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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.  
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1 1.1.002 Audits External Audit Reports AC 7 AC = Publication or release a 
final audit findings. 

The record copy of any audit 
performed by the state auditor's 
office is retained permanently by 
the agency.

2 1.1.006 Complaint Records Complaints received by the agency from 
the public concerning the agency and 
records pertaining to the resolution of the 
complaint.

AC 2 AC = 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 (litigation files).
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3 1.1.007 Correspondence-
Adminstrative

Incoming outgoing and Internal 
correspondence, in any format, pertaining 
to the formulation, planning, 
implementation, interpretation, 
modification, or redefinition of the 
programs, services, or projects of an 
agency and the administrative regulations, 
policies, and procedures that govern 
them.

4 R CAUTION: This records series and 
item number 1.1.008 should be 
used only for correspondence that 
is not included in or directly related 
to another records series in this 
schedule. 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.

4 1.1.008 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.

2 See comment to item number 
1.1.007. See Also item number 
1.1.010.
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5 1.1.014 Legal Opinions and Advice From agency legal counsel or the Atty. 
Gen., including any requests eliciting the 
opinions.

AV R CAUTION: does not include legal 
opinions or advice rendered on a 
matter in litigation or with regard 
to pending litigation. SEE item 
number 1.1.048.
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6 1.1.057 Transitory records Are not essential to the film and statutory 
obligations documentation of agency 
functions. Some examples of transitory 
information, which can be in any medium 
(voicemail, fax, email, hardcopy, etc.) are 
routine messages; telephone message 
notification; internal meeting notices; 
routing slips; incoming letters or 
memoranda of transmittal that add 
nothing of substance to enclosures; and 
similar routing information used for 
communication, but not for the 
documentation, of a specific agency 
transaction

AC AC = Purpose of record has 
been fulfilled. 

CAUTION: Records management 
officers should use caution in 
assigning this record series item 
number to records of an agency to 
make certain they are not part of 
another record series listed in this 
schedule or, for record series 
unique to an agency, are not part of 
a record series that documents the 
government of the statutory 
obligations of the agency or the 
documentation of its functions. The 
disposal of transitory information 
need not be documented through 
destruction authorizations (1.2.001) 
or in records disposition logs 
(1.2.010)but agencies should 
establish procedures governing 
disposal of these records as part of 
its records management plan 
(1.2.014).
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7 1.1.058 Meeting Agenda and 
Minutes 

Official agenda and minutes of state 
boards, committees, commissions, and 
councils that conduct open meetings as 
required by Government Code, Chapter 
551.

PM I Agency retains permanent record 
copy. The Archive requirement will 
be met by sending a copy to the 
Archives and Information Service 
Division, Texas State Library and 
Archives Commission.CAUTION: 
This record series and item 
numbers 1.1.059, 1.1.060, 1.1.061, 
and 1.1.062 must be used for those 
state boards, committees, 
commissions and councils which by 
law or the Biannual Appropriations 
Act, are administered by another 
state agency. These records and all 
others related to the functions of 
any of these dependent entities 
must be included in the records 
retention schedule of the 
administrating agency.
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8 1.2.005 Records Retention 
Schedule (SLR 105) 

Agency Copy. Formally RMD 105. Includes 
Documentation of Certification and 
Approval – Forms SLR 105C (Formerly 
RMD 105C) and/or SLR 115.

US Original is retained permanently by 
the State and Local Records 
Management Division, Texas State 
Library and Archives Commission.

9 1.2.010 Records Disposition Logs Logs or similar records listing records 
destroyed or transferred to the Archives 
and Information Services Division, Texas 
State Library and Archives Commission, 
showing record series title, dates of 
records, and date destroyed or transferred

20

10 3.1.035 Performance Bonds Bonds posted by employees and 
individuals or entities under contract with 
an agency for the performance of the 
duties of a position with the terms of a 
contract with the agency.

CAUTION: Does not include 
construction or architectural surety 
bonds. SEE item number 5.2.028.

Government Code, 
441.1855.

10a Performance Bonds a)Executed, renewed, or amended on or 
after September 1, 2015.

AC 7 AC = Expiration or termination 
of the bond according to its 
terms. 

10b Performance Bonds b)Executed, renewed, or amended on or 
before August 31, 2015.

AC 4 AC = Expiration or termination 
of the bond according to its 
terms. 
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11 3.3.023 Reimbursable Activities Requests and Authorizations to Engage in 
Requests and authorizations for travel; 
participation in educational programs, 
workshops, or college classes; or for other 
work-related activities for which the 
expenses of the employee are defrayed or 
reimbursed.

FE 3

12 4.1.001 Accounts Payable 
Information

FE 7 Agency Policy Based on Federal 
Office of Management and Budget 
(OMB) Circular a-21.

13 4.1.002 Billing Detail Provides itemized billing records for 
services rendered.

FE 7 Agency Policy Based on Federal 
Office of Management and Budget 
(OMB) Circular a-21.

14 4.2.005 Purchase Vouchers Requisitions, orders, receiving reports, 
invoices, or statements, change orders, 
etc.

FE 7 Agency Policy Based on Federal 
Office of Management and Budget 
(OMB) Circular a-21.

15 4.2.006 General Journal Vouchers FE 7 Agency Policy Based on Federal 
Office of Management and Budget 
(OMB) Circular a-21.
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16 4.4.001 General and Subsidiary 
Ledgers

FE 7 Agency Policy Based on Federal 
Office of Management and Budget 
(OMB) Circular a-21.

17 4.4.002 Accounts Receivable 
Ledgers

AC 7 Agency Policy Based on Federal 
Office of Management and Budget 
(OMB) Circular a-21.

18 4.4.003 Accounts Payable Ledgers FE 7 Agency Policy Based on Federal 
Office of Management and Budget 
(OMB) Circular a-21.

19 4.5.003 Annual Financial Reports Required by the General Appropriations 
Act (100 Day Report).

PM Agency Policy.

20 4.6.001 Balancing Records FE 7 Agency Policy Based on Federal 
Office of Management and Budget 
(OMB) Circular a-21.

21 4.6.002 Reconciliations FE 7 Agency Policy Based on Federal 
Office of Management and Budget 
(OMB) Circular a-21.

22 4.6.003 Cash Counts FE 3
23 5.1.004 Mail and 

Telecommunications 
Listings 

Any mailing address, telephone or fax 
number, or email address records 
maintained by an agency on its employees 
or on entities or persons it serves.

US
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24 5.1.005 Postage Records Records and reports of postage expenses, 
including postal meter usage.

FE 3

25 5.1.012 Charge Schedules/Price 
Lists 

Schedules of prices changed by an agency 
for services to the public or other 
agencies, including any documentation 
used to determine the charges.

US 7 Agency Policy Based on Federal 
Office of Management and Budget 
(OMB) Circular a-21.

26 5.2.014 Inventory - Annual 
Physical 

Property, equipment, supplies verification. FE 3

27 5.5.002 Long-Distance Telephone 
Logs

Long distance logs created by agencies for 
internal documentation purposes. Includes 
any similar logs created for long-distance 
facsimile or electronic transmissions.

AV Agency Policy Based on Federal 
Office of Management and Budget 
(OMB) Circular a-21.

28 Donor Records - 
Anatomical Forms 

This record series consists of completed 
bequeathed forms and cadaver 
information for people who have donated 
their bodies.

PM A
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