd. 

We a llll«<b .c )'our e ffQf'l$ ;" ,,,a;ma;,,;,,.: . n up-lO-daIC :;chNulc. Maki" g addilioos and chonscs 10 
),ou r sc hed uk lIS you ide lltif), tbem not onl)" ensures tbe in! egr i!)' o f your 't:<:ord ~ce ping pra,li •• s, 
but h..,ps your ngency in comp li ance wilh stnt. rCGu lntiCl!ls ( 13 TAC §6.4) requ ir ing the submi ss ion 
o f any nccdl'<.l amendmc"" 10 B n:lemion :;chcdul e during ils cc" ificalion perioo 10 k(-Cp Ihe 

;" forlll:" ioll ill lhe Sl:htdulc cu.n:,,,. 

We wi ll noti fy )'ou of the d ~l c )"o~ r :;che d,,,c is du( fOf «<c" i fit~ t ion. ,\ n)' acld il;Oflal ~ppro" ed 

nmcndmcnls 10 your sc hedule. such 3.5 Ih is oti C. ~hould be ineorpomlcd into your mai n retent iOIl 
schcdu I~ p,io, 10 submill ill g il for n."Cc"ifical ioll. 

l'hall~ )-.... ng:ain fClf you, commitmt nt 10 complying ,,-illo SlOlt n.-cords ",an.semenl la",s and 
r~gulat ions. If we . an pro,' ide all)' IlSs;stam;c 10 )"ou, plc~ call ,he infonu,t;on an. I)"SI a~si,p"'d to 

your agenc)". ""chad i( eDgll-l". al 5 I 2-463-S494. 

Since rely. 

Sar:lh Jacobson 
Manager. k C'Corus 1-.b""~n,cnl A»;Sla' II:C 

Endosure 
cc: Siale ,\ ud ilO r. Sla te Art hiviSI 
<;c: (withou t c"dosu",) Les lie l . I'cllijollll 

ROI..ol661466 



SLR lose 
STATE OF TEXAS 

Records Retention Schedule Certification 
Form SLR 105 Of SLR 122 
must accompolny all 
wlJmissions of Ihi$ form 

Section 

~eney Code ~'"""--__________ _____ _ 

11geney Name Office of Consumer Credl! Comrtllssooner 

(Check 0fIfJ) 

o IMial CMifil;<ltion· Form SLR 105 

o Reeer1lfieabOn· Form SLR 105 

[2] AmenClmenl - F(Irnl SLR 122 

I heroby r;erMy mar IIIjs recrxds rollm /ion sdledule was 
proparod in accordance 'Vllf! Te.<as GOWlmm9nt Code. 
Chap/o. 44 1. Subchapter L 

(Check 0fNI) 

o Agency Head 

Signature 

Date 1112812011 

SUI lOse 
FI .... $I" 

Section 2. Approvals ,. 
StalO Auditor'. Office 
(For the tI..-du$OVlt UH 01 thfl Slate AuditorS OHice) 

Signature 

Name (Print or type) 

Date 

NOI R:~~ __________ __ 
equ/f'Cd tlt '7'1. . 

Imt 7'j me 

Tax .. Sl~te Libruy and Ar<;hivos Commission 
(For 1/l(J exdusMt U$O of /he SIal!! LJIJrfJry and Archi.-es Commission) 

Slgn.tUfe 

Name (Prim 0/' rype) 

Dale /'d-/1'1fLl - --

CenlRe<:ert No. Amendment No. 



CAUTION 

A st.1te record whose retention period has expired may not be destroyed if any 
litigation, claim, negotiation, audit, public infomlation request, administrative 
review, or other action involving dlC 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 infonnation request, administrative review, or other 
action involving the record may not be destroyed until the completion of the 
action and the resolution of all issues that arise from it. 
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STATE OF TEXAS 

Records Retention Schedule Amendment 
Form SLR lOse must 

I~ accomp,ny rnl5 fDml. 

, 1. Page , " 
, 

2. Agency 3 Agency 
466 Code N.~ 0If<te 01 Consumer Cre<l~ Commissioner , , • ,. • " " ,. 

Current 
Reool'(ls Ageney Relention Perio<l ArdIivai Schedule 
Stf'os n~m g. '. ... ~ """"" Item No. No. Record Series "He ", 101., Remal1<s 106 No. "' Nom No "" 

4.2.007 AC.33 T.;avol Vouchors FE- 1 , FE _) N 

Rele1It.on Code, /FIfJkj 7} ArdIrval Cod" (F~ ' ) Arne"",,.,,, C __ IF~ 11) 

AC - After Closed. T~ted. CE - C~, YUJ/I E"" 1.10 - Mon\It. A _ Tr'R$ltt 10 Sta:e AttIIivfi "'-New 
Compleled.~. ~ FE - Fiscal YUI End PM_~'."11 R - Review bt Stale Alcl>Msl C-C~ 

AV _ A6m0nis\l'~V'1ue LA - tl!io 01"- US - Un\d 0- Delete<! 



s, .. ~ and J.o<al 
Rem,," l>hn'8<m< n, 

I ~O, lkl. t 2927 
" ... tin. T<n> 
7S71t _2927 

4400 51>",,1 Cm:k UI,,1. 
",,, ,in. T<u . 
7Sn6 

www."h'a'c."'.u, 

c-.;"i"" a.;...." 
S.oJ"j. l'r.;J.«, 

-­Siuwn T. em 
M"" " Doo:)' Fm:m' " 
t..,,yG. l101o 
Wo>, 5<0" .'1. Af« 
S.UyilqnolJ , 

• '1 i<h.d C. ""'''''''' 

/)/m' .. ..-J IJ"",., •• 
"'"f D. II..!J 

.1";' .. ,, Sw. Vt.Jn.< 
Ed .. ot.! s"O:knb<,s 

December 20. 2011 

Ms. joonn McAnally 
Admini5lrllliw Ass istant 
Texas Consumer Credit Commis,tonc, 
2601 N. Lo mar m,·d. 
Auslin. TX 78705-4207 

Re: Texas Consumer Cn:di t Commissioner 
5th Kc""et1i/ieation. Amendment Numb.:r 

Dc3r Ms. McAnally: 

Encloscd lire appro"cd amel\dm~nt pages to your records Mention schedule. I'lease ,""ill tnin lhest 
pagc> with your tum"' tly appro"cd schroutc SO lhat they can be casily referenced. 

We npr",eiatc your efforts in main tai ning an up-to-date schedule. Making add itions and cha nges to 
your Sl:hcd ule as you ident ify lh"m not only ensures the integrity of you r recorukeeping practices. 
bu t keeps your agenc)" in compliance with state regul ations (13 T AC §6.4) req uiring tl,e sub,nission 
of nny ncc"<led am~ndmcnts 10 II retention schedule during ils certi fication period to keep the 
infomlnl ion in the sched ule current. 

We wi II nOlif>' you of th e dJlc your scl'l"<lulc is duc for n:~l'ni fj~", ion. Any nddi tional appro,'cd 
amendmenls to your schedule. sueh as this one. should be incorporated into your main retention 
sc hedul e prior to ~ubmillin!: il for reccnificalion. 

Thank you again for your commitme nt to complying wil h state n:corus mnnagcm~nt law. and 
regul ations. If",e can provide any ass i51ancc to )'Ou. pleasc call th e information analyst ass igned to 
your agency. Mi~hncl Reagor. at 512-463-549~ . 

Si ne~rcly. 

Santh Jacobson 
Manager. Records Man~gem"nt A,sislancc 

Enc\o~u rc 

ec: State Auditor. State Archivist 
~c: (without enclosure) Leslie I.. Pettijohn 

KOI-4661466 



SLR 105C 
,.J~ STATE OF TEXAS 

I~ 
Records Retention Schedule Certification 

Form SLR 105 or SLR 122 
muSI accompany all 

I ~' : 
Section 1. Agency Information 

I (Submilling aoencies comp/% Ih,'s soc/ion 011/ ) 

Agency Code '" 
Agency Name OffIce of CgnS~mef CredIt Cgmmi$,sioner 

(Chock 0110) 

o iMrai Cenirocation· Form SlR 105 

o RecertifICation. Form SLR 105 

[8'] Amendment - Form SLR 122 

/ hemby comly Ihaltllls records f8lfmlion schedulo was 
proparod if/or.:conionce with Te(os Govemmef/t Code. 
ChDp/or 441. Subchapter L. 

(Check OlIO) 

o Agency Head 

[8], M,",g.m'"~/. 
"g""",, ~M4;1f, fi . + 
Name (Print or type) JoaM M~nall J 
Dato 

SLR 105<= 
R~' 911 1 

/110912011 

submissions of this form. 

Section 2. Approva ls 
(Subminjn;; oQoncios do nOI writ", inlhis soc/ion) 

Sla lo Audllor. OMlco 
(For Iho eXclusive use of Ihe State Aud,/ors OIfICll) 

IVO!R 
Signature eqlJ1in{j--

ill 7'n ' 
Name (Prinl or Iypfl) IS 1'i. , 

"'e , 
Dale 

Toxas Sla le Library and Archlv" Commiss ion 
(For /ho oxc/usive uso of tho SWIO Librory and Archives Commission) 

SI9nature P$ti:D~ 
Name (Print or typo) 

Date tJ-/J!£jJl 

CenJRecen NO. S- Amendmont No. I 



CAUTION 

A state record whose retention period has expired may not be destroyed if any 
litigation. claim, negotiation, audit, public infonnation 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 infonnation request, administrative review, or other 
action involving dle record may not be destroyed until the completion of the 
action and the resolution of all issues that arise from it. 
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SLR 122 

STATE OF TEXAS 

Records Retention Schedule Amendment Form SLR lOse mUST 
ac<:omp9ny 11»$ frxm 

",," " , 
I~ , , i 

I' I' · , 
1 " . I " . I" C~rrenl 

RecOIds AgencV , 

~I";".:d Series I;;~m 
~ 

I I I 'N, " ... L1e.s Liunn File5 _ Busln",,, "C·I • AC ' S AC · End of fiiiC31 year 95-466-002 23 lICS C 
I~~. -"'''" _~ ....... after aeeoo.m\ closet! 0.,_ .. which inch,ldes 

cancelialoOns. 
transfers. levocat,ons, 

." 
NOtE 'IC'~ 
Il....-.l. c~ ..... 
",,~ "'0 I~ .. te<0<tI ...... 

. 
, 

RetenllOf1 CodeIIF~ 7} ,0.,0;10, ... , Codes (!'/Old ~I Amendment Coon {F,.,1d '2} 

AC -Ahe! Cloned, Terminate<!. CE _ Calenda. Vear End 1,10 _ Months A _ Tr~nlfe, to Slate Arch;'&> N _ New 
ComplelO<j , e.pl,CKj , Senled FE - FISGaI Yel' End PM - Permanent R _ Rev .... bV Slate Arch", .. , C - Changed 

AV _ A<j""""lralJV' V.1ue LA - Lde of Anot US - Until S """ 0- Deleted 



and Archives 
Commission 

Srare and Local 
Records Managcln(>nc 

Po. Box I 2927 
Austin, Tcxa5 
78711 -2927 

4400 Shoal Creek Blvd. 
Allsrin , l exll$ 
78n6 

www.[sl,smrc.o.:. lIs 

UlI/mIJJiQ" Chtli,."Ul1I 
S1ndta J. PiCKen 

/\Jl!lIIkrr 
Silaron 'J: Carr 
M:lrtha Dory Preeman 
Larry G. Hole 
Wm. Scon McArce 
Sally Reynolds 
Michael C. Waters 

Diruwr (///(/ Ublt'lrkJll 
Pt'SSY O. Rudd 

A JJiJtmll Sloft Uhra rillll 

Ed .... ard Seiden!>er,!; 

M(jkillX 
infon'fllI ;OI/ 
w()rk 

for Nfl 

"iex(lfIj 

October J 1. 20 [ I 

Ms. Joann McAna lly 

Admini strative Assistant 

Texas Consumer Credit Com missioner 
2601 N. Lamar Bl vd . 

Austin, TX 78705-4207 

RE: Texas Consumer Credit Com missioner 

Retention schedule approved ror use. 

Dear Ms. McAna lly: 

Enclosed is a copy o r your recertified records retention schedule. Please ensure all old copies of the 

schedule arc superseded with this recertified copy. 

Your recertifi ed retention schedu le provides you with cont inuing au thorizalion to di spose o f agency 

records according to its terms. Pl ease note thai state regu lations ( 13 TAC §6.8) req uire 

documentation of the final d ispos ition o f records by yo ur agency. Thi s requirement Illay be met by 

ma intaining a d ispos ition log or olher evidence o f the records series titles, dates covered, volume, 

and dale o f di sposi tion. We urge on you the importa nce of disposi ng o f the records o f your agency 

in a t imely manner in accordance with the retention periods on your schedule. The destruction of 

any records o f your agency not on your schedul e requires spec ia l authorization from us. 

During a certification period, state regu lation s (1 3 TAC §6.4) al so require the submi ss ion o r 

amendmen ts to the retent ion schedule as needed to kee p the information in the schedule current. If 

you are not fami liar with the amend ment process, contact the governmen t information analyst 

ass igned to your agency. 

Your effort's in maintainin g an up·to·date records retention sched ul e arc apprec iated . Ii not o nly 

helps to ensure the integrity of you r recordkeep ing practices, but it is al so essent ial to the success of 

your records management program. Your schedu le will be due for recertification o n the last 

working day o f October 2014. If you have any questions, ca ll the inrormation analyst ass igned to 

you r agency, Michael Reagor, at 512·42 1·72 10. 

Manager, Records Management Assistance 

Enclosure 
cc: State Auditor, State Arch ivist 

cc: (without enclosure) Les lie L. Pettijoh n 

RO I-466/466 



SLR 105C 
STATE OF TEXAS 

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

Commission 

Section 1. Agency Information 
(Submittin a encies complete this section onl ) 

Agency Code 466 

Agency Name __ -"O:.:.:ffic:::lc",e..::o::..f.:::C.:::o:..::nse.:u",mc.:e",-r..::C:.:.r",ed::.:it~C"-o::.:m=m::::i s:::s,,,io"'n"'er'--___ _ 

(Check one) 

o Initial Certification - Form SLR 105 

X Recertification - Form SLR 105 

o Amendment - Form SLR 122 

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

(Check one) 

o Agency Head 

Signature 

Name (Print or type) 

Date 

SLR 10SC 
Rev. 11/07 

January 27. 2009 

Section 2. Approvals 
(Submittin a encies do not write in this section 

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

Signature 

Name (Print or type) 

Date 

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

Signature 

Name (Print or type) D. Rudd 

Date 

7 I 

CertlRecert No. Amendment No. 



Commission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

4.7.001 AC.1 

4.4.002 AC.2 

4.5.003 AC.5 

4.5.006 AC.6 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Accounting Policies and Procedures 
Manual 

Accounts Receivable Ledgers 

Annual Financial Report 
Required by the General Appropriations Acts (100 
Day Report). 

Annual Operating Budgets 
Required by General Appropriations Act. 
100 Day Report. 

Office of Consumer Credit Commissioner 
7. 8. 

Retention Period Archival I--'='-T-"=..cc....r==-----j 

A en Total 

US 3 US+3 

FE+1 2 FE+3 

AC+6 AC+6 

FE+1 2 FE+3 

A 

9. 
Remarks 

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 1.1.066, then 
these annual financial reports must be 
marked with Archival 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 Ubrary and Archives 
Commission. 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 1 of 32 

10. 11 . 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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

CE - Calendar Year End 
FE - Fiscal Year End 

LA - life of Asset 
MO - Months 

PM - Permanent 
US - Until Superseded 

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

SLR 10S 
Rev. 06105 



Commission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

1.1.002 AC.7 

4.5.002 AC.8 

4.1.003 AC.9 

4.2.002 AC.10 

4.3.002 AC.11 

4.7.006 AC.12 

4.3.001 AC.13 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name Office of Consumer Credit Commissioner 

6. 7. 8. 

Archival 
9. 

Record Series Title A en Total Remarks 

Aud it Reports AC+7 AC+7 AC = Publication or release of final 
Audits and reviews performed on the agency by audit findings. 
other agencies or internal auditors. NOTE: The State Auditors Office retains any 

copies of its audits performed on Texas state 
agencies. 

Internal Fiscal Management Reports FE+1 2 FE+3 
Financial Statements for Finance Commission. 

Cancelled Warrants FE+1 2 FE+3 

Cash Receipts FE+1 2 FE+3 
Front desk, credit card, and Iockbox receipts; 
indudes receipts for fees (licenses, renewals, 
registrations, etc.). 

Cash Receipts Voucher Register FE+1 2 FE+3 
Register complied by mallroom staff. 

Comptroller Reports FE+3 FE+3 

Order Requests/Sales Journals FE 3 FE+3 
Includes publications ordered by licensees, kits, 
codes, eeL, etc. 

SLR 105 

Form SLR 105e must 
accompany this form. 

1. Pa e 2 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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

CE - Calendar Year End 
FE - Fiscal Year End 

LA - Life of Asset 
MO- Months 

PM - Permanent 
US - Until Superseded 

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

SLR 105 
Rev. 06105 



Commission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

1.1.008 AC.14 

5.1.004 AC.15 

1.3.001 AC .1 6 

4.2 AC.17 

5.2.010 AC.1 8 

4.5.001 AC.19 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

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

Texas Cred it Letter Subscriptions, 
Renewals, Change of Address 

FOflTler1y Credit Code Letter. 

Texas Credit Letter 
Former1y Credit Code Letter. 

Deposit Vouchers 

Equipment Manuals 
Includes equipment history and service 
agreements. 

Fiscal Reports - Worksheets 
Indudes AFR and monthly financials. 

Office of Consumer Credit Commissioner 
7. 8 . 

f-..-'-R",e:.::te:;:n.:.:t:oio:.::n:..;Pc,e",r",io",d'---1 Archival 

A n 

1 

FE+ 1 2 

AC+2 

FE+1 2 

LA+3 

FE+1 2 

Total 

1 

FE+3 

AC+2 

FE+3 

LA+3 

FE+3 

9. 
Remarks 

AC-At least 2 years after 
superseded or obsolete. 

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 - Pennanent 
US - Until Superseded 

SLR 105 
Rev. 06105 
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Archival Codes (Field 8) 

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



Commission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

4.2.007 AC.20 

5.2.014 AC.21 

4.2.006 AC.23 

1.1.004 AC.24 

4.1.003 AC.25 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Interagency Transaction Vouchers 
Includes Oep't Banking, Facilities Commission. 
etc. In addition to summary detail, indudes any 
accompanying detailed listing of long distance 
calls. 

Inventory - Annual Physical 

General Journal Vouchers 

Legislative Appropriation Request 
Including any supporting documentation created 
and/or used to justify and support legislative 
appropriations requests by an agency. 

Payment Cancellation Vouchers 

Office of Consumer Credit Commissioner 
7. 8. 

I---=.;R",e",te",n;;t",io::.;n'-'P-ie:::r.::io"d=---l Archival 

A en Total 

FE+ 1 2 FE+3 

FE+1 2 FE+3 

FE+1 2 FE+3 

AC+2 4 AC+6 

FE+1 2 FE+3 

A 

9 . 
Remarks 

NOTE: The billing agency will maintain all 
long distance TEX·AN records and will 
provide each using agency its bill summary 
of centralized capitol complex telephone 
service without call detail records. 

AC = September 1 of odd-
numbered calendar years. 

ARCHIVES NOTE: The archival 
requirement is met by sending the required 
copies of the requests to the Texas State 
Publications DepositOlY Program, Texas 
State Ubrary and Archives Commission. 
Only copies of supporting documentation 
submitted to the Legislative Budget Board 
are archival. 

SLR 105 

Form SLR 105e must 
accompany this form. 

1. Pa e 4 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Retention Codes (Field 7) Archivat Codes (Field 8) 

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

SLR 105 
Rev. 06/05 

CE - Calendar Year End 
FE - Fiscal Year End 

LA - Ufe of Asset 
MO- Months 

PM - Permanent 
US - Until Suoerseded 

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



Corrunission 

2. Agency 
Code 

4. 

Reccrds 
Series 

Item No. 

1.1.068 

1.1.064 

4.2.005 

4.2 

4.7.003 

466 

5. 

Agency 
Item 
No. 

AC.26 

AC.27 

AC.29 

AC.30 

AC.31 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

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

Departmental Performance Measures 
Documentation 

Any records of an agency needed for the 
documentation of output, outcome, efficiency, and 
explanatory measures in an agency's 
appropriations request or strategic plan. and for 
performance measures used to manage the 
agency. Indudes Monthly NumbersiReport. 

Purchase Vouchers 
Indudes accounts payable, accoounts payble 
ledgers, Requisitions. orders, receiving reports, 
invoices. or statements, change orders. best 
value determinations, etc. 

Refund Vouchers 

Returned/Hot Checks 

Office of Consumer Credit Commissioner 
7. 8. 

I----,-,R",e-"tern:.:.ti",o,-,n---,p-ie",r"io,-,d=---------I Archival 

A en Total 

AC+4 2 AC+6 

FE+1 2 FE+3 

FE+1 2 FE+3 

FE+1 2 FE+3 

AC+1 2 AC+3 

9. 
Remarks 

AC = September 1 of odd-
numbered calendar years. 

CAUTION: The FE + 3 retention period 
overrides any shorter retention period for a 
records series in this sdledule if the records 
series is needed for documentation of 
agency performance measures. 

AC = End of fiscal year after 
deemed uncollectible. 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 5 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archiva l Codes (Field 8) 

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

CE - Calendar Year End 
FE - Fiscal Year End 

LA - Life of Asset 
MO- Months 

PM - Permanent 
US - Until Superseded 

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

2. Agency 
Code 

4. 

Records 
Series 

Item No. 

4.1 

1.1.007 

466 

5. 

Agency 
Item 
No. 

AC.32 

AD.1 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Suspense Clearance 

Correspondence - Commissioner's 

Office of Consumer Credit Commissioner 
7. 8. 

Retention Period Archival 
~~------------------~ 

9 . 
Total Remarks 

FE+l 2 FE+3 

3 3 R ARCHIVES NOTE: Only the administrative 
correspondence of executive staff, board or 
commissk>n members, division directors and 
program heads require ardlival review. 
Contact the Slate Archives when these 
records have met their retention periods. 

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

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 6 of 32 

10. 11 . 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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

CE - Calendar Year End 
FE - Fiscal Year End 

LA - life of Asset 
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US - Until Superseded 

A - Transfer to State Archives 
R - Review by State Archivist 
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and Archin$ 
Conunission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

1.1.007 AD.2 

1.1.008 AD.3 

1.1.008 AD.4 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Correspondence - Finance Commission 

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

Correspondence - Interagency Memos 

Office of Consumer Credit Commissioner 
7. 8. 

I-....:..;R",e",te"n:..:ti",o",nc.:P-ie::.:r:..:io:.:dO---l Archival 

A n Total 

3 3 R 

1 1 

1 1 

9. 
Remarks 

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

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

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 7 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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

CE - Calendar Year End 
FE - Fiscal Year End 
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PM - Permanent 
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SLR 105 
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Commission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

1.1.057 AD.S 

1.1.027 AD.6 

1.1.026 AD.7 

1.2.011 AD.9 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Finance Commission Meeting 
Workpapers 

Reports compiled by agency personnel on a daily or 
other periodic basis pertaining to workklad 
monitoring, task completion times, number of public 
contacts, and similar activities. 

legislative Workpapers 
Drafts of proposed legislation and related 
correspondence. 

Notices to Texas Register 
Copies of all proposed. withdra'Ml, emergency. and 
adopted rules; open meetings notices; or any other 
documents required by taw to be submitted to the 
Texas Register. 

Records Center Storage Approval Fonms 
(RMD 106) 

Agency copy. 

Office of Consumer Credit Commissioner 
7. 8 . 

I-....:..:R",e."tern"-ti",o",nc..:P-;e",r."io,,d'--1 Archival 
9. 
Remarks A en Total 

AC AC AC = Date of publication in the 
Finance Commission Meeting Book. 

NOTE: These are YIOrkpapers and transitory 
information files. The final copy is the Finance 
Commission Meeting book. 

AV AV 

AC+1 AC+1 AC = Date of publication in the Texas 
Register. 

US US 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 8 of 32 

10. 11 . 
TSlAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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

CE - Calendar Year End 
FE - Fiscal Year End 
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MO- Months 

PM - Permanent 
US Until Superseded 
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Conmlission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

1.2.010 AD.10 

1.2.012 AD.11 

1.2.005 AD.12 

1.2.006 AD.13 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name Office of Consumer Cred it Commissioner 

6. 7. B. 

Archival 

9. 
Record Series Title A ene Total Remarks 

Records Disposition Logs 10 10 
Logs or similar records listing records destroyed or 
transferred to the Archives and Information Services 
Division, Texas State Library and Archives 
Commission, showing records series title. dates of 
records, and date destroyed or transferred. 

Records Inventory Worksheets US US 

Records Retention Schedule (SLR 105) US US NOTE: Original is retained by the State and 
Agency copy. Fonnerty RMD 105. Indudes Local Records Management Division. Texas 
documentation of certification and approval· forms State Library and Archives Commission. 
SLR 105C (formerly RMD 1OSC), andior other forms 
designated by the State Records Administrator. 

Records Transmittal Form AC+2 AC+2 AC = Date of authorization for 
Agency copy (includes RMD 101, Tx·R·5, 306-56-1 , destruction, permanent transfer from 
and Agency Storage FOIlTls). Forms indicate storage, or transfer to the Archives records transferred to storage or a transfer of legal 
custody. and Information Services Division, 

Texas State library and Archives 
Commission, by the agency records 
management officer. 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 9 of 32 

10. 11 . 
TSLAC 
ONLY 

Amend. 
106 No. No. 

-

Archival Codes (Field 8) 

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

CE - Calendar Year End 
FE - Fiscal Year End 

LA - Life of Asset 
MO- Months 

PM - Permanent 
US - Until Superseded 

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

SLR 105 
Rev. 06105 



Commission 

2. Agency 
Code 466 

4. 5. 

Records 
Series 

Item No. 

1.1.070 

1.1.055 

1.1.064 

Agency 
Item 
No. 

AD.14 

AD.15 

AD.17 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Rules and Regu lations 
Manuals, guidelines. administrative rules, or similar 
records distributed internally for the use of 
employees or externally to the public or those 
individuals or entities regulated by an agency that 
sets out the rules, policies, and procedures that 
govern an agency's programs. services, or projects. 
Indudes Texas Credit CodeITitle and other Finance 
Commission and Office of Consumer Credit 
Commissioner rulesJ1aws.) 

Strateg ic Plan 
Information resources and operational strategic 
plans prepared in accordance with 2054.095 and 
2056.002, Government Code. 

Departmental Performance Measures 
Documentation 

Any records of an agency needed for the 
documentation of output, outcome. efficiency, and 
explanatory measures in an agency's appropriations 
request or strategic plan, and for performance 
measures used to manage the agency. Indudes 
Monthly NumbersIReport. 

Office of Consumer Credit Commissioner 
7 . B. 

f-....:.cR:=e",tern"t:.;:io",nc:P,e:::r",io:.:d=--I Archival 

A en Total 

AC+3 AC+3 R 

AC+6 AC+6 A 

FE+l 2 FE+3 

9. 
Remarks 

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

SEE ALSO Agency Rules. Policies and 
Procedures - Worxing Files. 1.1.071 . 

AC = September 1 of odd-numbered 
calendar years . 

ARCHIVES NOTE: The archival requirement 
is met by sending the required copies of the 
plans to the Texas State Publications 
Depository Program, Texas State Library and 
Archives Commission. 

CAUTION: The FE + 3 retention period 
overrides any shorter retention period for a 
records series in this schedule if the records 
series is needed for documentation of agency 
performance measures. 

SLR 105 

Form SLR I OSC must 
accompany this form. 

1. Pa e 10 of 32 

10. lL 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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

CE - Calendar Year End 
FE - Fiscal Year End 

LA - Life of Asset 
MO- Months 

PM - Permanent 
US - Until Superseded 

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

SLR 105 
Rev. 06105 



Conunission 

2. Agency 
Code 466 

4 . 5. 

Records Agency 
Series Item 

Item No. No. 

1.1.006 AD.18 

1.1 .023 AD.19 

1.1.053 AD.20 

1.2.001 AD.22 

1.2.008 AD.23 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Complaint Records 
Complaints received by an agency from the public 
concerning the agency and reoords pertaining to the 
resotution of the complaint. 

Organizational Charts 

Registration logs 
Logs or similar records used to register persons 
appearing before state agencies as required by 
Chapter 2004, Government Cooe, including 
quarterly reports filed with the Te)(3s Ethics 
Commission. 

Destruction Authorization/Record 
Destruction Sign-offs 

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

Request for Authority to Dispose of 
State Records (RMD 102) 

Agency copy. 

Office of Consumer Credit Commissioner 
7. 8. 

I-....:cR:.::e",te"n:oti:.::o",nc.;P-ie",r.;;io"d=-----1 Arch ivai 

A en Total 

AC+1 1 AC+2 

US US 

AC AC 

FE+3 FE+3 

FE+3 FE+3 

A 

9. 
Remarks 

AC = End of fiscal year after final 
disposition of the complaint. 

CAUTION: If a complaint becomes the subject 
of litigation. it must be induded in and is 
subject to the minimum retention period of item 
number 1.1 .048. 

AC = Report filed with Texas Ethics 
Commission. 

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

SLR 105 

Form SLR 105e must 
accompany this form. 

1. Pa e 11 of 32 

10. 11. 
TSlAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

AC - After Closed. Tenninated, Completed, Expired. Settled 
AV - Administrative Value 

CE - Calendar Year End 
FE - Fiscal Year End 

LA - Life of Asset 
MO- Months 

PM - Permanent 
US - Until Superseded 

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

SLR 105 
Rev. 06105 



Commission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

CE.1 

1.1.008 CE.2 

1.1.043 CE.4 

1.1.019 CE.5 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Consumer Education Proj ect Files 

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

Presentation Materials 

Public Service Announcements 
Indudes news and press releases. 

Office of Consumer Credit Commissioner 
7 . 8 . 

r---,-,Rc=e",tern",tic=o",n"':P-ie::;r.:.:io:.;d'---i Archival 

A en 

AC 2 

1 

US+1 

2 

Total 

AC+2 

1 

US+l 

2 R 

9. 
Remarks 

AC = Project complete. 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 12 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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

SLR 105 
Rev. 06105 



Commission 

2. Agency 
Code 466 

4. 5. 

Records 
Series 

Item No. 

1.3.001 

1.1 .064 

Agency 
Item 
No. 

CE.6 

CE.8 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Publications 
Brochures. newsletters, cards, etc. produced for 
licensees and industry. 

Departmental Performance Measures 
Documentation 

Any records of an agency needed for the 
documentation of output, outcome, efficiency, and 
e~anatOfY measures in an agency's appropriations 
request or strategic plan, and for performance 
measures used to manage the agency. Indudes 
Monthly Numbers/Report. 

Office of Consumer Credit Commissioner 
7. 8. 

f---,-R",e",tern",t",io"-n"P,e,,,n,,' o",d=-----f Arch ivai 

A en Total 

AC+2 AC+2 

FE+l 2 FE+3 

9 . 
Remarks 

AC = Until superseded or obsolete. 

CAUTION: Many state publications must be 
submitted to the Texas State Publications 
Depository Program, Texas Stale library and 
Archives Commission. by law (Government 
Code 441 .101-441 .106). The Texas State 
Library and Archives Commission \ViII retain a 
copy of all state publications submitted to it on 
a continuing basis. subject to periodic 
evaluation to detennine if the publication merits 
further retention. 

For additional infonnation and requirements 
concerning state publications made available 
to the public through the Internet, consult the 
administrative rules of the Texas State 
Publications Oepository Program of the Texas 
State library and Archives Commission (13 
TAe §§3.1·3.16). 

CAUTION: The FE + 3 retention period 
overrides any shorter retention period for a 
records series in this schedule if the records 
series is needed for documentation of agency 
performance measures. 

SLR 105 

Form SLR 105C must 
accompany this form. 

1.Pa e 13 of 32 

10. 11. 
TSl AC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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 Su erseded 

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

SLR 105 
Rev. 06105 



Commission 

2. Agency 
Code 466 

4. 5. 

Records 
Series 

Item No. 

5.4.013 

2.1.008 

1.3.001 

Agency 
Item 
No. 

DP. l 

DP.4 

DP.S 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Back-up Computer Tapes - Disaster 
Recovery Purposes 

Hardware Documentation 
Records documenting operational and maintenance 
requirements of computer hardware such as 
operating manuals, hardware/operating system 
requirements, hardware configurations, and 
equipment control systems. 

Publications 
Old Internet WebPages. 

Office of Consumer Credit Commissioner 
7. 8. 

f----'..:R",e",teT'n-"t",io",n,-,p,e",r."io",d'--l Archival 

A enc Total 

US US 

AC AC 

AC+2 AC+2 

9. 
Remarks 

AC = Until electronic records are 
transferred to and made usable in a 
new hardware environment or there 
are no electronic records being 
retained 10 meet an approved 
retention period that require the 
hardware to be retrieved and read. 

13 TAC 6.94. 

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

AC=Until superseded or obsolete. 

SLR 105 

Form SLR 105e must 
accompany this form. 

1. Pae 14 of 32 

10. lL 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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

CE - Calendar Year End 
FE - Fiscal Year End 

LA - Life of Asset 
MO- Months 

PM - Permanent 
US - Until Superseded 

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

SLR 105 
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Commission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

2.1.007 DP.6 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Software Program s 
Automated software applications and operating 
system tiles induding job controlla~guage . program 
listing/source code, etc. 

Office of Consumer Credit Commissioner 
7. 8. 

Retention Period Archival 
I--'-=-T-'~-'-T'~----I 

A en Total 

AC AC 

9. 
Remarks 

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

13 TAC 6.94. 

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

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 15 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

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 - Administ"'ra"'t"'iv"'e:...V"'a"'I"'ue"-_ ____________ "'F"E=---"'F"'i"sca=I"'Y"'e"'a"'r"'E"'n"'d'----__ M=O:...---"M"'o"n"'th"'s'---___ "'U"'S"---"'U"'n"'t"'iI"'S"u=ple"'rs"e"d"'e"'d-'--_R""---_R=ev"'i"ew""'b'-'-'YS"'t"'a"'te:...A""'rc"h'"iV",is",tc....J 

SLR 105 
Rev. 06/05 



and Archives 
Commission 

2. Agency 
Code 466 

4 . 5. 

Records 
Series 

Item No. 

2 .1 .009 

1.2.015 

Agency 
Item 
No. 

DP.7 

DP.8 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Technical Docum entation 
Records adequate to specify all technical 
characteristics necessary for reading or processing 
of electronic records and their timely. authorized 
disposition including documentation describing how 
a system operates and necessary for using the 
system such as user guides, system or sub-system 
definitions, system specifications. input and output 
specifications. and system flow charts; program 
descriptions and documentation such as program 
flowcharts, program maintenance logs, change 
notices, and other records that document 
modifications to computer programs; and data 
doctJmentation necessary to access, retrieve, 
manipulate, and interpret data in an automated 
system sud! as a data element didionary, file 
layout. code book or table. and other records that 
explain the meaning, purpose, structure, logical 
relationships, and origin of the data elements. 

Disaster Recovery Service Transmittals 
(RMD 109) 

Also includes documentation for disaster recovery 
services provided by other entities. Back up tape 
transmittal form. 

Office of Consumer Credit Commissioner 
7. 8 . 

f---,-R",e;.:;te",n-"I'-Oio;.:;n:..;Pc,e",r",io",d'-----l Archival 

A en Tatal 

AC AC 

FE+1 FE+1 

9. 
Rem arks 

AC = Until electronic records are 
Iransferred 10 and made usable in a 
new hardware or software 
environment wilh new documenlation 
or there are no electronic records 
being relained to meel an approved 
retention period Ihal require the 
documenlation to be retrieved and 
read . 

13 TAG 6.94. 

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

SLR 105 

Form SLR 105C must 
accompany this form. 

1.Pae 16 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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

CE - Calendar Year End 
FE - Fiscal Year End 

LA - Life of Asset 
MO - Months 

PM - Permanent 
US - Until Superseded 

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

SLR 105 
Rev. 06105 



Commission 

2. Agency 
Code 

4 . 

Records 
Series 

Item No. 

1.1.006 

1.1.008 

1.1 

1.1 

466 
5. 

Agency 
Item 
No. 

E.1 

E.4 

E.6 

E.7 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Complaint Records 
Complaints received by the agency from the public 
concerning the regulated industry of the agency and 
records pertaining to the resolution of the complaint 
Indudes Complaint Database. 

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

Exam Report Workpapers 

Exam Reports and Fi les - Closed 
Includes Exam Reports Database. 

Office of Consumer Credit Commissioner 
7. 8 . 

f---,-R",e:.::tern.:.:t",io:.:.n:..:P-,e",r:.::io",d=---l Archival 

A en Total 

AC+1 2 AC+3 

1 1 

AC+1 AC+1 

AC+1 4 AC+5 

9 . 
Remarks 

AC = End of fiscal year after final 
disposition of the complaint. 

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

NOTE: E.2 Complaint Database was rolled into 
this record series. 

AC = AudiVExam completed. 

AC = End of fiscal year after 
examination report finalized and 
closed. 

NOTE: E.17 Exam Reports Database was 
rolled into this record series. 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 17 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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

CE - Calendar Year End 
FE - Fiscal Year End 

LA - L~e of Asset 
MO-Months 

PM - Permanent 
US - Until Superseded 

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

SLR 105 
Rev. 06/05 



Conunission 

2. Agency 
Code 466 

4. 5. 

Records 
Series 

lIem No. 

1.1 

1.1.006 

3.3.020 

5.5.003 

Agency 
lIem 
No. 

E.8 

E.10 

E.12 

E.13 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6 . 

Record Series Title 

Exam Reports and Files - Closed and 
Microfilmed 

Investigation Records 
Complaints received by the agency from the public 
concerning the regulated industry of the agency and 
records pertaining to the resofution of the complainl 
Includes Investigation Oatabase. 

Examiner Schedules 

Station Activity Reports/Telephone Logs 
Intemallisting of incoming/outgoing telephone 
activity to individual telephone stations. 

Office of Consumer Credit Commissioner 
7. 8. 

f-----'.:R",e",te"n-"t",io"-n"p,e",r.::io,,,d'---I Archival 
9. 
Remarks A en Total 

AC+1 4 AC+5 AC = End of fiscal year after 
examination report finalized and 
closed . 

AC+2 AC+2 AC = End of fiscal year after final 
disposition of investigation. 

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

NOTE: E.1 1lnvesligalioo Records Database 
was rolled into this record series. 

FE+1 FE+1 

AV AV 

SLR 105 

Form SLR 10SC must 
accompany this form. 

1. Pa e 18 of 32 

10. 11 . 
TSLAC 
ONLY 

Amend. 
106 No. No. 

91-466-001 

Archival Codes (Field 8) 

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 A - Transfer to State Archives 
US - Until Su erseded R - Review b State Archivist 

SLR 105 
Rev. 06105 



Commission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

1.1.064 E.14 

1.1 E.15 

5.1 .015 E.16 

1.1.073 L.1 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name Office of Consumer Credit Commissioner 

6. 7. 8. 

Archival 

9. 
Record Series Title A en Tolal Remarks 

Departmental Performance Measures FE+l 2 FE+3 CAUTION: The FE + 3 retention period 

Documentation overrides any shorter retention period fO( a 

Any records of an agency needed for the 
records series in this schedule if the records 
series is needed for documentation of agency 

documentation of output, outcome, efficiency. and 
perlormance measures. 

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

Response to Written Public Inquiries 1 2 3 AC = Final adjudicated and subject to 
no further appeal. 

Correspondence Tracking Records 1 1 
Indudes mail logs, overnight delivery log, complaint 
tracking tog, etc. 

Administrative Enforcement Action Files AC+12 AC+12 R AC = End of fiscal year after final 
L - Files and Docket adjudicated and subject to no further 

appeal. 

NOTE: L.2 Administrative Enforcement Action 
log was rolled into this record series. 

SLR 105 

Form SLR 105C must 
accompany this form. 

1.Pae19 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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 Su erseded 

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

SLR 105 
Rev. 06105 



Commission 

2. Agency 
Code 466 

4 . 5. 

Records Agency 
Series Item 

Item No. No. 

1.1.008 L.4 

1.1 L.S 

1.1.014 L.G 

1.1 L.7 

Relention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name Office of Consumer Credit Commissioner 

6. 7 . 8. 

Archival 

9. 
Record Series Title A enc Total Remarks 

Correspondence - General 1 1 
Non-administrative incoming/outgoing and internal 
oorrespondence, in any media, pertaining to or 
arising from the routine operations of the policies, 
programs, services. or projects of an agency. 

Informal Interpretative/Advisory Letters AV AV 

Legal Opinions and Advice / US+4 US+4 R CAUTION: Ooes not indude legal opinions or 

Interpretative Letters advice rendered on a matter in litigation or with 

From agency legal counselor the Attorney General, regard to pending litigation. SEE item number 

induding any requests eliciting the opinions. 1.1.048. 

Interpretative Letter Tracking Records 1 1 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 20 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Arch ival Codes (Field 8) 

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 Su erseded 

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

SLR 105 
Rev. 06105 



Conunission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

1.1.048 L.8 

1.1.020 L.g 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name Office of Consumer Credit Commissioner 

6. 7. B. 

Archival 
9. 

Record Series Title A en Tolal Remarks 

Litigation Files AC+12 AC+12 R AC = End of fiscal year after as 
Records created by or on behalf of an agency in applicable, decision of an agency not 
anticipation of or in the adjudication of a lawsuit. to file a lawsuit or decision that a 

lawsuit will not be filed against it on a 
matter; dismissal of a lawsuit for want 
of prosecution or on motion of the 
plaintiff; or final decision of a court (or 
of a court on appeal, if applicable) in 
a lawsuit. 

ARCHIVES NOTE: cases thai sellegal 
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, 

Public Information Requests - Not AC+l AC+l AC = End of fiscal year after date 
Exempted request fulfilled . 

Indudes all correspondence and documentation 
relating to requests for records that are furnished to 
the public under Public Infoonation Act (Chapter 
552, Govemment Code). Formerly Open Records 
Requests - Approved. Includes Certifications. 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 21 of 32 

10. 11 . 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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

CE - Calendar Year End 
FE - Fiscal Year End 

LA - lne of Asset 
MO- Months 

PM - Permanent 
US - Until Superseded 

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

SLR 105 
Rev. 06105 



Commission 

2 . Agency 
Code 466 

4. 5. 

Records 
Series 

Item No. 

1.1.021 

5.1.015 

1.1.064 

1.1.008 

Agency 
Item 
No. 

L .10 

L.11 

L.13 

LIC.1 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3 . Agency 
Name 

6. 

Record Series Title 

Public Information Requests - Exempted 
Indudes all correspondence and documentation 
relating to requests for records that are exempt 
under the Public Information Act (Chapter 552, 
Government Code). Formerly Open Records 
Requests - Denied. 

Open Records Request Tracking 
Records 

Departmental Performance Measures 
Documentation 
Any records of an agency needed for the 
documentation of output, ou tcome, efficiency, and 
explanatory measures in an agency's appropriations 
request or strategic plan, and for perfonnance 
measures used to manage the agency. Includes 
Monthly NumbersIReport. 

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

Office of Consumer Credit Commissioner 
7. 8 . 

I-......:.R"e"te::;:.:n"tio",nc:...:.P-re"r.:.:io"d'-...--1 Archival 

A en 

AC+2 

FE+2 

FE+ l 2 

1 

Total 

AC+2 

FE+2 

FE+3 

1 

9. 
Remarks 

AC = End of fiscal year after date of 
notification that records are exempt. 

CAUTION: The FE + 3 retention period 
overrides any shorter retention period for a 
reoords series in this schedule if the records 
series is needed for documentation of agency 
performance measures. 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 22 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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 - Pennanent 
US - Unti l Superseded 

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

SLR 105 
Rev. 06105 



Conmlission 

2. Agency 
Code 466 

4. 5 . 

Records 
Series 

Item No. 

1.1 

1.1 

1.1 

1.1 

1.1 

1.1 

Agency 
Item 
No. 

LIC.3 

LlC.4 

Lle.5 

LlC.6 

LlC.l 0 

LlC.l l 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6 . 

Record Series T itle 

License Appl ications - Den ied Business 

License Applications - Withdrawn 
Business 

License Files - Businesses 
Indudes correspondence. license files. and Ucense 
Database. 

License Files - Pawnshop Employee 
Indudes correspondence, license files, and 
Pawnshop Employee Database. 

License Renewals 
Regulated entities annual renewals, 

Licensee Annual Reports 
Annual reports received from regulated entities. 

Office of Consumer Credit Commissioner 
7. 8. 

f---,-R",e",te",n."t",io"-n"Pc,e",rc:io,,,d=-----1 Archival 

A en 

AC+l 4 

AC+ l 4 

AC+l 9 

AC+l 4 

FE+l 2 

FE+ l 2 

Total 

AC+5 

AC+5 

AC+l0 

AC+5 

FE+3 

FE+3 

9. 
Remarks 

AC = End of fiscal year after account 
closed. 

AC = End of fiscal year after account 
closed. 

AC = End of fiscal year after account 
closed which includes cancellations, 
transfers, revocations, etc. 

NOTE: lIC.2 license Records Database was 
rolled into this record series. 

AC = End of fiscal year after account 
closed 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 23 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

95-466·003 

11 -466-006 

95-466-002 

00-466-004 

11-466-008 

11 -466-009 

Archival Codes (Field 8) 

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 A - Transfer to State Archives 
US - Until Su erseded R - Review b State Archivist 

SLR 105 
Rev. 06105 
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Commission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

1.1.064 LlC.12 

1.1 LlC.1 3 

1.1 LlC.14 

3.1 .026 LlC.15 

3.1.001 P.l 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Departmental Performance Measures 
Documentation 
Any records of an agency needed for the 
documentation of output, outcome. effidency. and 
explanatory measures in an agency's appropriations 
request or strategic plan, and for performance 
measures used to manage the agency. Indudes 
Monthly NumbersIReport. 

L icense Files - Pawnshop Employee-
Denied 

License Files - Pawnshop Employee -
Withdrawn 

Criminal History Checks 

Applications for Employment - Not Hired 
Applications , resumes, transcripts. letters of 
reference , and similar documents whose 
submission by candidates for vacant positions is 
required on the application fann, by application 
procedures, or in the employment advertisement. 

Office of Consumer Credit Commissioner 
7. 8. 

f---'-.R",e",t ernC-'t",ioc.n"P-,e",r",io",d'--------1 Arch i va I 

A en Tolal 

FE+1 2 FE+3 

AC+1 4 AC+5 

AC+1 4 AC+5 

AC AC 

2 2 

9. 
Remarks 

CAUTION: The FE + 3 retention period 
overrides any shorter retention period for a 
records series in this schedule if the records 
series is needed for documentation of agency 
performance measures. 

AC = End of fisca l year after account 
closed. 

AC = End of fiscal year after account 
closed. 

AC = The criminal history record has 
served the immediate purpose for 
which it was obtained. 

29 CFR 1602.31 (State Agencies]. 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 24 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

05-466-005 

11 -466-007 

Archival Codes (Field 8) 

AC - After Closed, Tenninated, Completed, Expired . Settled 
AV - Administrative Value 

CE - Calendar Year End 
FE - Fiscal Year End 

LA - Life of Asset 
MO- Months 

PM - Permanent 
US - Until Superseded 

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

S l R 105 
Rev. 06105 



Commission 

2. Agency 
Code 466 

4. 5. 

Records 
Series 

Item No. 

1.1 .008 

3.2.003 

3.3.011 

3.2.010 

Agency 
Item 
No. 

P.2 

P.3 

P.4 

P.5 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

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

Federal/State Payroll Reporting 
Indudes FICA records, 941 file, 1099, W2, and 
olher tax records. 

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

Human Resources Information System 
(HRIS) Reports 

Indudes supporting documentation. Comptroller's 
Office; Includes Benefit Information; and EEO 
Report . 

Office of Consumer Credit Commissioner 
7. 8. 

Retention Period Archival 
~=---------------~ 

9. 
Total Remarks 

1 1 

AC+2 2 AC+4 AC = Tax due date, date the claim is 
filed, or date tax is paid whichever is 
later. 

26 CFR 31.6001 • 1 (e)(2). 

AC+5 70 AC+ AC = Termination of employment. 

75 See item number 3.1.038. 

AC+4 AC+4 AC = After staff review. 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 25 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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 Su erseded 

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

SLR 105 
Rev. 06105 



Commission 

2. Agency 
Code 466 

4 . 5. 

Records Agency 
Series Item 

Item No. No. 

3.3.015 P.6 

3.3 P.7 

3.3.024 P.B 

3.2.002 P.9 

4.6.002 P.10 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Positions/Job Classif ication Review File 
Records (elating to review and monitoring of job 
classifications within an agency. 

Personnel Files 
Contents of files = Employee Insurance Record; 
Performance Appraisals; Personnel Correction 
Action Documentation; Personnel Disdplinary 
Action Documentation; Personnel 
Information/Action Forms; Position/Job Description; 
Employee Benefits-Other than Insurance-Tex-Flex; 
Employee Recognition Records; Employee 
Deduction Authorization; W4 Forms; Direct Deposit 
Application/Authorization; and State Deferred 
Compensation. 

Personnel Polic ies and Procedures 
Any internally distributed manuals. guidelines, or 
similar records that define agency wide poticies and 
procedures oonceming the personnel of an agency. 

Reports/USPS 
Indudes Payroll Detail Report. 

Reconciliation Papers/USPS 

Office of Consumer Credit Commissioner 
7. 8 . 

f----,-,R",e",teT'n"t",io",n"'P-ie",r",io",d'-----I Archival 

US 3 

AC+5 

US+1 2 

4 

FE+1 2 

Total 

US+3 

AC+5 

US+3 

4 

FE+3 

9 . 
Remarks 

AC = Termination of employment 
then merges with P.4 . 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 26 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

AC - After Closed, Tenninated, Completed. Expired, Settled 
AV - Administrative Value 

CE - Calendar Year End 
FE - Fiscal Year End 

LA - Life of Asset 
MO- Months 

PM - Permanent A - Transfer to State Archives 
US - Until Su erseded R - Review b State Archivist 

SLR 105 
Rev. 06105 



Commission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

3.4.008 P.1 1 

3.3.022 P.13 

3.4.006 P.14 

5.4.001 P.15 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Sick Leave Pool Documentation 
Requests submitted , approvals, number of hours 
transferred in and out, etc. 

Texas Workforce Commission (TWC) 
Reports 

Reports to the agency from TWe or its predecessor 
pertaining to employees. Indudes Employee-
Quarterty Unemployment Tax. 

Time Sheets 

Accident Reports and Associated 
Documentation 

Formerly Workers Compensation Reports. Accident 
or occupational disease reports (by supervisors and 
employees) and other associated reports required 
to be submitted to the Texas Department of 
Insurance or its predecessors or maintained 
internally on accident frequency. 

Office of Consumer Credit Commissioner 
7. 8. 

I-....:..;R",e;;te"n"r",lo",nc.:P-ie",r.:.:io"d=-----1 Archival 

A en Total 

FE+1 2 FE+3 

AC+3 AC+3 

2 2 4 

CE+1 4 CE+5 

9. 
Remarks 

AC = After staff review merged into 
P.3. 

40 TAC 815.106(i). 

NOTE: Includes Record Series 3.4.004 and 
3.4.007. 

29 CFR 1904.33. The Texas Department of 
Insurance retains copies of the reports 
submitted to it for 50 years. 

SLR 105 

Form SLR 105C must 
accompany this form. 

1. Pa e 27 of 32 

10. 11 . 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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 Su erseded 

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

SLR 105 
Rev. 06105 



Commission 

2. Agency 
Code 

4. 

Records 
Series 

Item No. 

1.1.064 

3.1 .029 

466 

5. 

Agency 
Item 
No. 

P.16 

P.17 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Departmentat Performance Measures 
Documentation 

Any records of an agency needed for the 
documentation of output, outcome. efficiency. and 
explanatory measures in an agency's appropriations 
request or strategic plan, and for performance 
measures used to manage the agency. Indudes 
Monthly NumberslReport. 

Employment Eligibili ty, Documentation 
or Verification of 

Federal reporting form (INS 1-9). 

Office of Consumer Credit Commissioner 
7. 8. 

f---'..:R",e.::te;:n:..:ti",o",n"'P-ie",r.::io"d=-----l Archival 

A en Total 

FE+1 2 FE+3 

AC+1 AC+1 

9. 
Remarks 

CAUTION: The FE + 3 retention period 
overrides any shorter retention period for a 
records series in this schedule if the records 
series is needed for documentation of agency 
performance measures. 

AC = Termination of employment. 

CAUTION: Federal regulation requires that 
INS 1-9 forms be retained for 3 years from 
date of hire or 1 year after separation of the 
employee, whichever later. Agencies should 
make certain that the INS 1-9 forms for 
employees who terminate from an agency less 
than 3 years from date of hire are kept for the 3 
year retention period. 

S CFR 274a .2(b~2)(i)(A) and (cX2). 

SLR 105 

Form SLR 10SC must 
accompany this form. 

1.Pae 28 of 32 

10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Archival Codes (Field 8) 

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

CE - Calendar Year End 
FE - Fiscal Year End 

LA - Life of Asset 
MO-Months 

PM - Permanent 
US - Until Superseded 

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

SLR 105 
Rev. 06105 



Commission 

2. Agency 
Code 466 

4. 5. 

Records 
Series 

Item No. 

3.1.014 

3.1.018 

3.3.004 

Agency 
Item 
No. 

P.1 8 

P.19 

P.20 

Relention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series TiUe 

Employment Selection Records 
Indudes notes of interviews with candidates, 
questions asked of applicants, audio and 
videotapes of job interviews, driving record and 
previOUS injury checks, pre-€mployment physical 
examinations, pre-employment drug screening test 
results. polygraph examination results; and all other 
records that document the selection process. 

Grievance Records 
Records relating to the review of employee 
grievances against personnel polities. working 
ronditions, etc. 

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

Office of Consumer Credit Commissioner 
7. 8. 

Retention Period Archival t---'-='T"""-'-'-F==-----j 
9. 

A enc Total Remarks 

2 2 29 CFR 1602.31 (State Agendesl. 

CAlJTION: Does not include criminal history 
checks. SEE item number 3.1.026. 

AC+2 AC+2 AC = Final decision on the grievance. 

CAUTION: Does not include (annal complaints 
filed by an agency employee with the Equal 
Emptoyment Office (EEO) of the U. S. 
Department of Labor. SEE item number 
1.1.048. 

US+1 US+l 29 CFR 1627.3(b)(2). 

SLR 105 
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AC - After Closed. Terminated. Completed, Expired, Settled 
AV - Administrative Value 

CE - Calendar Year End 
FE - Fiscal Year End 

LA - Life of Assel 
MO- Months 

PM - Permanent 
US - Until Superseded 

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

2. Agency 
Code 466 

4 . 5. 

Records 
Series 

Item No. 

3.4.001 

3.4.002 

3.1.034 

Agency 
Item 
No. 

P.21 

P.22 

P.23 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name 

6. 

Record Series Title 

Accumulated Leave Adjustment 
Requests 

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

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

Office of Consumer Credit Commissioner 
7. 8. 

f----'.CR",e",teT'n.:.:t",io::.nc:p,e",r",io:::d'-.-i Archival 
9. 
Remarks A ene Total 

FE+3 FE+3 

FE+3 FE+3 

AV AV SEe item number 3.1.014 for resumes, 

SLR 105 

Form SLR 10SC must 
accompany this form. 
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10. 11. 
TSLAC 
ONLY 

Amend. 
106 No. No. 

Resume/Job Applications Unsolicited 
Retention period applies if an agency replies to the whether solicited or unsolicited, that are used 

sender of a resume that it will be kept on fi le should 
future job openings occur. 

3.2.002 P.24 Employee Earnings Records 4 

3.2.007 P.25 Unemployment Compensation Records AC+5 

Retention Codes (Field 7) 

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

CE - Calendar Year End 
FE - Fiscal Year End 

SLR 105 
Rev. 06105 

in any way in the empJoyment selection 
process. 

4 
40 TAG 815.106(i). 

AC+5 AC = Claim settled. 

LA - Life of Asset 
MO- Months 

PM - Permanent 
US - Until Su erseded 

Archival Codes (Field 8) 

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



Commission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

5.3.007 PUR.l 

5.1.001 PUR.2 

1.1 .008 PUR.3 

5.3.008 PUR.4 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name Office of Consumer Credit Commissioner 

6. 7. 8. 

Archival 

9. 
Record Series Title A en Total Remarks 

Bid Documentation FE+l 2 FE+3 CAUTION: If a formal wri tten contract is the 

Indudes bid requisition/authorizations, invitations to result of a successful bid or reques( for 

bid or propose, bid specifications. accepted and proposal . the successful bid or request for 

rejected bids, and bid tabulation/evaluations. proposal and its supporting documentation 
must be retained for the same period as the 
contract SEE item number 5.1.001 an 
5.2.028. 

Contracts and Lease Agreements AC+4 AC+4 AC = End of fiscal year after 
Contracts, leases, and agreements include general expiration or termination of the 
obligation , land lease, utilities, and construction instrument according to its terms. 
except for buildings. Documents indude 
specifications. affidavits of publication of calls for SEE item number 5.2.028 for building 
bids, accepted bids, performance bonds, contracts, construction contracts and item number 
purdlase orders , inspection reports, and 5. 1.017 for contract logs. 
correspondence. 

Correspondence - General 1 1 
Non-administrative incoming/outgoing and internal 
correspondence, in any media, pertaining to or 
arising from the routine operations of the polities. 
programs, services, or projects of an agency. 

Purchasing Order Registers FE+1 2 FE+3 
Log. register, etc., providing a record of purchase 
orders issued, orders received, and similar data on 
procurement status. 
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AC - After Closed, Terminated, Completed, Expired, Settted 
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CE - Calendar Year End 
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LA - Life of Asset 
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PM - Permanent 
US - Until Su erseded 

A - Transfer to State Archives 
R - Review b State Archivist 
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Commission 

2. Agency 
Code 466 

4. 5. 

Records Agency 
Series Item 

Item No. No. 

R.2 

1.1.008 R.3 

As of 091261201 1-4:45 p.m. 

Retention Codes (Field 7) 

STATE OF TEXAS 

Records Retention Schedule 

3. Agency 
Name Office of Consumer Credit Commissioner 

6. 7. 8. 

Archival 
g. 

Record Series Title A en Total Remarks 

Registered Entities - Registration and CE+1 2 CE+3 
Renewa ls 

Correspondence - General 1 1 
Non-administrative inoomingloutgoing and internal 
correspondence, in any media, pertaining to or 
arising from the routine operations of the policies, 
programs, services, or projects of an agency. 

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 

S LR 105 
Rev. 06105 
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