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June 3, 2004

Dr. Len Cleary
Secretary/Treasurer
State Anatomical Board
p. 0. Box 20745
Houston, TX 77030-0745

Dear Dr. Cleary:

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schedule are superseded with this recertified copy.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, consult the Texas State Records Management
Manual or the government information analyst assigned to your agency.

Your efforts in maintaining an up-to-date records retention schedule are appreciated. It not only
helps to ensure the integrity of your recordkeeping practices, but it is also essential to the success of
your records management program. Your schedule will be due for recertification on the last working
day of May 2006. If you have any questions, call the information analyst assigned to your agency,
Steve Drake, at (512) 452-9242, ext. 155.

Enclosure
cc: State Auditor, State Archivist
cc: (without enclosure) Vick Williams

L~i*

and Archives
Commission

State and Local
Records Management

P.O. Box 12927
Austin, Texas
78711-2927

4400 Shoal Creek Blvd.
Austin, Texas
78756

www.tsl.state.tx.us

Commission Chairman
Sandraj. Pickecr

Members
Chris A. Brisack
Diana Rae Hester Cox
Martha Dory Fi-ceman
Cruz G. Hernandez
Sandra G. Holland
Elizabeth Sanders

Sincerely,
Omredor and Lib,z,;v~,,,
Peggy 1). Rudd

Michael Heskett
Director and State Records Administrator

4s.cisiant S/ate Librarian
Ed ward Seiden berg
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