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July 17, 2013

Ms. Arlethia Middleton

Chief Financial Officer

Board of Chiropractic Examiners
Hobby Bldg, 333 Guadalupe, Ste 3-825
Austin, TX 78701

Re: Board of Chiropractic Examiners
6th Recertification, Amendment Number 1

Dear Ms. Middleton:

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,

G i

Craig Kelso
Director and State Records Administrator

Enclosure
cc: State Auditor, State Archivist
cc: (without enclosure) Yvette Yarbrough

R01.508/508



M-

Texas

State Library
and Archives
Commission

STATE OF TEXAS
Records Retention Schedule Certification

SLR 105C

must accompany all
submissions of this form.

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

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

Agency Code 508

Texas Board of Chiropractic
Agency Name Examiners

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

gljecertiﬁcation - 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)

Form SLR 105 or SLR 122

Noy L
Signature in ed g4 o,
t s e
Name (Print or type) nmg
Date

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

Signature LQJURAML (QL@@%Q

Name (Print or type) ?a Ac, OS [o Qv e

pate & /x// /3

(Check one)
(] Agency Head
Records Manaéement Officer
Signature
Name (Print or type) lebua, B "Middledpo

Date | L\'ic"\ 5

Cert/Recert No. 6 Amendment No.

SLR 105C
Rev. 9/11




CAUTION

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

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

State and Local Records Management Division
Texas State Library and Archives Commission

[



Texas T
State Library

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

‘and Archives
Commission | 1. Page of 1
2. Agency | 3. Agency
Code 508 Name Texas Board of Chiropractic Examiners
4, 5. 6. 7. 8. 10. 1. 12.
Current
Records Agency Retention Period Archival Schedule
Series item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency [Storage| Total Remarks 106 No. No. |ltemNo.| Type
40 TAC 815.106(1). 16 | 3.202 C
. Agency policy to retain
3.2.002 [3.202 Employee Earnings Record/Payroll FE+4 4 |FE+8 [ A longer than TSLAC
minimum.
3.4.006 |[3.406 Time Cards and Time Sheets FE+3 3 | FE+6 | A 21 | 3.406 C
4.2.001 |4.201 Cash Deposits Vouchers FE+3 3 [FE+6 | A 22 | 4.201 C
4.2.005 |4.205 Purchase Vouchers FE+3 3 | FE+6 | A 23 | 4.205 C
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives [N — New
Completed, Expired, Settied 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




and Archives
Commission

State and Local
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78711-2927
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Commmission Chatrman
Sandra J. Pickett

Members

Sharon T. Carx
Martha Doty Freeman
Larry G. Holt

Scott McAfee

Sally Reynolds
Michae] C. Waters
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Making
information
work

Jor all
Texans

General Information 512-421-7200 ® Main Fax 312-421-7201
Records Center Services Fax 512-421-7255 © Records Management Assistance Fax S12-421-7287

August 7, 2009

Ms. Arlethia Middleton

Chief Financial Officer

Board of Chiropractic Examiners
Hobby Bldg, 333 Guadalupe, Ste 3-825
Austin, TX 78701

RE: Board of Chiropractic Examiners
Retention schedule due last working day of August 2012.

Dear Ms. Middleton:

Enclosed is a copy of your recertified records retention schedule. Please ensure all old copies of the
schedule are superseded with this recertified copy.

Your recertified retention schedule provides you with continuing authorization to dispose of agency
records according to its terms. Please note that state regulations (13 TAC §6.8) require
documentation of the final disposition of records by your agency. This requirement may be met by
maintaining a disposition log or other evidence of the records series titles, dates covered, volume,
and date of disposition. We urge on you the importance of disposing of the records of your agency
in a timely manner in accordance with the retention periods on your schedule. The destruction of
any records of your agency not on your schedule requires special authorization from us.

During a certification period, state regulations (13 TAC §6.4) also require the submission of
amendments to the retention schedule as needed to keep the information in the schedule current. If
you are not familiar with the amendment process, contact the government information analyst
assigned to your agency.

Your efforts in maintaining an up-to-date records retention schedule are appreciated. It not only
helps to ensure the integrity of your recordkeeping practices, but it is also essential to the success of
your records management program. Your schedule will be due for recertification on the last
working day of August 2012. If you have any guestions, call the information analyst assigned to
your agency, Bret Adams, at 512-421-7204.

Sincerely,

fl{cm Ferrari
Director and State Records Administrator

Enclosure

cc: State Auditor, State Archivist
cc: (without enclosure) Glenn Parker

/

R01-508/508



STATE OF TEXAS
Records Retention Schedule Certification

SLR 105C

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

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

Agency Code 508

Texas Board of Chiropractic
Agency Name _Examiners

{Check one)
] Initial Certification - Form SLR 1‘05
[ﬂ/Recertiﬁcation - Form SLR 105
[ Amendment - Form SLR 122
I hereby certify that this records retention schedule was

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

(Check one) ;:.Stgr.léture A

(] Agency Head ;Name (Print or type) |

m{?ecords Management Officer F >

:_Date

Signature /F rM,f &Q{Qﬂm
Name (Print or type) x’.A"f\\nu V\ M\(i&, &JrOvu 8 _ LR
Date (0’9\0\ -9 ..(.3erb'Recert No. - : (‘5' :.":Aﬁgnqmen:t_.N_o_._..:';._. :
SLR 105C

Rev, 2/09




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.

: tate and Local Records Management
September 2007



SLR 105

. Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule e 4 @ 1
2. Agency - | 3. Agency -
Code 508 Name  Texas Board of Chiropractic Fxaminers
4. 5. 6. 7. T 10.
8.
Records Agency Retention Period Archival
Series itern 8.
Item No. No. Record Series Title Agency | Storage| Total Remarks 106 No.

AC = Publication or rélease of final

: audit findings. The State Auditor's
1.1.002 11102 Audits AC+7 AC+T Ofiice retains any copies of its audits
performed on Texas state agencies.

AC = September 1 of odd-numbered
calendar years. The archival
requirement is met by sending the
1.1.004 |1.104 Legislative Appropriations Requests AC+8 AC+8 | A Irequired copies of the requests to the
Texas State Publications Depository
Program. Texas State Library and
Archives Commission.

Complaint Records — Complaints received AC = Final disposition of the
1.1.006 1.106 about the Agency. AC+2 AGH2 complaint.
1.1.007  |1.107 Correspondence — Administrative 3 3[R _
1.1.008 1.108 Correspondence — General i 1 SEE: comment o item 1.1.007, SEE

ALSO item number 1.1.010.

CAUTION: A record of this type
purchased with personal funds, but
used by a staie official or employee

11.013 |1.113  |Calendars, Appointment and Itinerary | .., CE+1 |R lto document his or her work activities
Records . : .
may be a state record and subject to
this retention period. See Open
Records Decision 635.
Retention Codes (Field 7) Archival Codes (Field 8)
AC - After Closed, Terminated, Comp!eted 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. 2/09



SLR 105

Form SLR 105C must

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

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

STATE OF TEXAS accompany this form.
Records Retention Schedule 2 d 1
2. Agency 3. Agency
Code 508 Name  Texas Board of Chiropractic Examiners
4, 5. 6. ' 7. 10.
8.
Records Agency Retention Period Archival
Series {tem 9.

ltem No. Noa. Record Series Title Agency |Storage} Total Remarks 106 No.

Legal Opinions and Advice — From gggl:ghé;'fd%?:engrfgg];%%{:%al
11014 [1.414  [39encyLogalcounsel arthe Atomey | 5 AV [R |matterin litigation or with regard to

SR bevivtin ganyreq 9 pending litigation. SEE item number
pinians. 1.1.048.
: Public Information Requests — Not _

1.1.020 1120 Exempted _ AC+1 AC+1 | AC = Date request fulfilled.

Public information Requests — AC = Date of notification that records
1.1.021  |1.121 Exempted AC+2 AC+2 are exempt,
11026 (1126  |Texas Register Submissions ACH+1 AC+ éggfsgft.e of publication in the Texas
1.1.027 [1.127 Proposed Legislation AV AV

. AC = End of term in office or
1.1.040 [1.140 Speeches, Papers and Presentations AC AC R [termination of service in a state
position. _

1.1.048 |1.148 Litigation Files ACH+1 AC+1 |R JAC = Final decision.

Registration Logs —~ Logs or simitar

records used to register persons appearing

before state agencies as required by AC = Report filed with the Texas
1.1.088 11193 | ohapter 2004, Government Code, including | AC AC Ethics Commission.

quarterly reports filed with the Texas Fthics

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

PM — Permianent
US ~ Uniil Superseded

A —
R — Review by State Archivist

Transfer to State Archives

_SLR105
Rev. 2/09 -



SLR 105

Form SLR 105C must

STATE OF TEXAS ‘ . accompany this form.
Records Retention Schedule

2. Agency- 3. Agency
Code 508 Name  Texas Board of Chiropractic Examiners
4, 5, 8. 7. 10.
8.
Records Agency Retention Period Archival
Series tem : ' 9.
ltem No. No. Record Series Title Agency [Storage| Total Remarks 106 No.

AC = September 1 of odd —
numbered calendar years. The

- {archival requirement is met by
1.1.0585 1.155 Strategic Plans AC+8 AC+8 | A sending required copies to the Texas
State Publications Depository
Program. TSLAC.

14057 |1.157  |Transitory Information AC AC Ao - Furpose of record has been
1.1.058 1.158 Meeting Agenda and Minutes PM PM A
1.1.062 1.162 Meetings — Supporting Documentation |2 2 A
Agency Performance Measures
Documentation — Any records of an CAUTION: The FE + 3 retention
agency needed for the documentation of period overrides any shorter retention
output, cutcome, efficiency, and period for a recard series in this
11084 11.164 explanatory measures in an agency's FE+S FE+3 schedule if the records series is
appropriations request or strategic plan, needed for documentation of agency
and for performance measures used to performance measures.

manage the 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 — Months US — Until Superseded] R —Review by State Archivist
SLR105

Rev. 2/09



SLR 105
Fonm SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule . ¢ & 1
2. Agency 3. Agency ) :
Code 508 Name  Texas Board of Chiropractic Examiners
4, 5. B. 7.
8.
Records | Agency Retention Period | Archival
Series liem : g,
ltem No. No. Record Series Title Agency |Storage| Total Remarks
: AC = September 1 of odd-numbered
1.1.068 {1.168 Reports on Performance Measures AC+HE AC+8 calendar years.
Original is retained by the State and
1.2.005 1.205 Records Retention Schedule (SLR 105) |US us Local Records Management Division,
TSLAC.
AC = Date of authorization for
destruction, permanent transfer from
12006 |1.206 Records Transmittal Forms AC+2 AC+2 storage or fransfer to the Archives
and Information. Services Division,
. TSLAC,
. . Original is retained by the State and
Request for Authority to Dispose of ] : e
1.2.008 |1.208 State Records (RMD 102) FE+3 FE+3 | %osﬁ g{ecords Management Division,
1.2.010 M.210 Records Disposition Logs 10 10
Record Center Storage Approval Forms
1.2.011 1.211 (RMD 106) - Agency copy. us us
1.2.012 1.212 Records Inventory Worksheets us Us
1.3.002  |1.302 Publication Development Files AV AV R
Category 2: Electronic Data Processing
Records .
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. 2/08



SLR 105
: Form SLR 105C must
Texas STATE OF TEXAS accompany this form.
State Library - o :
Records Retention Schedule e 5 &
2. Agency 3. Agency
Code 508 Name  Texas Board of Chiropractic Examiners
4. 5. 6. 7. 10.
8.
Records Agency Retention Period Archival
Series ltem . ' 9.
ltem No. No, Record Series Title Agency |Storage| Total Remarks , 106 No.
AC =Until elecironic records are
transferred to and made usable in a
. new software environment, 13 TAC
6.24,
Software Programs — Automated software ’
2.1.007 2.207 e . AC+1 ACH
applications and operating system files. CAUTION: Software needed for
access to elecironic records must be
retained for the period of time
required to access the records.
AC = Until electronic records are
transferred to and made usable ina
new hardware environment or there
are no electronic records being
retained to meet an approved
retention period that require the
2.1.008 2208 Hardware Documentation AC+1 AC+1 hardware to be retrieved and read.
13 TAC 6.94.
’ CAUTION: Software needed for
access o electronic recards must be
retained for the period of fime
required to access the records.
Category 3: Personnel Records
3.1.001 3.301 Application for Employment — Not Hired 2 2 29 CFR 1602.31
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. 2/09



SLR 105
Form SLR 165C must
STATE OF TEXAS : accompany this form.
Records Retention Schedule 6 & 1
2. Agency 3. Agency
Code 508 Name  Texas Board of Chiropractic Examiners
4. 5. 6. - 7. 6 10.
Records Agency Retention Period Archival
Series ltem 9, - :
ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No.
3.1 Personnel Files AC+5 AC+H AC = Temination of employment,
AC = Until superseded or termination
of employment.
3.1.011 3111 Employee Insurance Records AC AC CAUTION: Documents that serve as
payroll deduction authorizations must
be maintained for the retention period
prescribed for item number 3.2.001.
Employment Opportunity '
3.1.012 3.112 Announcements - 2 2 29 CFR 1602.31.
AGC = Expiration or termination of the
3.1.013 3.113 Employment Contracts : AC+4 AC+4 contract according to its terms.
Employment Selection Records —
Includes notes of interviews with
candidates, questions asked of applicants,
audio and videotapes of job interviews,
8.1.014 3.114 driving record and previous injury checks, 2 2 26 CFR 1602.31.
pre-employment physical examination
results, and all other records that document
the selection process.
Grievance Records — Records relating to
3.1.018 3.118 the review of employees grievances against] AC+2 AC+2 AC = Final decision on the grievance.
personnel policies, working canditions, etc.
3.1.019 3.119 Performance Appraisals 2 2 29 CFR 1620.32 (¢).
Retention Codes (Fieid 7) ' Archival Codes (Fiefd 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. 2/03



SLR 105

Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule e 7 & 1
2. Agency 3. Agency
Code 508 Name Texas Board of Chiropractic Examiners
4, - 5. 6. 7. ' 10.
_ 8.
Records Agency . Retention Period Archival
Series. liem _ 9.
ltem No. No. - -__Record Series Title Agency |Storage| Total Remarks 108 No.
3.1022 3.122 Personnel Information or Action Forms 2 2 289 CFR 1602.31.
AC = Until superseded or job

3.1 .023. 3.123 Position/Job Description AC+4 AC+H4 eliminated. .40 TAC 815.106(j).

AC = The criminal history record has
3.1.026 3.126 Criminal History Checks AC AC served the immediate purpose far
which it was obtained.

AC = Termination of employment.

CAUTION: Federal reguiation
requires that INS 1-8 forms be
retained for 3 years from date of hire

Employment Eligibility Documentation or 1 ’year after.separatlon of the .
3.1.020 |3.129 |or Verification of — Federal reporting form | AC+1 Ac+1 | [employee, whichever later. Agencies
(INS 1-9) should make certain that the INS -9
forms for employees who terminate
from an agency less than 3 years
from date of hire are kept for the 3
vear retention period.
8 CFR 274 a. 2(b) {2) (i)}{A) and
(c)(2).
Retention Codes (Field 7) Archival Codes (Field 8)
AC - After Closed, Terminated, Completed, Expired, Settled CE —Caiendar 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. 2/09



- SLR 105

| Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule e 8 4 1
2. Agency 3. Agency
Code 508 Name  Texas Board of Chiropractic Examiners
4. 5. 6. 7 10.
8.
Records Agengy Retention Period Archival
Series item ‘ 9.
ltem No. No. _Record Series Title Agency |Storage| Total Remarks 106 No.
AC = Until superseded or termination
of employment.
3.1.031 3.131 Employee Benefits ~ Other Than AGC+2 AC+2 CAUTION: Documents that serve as

rance, . . g
Insurance payroll deduction authorizations must

be maintained for the retention period
prescribed for item number 3.2.001.

Employee Deductions Authorizations -
Documentation used to start, modify, or
3.2.001 3.201 stop all voluntary or required deductions AC+4
' from payroll, including garnishment or other
court-ordered attachments.

AC = After termination of employee
ACHA or after amendment, expiration, or
termination of authorization,
whichever sooner.

20 TAC 815.106 (). Agency policy
3.2.002 3.202 Employee Eamings Records FE+4 FE+4 to retain longer than TSLAC
minimurm.

AC = Tax due date, date claim is

Federal Tax Records - Includes 1099, filed, or date tax is paid whichever is
3.2.003 3208 W2, FICA, and other tax records. AC+H AC+4 {ater.
26 CFR 31.6001-1(e){2}.
W-4 Forms — Employer’s copy of AC = Until superseded, obsclete, or
3.2.005 3.205 Employee’s Withholding Exemption AC+4 AC+4 upon separation of employee.
Certificate 26 CFR 31.6001-1 {(e)(2).
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. 2/09



SLR 105
Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule e 8 @ 7
2. Agency 3. Agency
Code 508 Name  Texas Board of Chirapractic Examiners
4, 5. 6. 7. o
: 8.
Records Agency Retention Period Archival
Series ltemn 9.
{tem No, No. Record Series Title Agency |Storage| Total Remarks 106 No.
3.2.008 13.208 Direct Deposit Application/Authorization | US us
' AC = All accounts with a vendor or
vendors for the individual participant
have been closed. Forinstructions
regarding the determination of the
. ) closure of accounts and for additional
3.2.008 3.209 State Deferred Compensation Records {AC+5 ACH5 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 Resource Information System e s .
3.2.010 3.210 (HRIS) Reports AC+4 AC+4 AC = Until account is distributed.
33.001 [8301  |Affirmative Action Plans 5 5 ﬁ?ag R 30.8(e) for apprenticeship
3.3.004 3.304 Benefit Plans US+1 US+1 29 CFR 1627.3(b){2).
. AC = Termination of employment.
3.3.011 3.311 Former Employee Verification Records |[AC+75 AC+TS See item 3.1.038.
Texas Workforce Commission (TWG)
3.3.022 3.322 Reports 3 3
Retention Codes (Field 7} Archival Codes (Field 8)
AC — After C.losed, Terminated, Completed, Expired, Setiled CE - Calendar Year End LA~ Ljie 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, 2/09



SLR 185
Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule e o @ a7
2. Agency 3. Agency
Code 508 Name  Texas Board of Chiropractic Examiners
4. 5. 6. 7.
8.
Records Agency Retention Period Archival
Series ltern 2
ltern No. No. Record Series Title Agency |Storage| Total Remarks
Reimbursable Activities, Requests and
Authorizations to Engage in — Requests
for travel; participation in educational
3.3.023 3.323  |programs, workshops, or college classes or | FE+3 FE+3
other work-related activities for which the
expenses of the employee are defrayed or
reimbursed.
Personnel Policies and Pracedures —
Any intemally distributed manuals,
3.3.024 [3.324 guidelings, or similar records that define
agency wide policies and procedures
concerning the personnel of an agency. US+3 US+3
EEO Reports and Supporting
3.3.031 13.331 Documentation - Includes documentation 29 CER 1602.32. 1602.39. 1602.41
used to complete EEC reports. 3 3 1602.48, and 1602.50.
3.4.002 3402 Leave Stafus Reports FE+3 FE+3
: . g ) Agency policy fo retain longer than
34004 |3.404 Overtime Authorizations FE+2 FE+2 TSLAG minimun.
. . 40 TAC.815.106(1). Agency policy to
34.006 |3.406 Time Cards and Time Sheets FE+4 FE+4 retain longer than TSLAC minimum.
3.4.007 |3.407 Time Off and/or Sick Leave Requests FE+3 FE+3 :
Category 4: Fiscal Records
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 Archi\{es
AV — Administrative Value ) FE — Fiscal Year End MO - Months US — Until Superseded| R — Review by State Archivist

SLR 105
Rev. 2/09



SLR 105
Form SLR 105C must
STATE OF TEXAS - | accompany this form.
Records Retention Schedule . 4 &
3. Agency
508 Name  Texas Board of Chiropractic Examiners
5. 8. A 10.
8
Records Agency Retention Period Archival
Series ltem 9.
ltem No. No. ___Record Series Title Agency |Storage| Total Remarks 1106 No.
4.1.001 14101 Accounts Payable Information FE+3 FE+3
CAUTION: Does not include long
- . distance ielephone billing detail. SEE
4.1.602 4,102 Billing Detail FE+3 FE+3 itern numbers 5.5.001, 5.5.006 and
5.5.007.

4.1.003 4.103 Canceled Checks/Stubs/Warrants/Drafts | FE+3 FE+3
4.1.004 14104 Encumbrance Detail FE+3 FE+3
4.1.005 4,105 Inventory and Other Cost Files FE+3 FE+3
4.1.007 }4.107 Transfers or Budget Revisions FE+3 FE+3
4.2.001 4.201 Cash Deposit Vouchers FE+3 FE+3

Cash Receipts — Includes receipts for fees
4.2.002 4202 {permits, licenses, renewals, etc.) FE+3 FE+3
4.2.003 4203 Daily Cash Receipts Logs FE+3 FE+3

Purchase Vouchers — Requisitions, . :

orders, recelving reports, invoices, or
4.2.005 4.205 statements, change orders, best value FE+3 FE+S

determinations, ete.
4.2.008 [4.206 General Journal Vouchers FE+3 FE+3
42007 |4207 St)(c:pendlture Vouchers - Travel, payroll, FE+3 FE+3
4.3.002 [4.302 Receipts Journals or Registers FE+3 FE+3
43.003  [4.303 Expenditures Journals or Registers FE+3 FE+3
4.4.001 _ [4.401 General and Subsidiary Ledgers FE+3 FE+3
4.4.002 4402 Accounts Receivable Ledgers FE+3 FE+3
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
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SLR 105

Form SLR 1058C must

STATE O F TEXAS accompany this form.
Records Retention Schedule e 12 @ 17
2. Agency 3. Agency
Code 508 Name  Texas Board of Chiropractic Examiners
4. 5. 6. 7. 10.
8,
Records | Agency Retention Period Archival
Series ltem 8.
liern No. Na. Record Series Title Agency |Storage| Total _Remarks 106 No.
44003 |4.403 Accounts Payable Ledgers FE+3 FE+3
4.5.001 4.501 Warksheets for Preparing Fiscal Reports|{ FE+3 FE+3
Internal Fiscal Management Reports —
4.5.002 4.502 Includes agency monthly budget reports FE+3 FE+3
Annual Financial Reports — Required by oL
45003 |4503 |the General Appropriations Act(100 Day | AC+6 ACsg | [AC = Septembert of odd numbered
Report) calendar years
External Fiscal Reports — Special purpose
4.5.005 4.505 —i.e. federal financial reports, salary FE+3 FE+3
reports, etc. Includes HUB Reporis
Annual Operating Budgets — Required by
4.5.006 4‘5.06 the Generai Appropriations Act. FE+3 _ FE+3
4.6.001 4,601 Balancing Records FE+3 FE+3
4.6.002 4.602 Recongiliations FE+3 FE+3
Returned Checks/Warrants/Drafts _
4.7.003 4703 (Uncollectable) AC+3 AC+3 AC = After deemed uncollectable.
4.7.004 4.704 Capital Asset Records LA+3 LA+3
4.7.006 4.706 Compiroller Statements FE+3 FE+3
Detail of Chart of Accounts — One for all
4.7.007 4.707 accounis in use for a fiscal year. FE+3 FE+3
Texas Building and Procurement
- Commission Statements (TBPC) —
4.7.0m1 4.711 Charge or bill statements received by FE+3 FE3
agencies from TBPC for services provided.

Retention Codes (Fiefd 7)

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

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

AV — Administrative Value

SLR 105
Rev. 2/09

R — Review by State Archivist



SLR 105
Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule
1Page 13 o 17
2. Agency 3. Agency
Code 508_ Name  Texas Board of Chiropractic Examiners
4. 5. 6. 7.
8.
Records Agency Retention Period Archival
Series ltem . 9.
ltem No. No. Record Series Title Agency {Storage| Total Remarks
Category 5: Support Services Records
Postage Reports — Records and reports of
5.1.005 5.105 postage expenses, including postal meter | FE+3 FE+3
_ usage. :
Equipment History File; Equipment
Service Agreements — Agreements or
contracts between the agency and
5.2.008 5.208 equipment vendor to provide maintenance | LA+3 LA+3
service for equipment. Includes requests
for installation, moves, service, etc; and
service/repair jogbooks, ete.
5.2,010 5.210 . Equipment Manuals LA LA
Inventory — Annual Physical ~ Property,
5.2.014 5214 equipment, supply verification FE+S FE+3
Inventory, Notices of Equipment
5.2.015 5.215 Removed Erom FE+3 FE+3
5.2.017 5.217 Lost & Stolen Property Reports FE+3 FE+3
Retention Codes (Field 7) Archival Codes (Freld 8)
AC - Atfter Closed, Terminated, Completed, Expired, Settled CE—Calendar YearEnd 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. 2/09



SLR 105
Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule o 4 @ 1
2. Agency 3. Agency
Code 508 Name  Texas Board of Chiropractic Examiners
4, 5. 8. 7. 10.
8.
Records Agency Retention Period Archival
Series ltem 9.
ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No.
CAUTION: [f a formal written
Bid Documentation — Includes bid contract is the result of a successful
requisitions/authorizations, invitations to bid :&g;:g;ﬁjé f:rr g‘}l‘:gssf]!aihio 083l
5.3.007 5,307 or propose, bid specifications, accepted FE+3 - FE+3 d its i dq 'tgt' P
and rejected bids and bid and 11s SUpporting cocumentation
tabulation/evaluations. must be retained for the same period
i as the contract. SEE item 5.1.001
— and 5.2.028.
Purchasing Logs -~ record of purchase
5.3.008 5.308 orders issued, orders received, and similar |FE+3 FE+3
data on procurement status, i
Visitor Control Register — Logs, registers,
: or similar records documenting visitors to Agency palicy to retain longer than
5.4.011 S.411 limited access or restricted areas of agency FE+3 FE+3 TSLAC minimurmn.
facilities.
Security Access Records — Records
relating to the issuance of keys, o ikt
5.4.012 5.41 identification cards, building passes, AC. L%nttl superseded, da_lte ?f
4. 412 . N AC+2 AC+2 expiration, or date of termination,
passwaords, signed statements-or similar i whichever sooner
instruments of access to agency facilities, S
equipment or aufomated system.
5.4.013 5.413 g;::::ter Preparedness and Recovery Us us

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

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

SLR 105
Rev. 2/09

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




'SLR 105
Form SLR 105C must
STATE OF TEXAS ' accompany this form.
Records Retention Schedule
1Page 15 of 17
2. Agency 3. Agency
Code 508 ‘ Name  Texas Board of Chiropractic Examiners
4. 5. 6. : 7. 0.
3.
Records Agency Retention Period Archival
Series item 9,
itemn No. No. Record Series Title _| Agency |Storage| Totat Remarks 106 No.
Billing Detail — Telecommunications SEE item number 5.5.006 for
55001 15501 | oiner than TEX-AN) FE+3 FE*3 | |TEX-AN billing detail.
Category 6: Program Records
Active License Files ~ Includes original AC = Cancellation, retirement, non-
6.101 and support data. AG+5( AG*50 renewal, death.
Beceased Files — Files of deceased _ .
6.102 licensee’s. , _AC+‘I 0 AC+10 AC= Dgath of licensee.
{Cancelled Files — Filed cancelled by Texas ~ L
6.103 Board of Chiropractic Examiners AC+10 AC+10 AC = Closed by Board action.
6.104 Cancelled by Choice Files LBLC+10 AC+10 AC = Closed by licensee.
Transcripts senf for State Board Exam
6.105a and Transcripts Sent by Applicants Who [CE+2 CE+2
Did Not Take the Exam.
6.105b Completed Exam Copies CE+1 CE+1
6.105¢ Exam Data Summary AC+50 AC+50 AC = After test results tabulated.
6.167 Exam Samples — Historical P\ PM
Rejection Files — Files for State Roard
Exams that did not meet statutory
6.108 guidelines and application fees were CEr2 CE+2
refunded. :
6.109 lnact.;\fe Files — Files mactlye —not AC+10 AC +1d AC = Files removed from active
practicing . status.
6.110 Letfers of Good Standing CE+1 CE+1
Retention Codes (Field 7} ' : Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Seitled CE - Calendar Year End LA - Life of Asset PM — Permanent A - Transfer to State Archives
AV — Adminisirative Value FE — Fiscal Year End MO — Months US — Unfill Superseded| R — Review by State Archivist

SLR 105
Rev. 2/08



SLR 105
: Form SLR 105C must
STATE O F TEXAS . accompany this form.
Records Retention Schedule
1.Page 16 o 17
2. Agency 3. Agency
Code 508 Name  Texas Board of Chiropractic Examiners
4. 5. 8. 7. H0.,
8.
Records Agency Retenfion Period Archival
Series ltem : 9.
lfem No. No. Record Series Tifle Agency |Storage!  Total Remarks 108 No.
6.111 Temporary Licenses CE+1 CE+1
" —— AC = Date the license or registration
6.112 Active Facility Files AC+50 AC+50 became non-renewal.
L e ' AC = Dafe the license or registration
6.113 CGancelled Facility Files AC+10 AC+10 became non-renewal.
. P ¥ AC = Date the license or registration
6.114 Active Rad-Tech Files AC+50 AC+50 became non-renewal.
g " ' AC = Date the license or registration
6.115 Cancelled Rad-Tech Files AC+10 AC+10 became non-renewal.
6.116 Active/lnactive Renewal Forms CE+3 CE+3
Texas Online Printouts — Online
6.117 Renewals for Doctor of Chiropractic and CE+3 CE+3
Facility.
6.118 Prorated Forms — Initial License. CE+3 CE+3
6.119 Continuing Education Applications CE+1 CE+1 , L«wamgﬁ
Investigative Cases Files — Complamts , _ L |
68.120e (Non-jurisdictional) AC+3 AC+3 AC = Date the complaint is closed.
Investigative Cases Files — Complalnts _ L.
6.121e Withdrawn (20 days). AC+3 AC+3 AC = Date the complaint is closed.
6.122¢ Investigative Case Files — No Action AC+3 AC+3 AC = Date the complaint is closed.
§.123e Investigative Case Files — All Others AC+10 AC+10 AC = Date the complaint is closed.
8.124e Contested Case Administrative Records | AC+1 AC+1 AC = all appeals exhausted.
Final Orders, PFD’s and Agreed Orders
6.125¢ ~ Category 1 Violations PM PM Unless expunged per Rule 75.13.
Retention Codes (Field 7) ' _ Archival Codes (Field )
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 hy State Archivist
SLR 105 '

Rev. 2/09



SLR 105
. Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule e 17 & @
3. Agency
508 .Name  Texas Board of Chirapraciic Examiners
5. 8. 7. 10.
. 8. v
Records { Agency Retention Period Archival
Series item 9.
ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No.
Final Orders, PFD’s and Agreed Orders
6.126e _ Category II-V Violations |PM PM Unless expunged per Rule 75.13.
Electronic Data Bank {(Enforcement .
6.127e Tracking) PM PM Unless expunged per rule 75.13.
Retention Codes (Field 7) ’ Archival Codes (Figid 8)
AC — Attter 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

SLR105
Rev. 2/09



