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Ms. Jenny Singer
Records Management Officer
I)epartment of State I Iealth Services
1100 W 49th St., Mail Code 1975
Austin, TX 78756

Re: Agency records retention schedule amendment approved for use

Dear Ms. Singer:

Amendment 7 to your agency’s 3rd recertification of your records retention schedule is approved for

use as of Thursday, November 12, 2015. Your currently approved records retention schedule and all

amendments are available on our website at
https://www.tsl .texas.gov/slrm/state/schedules.htrnl. Please maintain this amendment with your

currently approved schedule SO that it 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 slale regulations (13 TAC §6.4) requiring the submission

olany needed amendments to a retention schedule during its certilication 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 lbr recertification.

1’hank you again for your commitment to complying with state records management laws and

regulations. If we can provide any assistance to you, please contact the Government Information

Analyst assigned to your agency, Marianna Symeonides, at 512-463-5448

or msymeonidestsl.texas.gov.

Sincerely,

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Kirk Cole

RU 1.53 7/537
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Form SLR 105 or SLR 122
Records Retention Schedule Certification must accompany all

submissions of this form.

and Archives
Commission

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

Agency Code 537 State Auditor’s Office

Department of State Health (For the exclusive use of the State Auditor’s Office)
Agency Name Services

•‘ç
(Check one) Signature

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

E 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,Jtçe State Library and Archives Commission)
Chapter 441, Subchapter L.

‘

(Check one) Signature

Agency Head Name (Print or type)

—,dsMament Officer

Signature

Date (s

Name (Print or type) nny Si

Date /SePtember 15 2015 CeRecert No. Amendment No.

SLR 105C
Rev. 9/11



 
 

 

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

 

 
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 OF TEXAS 
Records Retention Schedule Amendment 

SLR 122 
 
Form SLR 105C must 
accompany this form. 

 

1. Page    1    of       35      
2. Agency 
    Code     537  

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

Retention Codes (Field 7) 
 
AC – After Closed, Terminated,  
         Completed, Expired, Settled 
AV – Administrative Value 

 
 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 
 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

Amendment Codes (Field 12) 

N – New   
C – Changed 
D – Deleted 

SLR 122 
Rev. 06/05 

 42 SYNAR REPORTS PM PM PM  

REPORT REQUIRED 
BY 45 CFR 96 
SUBPART L. 
PERMANENT 
RETENTION 
REQUESTED BY 
PROGRAM. 

15-537-580 

  N 



 STATE OF TEXAS 
Records Retention Schedule Amendment 

SLR 122 
 
Form SLR 105C must 
accompany this form. 

 

1. Page    2    of       35      
2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

 111 INSPECTION REPORTS FE+2  FE+2  

INCLUDES ALL 
KINDS OF 
INSPECTION 
REPORTS, 
ECONOMICALLY 
DISTRESSED AREA 
PROGRAM (EDAP) 
SURVEYS. INCLUDES 
HAZARDOUSE 
PRODUCTS 
(HAZPRO), BEDDING, 
ABUSABLE VOLATILE 
CHEMICALS (AVC), 
ASBESTOS, LEAD, 
MOLD, AIR QUALITY, 
ASBESTOS HAZARD 
EMERGENCY 
RESPONSE ACT 
(AHERA), HAZARD 
COMMUNICATION 
FOR PUBLIC 
EMPLOYERS 
(HAZCOM). 

 

330 111 C 

 165 MEAT INSPECTION 
COMPLAINT/VIOLATION FILE AND LOG AC+3  AC+3  

AC=COMPLAINT 
SETTLED. INCLUDES 
MSA-17-2, MSA-17-
2C, MSA-43, AND 
RECALLS. 

 

322 165 C 



 STATE OF TEXAS 
Records Retention Schedule Amendment 

SLR 122 
 
Form SLR 105C must 
accompany this form. 

 

1. Page    3    of       35      
2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

 167 MEAT INSPECTION PLANT FILES  AC+3  AC+3  

AC=TERMINATION OR 
WITHDRAWAL OF 
GRANT.  INCLUDES 
MEAT LABEL FILES.  
OFFICIAL RECORD 
COPIES HELD IN BOTH 
CENTRAL OFFICE AND 
FIELD SITES. 

 

322 167 C 

 168 BLUEPRINTS ‐ RENDERING PLANTS  AC+3  AC+3  

AC=END OF DSHS 
OVERSIGHT OF 
RENDERING 
(09/01/2015). 

 

322 168 C 

 172 
VIOLATIONS (REPORTS AND RELATED 
CORRESPONDENCE) - ATTORNEY 
GENERAL 

AC+5  AC+5  

AC=DATE OF COURT 
ORDER OR DATE 
ATTORNEY 
GENERAL 
DISMISSES CASE. 
INCLUDES 
ATTORNEY 
GENERAL 
REFERRAL. 

 

322 172 C 

 174 VOIDED LICENSES AND PERMITS 
(RENDERING) 

FE+3  FE+3  
DSHS OVERSIGHT OF 
RENDERING ENDS 
09/01/2015. 

 
323 174 C 
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Records Retention Schedule Amendment 
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    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

 191 

ENVIRONMENTAL AND SANITATION 
LICENSING DOCUMENTATION 
(ASBESTOS, LEAD, MOLD, PESTICIDES, 
AND YOUTH CAMPS) 

AC+3M
O 2Y9MO AC+3  

Vital Record. 
AC=LICENSE 
ISSUED/COMPLETE. 
INCLUDES TRAINING 
MANUALS FOR 
PROVIDERS 
WANTED TO BE 
LICENSED. 

05-537-216 

182 191 C 

 200 MONTHLY CORRECTIONAL 
TUBERCULOSUS (TB) REPORT 1 2 3  

RECEIVED FROM 
THE REGIONS. 
MAINTAINED 
ELECTRONICALLY IN 
CENTRAL OFFICE, 
HARD COPIES 
DESTROYED. See 
also Agency Item 
Number #201. 

15-537-578 

A. 6 
P. 1 

200 C 

 205 CORRECTIONAL TUBERCULOSIS 
SCREENING PLAN 1 4 5   15-537-579 A. 6 

P. 1 
205 C 

 740 

INSPECTION REPORTS (FROZEN 
DESSERTS MANUFACTURING PLANT; 
PASTEURIZATION PLANT-
TRANSF/RCVG, SINGLE SERVICE, NON-
GRADE A; PRODUCER DAIRY-RETAIL 
RAW) 

3  3  

INCLUDES 
PROGRAM 
ENFORCEMENT 
(WARNING LETTERS, 
PRODUCE 
DETENTION; 
WRITTEN NOTICES 
AND SUSPENSIONS).

 

305 740 C 
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Records Retention Schedule Amendment 

SLR 122 
 
Form SLR 105C must 
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1. Page    5    of       35      
2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

 856 NOTIFICATION FORMS AC 2 AC+2  

AC=DATE OF 
NOTIFICATION 
(INCLUDES 
DEMOLITION/RENOV
ATION FORMS). 
AFTER 11/1/2011 
INCLUDES 
NOTIFICATIONS FOR 
MOLD, LEAD AND 
ASBESTOS. 

 

330 856 C 

 895 
VIOLATIONS (REPORTS AND RELATED 
CORRESPONDENCE WITH INTERNAL 
DSHS ENFORCEMENT) 

AC+3  AC+3  

AC=DATE ON 
AGREED, DEFAULT, 
OR STATE OFFICE 
OF ADMINISTRATIVE 
HEARINGS (SOAH) 
ORDER. INCLUDES 
WARNING LETTERS 
AND RESPONSES, 
NOTICES OF 
VIOLATION (NOVS), 
ANY CASE THROUGH 
ENFORCEMENT. 

 

  N 
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Records Retention Schedule Amendment 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

 1014 ECONOMICALLY DISTRESSED AREAS 
PROGRAM (EDAP) -  APPROVED PLANS AC+2  AC+2  

AC=PLAN 
APPROVED. 
INCLUDES SURVEYS, 
LAB RESULTS, 
CORRESPONDENCE, 
OTHER NECESSARY 
DOCUMENTS 
ASSOCIATED WITH 
THE SURVEYS.  
AFTER RETENTION 
IS MET, RECORDS 
ARE TRANSFERRED 
TO THE TEXAS 
WATER 
DEVELOPMENT 
BOARD. 

 

  N 
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3. Agency  
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4.  
 
Records 
Series  

Item No. 

5. 
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No. 

6.  
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7.  
 

Retention Period 

8.  
 
Archival 
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106 No. 

11. 
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12. 

Amend. 
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 9.  
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Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

 1044 
ECONOMICALLY DISTRESSED AREAS 
PROGRAM (EDAP) - UNAPPROVED 
PLANS 

AC+10  AC+10  

AC=DATE OF 
SURVEY.  INCLUDES 
SURVEYS, LAB 
RESULTS, 
CORREPONDENCE, 
OTHER NECESSARY 
DOCUMENTS 
ASSOCIATED WITH 
THE SURVEYS. 
AFTER RETENTION 
IS MET, RECORDS 
ARE TRANSFERRED 
TO THE TEXAS 
WATER 
DEVELOPMENT 
BOARD. 

 

  N 

 1205 
INSPECTION REPORTS AND RELATED 
CORRESPONDENCE WITH INTERNAL 
DSHS ENFORCEMENT 

AC+3  AC+3  

AC=DATE ON 
AGREED/DEFAULT/O
R SOAH ORDER. 
INCLUDES WARNING 
LETTERS AND 
RESPONSES, 
NOVS, ANY CASE 
THROUGH 
ENFORCEMENT. 

 

  N 
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Records Retention Schedule Amendment 

SLR 122 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

 1278 
INSPECTION REPORTS AND RELATED 
CORRESPONDENCE WITH ATTORNEY 
GENERAL 

AC+5  AC+5  

AC=DATE OF COURT 
ORDER OR DATE AG 
DISMISSES 
CASE. INCLUDES AG 
REFERRALS, 
WARNING 
LETTERS AND 
RESPONSES. 

 

  N 



 STATE OF TEXAS 
Records Retention Schedule Amendment 

SLR 122 
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1. Page    9    of       35      
2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

 2165 PURCHASED HEALTH SERVICES UNIT 
(PHSU) CLIENT ELIGIBLITY FILES AC+1 4 AC+5  

Vital record. AC=END OF 
ELIGIBILITY PERIOD. 
KIDNEY HEALTH CARE 
(KHC) ELECTRONIC FILES 
STORED IN AUTOMATED 
SYSTEM FOR KIDNEY 
INFORMATION TRACKING 
(ASKIT). INCLUDES KHC, 
HEMOPHILIA ASSISTANCE 
PROGRAM (HAP) AND 
CHILDREN WITH SPECIAL 
HEALTH CARE NEEDS 
(CSHCN). RECORDS CAN 
INCLUDE MEDICAL 
REVIEWS RELATED TO 
ELIGIBILITY [PHYSICIAN 
ASSESSMENT FORM (PAF) 
FINDINGS]. RECORD 
COPY IN INTEGRATED 
BUSINESS INFORMATION 
SYSTEM (IBIS). PAPER/ 
CONVENIENCE COPIES 
KEPT NO LONGER THAN 
90 DAYS AFTER IMAGING. 
PAPER COPIES FOR KHC 
AND HAP HELD BY 
CENTRAL OFFICE. PAPER 
COPIES FOR CSHCN HELD 
BY REGIONAL OFFICES. 

 

A. 6 
P. 3 

2165 C 

 2386 PATIENT DENTAL TREATMENT 
RECORDS 1 4 5  22 TAC Rule 108.8 

(Dental Examiners Rules)  124 2386 C 
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Records Retention Schedule Amendment 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

 2596 TDH/DSHS CONFIDENTIAL CANCER 
REPORTING FORM PM PM PM  

MICROFORM AND 
ELECTRONIC 
IMAGES. 
MICROFILMING WAS 
DISCONTINUED. 
RECORDS ARE 
MAINTAINED IN A 
DATABASE. 
REPORTING 
ENTITIES ENTER 
INFORMATION 
DIRECTLY INTO A 
DATABASE. 

 

159 2596 C 

         183 3151 D 
         183 3184 D 

 3678 GENERAL LICENSING INFORMATION AC+3  AC+3  
AC=COMPLETED 
REVIEW OF 
APPLICATION. 

 
  N 

         330 3985 D 

 5237 GENERAL SANITATION INSPECTION 
REPORTS FE+2  FE+2  

INCLUDES ALL 
GENERAL 
SANITATION 
INSPECTION 
REPORTS, NON-
PROFITS, 
TEMPORARY 
EVENTS. 

 

  N 

 5440 NBS HYPOTHYROID FILES 2 19 21    124 5440 C 
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Records Retention Schedule Amendment 
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1. Page    11    of       35     
2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

 5441 NBS ENDOCRINE FILES 2 19 21   05-537-146 124 5441 C 
 5442 NBS DIAGNOSED PKU FILES 2 19 21    125 5442 C 
 5443 NBS DIAGNOSED HYPOTHYROID FILES 2 19 21   05-534-237 125 5443 C 
 5444 NBS METABOLIC FILES 2 19 21   05-537-211 125 5444 C 

 5448 NBS GALACTOSEMIA FILES, CLOSED 
AND CLEARED 2 19 21    125 5448 C 

 6534 CONTRACT MONITORING RECORDS 
FOUND IN TEAMMATE AC+7  AC+7  

INCLUDES 
ASSOCIATED BULK 
PAPER RECORDS. 
AC=END OF 
FINANCIAL 
COMPLIANCE 
REVIEW. 

 

98 6534 C 

 6779 WORKSHEETS (SELECT AGENT) 7  7  

RETENTION BASED 
ON FEDERAL 
STATUTE OF 
LIMITATIONS FOR 
PROSECUTION. 

 

  N 

 6780 QUALITY ASSURANCE (SELECT AGENT) 7  7  

RETENTION BASED 
ON FEDERAL 
STATUTE OF 
LIMITATIONS FOR 
PROSECUTION. 

 

  N 

1.1 3 CHILD BLOOD LEAD TESTING 
RECORDS AC  AC  

FREW. AC=CHILD’S 
15TH BIRTHDAY (25 TAC 
§ 37.334). 

 
  N 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

1.1 8 PB-110 SCREENING 3  3  
RECORDS RELATED TO 
TESTING ARE KEPT IN 
INDIVIDUAL’S CASE 
FILE. 

 
  N 

1.1 22 MONTHLY TEXAS HEALTH STEPS 
REPORTS 2  2      N 

1.1 23 QUARTERLY TEXAS HEALTH STEPS 
REPORTS 3  3      N 

1.1 73 CLIENT DISPUTES AC+3 AC+3  

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR AFTER FINAL 
DISPOSITION OF 
COMPLAINT. 
FEDERAL FISCAL 
YEAR STARTS 
OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

 

  N 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

1.1 242 
TRAINING MATERIALS (GROCER 
SYSTEMS; SMART CARD; LOCAL 
AGENCY; GROCERS, ETC.) 

AC+3 AC+3  

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR AFTER 
SUPERSEDED. 
FEDERAL FISCAL 
YEAR STARTS 
OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

 

  N 

1.1 280 POLICIES AND PROCEDURES (SMART 
CARDS; GROCERS SYSTEMS; ETC.) AC+3 AC+3 R 

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR AFTER POLICY 
OR PROCEDURE IS 
COMPLETED/TERMIN
ATED. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

 

  N 

1.1 565 QUALITY ASSURANCE CARDS FE+3 FE+3      N 
1.1 705 QUALITY ASSURANCE CERTIFICATIONS US+1 US+1      N 
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3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 
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Schedule 

12. 
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Type Agency Storage Total
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No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

1.1 714 PLANT CORRESPONDENCE 3 3  REGULATORY 
CORRESPONDENCE    N 

1.1 790 EL PASO CANCER SURVEY/INTV. AC 3 AC+3  AC=END OF SURVEY.  148 790 C 

1.1 801 INSTITUTIONAL REVIEW BOARD 
RECORDS 3  3      N 

         330 883 D 

1.1 2221 
CERTIFICATION RECORDS 
(APPLICATIONS – 
INCOMPLETE/MAVERICK) 

6MO 6Y6MO 7   05-537-048 
108 2221 C 

         109 3589 D 

1.1 3843 MEDICAL ADVISORY BOARD RECORDS 
(NO’S ONLY) CASE # ORDER 6MO 1Y6MO 2    109 3843 C 
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Name Department of State Health Services 

4.  
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Series  

Item No. 

5. 
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No. 
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7.  
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8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
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Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
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Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

1.1 3862 CONTRACT SITE VISIT REVIEWS AND 
CONTRACTOR MONITORING AC 7 AC+7  

AC=EXPIRATION OR 
TERMINATION OF 
THE CONTRACT 
ACCORDING TO ITS 
TERMS. 
CONTRACTOR SITE 
VISIT REPORTS AND 
OTHER PERTINENT 
DOCUMENTATION 
RELATING TO 
MONITORING OF 
CONTRACTORS; 
SUBJECT TO AUDIT.  
CATEGORIZATION 
OF CONTRACTORS 
FOR MONITORING 
PURPOSES IS 
BASED ON RISK 
ASSESSMENT; THUS, 
UP TO SIX YEARS OF 
RECORDS MAY BE 
NECESSARY TO 
ASSIGN A 
CONTRACTOR TO A 
RISK CATEGORY. 

05-537-318 

174 3862 C 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

1.1 4118 REPORTS AND STUDIES (NON-FISCAL) AC+3  AC+3 R 

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR INCLUDING 
DATE OF FINAL 
STATEWIDE 
IMPLEMENTATION 
OF ELECTRONIC 
BENEFITS 
TRANSFER (EBT) 
PROJECT. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1.  
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25.  IF 
REPORT HAS 
HISTORICAL 
RELEVANCE, DO 
NOT DESTROY 
REPORT BUT SEND 
IT TO THE STATE 
ARCHIVIST AT THE 
END OF THE 
RETENTION PERIOD.

 

A. 6
P. 40

4118 C 
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Records Retention Schedule Amendment 

SLR 122 
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1. Page    17    of       35     
2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

1.1 4558 LICENSING FILES (APPROVED) AC 20 AC+20  

AC=DATE LICENSE 
ISSUED.  PORTIONS OF 
EACH FILE ARE 
CONFIDENTIAL.  
INCLUDES OPTICIANS; 
RESPIRATORY; 
MEDICAL 
RADIOLOGICALTECHNI
CIANS; MASSAGE 
THERAPY;  FITTING & 
DISPENSING HEARING 
INSTRUMENTS; 
SPEECH/AUDIOLOGY; 
DIETICIANS; 
OPTICIANS;  MEDICAL 
LAB PRACTITIONER; 
MIDWIFERY; 
PROFESSIONAL 
COUNSELORS; 
LICENSED CHEMICAL 
DEPENDENCY 
COUNSELOR (LCDC); 
MARRIAGE/FAMILY 
THERAPIST; MEDICAL 
PHYSICIST; AND 
OFFENDER 
EDUCATION 
INSTRUCTOR 
LICENSES (OEI). 

05-537-119 

A. 3 
P. 1

4558 C 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

1.1 4560 LICENSING FILES (DISAPPROVED, 
DELETED, VOIDED) AC 3 AC+3  

AC=AFTER CLOSED.  
PORTIONS OF EACH 
FILE ARE 
CONFIDENTIAL.  
INCLUDES SPEECH-
AUDIOLOGY; 
ATHLETIC TRAINER; 
DIETITIANS; 
RESPIRATORY 
TECH; 
PROFESSIONAL 
COUNSELOR; AND 
MARRIAGE & FAMILY 
THERAPIST. 

 

206 4560 C 

1.1 4913 TRAINING RECORDS 
(CORRESPONDENCE) 6MO 6Y6MO 7   16-537-581 110 4913 C 

1.1 4914 CERTIFICATION RECORDS 
(APPLICATIONS – COMPLETE) 3MO 6Y9MO 7   05-537-122 110 4914 C 

1.1 5251 WOMEN, INFANTS AND CHILDREN 
(WIC) PROGRAM CORRESPONDENCE AC 3 AC+3 E 

AC=MARCH 1 OF 
FOLLOWING FEDERAL 
FISCAL YEAR. 
FEDERAL FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION REQUIRED 
BY USDA FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

(403B) 05-537-
075 

2 5251 C 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

1.1 5820 TRAUMA FACILITY DESIGNATION FILES AC+3 3 AC+6  

AC=COMPLETION OF 
THIRD PHASE OR 
FAILURE TO 
COMPLETE FACILITY 
DESIGNATION. 

 

111 5820 C 

 115        75 115 D 

1.1.002 868 AUDITS (INTERNAL AND EXTERNAL) AC 7 AC+7  

AC=PUBLICATION OR 
RELEASE OF FINAL 
AUDIT FINDINGS.  
THE STATE 
AUDITOR’S OFFICE 
RETAINS ANY 
COPIES OF ITS 
AUDITS PERFORMED 
ON TEXAS STATE 
AGENCIES. 

 

2 868 C 

1.1.002 2387 CONTINUING EDUCATION AUDITS AC+6M
O 6Y6MO AC+7  AC=FINAL REVIEW.  109 2387 C 

1.1.007 871 ADMINISTRATIVE CORRESPONDENCE 3MO 3Y9MO 4 R 

Vital Record. ONLY 
ADMINISTRATIVE 
CORRESPONDENCE 
OF EXECUTIVE 
STAFF, BOARD OR 
COMMISSION 
MEMBERS, DIVISION 
DIRECTORS AND 
SECTION/UNIT/BRAN
CH HEADS REQUIRE 
ARCHIVAL REVIEW. 

 

3 871 C 
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Records Retention Schedule Amendment 

SLR 122 
 
Form SLR 105C must 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

1.1.024 612 
DATA PROCESSING PLANNING 
RECORDS – LONG AND SHORT-RANGE 
PLANS 

AC 3 AC+3  

Vital Record. DATA 
PROCESSING 
PLANNING RECORDS 
ARE NOT ARCHIVAL. 
AC=DECISION MADE 
TO IMPLEMENT OR 
NOT TO IMPLEMENT 
RESULT OF 
PLANNING 
PROCESS. 

 

92 612 C 

1.1.024 5503 PLANS AND PLANNING RECORDS AC+3 AC+3 R 

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR IN WHICH 
DECISION MADE TO 
IMPLEMENT OR NOT 
TO IMPLEMENT 
RESULT OF 
PLANNING 
PROCESS.  FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

 

A. 6 
P. 37

4647 C 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

1.1.058 3206 
MEETING AGENDA & MINUTES FOR 
THE TEXAS RADIATION ADVISORY 
BOARD 

PM PM A 

Vital Record.  
PERMANENT 
RETENTION PERIOD 
SET BY NUCLEAR 
REGULATORY 
COMMISSION. 
AGENCY KEEPS 
RECORD COPY AND 
SENDS A COPY TO 
THE STATE 
ARCHIVES. 

 

314 3206 C 

 1855        153 1855 D 
1.1.065 4847 CANCER CLUSTER INVESTIGATIONS 4  4    164 4847 C 

1.1.067 4947 REPORTS & STUDIES (NON-FISCAL) 1 2 3 E 

NO HISTORICAL 
RELEVANCE; NOT 
FORWARDED TO 
STATE ARCHIVIST. 

 

9 4947 C 

1.1.067 5800 
ADMINISTRATIVE REPORTS (INCLUDES 
MONTHLY ACTIVITY REPORTS, 
MANPOWER REPORTS) 

FE+1 2 FE+3 R 

IF REPORT HAS 
HISTORICAL 
RELEVANCE, DO 
NOT DESTROY 
REPORT BUT SEND 
IT TO THE STATE 
ARCHIVIST AT THE 
END OF THE 
RETENTION PERIOD.

 

176 5800 C 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

3.1 4834 EMPLOYEE IMMUNIZATION RECORDS 2 8 10  
Vital Record. INCLUDES 
IMMUNIZATIONS, 
VACCINATIONS & 
TESTS. 

(305) 05-537-
346 (503) 05-
537-354 

17 4834 C 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

3.1 5864 

EMPLOYEE FILES (PERSONNEL 
ACTION, APPLICATIONS, CHECKOUT 
SHEETS, VERIFICATION OF STATE 
SERVICE) 

AC 5 AC+5  

AC=TERMINATION OF 
EMPLOYMENT. 
CONTAINS 
CONFIDENTIAL DATA. 
THIS RECORD SERIES 
INCLUDES 3.1.002 
APPLICATIONS FOR 
EMPLOYMENTHIRED; 
3.1.011 EMPLOYEE 
INSURANCE RECORDS; 
3.1.020 PERSONNEL 
CORRECTIVE ACTION 
DOCUMENTATION; 
3.1.021 PERSONNEL 
DISCIPLINARY ACTION 
DOCUMENTATION; 
3.1.022 PERSONNEL 
INFORMATION OR 
ACTION FORMS; 3.1.027 
TRAINING AND 
EDUCATIONAL 
ACHIEVEMENT 
RECORDS; 3.1.031 
EMPLOYEE BENEFITS; 
3.2.001 EMPLOYEE 
DEDUCTION 
AUTHORIZATIONS; 
3.3.028 APTITUDE & 
SKILLS TESTS (TEST 
PAPERS).  SEE 29 CFR 
1602.31. 

 

18 5864 C 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

3.1.013 3194 EMPLOYMENT CONTRACTS - 
TEMPS/TELECOMMUTING AC+7  AC+7  

Vital Record. 
AC=EXPIRATION OR 
TERMINATION OF 
THE CONTRACT 
ACCORDING TO ITS 
TERMS. BECAUSE 
OF CONSOLIDATION 
OF HUMAN 
RESOURCES IN HHS 
ENTERPRISE, 
MAINTAINED IN 
HHSC. 

 

20 3194 C 

 7096        294 7096 D 

3.2.003 3245 
FEDERAL TAX RECORDS (INCLUDES 
1099, W-2, FICA AND OTHER TAX 
RECORDS) 

AC 5 AC+5  

Vital Record. 
RETENTION IS 
BASED FROM 
RETURN, PAID OR 
CLAIM DATA; 
AC=TAX DUE DATE, 
DATE THE CLAIM IS 
FILED, OR DATE TAX 
IS PAID, WHICHEVER 
IS LATER. 26 CFR 
31.6001-1(e)(2). 

 

24 3245 C 



 STATE OF TEXAS 
Records Retention Schedule Amendment 

SLR 122 
 
Form SLR 105C must 
accompany this form. 

 

1. Page    25    of       35     
2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

3.2.003 5862 
941 EMPLOYER'S QUARTERLY 
FEDERAL TAX RETURN (941 
QUARTERLY REPORT) 

AC 10 AC+10  

Vital Record. AC=TAX 
DUE DATE, DATE 
THE CLAIM IS FILED 
OR DATE TAX IS 
PAID, WHICHEVER IS 
LATER. RETENTION 
PERIOD BASED ON 
PRODUCING 
DOCUMENTATION 
TO ANSWER 
FEDERAL DEMANDS 
FOR ADDITIONAL 
TAX. (PUBLICATION 
583). 26 CFR 31.6001-
1(e)(2). 

 

93 5862 C 

3.2.005 3247 
W-4 FORMS (EMPLOYERS COPY OF 
EMPLOYEES' WITHHOLDING 
EXEMPTION CERTIFICATE) 

FE 5 FE+5  

Vital Record. 
AC=UNTIL 
SUPERSEDED, 
OBSOLETE, OR 
UPON SEPARATION 
OF EMPLOYEE. 26 
CFR 31.6001-1(e)(2). 

 

24 3247 C 
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2. Agency 
    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

3.2.009 3251 STATE DEFERRED COMPENSATION AC 5 AC+5  

Vital Record. AC=ALL 
ACCOUNTS WITH A 
VENDOR OR 
VENDORS FOR THE 
INDIVIDUAL 
PARTICIPANT HAVE 
BEEN CLOSED. FOR 
INSTRUCTIONS 
REGARDING THE 
DETERMINATION OF 
THE CLOSURE OF 
ACCOUNTS AND FOR 
ADDITIONAL 
INFORMATION 
REGARDING THE 
RETENTION PERIOD 
SEE THE MOST 
CURRENT EDITION 
OF THE "BENEFITS 
COORDINATOR 
REFERENCE 
MANUAL" ISSUED BY 
THE EMPLOYEES 
RETIREMENT 
SYSTEM OF TEXAS. 

 

25 3251 C 

3.2.010 4515 HUMAN RESOURCES INFORMATION 
SYSTEM (HRIS) REPORTS FE 5 FE+5  Vital Record.  25 4515 C 
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    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

3.3.011 2795 

FORMER EMPLOYEE VERIFICATION 
RECORDS (EMPLOYEE HISTORY FILES) 
(NAME, SOCIAL SECURITY NUMBER, 
EXACT DATES OF EMPLOYMENT, LAST 
KNOWN ADDRESS, AND PUBLIC 
ACCESS OPTION FORM) 

AC 75 AC+75  
Vital Record. 
AC=TERMINATION OF 
EMPLOYMENT. 

 

26 2795 C 

3.4 799 FAMILY MEDICAL LEAVE ACT (FMLA) 
DOCUMENTATION AC+3  AC+3  

Vital Record. AC=END 
OF FMLA LEAVE 
PERIOD.  
DOCUMENTATION IS 
MAINTAINED BY 
EMPLOYEE'S 
MANAGER. 

 

  N 

4.1.001 5558 PHSU ACCOUNTS PAYABLE 
INFORMATION FE 3 FE+3    127 5558 C 

4.1.002 2533 VOUCHER DETAIL RUNS FE+1 3 FE+4  
RETENTION IS 
BASED ON FEDERAL 
GUIDELINES. 

 
93 2533 C 

4.2 1290 
UNIFORM STATEWIDE ACCOUNTING 
SYSTEM (USAS) VOUCHERS AND 
SUPPORTING DOCUMENTS 

FE+1 2 FE+3    
93 1290 C 

4.2 1821 DEPOSIT INSTRUCTION FE+1 3 FE+4    94 1821 C 

4.2 2089 PHSU PROGRAM RECIPIENT AND 
PROVIDER REFUND FILE FE+1 2 FE+3  INCLUDES KHC, 

CSHCN, AND HAP.  A. 6 
P. 57

2089 C 

4.2 2532 AUDITS & WARRANTS BACK-UP 
DOCUMENTS FE+1 3 FE+4  

INCLUDES TRAVEL 
ADVANCE; 
WARRANT 
CANCELLATIONS. 

 

94 2532 C 

 3898        95 3898 D 
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    Code   537    

3. Agency  
Name Department of State Health Services 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 

8.  
 
Archival 

10. 
 
 
 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

 9.  
Remarks 

Page 
No. 

Agency 
Item No.

 

SLR 122 
Rev. 06/05 

4.2.002 3289 CASH RECEIPTS FE 3 FE+3    31 3289 C 

4.2.003 3290 DAILY CASH RECEIPTS LOG FE+6MO2Y6MO FE+3   
(117) 05-537-
065, 14-537-
574 

31 3290 C 

4.2.007 650 EXPENDITURE VOUCHERS FE+1 3 FE+4  

RETENTION BASED 
ON FEDERAL 
GUIDELINES. 
INCLUDES TRAVEL 
VOUCHERS. 

 

94 650 C 
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2. Agency

Code  537    
3. Agency

Name Department of State Health Services 
4.  

Records 
Series  

Item No. 

5. 

Agency 
Item  
No. 

6.  

Record Series Title 

7.  

Retention Period 

8.  

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

9.  
Remarks 

Page 
No. 

Agency 
Item No.

SLR 122 
Rev. 06/05

4.2.007 1282 TRAVEL (AND OTHER EXPENDITURE)
VOUCHERS AC+3  AC+3  

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
INCLUDES 
REIMBURSEMENT 
FOR TRAVEL, 
PARTICIPATION IN 
EDUCATIONAL 
PROGRAMS, 
WORKSHOPS. 
TRAVEL OFFICE 
ASSUMED 
RETENTION OF 
TRAVEL VOUCHERS 
BEGINNING 
OCTOBER 2005. 

N 

4.3.003 3298 EXPENDITURE JOURNALS OR
REGISTERS FE+1 2 FE+3 32 3298 C 

4.4.001 3299 GENERAL LEDGERS FE 3 FE+3 Vital Record. 32 3299 C 
4.5.002 3304 INTERNAL FISCAL MANAGEMENT FE 3 FE+3 33 3304 C 

3899 96 3899 D 
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2. Agency

Code  537    
3. Agency

Name Department of State Health Services 
4.  

Records 
Series  

Item No. 

5. 

Agency 
Item  
No. 

6.  

Record Series Title 

7.  

Retention Period 

8.  

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

9.  
Remarks 

Page 
No. 

Agency 
Item No.

SLR 122 
Rev. 06/05

4.6 4699 

RECONCILIATIONS - (TRAVEL 
ADVANCES, SERVICE EXPENDITURES; 
CASH RECEIPTS COLLECTIONS; 
GROUP INSURANCE; CASH AVAILABLE 
FOR PAYMENTS WORKSHEET; 
BENEFITS REPLACEMENT PAY; 
SALARY INCREASE; REVENUES & 
QUARTERLY DHHS VS DRAWSHEETS) 

FE+1 4 FE+5  

PAYROLL PART OF 
THIS RECORD 
SERIES REQUIRES 
THE LONGER 
RETENTION PERIOD.

96 4699 C 

4.6.001 3314 MONTHLY BALANCING RECORDS FE+1 2 FE+3 34 3314 C 
4.6.002 3740 RECONCILIATIONS FE 3 FE+3 34 3740 C 

4.7 2352 REIMBURSEMENT RECORDS – CLOSED
COLLECTION FILES 1 9 10  Vital Record. 228 2352 C 

4.7 2370 DHS/HHSC MEDICAID ELIGIBILITY
MANUAL US US N 

4.7.005 3343 CLAIM FILES AC 3 AC+3  

Vital Record. 
AC=RESOLUTION OF 
CLAIM. (VENDOR 
PAYMENT 
RECORDS/PROVIDE
R CLAIM FILES) 

35 3343 C 
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2. Agency

Code  537    
3. Agency

Name Department of State Health Services 
4.  

Records 
Series  

Item No. 

5. 

Agency 
Item  
No. 

6.  

Record Series Title 

7.  

Retention Period 

8.  

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

9.  
Remarks 

Page 
No. 

Agency 
Item No.

SLR 122 
Rev. 06/05

4.7.008 3361 FEDERAL GRANT INFORMATION ON
FILE AC 3 AC+3  

Vital Record. 
AC=SATISFACTION 
OF ALL UNIFORM 
ADMINISTRATIVE 
REQUIREMENTS 
FOR GRANTS AND 
COOPERATIVE 
AGREEMENTS TO 
STATE AND LOCAL 
GOVERNMENTS 

35 3361 C 
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2. Agency

Code  537    
3. Agency

Name Department of State Health Services 
4.  

Records 
Series  

Item No. 

5. 

Agency 
Item  
No. 

6.  

Record Series Title 

7.  

Retention Period 

8.  

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

9.  
Remarks 

Page 
No. 

Agency 
Item No.

SLR 122 
Rev. 06/05

4.7.008 5637 FEDERAL GRANT RECORDS (WIC) AC+3 AC+3

Vital Record. 
AC=SATISFACTION 
OF ALL UNIFORM 
ADMINISTRATIVE 
REQUIREMENTS 
FOR GRANTS AND 
COOPERATIVE 
AGREEMENTS TO 
STATE AND LOCAL 
GOVERNMENTS 
(THE COMMON 
RULE) AND MARCH 1 
OF FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1.  
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

142 5637 C 

5.1 33 TEXAS HEALTH STEPS PROVIDER 
FILES 5 5  

INCLUDES CONTACT 
INFORMATION, NOTES 
ON PHONE CALLS, 
GENERAL 
CORRESPONDENCE 
WITH PROVIDERS. 

N 
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Records Retention Schedule Amendment 
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Form SLR 105C must 
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1. Page    33    of       35
2. Agency

Code  537    
3. Agency

Name Department of State Health Services 
4.  

Records 
Series  

Item No. 

5. 

Agency 
Item  
No. 

6.  

Record Series Title 

7.  

Retention Period 

8.  

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

9.  
Remarks 

Page 
No. 

Agency 
Item No.

SLR 122 
Rev. 06/05

5.1 5894 CONTRACT MONITORING RECORDS AC 7 AC+7  

Vital Record. 
AC=EXPIRATION OR 
TERMINATION OF THE 
CONTRACT 
ACCORDING TO ITS 
TERMS. 

06-537-523 

175 5894 C 

5.1.001 3378 CONTRACTS AND LEASES AC 7 AC+7

Vital Record. 
AC=EXPIRATION OR 
TERMINATION OF 
THE CONTRACT 
ACCORDING TO ITS 
TERMS. 

(120)05-537-
074; (500)10-
537-555; 
(599)05-537-
307; (550)10-
537-554; 
(642)05-537-
498; 05-537-
383; 05-537-
483 

36 3378 C 
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Records Retention Schedule Amendment 
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Form SLR 105C must 
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1. Page    34    of       35
2. Agency

Code  537    
3. Agency

Name Department of State Health Services 
4.  

Records 
Series  

Item No. 

5. 

Agency 
Item  
No. 

6.  

Record Series Title 

7.  

Retention Period 

8.  

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

9.  
Remarks 

Page 
No. 

Agency 
Item No.

SLR 122 
Rev. 06/05

5.1.001 6918 
STATE ACTION REQUEST/VENDOR 
INITIATED CORRESPONDENCE 
(SAR/VIC) 

AC+7  AC+7  

Vital Record. 
AC=EXPIRATION OR 
TERMINATION OF 
THE INSTRUMENT 
ACCORDING TO ITS 
TERMS. BEGINNING 
WITH 11/1/2010, THIS 
INFORMATION IS 
MAINTAINED IN 
MCATS (MEDICAID 
CONTRACT 
ADMINISTRATION 
TRACKING SYSTEM), 
AS ELECTRONIC 
INFORMATION ONLY.  
A SAR OR VIC IS THE 
OFFICIAL 
CORRESPONDENCE 
BETWEEN THE 
STATE AND 
VENDOR. 

129 6918 C 
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2. Agency

Code  537    
3. Agency

Name Department of State Health Services 
4.  

Records 
Series  

Item No. 

5. 

Agency 
Item  
No. 

6.  

Record Series Title 

7.  

Retention Period 

8.  

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

9.  
Remarks 

Page 
No. 

Agency 
Item No.

SLR 122 
Rev. 06/05

5.2 304 RECORD OF TRANSFER AC+3 AC+3

INCLUDES MASS 
TRANSFER TO 
CLINIC CLOSURE 
DOCUMENTS, 
RETURNED 
UNUSABLE CARDS 
LOGS, ETC.  
AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR AFTER 
TRANSFER. 
FEDERAL FISCAL 
YEAR STARTS 
OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
246.25. 

N 
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2. Agency

Code  537    
3. Agency

Name Department of State Health Services 
4.  

Records 
Series  

Item No. 

5. 

Agency 
Item  
No. 

6.  

Record Series Title 

7.  

Retention Period 

8.  

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total

9.  
Remarks 

Page 
No. 

Agency 
Item No.

SLR 122 
Rev. 06/05

5.4.009 3569 HAZARD COMMUNICATION
WORKPLACE CHEMICAL LIST 1 29 30  

Vital Record. (HEALTH 
& SAFETY CODE 
502.005(d) REQUIRES 
THIS LIST FOR 
AMOUNTS OF 
CHEMICALS OVER 55 
GALLONS, 500 
POUNDS OR IN 
EXCESS OF CERTAIN 
AMOUNTS FOR 
CERTAIN HIGHLY 
TOXIC OR 
DANGEROUSLY 
HAZARDOUS 
CHEMICALS. 

43 3569 C 



September 8, 2014

aizd Xrch ives
Comiiiission

State and Local
Records Management

P.O. Box 12927
Austin, Texas
78711.2927

4400 Shoal Creek Blvd.
Ausn, Texas
78756

www. tsl.texas.gov

Commission chairman
Michael C. Waters

Members
Sharon 1’. Carr
Martha Doty Freeman
F. Linwood Givens
Larry G. Holt
Wm. Scott McAffee
Sandra J. Pickett

Director and Librarian
Mark Smith

Asistant State Librarian
Edward Seidenberg

Preservingyesterday,
znJbrming todqy,
inspireng tomorrow.

Ms. Jenny Singer
Records Management Officer
Department of State Health Services
1100 W 49th St., Mail Code 1975
Austin, TX 78756

Re: Agency records retention schedule amendment approved for use

Dear Ms. Singer:

Amendment 6 to your agency’s 3rd recertification of your records retention schedule is approved for
use as of Wednesday, September 3, 2014. Your currently approved records retention schedule and
all amendments are available on our website at
https ://www.tsl.texas.gov/slrrn/state/schedules html. Please maintain this amendment with your
currently approved schedule so that it 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 contact the Government Information
Analyst assigned to your agency, Bret Adams, at 512-936-0270
or badams@tsl.texas.gov.

Sincerely,

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, David L. Lakey

RO 1.537/537



SLR 105C
* STATE OF TEXAS

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

and Archives
Commission

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

LI Amendment - Form SLR 122

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

LI Agency Head

Records ,1anagemen4fficer

//
Signature / v’,’ /
Name (Print or type) einger/

Date July2, 2014

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

Signature

_____________________________________

Name (Print or type) ‘-

O9- iI—2Of’-f

Agency Code 537
Department of State Health

Agency Name Services

(Check one)

LI Initial Certification - Form SLR 105

LI Recertification - Form SLR 105

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

Signature

Name (Print or type)

Date

- k

NO’

(Check one)

Date

Cert/Recert No.

__________

Amendment No. (0

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 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 Division
Texas State Library and Archives Commission
(Rev. 2/11)
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Rev. 06/05 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 1 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

200 MONTHLY CORRECTIONAL TB REPORT 3 3 

RECEIVED FROM 
THE REGIONS. 
MAINTAINED 
ELECTRONICALLY IN 
CENTRAL OFFICE, 
HARD COPIES 
DESTROYED. See 
also Agency Item 
Number #201. 

A1 
p.1 

200 C 

205 
CORRECTIONAL TUBERCULOSIS 
SCREENING PLAN 

1 4 5 
N 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 

A7

A7



SLR 122 

Rev. 06/05 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 2 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

987 APPLICATION FOR MARRIAGE LICENSE 
PM 

(copy) 
PM (M) PM 

Vital Record. RECORD 
MAY INCLUDE 
AFFIDAVIT OF 
ABSENT APPLICANT 
WHERE APPLICABLE. 
INCLUDES 
MICROFILM; USED 
FOR HISTORICAL 
RESEARCH; PAPER 
IS MICROFILMED 
AND THEN 
DESTROYED, 
MICROFILM IS 
RETAINED 
PERMANENTLY. 

05-537-138 
(microfilm) 

188 987 C 

1093 TRANSPORTATION SECURITY NOTICES AC AC 

AC=10 DAYS AFTER 
THE SHIPMENT HAS 
ENTERED OR 
ORIGINATED WITHIN 
THE STATE. 10 CFR 
73.37(b)(viii)(C) and 10 
CFR 73.22(i). 

N 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 3 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

2165 PHSU CLIENT ELIGIBILITY FILES AC+1 4 AC+5 

Vital record.  AC=END 
OF ELIGIBILITY 
PERIOD. KHC 
ELECTRONIC FILES 
STORED IN ASKIT. 
INCLUDES KHC, HAP 
AND CSHCN. RECORDS 
CAN INCLUDE MEDICAL 
REVIEWS RELATED TO 
ELIGIBILITY [PHYSICIAN 
ASSESSMENT FORM 
(PAF) FINDINGS]. 
RECORD COPY IN IBIS. 
PAPER/CONVENIENCE 
COPIES KEPT NO 
LONGER THAN 90 
DAYS AFTER IMAGING. 
PAPER COPIES FOR 
KHC AND HAP HELD BY 
CENTRAL OFFICE. 
PAPER COPIES FOR 
CSHCN HELD BY 
REGIONAL OFFICES. 

05-537-045 

124 2165 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 

A7



SLR 122 

Rev. 06/05 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 4 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

2169 
PHSU (PURCHASED HEALTH SERVICES 
UNIT) CLIENT INDEX AND SUPPORTING 
DOCUMENTATION 

AC+10 AC+10 

Vital Record. AC=END 
OF ELIGIBILITY 
PERIOD. INCLUDES 
KHC (KIDNEY 
HEALTH CARE), HAP 
(HEMOPHILIA 
ASSISTANCE 
PROGRAM) AND 
CSHCN (CHILDREN 
WITH SPECIAL 
HEALTH CARE 
NEEDS). INCLUDES 
CLIENT METADATA 
IN IBIS AND ANY 
SUPPORTING 
DOCUMENTATION 
NOT SUPERSEDED 
WITH PROGRAM 
RENEWALS. 

N 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 5 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

2490 MEDICAL REVIEWS AC+2 AC+2 

Vital Record. 
AC=DATE REVIEW 
COMPLETED. 
MEDICAL REVIEWS 
RELATED TO 
MEDICAL NECESSITY 
AND/OR COVERED 
BENEFITS, AND 
PRIOR 
AUTHORIZATIONS 
(PAs). 

N 

2716 
MONTHLY SHARPS CONTAINER 
INSPECTION LOG 

3 3 
N 

2717 
MONTHLY EMERGENCY EQUIPMENT 
CHECKLIST 

3 3 
N 

80 2766 D 

3001 ACKNOWLEDGEMENT OF PATERNITY PM PM PM Vital Record. 14-537-575 194 3001 C 

3220 TB INCIDENT REPORT 3 3 

MAINTAINED 
ELECTRONICALLY IN 
CENTRAL OFFICE, 
HARD COPIES 
DESTROYED. 

N 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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Rev. 06/05 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 6 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

3221 
OPTIONAL TB AIR CONTACT 
INVESTIGATION OUTCOME REPORTING 
FORMS 

3 3 

MAINTAINED 
ELECTRONICALLY IN 
CENTRAL OFFICE, 
HARD COPIES 
DESTROYED. 

N 

3737 TITLE V CLIENT ELIGIBILITY FILES AC+1 4 AC+5 

Vital Record. AC=END 
OF ELIGIBILITY 
PERIOD. RECORD 
COPY STORED IN 
IBIS. 
PAPER/CONVENIENC 
E COPIES KEPT NO 
LONGER THAN 90 
DAYS AFTER 
IMAGING. 

N 

117 3819 D 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 7 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
  

 
 
 
 
 

 
3832 

 
 
 
 
 
 

 
QUALITY ASSURANCE (PATIENTS) 

 
 
 
 
 
 

 
2 

  
 
 
 
 
 

 
2 

 QA RECORDS FOR 
PATIENT TESTING 
(INCLUDES 
INSTRUMENT 
MAINTENANCE 
RECORDS AND QC, 
REAGENT QC, TEST 
LOGS, QA LOGS, 
PHONE LOGS, 
PROFICIENCY 
TESTS, 
TEMPERATURE 
LOGS, INSTRUMENT 
CALIBRATIONS). 

 117 3832 C 

         117 3832 D 

         117 3856 D 

         117 3859 D 
 

 
 
 
 
 
 
 

Retention Codes (Field 7) 
 

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

AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

Amendment Codes (Field 12) 
 
N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 8 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
  

 
 
 
 

4311 

 

 
 
 
 
TITLE V CLIENT INDEX AND 
SUPPORTING DOCUMENTATION 

 
 
 
 
 
AC+10 

  
 
 
 
 
AC+10 

 Vital Record. AC=END 
OF ELIGIBILITY 
PERIOD. INCLUDES 
CLIENT METADATA 
IN IBIS AND ANY 
SUPPORTING 
DOCUMENTATION 
NOT SUPERSEDED 
WITH PROGRAM 
RENEWALS. 

   N 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 9 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
  

 
 
 
 
 
 
 
 
 

4526 

 
 
 
 
 
 
 
 
 
COMMUNICABLE DISEASE 
SURVEILLANCE FORMS AND RECORDS 

 

 
 
 
 
 
 
 
 
 
AC+2 

  

 
 
 
 
 
 
 
 
 
AC+2 

 AC=MONTH OF 
MMWR YEAR 
CLOSEOUT AS 
DETERMINED BY 
EAIDB (USUALLY 
MARCH OF THE 
FOLLOWING YEAR). 
DOES NOT INCLUDE 
HIV/STD OR TB 
SURVEILLANCE 
FORMS. 
CONVENIENCE 
COPIES OF 
SELECTED FORMS 
ARE SENT TO THE 
EMERGING AND 
ACUTE INFECTIOUS 
DISEASE BRANCH. 

 53 4526 C 

 

 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 10 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
  

 
 
 
 
 

4749 

 
 
 
 
 
 
HANSEN'S DISEASE PATIENT FILES 

 
 
 
 
 
 

PM 

  
 
 
 
 
 

PM 

 ALL HANSEN'S 
DISEASE PATIENT 
FILES HAVE 
RESEARCH 
SIGNIFICANCE AND 
HAVE PERMANENT 
RETENTION. 
MAINTAINED 
ELECTRONICALLY IN 
CENTRAL OFFICE, 
HARD COPIES 
DESTROYED. 

 156 4749 C 

  
 

4838 

 

 
TB DRUG RESISTANT CASE FILES AND 
MONTHLY REPORTS 

 
 

PM 

  
 

PM 

 MAINTAINED 
ELECTRONICALLY IN 
CENTRAL OFFICE, 
HARD COPIES 
DESTROYED. 

 156 4838 C 

 

 
 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 11 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
  

 
 
 
 
 
 
 
 

6214 

 

 
 
 
 
 
 
 
 
COMMUNICABLE DISEASE 
SURVEILLANCE FORMS AND RECORDS 

 
 
 
 
 
 
 
 
 
AC+2 

  
 
 
 
 
 
 
 
 
AC+2 

 AC=MONTH OF 
MMWR YEAR 
CLOSEOUT AS 
DETERMINED BY 
EAIDB (USUALLY 
MARCH OF THE 
FOLLOWING YEAR). 
DOES NOT INCLUDE 
HIV/STD OR TB 
SURVEILLANCE 
FORMS. 
CONVENIENCE 
COPIES OF 
SELECTED FORMS 
ARE RECEIVED 
FROM REGIONAL 
OFFICES. 

 327 6214 C 

         117 6579 D 

         117 6590 D 

         117 6591 D 
 
 
 
 

Retention Codes (Field 7) 
 

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

AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

Amendment Codes (Field 12) 
 
N – New 
C – Changed 
D – Deleted 
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SLR 122 

 
Form SLR 105C must 
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1. Page 12 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
  

 
6592 

 

 
WORKSHEETS (PATIENTS) 

 

 
2 

  

 
2 

 Vital Record. 
RETENTION IS A CAP 
AND CLIA 
REQUIREMENT. 

 118 6592 C 

  
 
 
 
 

6602 

 
 
 
 
 
WORKSHEETS (WATER) 

 
 
 
 
 

5 

  
 
 
 
 

5 

 CONTAINS RAW 
DATA FROM 
ANALYSIS FOR 
MICRO TESTING 
SUPPORTING DATA 
AS DETERMINED BY 
TECHNICAL 
MANAGER, QA 
OFFICER/BRANCH 
MANAGER. 

 118 6602 C 

  

 
6603 

 

 
REPORTS (WATER-MICRO) 

 

 
5 

  

 
5 

 TCEQ/TNI 
CERTIFICATION OF 
WATER 
LABORATORIES. 

 118 6603 C 

         118 6604 D 

         118 6632 D 

         118 6633 D 

         118 6634 D 

 6635 QUALITY ASSURANCE (WATER) 3 2 5  TNI REQUIREMENT.  118 6635 C 
 

Retention Codes (Field 7) 
 

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

AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

Amendment Codes (Field 12) 
 
N – New 
C – Changed 
D – Deleted 
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1. Page 13 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

119 6636 D 

119 6637 D 

119 6638 D 

119 6639 D 

119 6640 D 

119 6641 D 

119 6642 D 

119 6643 D 

6644 WORKSHEETS (TB) 5 5 119 6644 C 

120 6645 D 

6646 QUALITY ASSURANCE (TB) 5 5 120 6646 C 

120 6647 D 

120 6648 D 

120 6649 D 

120 6650 D 

120 6651 D 

120 6652 D 

279 7027 D 

68 64 D 

68 78 D 

83 282 D 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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Rev. 06/05 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 14 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1 283 
ACCESSION RECORDS/GUIDE 
DUPLICATION APPROVALS (AV) 

AC+10 AC+10 
AC=ITEM REMOVED 
FROM CIRCULATION. 

83 283 C 

1.1 284 CIRCULATION RECORDS (EOSi) US US Vital Record. 83 284 C 

1.1 309 INTERLIBRARY LOAN RECORDS (MRL) AV AV 83 309 C 

83 315 D 

1.1 351 COLLECTION ANALYSIS RECORDS (AV) US+3 US+3 83 351 C 

1.1 400 INVENTORY/SHELF LIST REPORTS US US N 

83 459 D 

83 467 D 

1.1 469 CLIENT FILES (FIC) US US 
Vital Record. 
MAINTAINED IN 
ACCESS DATABASE. 

84 469 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 
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1. Page 15 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1 685 TRAINING INFORMATION AC+3 AC+3 

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 3016. 
(INCLUDES 
REGISTRATIONS; 
EVALUATIONS; AND 
CONTINUING 
EDUCATION 
CREDITS FOR LOCAL 
AGENCY STAFF & 
GROCERS). 

143 685 C 

1.1 1789 
AUDIOVISUAL DISTRIBUTOR 
INFORMATION AND CODE FILES (AV) 

US US 
84 1789 C 

1.1 1792 SUBSCRIPTION RENEWAL FILES (MRL) AC AC AC=RENEWAL. 84 1792 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 16 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1 1808 
USER GROUP ANALYSIS RECORDS 
(AV) 

US+3 US+3 
84 1808 C 

1.1 1818 
VIDEO CONDITION ANALYSIS & 
HISTORY RECORDS (AV) 

AC AC 
AC=REMOVAL FROM 
CIRCULATION. 

84 1818 C 

327 1956 D 

1.1 2264 
PHSU THIRD PARTY RECOVERY 
REVIEWS 

AC+1 6 AC+7 

AC=DATE OF 
REVIEW. INCLUDES 
KHC, CSHCN, AND 
HAP. 

126 2264 C 

126 2328 D 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 17 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 
 

 
1.1 

 
 
 
 
 
 
 
 
 
 

 
2453 

 
 
 
 
 
 
 
 
 
 

 
LOCAL AGENCY ADMINISTRATIVE FILE 

 
 
 
 
 
 
 
 
 
 
 
AC+1M 

O 
2 

 
 
 
 
 
 
 
 
 
 

 
Y11M 

 
 
 
 
 
 
 
 
 
 

 
O AC+3 

 Vital Record. 
AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. (FILE 
INCLUDES: HOURS 
OF OPERATION; 
LA/CLINIC POLICY & 
PROCEDURES; 
CORRESPONDENCE 
TO/FROM LA/CLINIC; 
TA TRAINING 
INFORMATION; 
TRAINING PLANS). 

 
 
 
 
 
 
 
 
 
 

 
05-537-358 

143 2453 C 

 
 
 

Retention Codes (Field 7) 
 

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

AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

Amendment Codes (Field 12) 
 
N – New 
C – Changed 
D – Deleted 
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1. Page 18 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1 2457 VENDOR FAIR HEARING FILES AC+3 AC+3 

PAPER AND 
ELECTRONIC; 
AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 77 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26(e) AND 
(f). 

132 2457 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
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Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 19 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1 2475 DAILY ERROR CORRECTION REPORTS AC 3 AC+3 

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26(e) AND 
(f) 

05-537-020 

132 2475 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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SLR 122 
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1. Page 20 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1 2515 
COMPLAINTS REGARDING 
PARTICIPANTS 

AC+3 AC+3 

AC=FINAL 
DISPOSITION OF THE 
COMPLAINT AND 
MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

143 2515 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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1. Page 21 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1 2520 
NUTRITION EDUCATION AND 
BREASTFEEDING PROMOTION PLANS 

AC+1 2 AC+3 

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

143 2520 C 

1.1 2630 OVERDUE NOTICES AC AC 
AC=ITEM RETURNED 
OR REMOVED FROM 
COLLECTION. 

84 2630 C 

1.1 2665 
CIRCULATION RECORDS (TEK DATA) 
(AV) 

1 1 Vital Record. 
84 2665 C 

1.1 2667 SERIALS (EOSi) US US Vital Record. 85 2667 C 

1.1 2914 
JOURNAL SUBSCRIPTION SERVICES 
(MRL) 

AV AV 
85 2914 C 

1.1 2977 
STATEMENT OF RESPONSIBILITY FILE 
(AV) 

PM PM Vital Record. 
85 2977 C 

1.1 3064 PREVIEW EVALUATIONS (AV) AV AV 85 3064 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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1. Page 22 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 

1.1 
 

3086 
MATERNAL MORTALITY & MORBIDITY 
TASK FORCE MEETING NOTES AND 
AGENDAS 

 
AC+3 

  
AC+3 

 
R 

AC=DATE OF 
MEETING. 

   N 

         69 3919 D 

         69 3927 D 
 
 
 
 
 
 

 
1.1 

 
 
 
 
 
 

 
4169 

 
 
 
 
 
 

 
USDA CIVIL RIGHTS COMPLAINTS 

 
 
 
 
 
 

 
AC+3 

  
 
 
 
 
 

 
AC+3 

 AC=FINAL 
DISPOSITON OF 
COMPLAINT AND 
MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

 144 4169 C 

 
 
 
 
 

Retention Codes (Field 7) 
 

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

AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

Amendment Codes (Field 12) 
 
N – New 
C – Changed 
D – Deleted 
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1. Page 23 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1 4170 PARTICIPANT FAIR HEARING FILES AC+3 AC+3 

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

144 4170 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 24 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1 4279 VENDOR COMPLIANCE BUYS AC 3 AC+3 

AC= MARCH 1 OF 
THE FEDERAL 
FISCAL YEAR 
FOLLOWING 
RELEASE OF FINAL 
FINDING. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26 (e) AND 
(f). 

05-537-110 

132 4279 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 25 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 

 
1.1 

 
 
 
 
 
 
 
 
 

 
4703 

 
 
 
 
 
 
 
 
 

 
TRAINING INFORMATION 

 
 
 
 
 
 
 
 
 

 
AC 

 
 
 
 
 
 
 
 
 

 
3 

 
 
 
 
 
 
 
 
 

 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
(INCLUDES 
REGISTRATIONS; 
EVALUATIONS; AND 
CONTINUING 
EDUCATION 
CREDITS FOR LOCAL 
AGENCY STAFF AND 
GROCERS.) 

 
 
 
 
 
 
 
 
 

 
09-537-547 

133 4703 C 

 
 
 
 

 
Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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accompany this form. 

 

 
1. Page 26 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 

1.1 

 
 
 
 
 
 
 
 

4864 

 
 
 
 
 
 
 
 
PROGRAM CORRESPONDENCE 

 
 
 
 
 
 
 
 
AC+3 

  
 
 
 
 
 
 
 
AC+3 

 AC=DATE OF FINAL 
STATEWIDE 
IMPLEMENTATION 
OF EBT PROJECT 
AND MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

 141 4864 C 

 
 
 
 

1.1 

 
 
 
 

5744 

 
 
 
ADVISORY COUNCIL/COMMITTEE 
MEMBERSHIP APPLICATIONS - 
APPOINTED 

 
 
 
 
AC+1 

  
 
 
 
AC+1 

 AC=END OF TERM 
ON COUNCIL/ 
COMMITTEE. 
INCLUDES 
NEWBORN 
SCREENING 
ADVISORY 
COMMITTEE. 

   N 

 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 27 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 

 
1.1 

 
 

 
5745 

 
 
ADVISORY COUNCIL/COMMITTEE 
MEMBERSHIP APPLICATIONS - NOT 
APPOINTED 

 
 

 
AC+2 

  
 

 
AC+2 

 AC=DATE OF 
DECISION NOT TO 
APPOINT. INCLUDES 
NEWBORN 
SCREENING 
ADVISORY 
COMMITTEE. 

   N 

         79 5939 D 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Retention Codes (Field 7) 
 

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

AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

Amendment Codes (Field 12) 
 
N – New 
C – Changed 
D – Deleted 
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1.1 

 
 
 
 
 
 
 
 
 
 
 
 

 
6383 

 
 
 
 
 
 
 
 
 
 
 
 
 
IMM TRAC - IMMUNIZATION RECORDS 
AND CONSENT (CHILD) 

 
 
 
 
 
 
 
 
 
 
 
 

 
AC+1M 

 
 
 
 
 
 
 
 
 
 
 
 

 
17Y11M 

 
 
 
 
 
 
 
 
 
 
 
 

 
AC+18 

 Vital Record. 
AC=CLIENT’S DATE OF 
BIRTH. IF CLIENT 
WITHDRAWS CONSENT 
TO BE IN REGISTRY, 
RECORD WILL BE 
REMOVED AND 
DESTROYED WITHIN 10 
DAYS OF WITHDRAWAL 
OF CONSENT, EVEN IF 
CLIENT HAS NOT 
REACHED 18 YEARS 
OF AGE (SEE #6411). 
RECORDS MAY BE 
HELD UP TO 1 YEAR 
AFTER 18TH BIRTHDAY 
TO ALLOW TIME FOR 
CLIENT TO SUBMIT 
CONSENT FOR 
CONTINUED 
PARTICIPATION IN 
REGISTRY.  RECORDS 
HELD FOR THIS 1 YEAR 
WILL BE BARRED 
FROM ACCESS BY 
INDIVIDUALS OUTSIDE 

 
 
 
 
 
 
 
 
 
 
 
 

 
14-537-577 

153 6383 C 

 Retention C odes (Field 7)      
O 

  Amend ment C des (Fiel d 12) 

 
 

 
AC – After Closed, Terminated, CE – Calendar Year End MO – Months 

Completed, Expired, Settled FE – Fiscal Year End PM – Permanent 
AV – Administrative Value LA – Life of Asset US – Until Superseded 

 

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

 

 
N – New 
C – Changed 
D – Deleted 
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2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

F
A

D
rc

S
h
H
iv

S
al
. 
Codes (Field 8) o 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
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1. Page 29 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 

 
 
 
 
 

1.1 

 

 
 
 
 
 

6405 

 
 
 
 
 
IMM TRAC - IMMUNIZATION RECORDS 
AND CONSENT (ADULT) 

 

 
 
 
 
 

AC 

  

 
 
 
 
 

AC 

 Vital Record. 
AC=WITHDRAWAL 
OF CONSENT TO BE 
IN REGISTRY. UPON 
CLIENT'S DEATH, 
RECORD IS 
RECLASSIFIED AS 
#6406 IMM TRAC - 
IMMUNIZATION 
RECORDS (ADULT - 
DECEASED). 

   N 

 
 
 
 
 

 
1.1 

 
 
 
 
 

 
6406 

 

 
 
 
 
 
IMM TRAC - IMMUNIZATION RECORDS 
AND CONSENT (ADULT - DECEASED) 

 
 
 
 
 

 
AV 

  
 
 
 
 

 
AV 

 Vital Record. UPON 
CLIENT'S DEATH, 
RECORD WILL BE 
BARRED FROM 
ACCESS BY 
INDIVIDUALS 
OUTSIDE OF DSHS. 
RECORD IS 
MAINTAINED WHILE 
IT HAS CONTINUING 
VALUE TO 
PROGRAM. 

   N 

 

Retention Codes (Field 7) 
 

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

AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

Amendment Codes (Field 12) 
 
N – New 
C – Changed 
D – Deleted 
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Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 30 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1 6408 

IMM TRAC - IMMUNIZATION RECORDS 
AND CONSENT (CHILD & ADULT - 
RECORDS OBTAINED AS PART OF AN 
OFFICIALLY-DECLARED 
DISASTER/EMERGENCY) 

AC AC 

Vital Record. AC=5 
YEARS FROM END 
DATE OF DECLARED 
DISASTER IF NO 
DISASTER CONSENT 
IS ON FILE FOR THE 
REGISTRY. IF 
CONSENT IS ON 
FILE, RECORD IS 
MAINTAINED UNTIL 
CONSENT IS 
WITHDRAWN. 

N 

1.1 6409 
IMM TRAC - RELEASE IMMUNIZATION 
HISTORY 

1MO 5Y11M 6 

RETENTION PERIOD 
ALIGNS WITH 
STANDARD 
RETENTION OF 
HIPAA-COVERED 
DISCLOSURE 
REQUESTS. 

14-537-576 

N 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 31 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 

1.1 

 
 
 
 

6411 

 
 

 
IMM TRAC - WITHDRAWAL OF 
CONSENT 

 
 
 
 

AC 

  
 
 
 

AC 

 AC=DATE ON WHICH 
IMMUNIZATION 
RECORD IS 
REMOVED FROM 
REGISTRY. MUST BE 
COMPLETED WITHIN 
10 DAYS OF RECEIPT 
OF WITHDRAWAL. 

   N 

 
 
 
 
 

1.1 

 
 
 
 
 

6449 

 
 
 
 
 
IMM TRAC - PROVIDER REGISTRATION 

 
 
 
 
 
AC+1 

  
 
 
 
 
AC+1 

 AC=RECEIPT OF 
NEW APPLICATION 
OR DATE OF 
FAILURE TO 
RECEIVE A 
RENEWAL, 
WHICHEVER COMES 
FIRST. PROVIDERS 
MUST RENEW 
EVERY 2 YEARS. 

   N 

         121 6580 D 

         121 6581 D 

1.1 6593 
LAB TESTING SUPPLY ORDER 
REQUESTS 

FE+1  FE+1    121 6593 C 

 

 
Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

Amendment Codes (Field 12) 
 
N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 32 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1 6864 PROGRAM CORRESPONDENCE AC+3 AC+3 

AC= MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR INCLUDING 
DATE OF FINAL 
STATEWIDE 
IMPLEMENTATION 
OF PROJECT. 
FEDERAL FISCAL 
YEAR STARTS 
OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

140 6864 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 33 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 

1.1.002 

 
 
 
 
 
 
 
 
 

4282 

 
 
 
 
 
 
 
 
 
VENDOR INVOICE AUDITS 

 
 
 
 
 
 
 
 
 

AC 

 
 
 
 
 
 
 
 
 

7 

 
 
 
 
 
 
 
 
 
AC+7 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26 (e) AND 
(f). 

 
 
 
 
 
 
 
 
 
05-537-129 

133 4282 C 

 

 
 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 

1.1.007 1878 

PROGRAM ADMINISTRATIVE 
CORRESPONDENCE (LIMITED TO 
FORMULATION, PLANNING, 
IMPLEMENTATION, INTERPRETATION, 
MODIFICATION, OR REDEFINITION OF 
THE PROGRAMS, SERVICES OR 
PROJECTS & THE ADMINISTRATIVE 
REGULATIONS, POLICIES AND 
PROCEDURES THAT GOVERN THEM.) 

AC+3 AC+3 R 

Vital Record. 
AC=DATE OF FINAL 
STATEWIDE 
IMPLEMENTATION 
OF EBT PROJECT 
AND MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. ONLY 
ADMINISTRATIVE 
CORRESPONDENCE 
OF EXECUTIVE 
STAFF, BOARD OR 
COMMISSION 
MEMBERS, DIVISION 
DIRECTORS AND 
SECTION/UNIT/BRAN 

141 1878 C 

Retention Codes (Field 7) C 
A 

HArHchEivAaDl CSoRdeEsQ(FUiIeRldE8) 

RCHIVAL REVIEW. 
 Amend ment C des (Fiel d 12) 

AC – After Closed, Terminated, CE – Calendar Year End MO – Months
Completed, Expired, Settled FE – Fiscal Year End PM – Permanent 

AV – Administrative Value LA – Life of Asset US – Until Superseded 

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

N – New
C – Changed 
D – Deleted 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 34 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

o 
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1.1.007 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
6865 

 

 
 
 
 
 
 
 
 
 
PROGRAM ADMINISTRATIVE 
CORRESPONDENCE (LIMITED TO 
FORMULATION, PLANNING, 
IMPLEMENTATION, INTERPRETATION, 
MODIFICATION, OR REDEFINITION OF 
THE PROGRAMS, SERVICES OR 
PROJECTS & THE ADMINISTRATIVE 
REGULATIONS, POLICIES AND 
PROCEDURES THAT GOVERN THEM.) 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
AC+3 

  
 
 
 
 
 
 
 
 
 
 
 
 

 
AC+3 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
R 

Vital Record. 
AC=DATE OF FINAL 
STATEWIDE 
IMPLEMENTATION 
OF PROJECT + 
MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. ONLY 
ADMINISTRATIVE 
CORRESPONDENCE 
OF EXECUTIVE 
STAFF, BOARD OR 
COMMISSION 
MEMBERS, DIVISION 
DIRECTORS AND 
SECTION/UNIT/BRAN 

 140 6865 C 

 Retention C odes (Field 7)      C 
A 

HArHchEivAaDl CSoRdeEsQ(FUiIeRldE8) 

RCHIVAL REVIEW. 
 Amend ment C des (Fiel d 12) 

 
AC – After Closed, Terminated, CE – Calendar Year End MO – Months 

Completed, Expired, Settled FE – Fiscal Year End PM – Permanent 
AV – Administrative Value LA – Life of Asset US – Until Superseded 

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

N – New 
C – Changed 
D – Deleted 

 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 35 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
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1. Page 36 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 

 
 
 
 
 
 
 
 
 

1.1.020 

 

 
 
 
 
 
 
 
 
 

6813 

 
 
 
 
 
 
 
 
 
SUBPOENAS (DSHS IS NOT A PARTY 
TO THE LITIGATION) 

 

 
 
 
 
 
 
 
 
 
AC+1 

  

 
 
 
 
 
 
 
 
 
AC+1 

 [Vital Statistics] 
AC=DATE OF DSHS' 
RESPONSE TO THE 
SUBPOENA IN THE 
FORM OF 
COMPLETED 
QUESTIONS AND 
RESPONSIVE 
DOCUMENTS, 
AFFIDAVITS OF NO 
RECORDS, OR, IN 
THE CASE OF 
WITNESS 
SUBPOENAS, THE 
DATE ON WHICH 
DSHS EMPLOYEE 
APPEARED AS A 
WITNESS. 

 79 6813 C 

 

 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 37 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1.024 4647 PLANS AND PLANNING RECORDS AC+3 AC+3 R 

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR IN WHICH 
DECISION MADE TO 
IMPLEMENT OR NOT 
TO IMPLEMENT 
RESULT OF 
PLANNING 
PROCESS. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

141 4647 C 

85 468 D 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 

A7
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 38 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1.065 3189 108 REPORT AC+3 AC+3 

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26 (e) AND 
(f). 

133 3189 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 39 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1.066 4384 TUBERCULOSIS ANNUAL REPORT PM PM A 

REPORT NEEDED 
PERMANENTLY TO 
ADDRESS 
RESPONSES TO 
QUESTIONS FROM 
THE PUBLIC, LOCAL 
HEALTH 
DEPARTMENTS,UNIV 
ERSITIES, OR 
OTHERS DOING 
RESEARCH ON 
TUBERCULOSIS. 

157 4384 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 40 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1.067 4118 REPORTS AND STUDIES (NON-FISCAL) AC+3 AC+3 R 

AC=MARCH 1 OF 
FOLLOWING FEDERAL 
FISCAL YEAR 
INCLUDING DATE OF 
FINAL STATEWIDE 
IMPLEMENTATION OF 
EBT PROJECT. 
FEDERAL FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION REQUIRED 
BY USDA FEDERAL 
REGULATION 7 CFR 
PART 246.25.  IF 
REPORT HAS 
HISTORICAL 
RELEVANCE, DO NOT 
DESTROY REPORT BUT 
SEND IT TO THE STATE 
ARCHIVIST AT THE END 
OF THE RETENTION 
PERIOD. 

142 4118 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 

A7
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 41 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1.069 2469 PROGRAM ACTIVITY REPORTS AC+3 AC+3 

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
(INCLUDES 
DOMINION AND 
OPERATORS PHONE 
TRAFFIC REPORTS). 

145 2469 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 42 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

1.1.069 2500 LOCAL AGENCY ACTIVITY REPORTS AC+3 AC+3 

PAPER AND 
ELECTRONIC. 
AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
(INCLUDES: 
PARTICIPATION; 
DUAL 
PARTICIPATION) 

145 2500 C 

1.2 248 
HHS RECORDS MANAGEMENT WORK 
GROUP FILES (RM) 

AV AV 
86 248 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
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1. Page 43 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 

1.2 

 
 
 
 

408 

 
 

 
RECORDS MANAGEMENT PROJECTS 
(RM) 

 
 
 
 

AV 

  
 
 
 

AV 

 DOCUMENTATION 
OF PROJECTS AND 
CONSULTATION 
OUTSIDE OF 
RETENTION 
SCHEDULE REVIEW 
AND FORMAL 
TRAINING. 

   N 

1.2 1836 
RECORDS STORAGE FEE SCHEDULES 
(RM) 

FE+1  FE+1    86 1836 C 

1.2 1843 
ELECTRONIC RECORDS RULES 
COMPLIANCE FILES (RM) 

AV  AV    86 1843 C 

 
 
 
 
 
 
 
 
 
 
 
 

 
Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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1. Page 44 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 

2.1 

 
 
 
 
 
 
 
 

2091 

 
 
 
 
 
 
 
 
AUTOMATION RECORDS (TEXASWIN) 

 
 
 
 
 
 
 
 
AC+3 

  
 
 
 
 
 
 
 
AC+3 

 DATABASE IS 
UPDATED 
CONTINUOUSLY ON 
A DAILY BASIS. 
AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

 140 2091 C 

 
 
 
 
 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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Form SLR 105C must 
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1. Page 45 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 

2.2.011 

 
 
 
 
 
 
 
 
 

3932 

 
 
 
 
 
 
 
 
 
DATA ENTRY CONTRACTOR ACTIVITIES 

 
 
 
 
 
 
 
 
 

AC 

 
 
 
 
 
 
 
 
 

3 

 
 
 
 
 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26(e) AND 
(f) 

 134 3932 C 

        05-537-510 127 5841 D 
 

 
3.1.023 

 

 
2005 

 

 
JOB DESCRIPTIONS 

 

 
AC 

 

 
4 

 

 
AC+4 

 AC=UNTIL 
SUPERSEDED OR 
JOB ELIMINATED. 40 
TAC 815.106(i) 

   N 

 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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Form SLR 105C must 
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1. Page 46 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 

3.2.001 

 
 
 
 
 

621 

 

 
 
 
 
EMPLOYEE DEDUCTION 
AUTHORIZATION 

 
 
 
 
 
AC+5 

  
 
 
 
 
AC+5 

 Vital Record. 
AC=AFTER 
TERMINATION OF 
EMPLOYEE OR 
AFTER AMENDMENT, 
EXPIRATION, OR 
TERMINATION OF 
AUTHORIZATION, 
WHICHEVER 
SOONER. 

 92 621 C 

3.4 2627 EMPLOYEE LEAVE FILE 5  5    76 2627 C 
 
 
 
 
 
 

3.4.001 

 
 
 
 
 
 

5238 

 
 
 
 
 
 
TIMEKEEPING RECORDS (CAPPS) 

 
 
 
 
 
 

FE+1 

 
 
 
 
 
 

4 

 
 
 
 
 
 

FE+5 

 This retention period is 
for the electronic 
information in CAPPS 
to agree with the other 
HHS agencies, as 
requested by HHS- 
TL&L. (This retention 
period does not apply 
to the printed time 
sheet required only by 
DSHS to satisfy federal 
audits. See #3274.) 

 29 5238 C 

 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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1. Page 47 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 

 
 
 
 
 

4.0 

 

 
 
 
 
 

721 

 

 
 
 
 
 
FOOD INSTRUMENT REPRINTS 

 

 
 
 
 
 
AC+3 

  

 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 3016. 

 145 721 C 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 

4.0 2484 LOCAL AGENCY FISCAL FILE AC+1 2 AC+3 

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. (FILE 
INCLUDES: 
CONVENIENCE  
COPY OF 
CONTRACT; PLAN TO 
ALLOCATE COST; 
FISCAL MONITORING 
REPORT; 
PERFORMANCE 
MEASURES; 
EXTENDED HOURS 
REIMBURSEMENT; 
PURCHASE 
VOUCHERS; 

05-537-101 

146 2484 C 

Retention Codes (Field 7) S UARrcPhLivUalSCPodAeGs E(FSie).ld 8) Amend ment C des (Fiel d 12) 

AC – After Closed, Terminated, CE – Calendar Year End MO – Months 
Completed, Expired, Settled FE – Fiscal Year End PM – Permanent 

AV – Administrative Value LA – Life of Asset US – Until Superseded 

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

N – New 
C – Changed 
D – Deleted 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 48 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

o 
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1. Page 49 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 

4.0 

 
 
 
 
 
 
 
 
 

4281 

 
 
 
 
 
 
 
 
 
VENDOR REVIEWS 

 
 
 
 
 
 
 
 
 

AC 

 
 
 
 
 
 
 
 
 

3 

 
 
 
 
 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26 (e) AND 
(f). 

 
 
 
 
 
 
 
 
 
05-537-112 

134 4281 C 

 

 
 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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Form SLR 105C must 
accompany this form. 

 

 
1. Page 50 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 

4.0 

 
 
 
 
 
 
 
 
 

7246 

 
 
 
 
 
 
 
 
 
COST CONTAINMENT RECORDS 

 
 
 
 
 
 
 
 
 

AC 

 
 
 
 
 
 
 
 
 

3 

 
 
 
 
 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26(e) AND 
(f) 

 134 7246 C 

 

 
 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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Form SLR 105C must 
accompany this form. 

 

 
1. Page 51 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 

4.0 

 
 
 
 
 
 
 
 
 

7247 

 

 
 
 
 
 
 
 
 
LEAST EXPENSIVE BRAND (LEB) 
COMPLIANCE RECORDS 

 
 
 
 
 
 
 
 
 

AC 

 
 
 
 
 
 
 
 
 

3 

 
 
 
 
 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26(e) AND 
(f). 

 134 7247 C 

 

 
 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 

Records Retention Schedule Amendment 
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Form SLR 105C must 
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1. Page 52 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 

4.0 

 
 
 
 
 
 
 
 
 

7248 

 
 
 
 
 
 
 
 
 
EGREGIOUS RECORDS 

 
 
 
 
 
 
 
 
 

AC 

 
 
 
 
 
 
 
 
 

3 

 
 
 
 
 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26(e) AND 
(f). 

 135 7248 C 

         127 2111 D 
 

 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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1. Page 53 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 

4.1 

 
 
 
 
 
 
 
 
 

3191 

 
 
 
 
 
 
 
 
 
UNPAID VENDOR CLAIMS 

 
 
 
 
 
 
 
 
 
AC+3 

  
 
 
 
 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26 (e) AND 
(f). DEAD CLAIMS. 

 135 3191 C 

4.1 5651 
COPYRIGHT PAYMENT INFORMATION 
(MRL) 

FE+3 
 

FE+3 
   86 5651 C 

 
 
 
 

 
Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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1. Page 54 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 

4.1.001 

 
 
 
 
 
 
 
 
 

1272 

 
 
 
 
 
 
 
 
 
MANUAL VENDOR FOOD PAYMENTS 

 
 
 
 
 
 
 
 
 

AC 

 
 
 
 
 
 
 
 
 

3 

 
 
 
 
 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26(e) AND 
(f). 

 135 1272 C 

 

 
 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 
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STATE OF TEXAS 
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accompany this form. 

 

 
1. Page 55 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 

4.1.001 

 
 
 
 
 
 
 
 
 

3931 

 
 
 
 
 
 
 
 
 
VENDOR PAYMENT INQUIRIES 

 
 
 
 
 
 
 
 
 

AC 

 
 
 
 
 
 
 
 
 

3 

 
 
 
 
 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26(e) AND 
(f). 

 
 
 
 
 
 
 
 
 
09-537-548 

136 3931 C 

 

 
 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 56 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 

4.1.001 

 
 
 
 
 
 
 
 
 

6824 

 

 
 
 
 
 
 
 
 
REDEEMED FOOD VOUCHERS (WIC 
CLAIMS) 

 
 
 
 
 
 
 
 
 

AC 

 
 
 
 
 
 
 
 
 

3 

 
 
 
 
 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26(e) AND 
(f). 

 
 
 
 
 
 
 
 
 
07-537-540 

136 6824 C 

 

 
 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 57 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

4.1.002 4280 VENDOR BILLINGS AC 3 AC+3 

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26 (e) AND 
(f). 

05-537-111 

137 4280 C 

4.2 2089 
PHSU PROGRAM RECIPIENT AND 
PROVIDER REFUND FILE 

FE+1 2 FE+3 
INCLUDES KHC, 
CSHCN, AND HAP. 

05-537-044 
128 2089 C 

4.2 2092 
PHSU WARRANT TRACER REQUEST 
FILE 

FE+3 FE+3 
128 2092 C 

05-537-046; 
05-537-043 

128 2162 D 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 

A7



SLR 122 

Rev. 06/05 
 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 58 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
4.2.003 2531 CASHIER BACK-UP DOCUMENTS FE+6M O2Y6MO FE+3   14-537-574   N 

        11-537-557 128 1356 D 
 
 
 
 
 
 
 
 
 

4.2.005 

 
 
 
 
 
 
 
 
 

2464 

 
 
 
 
 
 
 
 
 
WIC VENDOR CLAIM FORMS 

 
 
 
 
 
 
 
 
 

AC 

 
 
 
 
 
 
 
 
 

3 

 
 
 
 
 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26 (e) AND 
(f). 

 
 
 
 
 
 
 
 
 
05-537-092 

137 2464 C 

 
4.2.005 

 
3292 

 
PURCHASE VOUCHERS 

 
FE 

 
3 

 
FE+3 

  (509) 05-537- 
351; (120) 07- 
537-541 

32 3292 C 

 

 
Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

Amendment Codes (Field 12) 
 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 59 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 

4.3 

 
 
 

2164 

 
 
 
PHSU PAYRUN LOGBOOKS 

 
 
 

1 

  
 
 

1 

 INCLUDES KHC, 
CSHCN, AND HAP. 
DO NOT PURGE 
UNTIL AT LEAST 1 
YEAR AFTER IBIS 
ROLLOUT. 

 128 2164 C 

 
 

 
4.4 

 
 

 
2976 

 
 

 
INVOICE FILE 

 
 

 
AC+2 

  
 

 
AC+2 

 AC=INVOICE ISSUED. 
AFTER RETENTION 
IS MET, NOTATION IS 
ADDED TO 
CUSTOMER'S 
CIRCULATION 
RECORD IN EOS). 

 86 2976 C 

 
 

4.4.002 

 
 

4256 

 
 
PHSU ACCOUNTS RECEIVABLE 

 
 

FE+5 

  
 

FE+5 

 INCLUDES KHC, HAP, 
AND CSHCN. 
LONGER RETENTION 
TO SATISFY CMS 
REQUIREMENTS. 

   N 

 
 
 
 
 

 
Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

Amendment Codes (Field 12) 
 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 60 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 

 
 
 
 
 

4.5 

 

 
 
 
 
 

2492 

 

 
 
 
 
 
LOCAL AGENCY FISCAL REPORTS 

 

 
 
 
 
 
AC+3 

  

 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 

 131 2492 C 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 61 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 

 
 
 
 
 
 
 
 
 

4.5.002 

 

 
 
 
 
 
 
 
 
 

3372 

 

 
 
 
 
 
 
 
 
 
WIC VENDOR PAYRUN REPORTS 

 

 
 
 
 
 
 
 
 
 

AC 

 

 
 
 
 
 
 
 
 
 

3 

 

 
 
 
 
 
 
 
 
 
AC+3 

 Vital Record. 
AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26 (e) AND 
(f). 

 

 
 
 
 
 
 
 
 
 
05-537-093 

137 3372 C 

 

 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

Form SLR 105C must 
accompany this form. 

1. Page 62 of 71 

2. Agency
Code 537 

3. Agency
Name Texas Department of State Health Services 

4. 

Records 
Series 

Item No. 

5. 

Agency 
Item 
No. 

6. 

Record Series Title 

7. 

Retention Period 

8. 

Archival 

10. 

106 No. 

11. 
Current 

Schedule 

12. 

Amend. 
Type Agency Storage Total 

9. 
Remarks 

Page 
No. 

Agency 
Item No. 

4.5.002 4387 VENDOR ACCOUNT ADJUSTMENTS AC 3 AC+3 

AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26 (e) AND 
(f). 

05-537-103 

137 4387 C 

Retention Codes (Field 7) 

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

AV – Administrative Value 

CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 63 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 

 
4.5.003 

 
 

 
5232 

 
 
 
ADVISORY COUNCIL/COMMITTEE 
RESOURCE ALLOCATION PLANS 

 
 

 
AC+6 

  
 

 
AC+6 

 
 

 
A 

AC=SEPTEMBER 1 
OF ODD-NUMBERED 
CALENDAR YEARS. 
INCLUDES 
INTERAGENCY 
COUNCIL ON 
GENETIC SERVICES. 

   N 

 
 
 
 
 
 
 
 

4.5.005 

 
 
 
 
 
 
 
 

2491 

 
 
 
 
 
 
 
 
FINANCIAL REPORTS 

 
 
 
 
 
 
 
 
AC+3 

  
 
 
 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25.  FNS- 
798; OTHER 
FINANCIAL REPORTS 
SUBMITTED TO 
USDA. 

 131 2491 C 

 
 

Retention Codes (Field 7) 
 

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

AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

Amendment Codes (Field 12) 
 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 64 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 

4.6.002 

 
 
 
 
 
 
 
 
 

2493 

 

 
 
 
 
 
 
 
 
VENDOR ONE-TO-ONE 
RECONCILIATION 

 
 
 
 
 
 
 
 
 
AC+1 

 
 
 
 
 
 
 
 
 

2 

 
 
 
 
 
 
 
 
 
AC+3 

 AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26 (e) AND 
(f). 

 
 
 
 
 
 
 
 
 
05-537-099 

138 2493 C 

         79 2043 D 

         128 2063 D 

         128 2160 D 
 
 
 
 

Retention Codes (Field 7) 
 

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

AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 
 
A – Transfer to State Archives 
R – Review by State Archivist 

Amendment Codes (Field 12) 
 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 65 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 

 
 
 
 
 

4.7 

 

 
 
 
 
 

4315 

 

 
 
 
 
 
PHSU CLAIMS PAYMENT VOUCHERS 

 

 
 
 
 
 

FE+5 

  

 
 
 
 
 

FE+5 

 INCLUDES KHC, HAP, 
AND CSHCN. 
INCLUDES PAYRUN 
RECORDS 
PRINTOUTS, 
MEDICAL AND 
TRAVEL CLAIMS BY 
PAYRUN, AND 
PAYMENTS FOR 
MEDICARE PARTS B 
AND D. 

   N 

 
 
 
 

4.7 

 
 
 
 

4747 

 
 
 
 
PHSU CLAIMS LOG BOOKS 

 
 
 
 

1 

  
 
 
 

1 

 INCLUDES KHC, HAP, 
AND CSHCN. 
INCLUDES MEDICAL 
CLAIMS LOG, 
COMPTROLLER 
HELD WARRANT 
LOG, AND PAYRUN 
LOGBOOKS. 

   N 

 
 
 
 

 
Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 66 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 

 
4.7.005 

 
 
 
 
 
 
 
 
 

 
3889 

 
 
 
 
 
 
 
 
 

 
VENDOR CLAIM REDUCTION INQUIRIES 

 
 
 
 
 
 
 
 
 

 
AC 

 
 
 
 
 
 
 
 
 

 
3 

 
 
 
 
 
 
 
 
 

 
AC+3 

 Vital Record. 
AC=MARCH 1 OF THE 
FEDERAL FISCAL 
YEAR FOLLOWING 
RESOLUTION OF 
CLAIM. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION PERIOD 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26(e) AND 
(f). 

 138 3889 C 

 
 
 
 

 
Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 67 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 

 
 
 
 
 
 
 
 
 

4.7.008 

 

 
 
 
 
 
 
 
 
 

2450 

 
 
 
 
 
 
 
 
 
FARMERS MARKET NUTRITION 
PROGRAM 

 

 
 
 
 
 
 
 
 
 

AC 

 

 
 
 
 
 
 
 
 
 

3 

 

 
 
 
 
 
 
 
 
 
AC+3 

 Vital Record. 
AC=MARCH 1 OF 
FOLLOWING 
FEDERAL FISCAL 
YEAR. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26 (e) AND 
(f). 

 

 
 
 
 
 
 
 
 
 
09-537-550 

138 2450 C 

 

 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 68 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 
 
 
 
 
 
 
 
 
 
 
 

4.7.008 

 
 
 
 
 
 
 
 
 
 
 
 

2466 

 
 
 
 
 
 
 
 
 
 
 
 
WIC VENDOR CONTRACTS 

 
 
 
 
 
 
 
 
 
 
 
 
AC+1 

 
 
 
 
 
 
 
 
 
 
 
 

2 

 
 
 
 
 
 
 
 
 
 
 
 
AC+3 

 Vital Record. 
AC=MARCH 1 OF THE 
FEDERAL FISCAL 
YEAR FOLLOWING 
EXPIRATION OR 
TERMINATION OF 
THE CONTRACT 
ACCORDING TO ITS 
TERMS. FEDERAL 
FISCAL YEAR 
STARTS OCTOBER 1. 
RETENTION 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.25. 
CONFIDENTIALITY 
REQUIRED BY USDA 
FEDERAL 
REGULATION 7 CFR 
PART 246.26 (e) AND 
(f). 

 
 
 
 
 
 
 
 
 
 
 
 
05-537-132 

139 2466 C 

         324 1533 D 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 69 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 

5.1 2628 
VENDOR AGREEMENTS FOR LICENSES 
AND SERVICES 

AC+3  AC+3  Vital Record. AC=END 
OF AGREEMENT. 

 87 2628 C 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 



SLR 122 

Rev. 06/05 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

5.1.001 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

3717 

 
 
 
 
 
 
 
 
 
 
 
 
 
PHSU PROVIDER INDEX AND 
SUPPORTING DOCUMENTATION 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
AC+10 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
AC+10 

 Vital Record. 
INCLUDES 
PROVIDER 
ENROLLMENT 
FORMS AND OTHER 
DOCUMENTATION 
SUBMITTED WITH 
THE PROVIDER 
AGREEMENT, 
INCLUDING BUT NOT 
LIMITED TO DIRECT 
DEPOSIT FORMS, 
CHANGE OF 
ADDRESS, CHANGE 
OF OWNERSHIP 
(CHOW), LICENSE 
VERIFICATION, 
NATIONAL 
PROVIDER 
IDENTIFIER 
VERIFICATION, AND 
VERIFICATION OF 
MEDICARE AND 
MEDICAID 

   N 

 Retention C odes (Field 7)      E NARrcOhiLvLalMCEoNdeTs. (Field 8)  Amend ment C des (Fiel d 12) 

 
AC – After Closed, Terminated, CE – Calendar Year End MO – Months 

Completed, Expired, Settled FE – Fiscal Year End PM – Permanent 
AV – Administrative Value LA – Life of Asset US – Until Superseded 

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

N – New 
C – Changed 
D – Deleted 

 

 

STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 70 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 
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STATE OF TEXAS 

Records Retention Schedule Amendment 

SLR 122 

 
Form SLR 105C must 
accompany this form. 

 

 
1. Page 71 of 71 

2. Agency 
Code 537 

3. Agency 
Name Texas Department of State Health Services 

4. 
 

Records 
Series 

Item No. 

5. 
 

Agency 
Item 
No. 

6. 
 
 

 
Record Series Title 

7. 
 

Retention Period 

8. 
 
Archival 

10. 
 
 

 
106 No. 

11. 
Current 

Schedule 

12. 
 
 
Amend. 

Type 

 

 
Agency 

 

 
Storage 

 

 
Total 

 9. 
Remarks 

Page 
No. 

Agency 
Item No. 

 
 

 
 
 
 
 

5.2 

 

 
 
 
 
 

6587 

 

 
 
 
 
 
WORK ORDERS (COMPLETED) 

 

 
 
 
 
 

2 

  

 
 
 
 
 

2 

 DOES NOT INCLUDE 
WORK ORDERS FOR 
TESTING 
EQUIPMENT 
MAINTENANCE. 
TESTING 
EQUIPMENT WORK 
ORDERS FOUND IN 
RELEVANT QUALITY 
ASSURANCE 
RECORD SERIES. 

 121 6587 C 

 
 
 

5.2.010 

 
 
 

310 

 
 
 
EQUIPMENT MANUALS 

 
 
 

LA+2 

  
 
 

LA+2 

 EQUIPMENT 
MANUALS. CAP 
REQUIREMENT IS 2 
YEARS PAST THE 
RETIREMENT OF 
THE EQUIPMENT. 

   N 

         122 6601 D 

         116 1227 D 
 
 
 
 
 

Retention Codes (Field 7) 

 
AC – After Closed, Terminated, 

Completed, Expired, Settled 
AV – Administrative Value 

 

 
CE – Calendar Year End 
FE – Fiscal Year End 
LA – Life of Asset 

 

 
MO – Months 
PM – Permanent 
US – Until Superseded 

Archival Codes (Field 8) 

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

Amendment Codes (Field 12) 

 
N – New 
C – Changed 
D – Deleted 

 



J4 STATE OFTEXAS SLR1O5C

Records Retention Schedule Certification 122

submissions of this form.IiVh

and Archives
Commission

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

Agency Code 537 State Auditor’s Office
Department of State Health (For the exclusive use of the State Auditor’s Office)Agency Name Services

(Check one)

Signature
LI Initial Certification - Form SLR 105

Name (Print or type) 1recjptEl Recertification - Form SLR 105 ‘
‘8

Date

( Amendment - Form SLR 122

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

(Check one) Signature

[] Agency Head
Name (Print or type)

1 Records Man,ement Officer
.

, / -
Date — / ( — ZA 14

Signature -c-’J -- -
, 1/

Name (Print or type).-/Jenny Singer

Date September
27th 2013 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 destniction 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 OMsion
Texas State Library and Archives Commission
(Rev. 2111)



SLR 122
STATE OF TEXAS

Form SLR 105C mustRecords Retention Schedule Amendment accompanythis form.

and Archives
Commission

i. Page 1 of 14
2. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

Current
Records Agency Retention Period Archival Schedule
Series Item

jage
9. Page I Agency Amend.Item No. No. Record Series Title Agency Total — Remarks 106 No. No. Item No. Type

Frew Lawsuit. QA 112 325 C
RECORDS FOR
PEDIATRIC
SCREENING TESTS
(I.E. INSTRUMENT
MAINTENANCE & QC;

325 QUALITY ASSURANCE (PEDIATRIC
6M0 0Y6M 21 REAGENT QC; TEST

05-537-015WELLNESS) LOGS; QA LOGS;
PHONE LOGS;
PROFICIENCY
TESTS;
TEMPERATURE
LOGS; INSTRUMENT
CALIBRATIONS)

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 — NewCompleted, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted
SLR 122
Rev. 2109



State Library

SLR 122* STATE OFTEXAS
Form SLR 105C mustRecords Retention Schedule Amendment accompany this form.

and Archives
Commission

1. Page 2 of 14
2. Agency 3. Agency

Code 537 Name Department of State Heafth Services
4. 5. 6. 7. 8. 10. 11. 12.

Current
Records Agency Retention Period Archival Schedule
Series Item

gency I
storage

I
Page I Agency Amend.Item No. No. Record Series Title A Total I Remarks 106 No. F’Jo. Item No. Type

Frew Lawsuit. QA 112 326 C
RECORDS FOR
PATIENT TESTING
(I.E. INSTRUMENT
MAINTENANCE & QC
REAGENT QC; TEST

326 QUALITY ASSURANCE (PATIENTS) 6M0 0Y6M( 21 LOGS; QA LOGS; 05-537-014
PHONE LOGS;
PROFICIENCY
TESTS;
TEMPERATURE
LOGS; INSTRUMENT
CALIBRATIONS) —

RECORDS AND 112 327 C
DOCUMENTS TO
MEET REGULATORY

327 QUALITY ASSURANCE AND QC (WATER
1 11 12 REQUIREMENTS (I.E. 05-537-050— ENVIRONMENTAL)

AUDIT REPORTS, PT,
QA,ANDQC
RECORDS).
Frew Lawsuit. 112 330 C
PEDIATRIC330 REPORTS (PEDIATRIC WELLNESS) 1 MO 0Y1 1 ft 21
LABORATORY 05-537-047

REPORTS. —

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 I N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist ( C — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded ID — Deleted

SLR 122
Rev. 2/09



SLR 122
Jfr STATE OF TEXAS

Form SLR 105C mustRecords Retention Schedule Amendment accompanythisfonm

and Archives
Commission

1. Page 3 of 14
2. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

Current
Records Agency Retention Period Archival Schedule
Series Item I I

Page I Agency Amend.Item No. No. Record Series Title Agency I Storage I Total I Remarks 106 No. No. j Item No. Type

331 REPORTS (PATIENTS) I MO OYI I 21
PA11ENT REPORTS. 05-537-038 112 331 C

Frew Lawsuit. 113 334 C
TESTING RECORDS
FOR PEDIATRIC
SCREENING TESTS

334 WORKSHEETS (PEDIATRIC WELLNESS) 6M0 0Y6M 21 (INSTRUMENT
05-537-016

QC; SPECIMEN
PROCESSING DATA;
TEST RESULTS; RAW
DATA; ETC) —

Frew Lawsuit. 113 335 C
TESTING RECORDS
FOR PATIENT TESTS
(INSTRUMENT

335 WORKSHEETS (PATIENTS) 6MO 0Y6M 21 PRINTOUTS & RUN 05-537-069
QC; SPECIMEN
PROCESSING DATA;
TEST RESULTS; RAW

_______

DATA; ETC)

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, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09



SLR 122j. STATE OFTEXAS
f

- Form SLR 105C must
!‘ Records Retention Schedule Amendment accompanythis form.

and Archives
Commission

1. Page 4 of 142. Agency 3. Agency
Code 537 Name Department of State Health Services

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

SEE ITEM #327. 113 336 C
CONTAINS
RECORDS AND RAW

f’ AIAr, DATA FROM
336 1 11 12 ANALYSIS AND 05-537-124IAL)

SUPPORTING DATA
TO MEET
REGULATORY
REQUIREMENTS.
Frew Lawsuit. 113 887 D887 TOTAL HEMOGLOBIN WORKSHEETS 3 MO OY9M( 21 INSTRUMENT 05-537-221
PRINTOUTS.

EVIDENCE FOR FILING DELAYED
— . 189 1054 C1054

CERTIFICATE OF BIRTH PM PM PM Vital record. 13-537-568

TESTING RECORDS 114 1230 C
FOR ARBOVIRUS
AND RABIES TEAMS
(INSTRUMENT

1230 WORKSHEETS (NON-HUMAN) 1 4 5 PRINTOUTS & RUN 05-537-337
QC: SPECIMEN
PROCESSING DATA;
TEST RESULTS; RAW
DATA; ETC)

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 — NewCompleted, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09



SLR 122t;’ STATE OF TEXAS
7\ = Form SLR 105C must

.. Records Retention Schedule Amendment accompanythis form.ptp..
and Archives
Commission

1. Page 5 of 14
2. Agency 3. Agency

Code 537 Name Department of State Health Services
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

QC RECORDS FOR 114 1231 C
ARBOVIRUS AND
RABIES TEAMS
(INSTRUMENT
MAINTENANCE & QC

1231 QC & QA RECORDS (NON-HUMAN) 1 4 5 E11ST
05-537-338

PHONE LOGS;
PROFICIENCY
TESTS;
TEMPERATURE

. LOGS)
RECORDS 114 1237 C
CORRESPONDING
TO TESTING (I.E.

1237 MICRO- MILK TESTING RECORDS 2 3 5 SUBMISSION 14-537-571
FORMS,
WORKSHEETS,
REPORTS, ETC)
RECORDS 114 1834 C
CORRESPONDING

1834 MICRO - WATER TESTING RECORDS 3 9 12 TO TESTING (I.E. 05-537-039
WORKSHEETS,
REPORTS, ETC)

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, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — ChangedAV—Administrative Value LA— Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09



Texas
State Library

SLR 122j_. I STATE OF TEXAS
Form SLR 105C mustRecords Retention Schedule Amendment accompany this fomi.

and Archives
Commission

1. Page 6 of 142. Agency 3. Agency
Code 537 Name Department of State Health Services

4. 5. 6. 7. 8. 10. Ii. Ti2.
Current I

Records Agency Retention Period Archival Schedule
Series Item I I I 9.

Page I Agency lAmend.Item No. No. Record Series Title Agency IStoragel Total Remarks 106 No. No. Item No.1 Type

MEDIA NMEDIA PRODUCTION AND QC PREPARATION3 18 21 14-537-5721918
RECORDS RECORDS; MEDIA

QC RECORDS
RECORDS — N
CORRESPONDING
TO TESTING (I.E.MICRO - SHELLFISH TESTING

5 5 10 SUBMISSION 14-537-5732833
RECORDS

FORMS,
WORKSHEETS,
REPORTS, ETC) —

RECORDS N
CORRESPONDING
TO TESTING (I.E.

3908 MICRO - FOOD TESTING RECORDS 3 12 15 SUBMISSION 14-537-570
FORMS,
WORKSHEETS,
REPORTS, ETC) —

Frew Lawsuit. 115 5465 D
COMPUTER5465 WORKSHEETS (BLOOD LEADS) 3 MO OY9M( 21
PRINTOUTS FINAL 05-537-184

WORKSHEETS.
CORRESPONDENCE (PEDIATRIC

2 19 21 Frew Lawsuit. 05-537-072 115 272 C1.1 272
WELLNESS)

—

rention Codes (Field 7) I Archival Codes (Field 8) I Amendment Codes (Field 12)

AC — After Closed, Teinated, CE — Calendar Year End MO — Months — Transfer to State Archives N — NewCompleted, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist Ic — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted
SLR 122
Rev. 2/09



State Library

SLR 122
* STATE OFTEXAS

Form SLR 105C mustRecords Retention Schedule Amendment accompanythis form.

and Archives
Commission

i. Page 7 of 14
2. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

Current
Records Agency Retention Period Archival Schedule
Series Item I I

Page I Agency Amend.
Item No. No. Record Series Title Agency I Storage I Total I Remarks 106 No. No. j Item No. Type

Vital Record. Frew1.1 2549 TEST REQUISITIONS (PATIENTS) 2 MO :0Y101 21
— Lawsuit. 05-537-324 114 2549 C

AC=DATE ON WHICH — N
YELLOW FEVER PROVIDER PROVIDER

1.1 3309 AC+2 AC+2 BECOMESAPPLICATIONS AND RENEWALS
INACTIVE/FAILS TO
RENEW.

1.1 5032 TEST REQUISITIONS (NON-HUMAN) 2 MO 6Y4M0 6Y6M0 Vital Record. 05-537-142 116 5032 C
Vital Record. Frew 116 7236 C
Lawsuit. INCLUDINGTEST REQUISITIONS (PEDIATRIC

2 MO 0Y10I 21 NBS, THS, AND 11-537-5581.1 7236
WELLNESS)

OTHER CHILD
HEALTH TESTING.

LOCAL HEALTH DEPARTMENT1.1.008 3760 1 2 3 13-537-566 106 3939 C
WORKING FILES (CORRESPONDENCE) —

—

Retention Codes (Field 7) Archival Codes (Field 8) I Amendment Codes (Field 12)

AC — After Closed, Terminated, CE — Calendar Year End MO — Months I A — Transfer to State Archives I N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent I R — Review by State Archivist C — ChangedI AV — Administrative Value LA — Life of Asset US — Until Superseded I D — Deleted

SLR 122
Rev. 2/09



SLR 122
j. STATE OFTEXAS
7\ - Form SLR 105C mustRecords Retention Schedule Amendment accompanythis form.

and Archives
Commission

i. Page 8 of 14
2. Agency 3. Agency

Code 537 Name Department of State Health Services
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

AC=FIRST LEVEL 18 6675 C
REMINDER IS 3
MONTHS; SECOND
LEVEL REMINDER IS 6
MONTHS WITH A COPY
TO EMPLOYEE’S
MASTER
EMPLOYEE FILE; THIRD
LEVEL REMINDER IS 12
MONTHS WITH A COPY
TO EMPLOYEE’S
MASTER

.
POSITIVE PERFORMANCE RECORDS AC’ AC’ EMPLOYEE FILE.J.

I (MAINTAINED BY SUPERVISORS) BEGINING AUGUST
2005 SUPERVISORS
USE Employee
Development Notes IN
CAPPS TO
DOCUMENT SECOND
ANDTHIRDLEVEL
REMINDERS, BUTA
PAPER COPY IS STILL
FORWARDED TO
HHSC HR FOR
EMPLOYEE’S MASTER
PERSONNEL FILE.

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, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09



SLR 122
kJ:.1- STATE OFTEXAS
/\ - Form SLR 105C must
. Records Retention Schedule Amendment accompanythisfomi.

and Archives
Commission 1. Page 9 of 14

2. Agency 3. Agency
Code 537 Name Department of State Health Services

4. 5. 6. 7. T8. 10. 11. 12.
I Current

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

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

CONTAINS 19 3179 C
CONFIDENTIAL

3 1 001 3179 APPLICATIONS FOR PERMANENT
2 2 DATA. CAPPS

.

. EMPLOYMENT - NOT HIRED assumed this
functionality in
May2005
Vital Record 20 3200 C
maintained by CAPPS
only. Send all records

EMPLOYMENT SELECTION RECORDS I to CAPPS. CAPPS
3.1.014 3200 NOTES (INCLUDES APPLICATIONS FOR 2 2 HAS FULLY

EMPLOYMENT-NOT HIRED) ASSUMED
THIS
FUNCTIONALITY AS
OF SEPT 2006.

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, 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. 2109



SLR 122STATE OF TEXAS
,f\ - Form SLR 105C mustRecords Retention Schedule Amendment accompanythisfonm

and Archives
Commission

1. Page 10 of 142. Agency 3. Agency
Code 537 Name Department of State Health Services

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

MAY CONTAIN SOME 20 3202 C
CONFIDENTIAL
INFORMATION SUCH
AS MEDICAL
INFORMATION,
SOCIAL SECURITY
NUMBER, OR OTHER
DATA PROTECTED
BY THE PRIVACY
DOCTRINE.
AC=TERMINATION

3 1 ‘9 ‘ 2 PERFORMANCE
,.. OF EMPLOYEE.. .V I ,)L0

APPRAISALS/JOURNALS A+5 ‘

“ CAPPS ASSUMED
THIS
FUNCTIONALITY IN
AUGUST 2005. HHS
HR MUST RECEIVE
ALL PERFORMANCE
APPRAISALS THAT
ARE NOT ALREADY
IN CAPPS. HHS-OGC
REQUESTED
LONGER RETENTION
PERIOD.

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 ArcNves N — NewCompleted, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09



SLR 122
* STATE OF TEXAS

Form SLR 105C mustRecords Retention Schedule Amendment accompanythisfonn.

and Archives.
Commission i. Page 11 of 14

2. Agency 3. Agency
Code 537 Name Department of State Health Services

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

Records Agency Retention Period Archival Schedule
Series Item I

Page I Agency Amend.
Item No. No. Record Series Title Agency Storage1 Total I Remarks 106 No. NcL Item No. Type

AC=THE CRIMINAL 21 3222 C
HISTORY RECORD
HAS SERVED THE
IMMEDIATE
PURPOSE FOR3.1.026 3222 CRIMINAL HISTORY CHECKS AC AC WHICH IT WAS
OBTAINED. CAPPS
ASSUMED THIS
FUNCTIONALITY IN
MAY2005.

3.2 3240 PAYROLL WARRANT LISTING FE+5 FE+5 — 24 3240 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, 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



State Library

SLR 122
* STATEOFTEXAS

Fomi SLR 105C mustRecords Retention Schedule Amendment accompanythisfo.

and Archives
Commission

1. Page 12 of 142. Agency 3. Agency
Code 537 Name Department of State Health Services

4. 5. 6. 7. 8. 10. 11. 12.
CurrentRecords Agency Retention Period Archival Schedule

Series Item

[storage I Page I Agency Amend.Item No. No. Record Series Title Agency Total — Remarks 106 No. No. I Item No. Type

(MATERIALS AND 28 3262 C
RECORDS FOR
INHOUSE TRAINING
OF AGENCY
PERSONNEL OF
POLICES AND

3.3.030 3262 TRAINING ADMINISTRATION RECORDS US+2 US+2
TRAINING MATERIAL

. NOT FOUND IN
TRAIN OR CAPPS.
(DOES NOT INCLUDE
HAZARDOUS
MATERIAL TRAINING
RECORDS).

34 001 3264 ACCUMULATED LEAVE ADJUSTMENT
FE+2 3 FE+5 — 28 3264 C.

REQUESTS RECORDS
3.4.001 5238 TIMEKEEPING RECORDS (CAPPS) FE+1 4 FE÷5 29 5238 C

Vital Record. 29 3267 C
BEGINNING

3.4.002 3267 LEAVE STATUS REPORT FE+5 FE+5 OCTOBER 2005,
RECORDS KEPT IN
CAPPS.

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 — NewCompleted, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded 0 — Deleted

SLR 122
Rev. 2109



SLR 122
* STATE OFTEXAS

Form SLR 105C mustRecords Retention Schedule Amendment accompanythisfomi.

!:.

and Archives
Commission

1. Page 13 of 14
2. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

Current
Records Agency Retention Period Archival Schedule
Series Item I I 9. Page 1 Agency Amend.Item No. No. Record Series Title Agency I Storage I TotaT — Remarks 106 No. No. ] Item No. Type

BEGINNING 29 3269 C
OCTOBER 2005,3.4.004 3269 OVERTIME AUTHORIZATIONS FE+5 FE+5
RECORDS KEPT IN
CAPPS.
BEGINNING 30 808 C
OCTOBER 2005,
RECORDS KEPT IN

DAILY ABSENCE REPORTS; TIME OFF CAPPS. TO AGREE3.4.007 808 FE+5 FE÷5AND SICK LEAVE REQUESTS (CAPPS) WiTH RETENTION
PERIOD OF THIS
DATA IN ALL 5 HHS
AGENCIES.
BEGINNING 30 3275 C

DAILY ABSENCE REPORTS; TIME OFF OCTOBER 2005,3.4.007 3275 FE+5 FE+5AND SICK LEAVE REQUESTS RECORDS KEPT IN
CAPPS.

3.4.008 3278 SICK LEAVE POOL DOCUMENTATION FE+3 2 FE+5 — 30 3278 C

I Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)I AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives I N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent I R — Review by State Archivist I C — Changed

AV — Administrative Value LA — Life of Asset US — Until Superseded I I D — Deleted
SLR 122
Rev. 2/09



SLR 122
* STATE OFTEXAS

‘ Fomi SLR 105C must
.

Records Retention Schedule Amendment accompanythis form.

and Archives
Commission

1. Page 14 of 14
2. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

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

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

VITAL STATISTICS 199 1241 C
UNIT REGISTRIES
INQUIRIES

COMPLETED INQUIRY REQUEST (ACKNOWLEDGMENT
FORMS E+6M FE+3 OF PATERNITY, 13-537-5694.1.002 1241

PATERNITY
REGISTRY, COURT
OF CONTINUING
JURISDICTION)

4.5.006 3312 ANNUAL OPERATING BUDGETS FE 3 FE÷3 (520) 13-537- 33 3312 C
567

AC=IMPLEMENTATIO 88 5545 C
5.4 5545 ERGONOMIC REPORTS FROM SORM AC+3 AC+3 N OF SORM

RECOMMENDATIONS

Retention Codes (Field 7) Archival Codes (FieldS) Amendment Codes (Field 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



July 17, 2013

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

Ms. Jenny Singer
Records Management Officer
Department of State Health Services
1100 W 49th St., Mail Code 1975
Austin, TX 78756

Re: Department of State Health Services
3rd Recertification, Amendment Number 4

Dear Ms. Singer:

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.

Commission Chairman
Michael C. Waters

Members
Sharon T. Carr
Martha Doty Freeman
F. Linwood Givens
Larry G. Holt
Wm. Scott McAffee
SandraJ. Pickett

Inte,im
Director and Librarian
Edward Seidenberg

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, Bret Adams, at 512-936-0270.

Sincerely,

Craig Kelso
Director and State Records Administrator

Preservinyesterdaj,
informing today,
inipiring tomorrow.

Enclosure
cc: State Auditor, State Archivist
cc: (without enclosure) David L. Lakey

Texas —

State Library

RO 1.537/537



I 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)

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

r SLR 105C—J STATE OFTEXASr..

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

and Archives
Commission

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

537Agency Code

Agency Name

(Check one)

Department of State Health
Services

O Initial Certification - Form SLR 105

0 Recertification - Form SLR 105

Amendment - Form SLR 122

Signature

Name (Print or type)

Date

..‘
rel

0

(Check one)

El Agency Head

Records Mhagement Officer’

/

Signature

Name (Print ortype)

Signature

Name (Print or type)

Date

Jenny Sirer
1

March 7, 201

Date

Recertification No. .3 Amendment No. Li-.

SLR 105C
Rev. 06105



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 Division
Texas State Library and ArcNves Commission
(Rev. 2/il)



SLR 122
STATEOFTEXAS

Form SLR 105C must

L

Records Retention Schedule Amendment accompanythis form.

and Ai
(onimLsiun

1. Page 1 of 8
2. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

Retention Period Archival ScheduleRecords Agency
Current

Series Item
IStoge 9. Page 1 Agency Amend.Item No. No. Record Series Title A ency Total — Remarks 106 No. No] Item No. Type

COMMUNITY HEALTH — N

4215 WORKER (CHW) & US+i US+1

TRAINING CURRICULUM
CHW & INSTRUCTOR — N

AC=DATE OF5233 TRAINING PROGRAM AC+3 AC+3
TRAININGROSTERS

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, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 06/05



SLR 122k
- STATE OF TEXAS

Form SLR 1 05C mustRecords Retention Schedule Amendment accompany this form.

lII(l Anhi’es
(‘orninission

1. Page 2 of 8
2. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

Current
Records Agency Retention Period Archival Schedule
Series Item I I

Page I Agency Amend.
Item No. No. Record Series Title Agency Storage1 Total . Remarks 106 No. jjjtem No. Type

AC=DATE ON N

WFIICH
APPLICATION
IS APPROVED
OR NOT
APPROVED.CHW & INSTRUCTOR6117 AC AC Copies ofTRAINING CERTIFICATES
certificates are
routinely
submitted as
part of the
renewal
application.

SLR 122
Rev. 06/05



SLR 122
iF STATE OF TEXAS

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

and A ‘s
(‘olumissinu

1. Page 3 of 8
2. Agency 3. Agency

Code 537 Name Department of State Health Services
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

RETAIN PAPER 163 4836 C

NO LONGER
THAN 3 YEARS
AND

ENVIRONMENTAL
ELECTRONIC

EPIDEMIOLOGY
FILES NO

1.1.065 4836 COMPLETED AV AV
LONGER

QUESTIONNAIRES FROM
THAN 5 YEARS

INVESTIGATIONS
AFTER REPORT
IS COMPLETED
OR PURPOSE
OF THE
RECORDS IS
FULFILLED.

SLR 122
Rev. 06/05



SLR 122STATE OF TEXAS-

Form SLR I 05C must

I

Records Retention Schedule Amendment accompanythisfomi.

and ,rrhiws
(olU1flisSIofl

1. Page 4 of 8
2. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

Current
Records Agency Retention Period Archival Schedule
Series Item

yjtorage
Page 1 Agency Amend.

Item No. No. Record Series Title Agen Total 106 No. No. I Item No. Type

LEGISLATURE 60 139 C
MANDATES THAT
DSHS PROVDE
TRAINING TO
ANIMAL
CONTROL
OFFICERS (ACOs)
PER CHAPTER 829
OF THE TEXAS

ANIMAL CONTROL HEALTH AND
1.1 139 OFFICER TRAINING CE+3 CE+3 SAFETY CODE,

COURSE ROSTER INCLUDING BASIC
TRAINING AND
CONTINUING
EDUCATION (CE)
COURSES.
RETENTION OF
ROSTERS/SIGN-IN
SHEETS PERTAINS
TO ALL ACO BASIC
AND CE COURSES.

ANIMAL CONTROL RESULT 61 5629 C
1.1 5629 CE+3 CE+3LETTERS & CERTIFICATES

—

SLRI22
Rev. 06/05



- SLRI22
STATE OF TEXAS

- Form SLR 105C mustRecords Retention Schedule Amendment accompany this form.

1.Page 5 of 8
2. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

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

Item No. No. Record Series Title AgencyjStorage Total — Remarks 106 No. No. Item No. Type

AC=WHEN 61 6913 C

NOTIFIED BY
CENTRAL
OFFICE OF
RECEIPT OF
EXAMS AND
EXAM RESULTS.
Copies of exam
answer sheets can

1 1 6913
ANIMAL CONTROL

AC AC
be destroyed after

OFFICER EXAMS notification of
exam results.
Send copy of
roster with
recorded course
results to Central
office (see
Agency Item
#3991 on
Zoonosis Control)

SLR 122
Rev. 06/05



SLR 122
STATE OF TEXAS

L

Records Retention Schedule Amendment
and Ar
(uniniksi,n

1. Page 6 of 8
2. Agency 3. Agency

Code 537 Name Department of State Health Services
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

LEGISLATURE 320 3991 C

MANDATES
THAT DSHS
PROVIDE
TRAiNING TO
ANIMAL
CONTROL
OFFICERS
(ACOs) PER

ANIMAL CONTROL CHAPTER 829
1.1 3991 OFFICER EXAMS AND CE+3 CE+3 OF THE TEXAS

ROSTERS HEALTH AND
SAFETY CODE.
For ACO Basic
Training courses,
exams and rosters
originate in the
Regions and are
forwarded to
Central Office for
retention.

SLR 122
Rev. 06/05



SLR 1221 STATE OF TEXAS
Records Retention Schedule Amendment FonnSLRlO5Cmust

accompany this form.

L_
aiid Ar --

iiiti.sirn

1. Page 7 of 8
2. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

Current
Records Agency Retention Period Archival Schedule
Series Item I I

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

CONTAINS 118 6602 C

RAW DATA
FROM
ANALYSIS,
SUPPORTING
DATA AS6602 WORKSHEETS (WATER)
DETERMINED
BY GROUP
SUPERVISOR,
QA OFFICER/
BRANCH
MANAGER.
RETENTION IS 118 6632 CTEMPERATURE AND
A CAP AND6632 MAINTENANCE RECORDS 2 2
CLIA(CLINICAL)

— REQUIREMENT.
RETENTION IS 118 6633 CINSTRUMENT PRINT-OUTS
A CAP AND6633 (CHEMISTRY / SPECIAL 2 2
CLIACHEMISTRY)

— REQUIREMENT. —

SLRI22
Rev. 06/05



SLR 122
J STATE OF TEXAS

Form SLR 105C mustRecords Retention Schedule Amendment accompanythis form.

1.Page_8 of 8
2. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

Current
Records Agency Retention Period Archival Schedule
Series Item I

. Page I Agency Amend.
Item No. No. Record Series Title Agency Total 106 No. Noj Item No. Type

QUALITY CONTROL — RETENTION IS 118 6634 C

6634 MATERIALS (DATA SHEETS) 2 2
A CAP AND

(CLINICAL)
CLIA
REQUIREMENT.

AUTOCLAVE RECORDS
— CDC AND I’jjI 118 6635 C

6635 3 2 5
(ATTEST) REQUIREMENT.

RETENTION IS 119 6636 C

PRODUCT UPDATES / A CAP AND6636 2 1 3
RECALLS / BULLETINS CLIA

REQUIREMENT.
SELECT AGENT INVENTORY

— CDC 119 6637 C
6637 3 3

LOGS REQUIREMENT

6638 BIOTERRORISM LOGS 3
— CDC 119 6638 C

REQUIREMENT
LABORATORY VISITOR’S — CDC 119 6640 C

6640 3 3LOG REQUIREMENT
BIOTERRORISM VISITOR’S — CDC 119 6641 C

6641 3 3
LOG

— REQUIREMENT

SLR 122
Rev. 06/05



and Archives
Commission

State and Local
Records Management

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

4400 Shoal Creek Blvd.
Austin, Texas
78756

www.csLstate.tx.us

(ommasion hamnan
Michael C. Waters

Mmbers
Sharon T. Carr
Martha Dory Freeman
F. Lynwood Givcns
Larry G. Halt
Wm. Scott McAfee
Sandra J. Pickect

Interim
Dirnior and Librarian
Edward Seidenberg

PrsLrzing 5 rJ;trda),
informing today,
inspiring tomorrow.

January11, 2013

Ms. Jenny Singer
Records Management Officer
Department of State Health Services
1100 W 49th St., Mail Code 1975
Austin, TX 78756

Re: Department of State Health Services
3rd Recertification, Amendment Number 3

Dear Ms. Singer:

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, Bret Adams, at 512-936-0270.

Sincerely,

Craig Kelso
Director and State Records Administrator

Enclosure
cc: State Auditor, State Archivist
cc: (without enclosure) David L. Lakey

R01-537/537



and Archives
Commission

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

Agency Code

Agency Name

(Check one)

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

SLR 105C

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

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

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

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

Tecasr
State UbEai.:y

STATE OF TEXAS

Records Retention Schedule Certification

537
Department of State Health
Services

El Initial Cerhfication - Form SLR 105

El Recertification - Form SLR 105

Amendment - Form SLR 122

Signature

Name (Print or type)

Date

Not Required at This Time

(Check one)

El Agency Head

[cords Man’gement Officer
,/ 4 /

/

Signature

Name (Print or type) I’

Date

Signature

Name (Print or type)

Date

ertJRecert No. 3 Amendment No. 3

SLR 105C
Rev. 9/11



CAUTION

A state record whose retention period has expired may not be destroyed if anylitigation, claim, negotiation, audit, public infom-iation 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 infomiation 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 Division
Texas State Library and Archives Commission
(Rev. 2111)



SLR 122
STATE OF TEXAS

Records Retention Schedule Amendment

and Archives
Commission

1. Page 1 of 6
2. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

Current
Records Agency Retention Period Archival Schedule
Series Item 1 9 Page Agency Amend.Item No. No. Record Series Title Agency Storage Total 106 No. No Item No. Type

AC=DATE LICENSE
ISSUED. PORTIONS OF
EACH FILE
ARE CONFIDENTIAL. 05-
537-229 (OPTICIANS;
RESPIRATORY); 05-537-
156 (MEDICAL
RADIOLOGICALTECHNICIA
NS; 05-537-151 (MASSAGE see remarks: 05-
THERAPY); 05-537-204 537-229; 05-537-
(FITTING & DISPENSING 156; 05-537-151;
HEARING INSTR; 05-537-204; 05- C1.1 4558 LiCENSING FILES (APPROVED) AC 20 AC+20 SPEECH/AUDIOLOGY; 537-177; 05-537- 205 4558 (add 13-
DIETICIANS); 178; 05-537-119; 537-56505-537-177 (OPTICIANS); 05-537-1 76; 05-
05-537-178 (MEDICAL LAB 537-349; 13-537-
PRACT); 05-537-119 565
(MIDWIFERY); 05-537-176
(PROF COUNSELORS;
LCDC; MARRIAGE/FAMILY
THERAPIST); 05-537-349
(MEDICAL PHYSICIST); 13-
537-565 (OFFENDER
EDUCATION INSTRUCTOR
LICENSES (OEI))

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, 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

A7



SLR 122

* STATE OF TEXAS
Form SLR 105C must

Records Retention Schedule Amendment accompanythis form.

—
and Archives
Commission 1. Page 2 of 6

2. Agency 3. Agency

Code 537 Name Department of State Health Services

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

Records Agency Retention Period Archival Schedule

Series Item

gencYi!torage I Page I Agency Amend.

Item No. No. Record Series Title A Total ] Remarks 106 No. _11tem No. Type

352 389 C(new

agency

item

number,

moved to

TEXAS LAW ENFORCEMENT program

6878 ELECTROMC TELECOMMUNICATION 1 1 300 -

SYSTEM LOGS Division

for

Regional

and Local
Health

— Services)

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, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed

LAY— Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09



SLR 122
* STATE OFTEXAS

Form SLR 105C mustRecords Retention Schedule Amendment accompanythisfonn.

and Archives
Commission

1. Page 3 of 62. Agency 3. Agency
Code 537 Name Department of State Health Services

4. 5. 6. 7. 8. 10. 11. 12.
CurrentRecords Agency Retention Period Archival ScheduleSeries Item I

Page I Agency Amend.Item No. No. Record Series Title Agency Storage I Total
— j Remarks 106 No. Fio [ Item No. Type

352 1667 C(new
agency

item
number,
moved to
program6905 PACKAGE DiSASTER HOSPITAL US US 300 —

Division
for

Regional
and Local

Health
— Services)

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 — NewCompleted, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09



SLRI22

J. STATE OF TEXAS
,F% - Form SLR 105C must

Records Retention Schedule Amendment accompanythis form.

and Archives
Commission 1. Page 4 of 6

2. Agency 3. Agency
Code 537 Name Department of State Health Services

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

352 441 C (new
AC=DATE OF FINAL agency
REPORT ON TI-fE item

RESPONSE. REVIEW number,

PERIODICALLY FOR extended

HISTORICAL VALUE, retention

TF REPORT HAS
period,

1.1.067 6852 DISASTER INCIDENT REPORTS AC 3 AC+3 R HISTORICAL
moved to

RELEVANCE, DO
NOT DESTROY BUT Division
SEND iT TO THE for
STATE ARCHWIST Regional
ATTHEENDOFTHE andLocal
RETENTION PERIOD. Health

Services)
352 2034 D

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, 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



SLR 122
* STATE OFTEXAS

Form SLR 105C mustRecords Retention Schedule Amendment accompanythisfonn.

Commission
i. Page 5 of 62. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

CurrentRecords Agency Retention Period Archival Schedule

Page I Agency
Series Item

Jstorage i . Amend.Item No. No. Record Series Title Agency Total I Remarks 106 No. No. I Item No. Type

352 1738 C(new
agency

item
number,
moved toEMPLOYEE EARNINGS RECORDS
program3.2 6790 (INCLUDES PAYROLL WARRANT 4 4 Vital Record. 300 —LISTING AND PAYROLL AFFIDAVIT) Division

for
Regional
and Local

Health
Services)

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 — NewCompleted, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded 0 — Deleted

SLR 122
Rev. 2/09



SLR 122
* 1 STATE OF TEXAS

Form SLR 105C must
Records Retention Schedule Amendment accompanythis form.

and Archives
Commission 1. Page 6 of 6

2. Agency 3. Agency
Code 537 Name Department of State Health Services

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

Records Agency Retention Period Archival Schedule

Series Item I I Page I Agency Amend.

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

Vital Record. 35 3361 C
AC=SATISFACI1ON (change

OF of

ALL UNIFORM program

ADMINISTRATIVE (300) 11-537- number
FEDERAL GRANT INFORMATION ON

AC 3 AC4-3 REQUIREMENTS FOR 560; linked
4.7.008 3361

FILE with 106
GRANTS AND 11-537-561 Nos.)
COOPERATIVE
AGREEMENTS TO
STATE AND LOCAL
GOVERNMENTS —

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, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed

AV — Administrative Value LA — Life of Asset US — Until Superseded 0 — Deleted

SLR 122
Rev. 2)09



and Archives
Commission

State and Local
Records Management

RO. Box 1292’
Austin, Texas
181ll292

l00 Shoal Creek Bhd,
Austin. Texas
8’56

ww.tsl.stage. tx.us

(,,,,‘Lrsi’,n Ch.vr,jn

Mihac! C. Wancis

Sharon T Crr
Marth L)*y Frc’crnan
I Lynwod Gcns
Lam) (,. Halt
Xm. Scc.nt kAftc
S.tiraJ. Pikvtn

I)rn-kr ..nzd Lthr,,i.v,
Pcgy D. RuJd

S1j4 I:h’.,rii.:
F1 ar1 Scden:bcri

October 1, 2012

Ms. Jenny Singer
Records Management Officer
Department of State Health Services
1100 W 49th St., Mail Code 1975
Austin, TX 78756

Re: Department of State Health Services
3rd Recertification, Amendment Number 2

Dear Ms. Singer:

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, Bret Adams, at 512-936-0270.

Sincerely,

Kelso
Director and State Records Administrator

Enclosure

I’ruirn:nc ttr.L.

:?:jrmiFç :.‘da,
l:IpzllP2 tflaflri4,

cc: State Auditor, State Archivist
cc: (without enclosure) David L. Lakey

RO 1-537/537



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

Aj01

“p4..’

SLR 105C
STATE OF TEXAS

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

and Ai
Commission

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

537
Department of State Health
Services

Signature

Name (Print or type)

Date

Agency Code

Agency Name

(Check one)

[] Initial Certification - Form SLR 105

[1 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, SubchapterL.

(Check one)

LI Agency Head

Records Management Officer

Signature

_____________

Name (Print or type) Nancy Edwards

Date August 13, 2012

“I.

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

Signature

Name (Print or type) &gv D. Rudd

Date

_________

Fvertification No. 3 Amendment No.

SLR 105C
Rev. 06/05



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)



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 — NewCompleted, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded 0 — Deleted
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SLRI22A: STATE OF TEXAS
Form SLR 105C mustRecords Retention Schedule Amendment accompanythis form.

and Ar
Commission

1.Pagel_of_I
2. Agency 3. Agency

Code 537 Name Department of State Health Services
4. 5. 6. 7. 8. 10. 11. 12.

Current
Records Agency Retention Period Archival Schedule
Series Item

jStorage
Page I Agency Amend.Item No. No. Record Series Title Agency Total I Remarks 106 No. No.] Item No. Type

(136)05-537- —

074; 05-537-
220; (500)10-
537-555;
(599)05-537-

CVital Record. 307; (402)05-
5.1.001 3378 CONTRACTS AND LEASES AC 4 AC+4 AC=Contract 537-154; 36 3378

(remove
05-537-Expiration (503)05-537-

251)364; (550)10-
537-554;
(642)05-537-
498; (642)05-
537-383

90 260 D
91 5883 D

4.1 .001 7245 DROP-SHIP CLAIMS-SPECIAL FORMULA 6 MO 3y6mo = 12-537-564 36 7245 C
US=UNTILMEDICAID REIMBURSEMENT

US US SUPERSEDED BY 156 4849 C
4849

APPLICATION FILES
NEW APPLICATION. —
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August 16, 2012

Ms. Nancy Edwards
Records Management Officer
Department of State Health Services
1100W 49th St., Mail Code 1975
Austin, TX 78756

Re: Department of State Health Services
3rd Recertification, Amendment Number 1

Dear Ms. Edwards:

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, Bret Adams, at 512-936-0270.

Sincerely,

Director and State Records Administrator

Prrrri:,n aterd.i,
t1Jrtclfl 1(SJ),

171 p:rng trn)rn,n.

Enclosure
cc: State Auditor, State Archivist
cc: (without enclosure) David L. Lakey

R01-537/537



SLR 105C
STATE OF TEXAS

- - - Form SLR 105 or SLR 122

Records Retention Schedule Certification must accompany all

submissions of this form.

Conunission

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

Agency Code 537 State Auditor’s Office
Department of State Health (For the exclusive use of the State Auditor’s Office)

Agency Name Services

(Check one) VOt j
Signature quIre

at ‘i”
El Initial Certification - Form SLR 105 ‘

Name (Pnnt or type)

El 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.

(Check one) Signature
714,

49’ 61J

El Agency Head Name (Print or type)
(y

J) Rudd
lJ Records Management Officer /‘, /

Date

Signature tA1,-

Name (Print or type) Nancy Edwards

Date July 18, 2012 Recertification No. Amendment No.

SLR 105C
Rev. 06/05



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 Division
Texas State Library and Archives Commission
(Rev. 2/11)



SLR122L k
STATE OFTEXAS

Form SLR 105C mustRecords Retention Schedule Amendment accompanythis form.

and Ar
Commission

1. Page 1 of 92. Agency 3. Agency
Code 537 Name Department of State Health Services

4. 5. 6. 7. 8. 10. 11. 12.
CurrentRecords Agency Retention Period Archival ScheduleSeries Item

gency Storage

1
Page I Agency Amend.Item No. No. Record Series Title A Total [ Remarks 106 No. NclJ Item No. Type

Separate databases —

196 PERINATAL HEP B PREVENTION are maintained in the
AV AV Regions and at Central NDATABASE

Office (See also #256
—

AC=destroy hard copy
when data entered in200 MONTHLY CORRECTIONAL TB REPORT AC AC database. Received N
from regions. See also
#201

201 MONTHLY CORRECTIONAL TB REPORT
AV V See also #200 NDATABASE

210 TB SUSPECTS AND CASE DATABASE AV W — From corrections
— N

AC=com pleted
—

services; completed
program; or designated

256 CASE MANAGEMENT DATA FORMS as unavailable for
AC C follow-up. Must be N(CENTRAL OFFICE)

entered in PERINATAL
HEP B PREVENTION
DATABASE. (See
#196)

—

Retention Codes (Field 7) Archival Codes (Field 8) I Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — NewCompleted, Expired, Seilled FE — Fiscal Year End PM — Permanent I R — Review by State Archivist C — Changedj AV — Administrative Value LA — Life of Asset US — Until Superseded I D — DeletedSLR 122

Rev. 06/05



SLR 122
STATE OF TEXAS

Form SLR 105C must
Records Retention Schedule Amendment accompanythis form.

1.._Page2_of_9

2. Agency 3. Agency
Code 537 Name Department of State Health Services

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

Records Agency Retention Period Archival Schedule

Series Item
tstorae

Page I Agency Amend.
Item No. No. Record Series Title Agency Total I Remarks 106 No. No. Item No. Type

AC=completed —

services; completed
program; or designated
as unavailable for
follow-up. Must be

CASE MANAGEMENT DATA FORMS AC AC entered in PERINATAL N286 (REGIONAL OFFICE) HEP B PREVENTION
DATABASE. (See
#196) (Additional 6
months past AC for
quality control.) —

Annual renewals do
APPLICATIONS FOR SAFETY SEAT US+5 US+5 not supersede the N996 EDUCATION PROGRAM application. —

CHILD PASSENGER SAFETY 5 5 N1042 TECHNICIAN EXAMS
Includes information —

from applications for
CHILD PASSENGER SAFETY AV AV Safety Seat Education N1055 DISTRIBUTION PROGRAM DATABA Program and Recipient

______

— lists. —

Retention Codes (Field 7) I Archival Codes (Field 8) I Amendment Codes (Field 12)

AC — After Closed, Terminated, CE — Calendar Year End MO — nths A — Transfer to State Archives N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Pcrmanent R — Review by State Archivist C — Changed

AV — Administrative Value LA — Life of Asset US — Until Superseded I I D — Deleted

SLR 122
Rev. 06/05



r
- SLR122

STATE OF TEXAS

Records Retention Schedule Amendment

Commission
1. . Page 3 of 9

2. Agency 3. Agency
Code 537 Name Department of State Health Services

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

Includes monthly
distribution reports,
liability forms,

1333 CHILD PASSENGER SAFETY RECORDS 5 5 appointment sheet, N
screening tool, teacher
and roster of education
classes

1426 CHILD PASSENGER SAFETY
5 5 NCHECKLISTS

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 — NewCompleted, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted
SIR 122
Rev. 06/05



ki STATE OFTEXAS

SLR122

Form SLR 105C must
Records Retention Schedule Amendment accompanythis form.

1.. Page4 of 9

2. Agency 3. Agency
Code 537 Name Department of State Health Services

4. 5. 6. 7. 8. 10. 11. 112.
Current

Records Agency Retention Period Archival Schedule

Item No. No. Record Series Title Agency IStoragel Total I Remarks 106 No. No. [item No.j Type
Series Item I I I . Page I Agency Amend

Vital Record.
22TAC291 .75.
INCLUDES
DISTRIBUTION
DRUGS RECORDS
(including Tuberculosis
drugs); INVENTORY
CONTROL OF
DANGEROUS DRUGS
& INVOICES;
REPACKAGING

3815 PHARMACYMANAGEMENTRECORDS 2 2 CONTROL LOG; N
DRUG THERAPY
MANAG EMENT
RECORDS;
PRESCRIPTIONS;
SUPPLIERS
INVOICES AND
CREDIT MEMOS;
AFTER HOURS
LOGS;
DESTRUCTION
LOGS.

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, 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. 06/05



SLR 122
STATE OF TEXAS

Form SLR 105C mustRecords Retention Schedule Amendment accompany mis form.

Commission
1.. Page 5 of 92. Agency 3. Agency

Code 537 Name Department of State Health Services
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. N Item No. Type

1.1.007 871 CORRESPONDENCE, ADMINISTRATIVE 3 MO 3Y9M0 4 R (509) 06-537-
3 871 C

1.1.008 872 CORRESPONDENCE, GENERAL 2 2 = Includes some e-mail 3 872 C3.2.002 3244 EMPLOYEE EARNING RECORDS CE+5 CE+5 24 3244 C3.3.001 3253 AFFIRMATIVE ACTION PLAN FE+5 FE÷5
— 26 3253 C

2 ACCUMULATED LEAVE ADJUSTMENT
2

3.4.001 3 64
REPORTS 5 5 8 3264 C

3.4.002 3267 LEAVE STATUS REPORT FE÷5 FE+5
— 29 3267 C3.4.004 3269 OVERTIME AUTHORIZATIONS FE+5 FE+5 29 3269 C3.4.005 3271 OVERTIME SCHEDULES FE+5 FE÷5 29 3271 C

Retention Codes (Field 7 Archival Codes (Reid 8) Amendment Codes (Reid 12)

AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives N — NewCompleted, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — ChangedAV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted
SLR 122
Rev. 06/05



SLR 122
STATE OF TEXAS

Form SLR 105C must
Records Retention Schedule Amendment accompanythis form.

and Archives
Commission 1. . Page 6 of 9

2. Agency 3. Agency
Code 537 Name Department of State Health Services

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

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

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

(136)05-537-
074; 05-537-
220; (114)05-
537-251;
(500)1 0-537-
555; (599)05-

Vital Record. 537-307;
5.1.001 3378 CONTRACTS AND LEASES AC 4 AC+4 AC=CONTRACT (402)05-537- 6 3378 C

EXPIRATION 154; (503)05-
537-364;
(550)1 0-537-
554; (642)05-
537-498; 05-
537-383; 05-
537-483

3.4 2627 EMPLOYEE LEAVE FILE 5 5 — 76 2627 C
05-537-145 136 5039 D

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, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed

AV — Administrative Value LA — Life of Asset US — Until Superseded 0 — Deleted
SLR 122
Rev. 06/05



SLR 122
STATE OFTEXAS

Form SLR 105C mustRecords Retention Schedule Amendment accompanythis form.

Commission
1. . Page 7 of 9

2. Agency 3. Agency
Code 537 Name Department of State Health Services

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

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

Item No. No. Record Series Title AgencyStorage Total Remarks 106 No. No. Item No. Type

AC=MARCH 1 OF
FOLLOWING FISCAL
YEAR. Retention
period required by
USDA federal

4.1.001 6824 REDEEMED FOOD VOUCHERS (WIC AC 3 AC+3 05-537540 136 6824 C

Confidentiality required
by USDA federal
regulation 7 CFR
PART 246.26(e) and
(f).
AC=MARCH 1 OF
FOLLOWING FISCAL
YEAR. Retention
period required by
USDA federal

4.2.005 2464 WIC VENDOR CLAIM FORMS AC 3 AC+3
regiation7CFR

05-537-092 37 2464 C

Confidentiality required
by USDA federal
regulation 7 CFR
PART 246.26(e) and
(f). —

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. 06/05



SLR 122
. STATE OFTEXAS

Form SLR 105C must

Records Retention Schedule Amendment accompanythis form.

and Archives
Commission 1.. Page 8 of 9

2. Agency 3. Agency
Code 537 Name Department of State Health Services

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

AC=March 1 of
following fiscal year.
Retention period
required by USDA
federal regulation 7
CFR PART 246.25.
(FILE includes:

4.0 2484 LOCAL AGENCY FISCAL FILE AC+1 2 AC+3
of

05-537-101 146 2484 C

allocate cost; fiscal
monitoring report;
performance
measures; extended
hours reimbursement;
purchase vouchers;
surplus pages) —

157 7269 D

INCLUDES HEPATITIS A &
COMMUNICABLE DISEASE C, ROCKY

6214 SURVEILLANCE FE+2 FE+2 MOUNTAIN SPOTTED 127 6214 C
FORM

FEVER, LYME
DISEASE.

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. 06/05



SLR 122
STATE OF TEXAS

Form SLR 105C mustRecords Retention Schedule Amendment accompanythis form.

Conurussion
1. . Page 9 of 9

2. Agency 3. Agency
Code 537 Name Department of State Health Services

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

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

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

Vital Record. INCLUDES
DISEASE
SURVEILLANCE FORMS
FOR
MEASLES, MUMPS,

VACCINE PREVENTABLE DISEASES
FE 2 FE+2

RUBELLA,1.1 1956
CASE FILES CONGENITAL RUBELLA 07-537-536 27 1956 C

SYNDROME,
TETANUS, PERTUSSIS,
HEPATITIS B,
DIPTHERIA, POLIO,
VARICELLA, HIS
TYPEB —

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, 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
SLA 122
Rev. 06/05
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and Archives
Commission
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Ms. Nancy Edwards
Records Management Officer
Department of State Health Services

1100 W 49th St., Mail Code 1975
Austin, TX 78756

RE: Department of State Health Services
Retention schedule approved for use.

Dear Ms. Edwards:

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 May 2015. If you have any questions, call the information analyst assigned to your

agency, Bret Adams, at 512-936-0270.

Sincerely,

C aig Kelso
Director and State Records Administrator

Enclosure
cc: State Auditor, State Archivist
cc: (without enclosure) David L. Lakey

Texas
State Library

mJormauciz

fLIt*

/tr all
•1c)_JflI

R01-537/537



E Amendment - Form SLR 122

Signature

,Name (Print or type)

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

(Check one)

Name (Print or type) Nancy Edwards

Date November 7. 2011

Signature

Name (Print or type)

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

Agency Code 537
Department of State Health

Agency Name Services

(Check one)

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

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

LI Initial Certification - Form SLR 105

Recertification - Form SLR 105
Date

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

Signature

El Agency Head

Records Management Officer

y)4,/1L
6L.

Date

OQggy D. Rudd

6/21/2-
/ /

Recertification No.
3

Amendment No.

__________

SLR 105C
Rev. 06/05



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
(Rev. 2/11)



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

TEXAS DEPARTMENT OF STATE HEALTH SERVICE CORE RECORDS001  -

State of Texas
Records Retention Schedule

Page 1

10.

106 Number
11. TSLAC only
Amend. No

1.1 1909 AUTHORIZATION TO RELEASE 
CONFIDENTIAL INFORMATION (HIPAA)

AC+6 AC+6 AC=AUTHORIZATION'S EXPIRATION 
DATE; 45 CFR 164.530 (j)(1)-(2)

1.1 4345 RECORD OF HIPAA-AFFECTED 
DISCLOSURES

AC+6 AC+6 45 CFR 164.530 (j)(1)-(2); MAY BE 
INCLUDED WITHIN THE MEDICAL 
RECORD IF THE MEDICAL RECORD 
WILL BE MAINTAINED FOR AT LEAST 
6 YEARS AFTER THE DISCLOSURE. 
AC=DATE OF DISCLOSURE

1.1 4346 OTHER HIPAA PRIVACY DOCUMENTATION 
(INCLUDING LETTERS, MEMOS, FORMS)

6 6 45 CFR 164.530 (j)(1)-(2)

1.1 4352 ACKNOWLEDGEMENT OF RECEIPT OF 
PRIVACY NOTICE (HIPAA)

AC AC RETAINED BY DIRECT CARE 
PROVIDERS AS PART OF THE 
MEDICAL RECORD. AC=7 YRS 
AFTER LAST DATE OF SERVICE, OR 
UNTIL PATIENT'S 21ST BIRTHDAY, 
WHICHEVER COMES LATER

1.1 4483 ACCESS TO HIPAA-AFFECTED 
INFORMATION - DENIED

AC+6 AC+6 45 CFR 164.530 (j)(1)-(2); AC=DATE 
OF DENIAL OF INFORMATION

1.1 5167 AMENDMENT AND OTHER PRIVACY-
RELATED REQUESTS-HIPAA (FOR 
RESTRICTIONS, ALTERNATE 
FORMATS/LOCATIONS, ETC.) - APPROVED

AC+1 AC+1 AC=DATE RECORD AMENDED OR 
REQUEST FILLED.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

TEXAS DEPARTMENT OF STATE HEALTH SERVICE CORE RECORDS001  -

State of Texas
Records Retention Schedule

Page 2

10.

106 Number
11. TSLAC only
Amend. No

1.1 5168 AMENDMENT AND OTHER PRIVACY-
RELATED REQUESTS-HIPAA (FOR 
RESTRICTIONS, ALTERNATE 
FORMATS/LOCATIONS, ETC.) - DENIED

AC+6 AC+6 45 CFR 164.530 (j)(1)-(2); AC=DATE 
OF DENIAL OF INFORMATION

1.1 5251 WIC PROGRAM CORRESPONDENCE AC 3 AC+3 E AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25.

(403)-06-537-531 
(PSOB); (403B)-
05-537-075 (FIRS)

1.1.002 868 AUDITS (INTERNAL AND EXTERNAL) AC 7 AC+7 AC=PUBLICATION OR RELEASE OF 
FINAL AUDIT FINDINGS

(645)-05-537-377

1.1.004 869 BIENNIAL OR LEGISLATIVE 
APPROPRIATION REQUESTS

AC+6 AC+6 A AC=SEPTEMBER 1 OF ODD-
NUMBERED CALENDAR YEARS. THE 
ARCHIVAL REQUIREMENT IS MET BY 
SENDING THE REQUIRED COPIES 
OF THE REQUESTS TO THE TEXAS 
STATE DEPOSITORY PROGRAM, 
TEXAS STATE LIBRARY AND 
ARCHIVES COMMISSION.  ONLY 
COPIES OF SUPPORTING 
DOCUMENT SUBMITTED TO THE 
LEGISLATIVE BUDGET BOARD ARE 
ARCHIVAL.

1.1.006 384 COMPLAINTS RELATED TO PRIVACY 
(HIPAA)

AC+6 AC+6 45 CFR 164.530 (j)(1)-(2); AC=FINAL 
DISPOSITION OF COMPLAINT

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

TEXAS DEPARTMENT OF STATE HEALTH SERVICE CORE RECORDS001  -
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1.1.006 870 COMPLAINT FILES AC 2 AC+2 AC=FINAL DISPOSITION OF 
COMPLAINT

1.1.007 871 CORRESPONDENCE, ADMINISTRATIVE 3 MO 2Y9MO 3 R Vital Record. ONLY ADMINISTRATIVE 
CORRESPONDENCE OF EXECUTIVE 
STAFF, BOARD OR COMMISSION 
MEMBERS, DIVISION DIRECTORS 
AND SECTION/UNIT/BRANCH HEADS 
REQUIRE ARCHIVAL REVIEW.

(509)-06-537-526

1.1.008 872 GENERAL CORRESPONDENCE 1 1 INCLUDES SOME E-MAIL.

1.1.010 874 DIRECTIVES US+1 US+1 (INITIATES, RESCINDS OR AMENDS 
GENERAL OFFICE PROCEDURES.)

1.1.011 3954 EXECUTIVE ORDERS - INITIATES, 
RESCINDS, OR AMENDS A REGULATION, 
POLICY OR PROCEDURE THAT GOVERNS 
PROGRAMS, SERVICES, OR PROJECTS OF 
AN AGENCY.

US+3 US+3 A Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1.013 876 CALENDARS, APPOINTMENT AND 
ITINERARY RECORDS

CE+1 CE+1 R ONLY CALENDARS, APPOINTMENT, 
AND ITINERARY RECORDS OF 
EXECUTIVE STAFF, BOARD OR 
COMMISSION MEMBERS, DIVISION 
DIRECTORS AND 
SECTION/UNIT/BRANCH HEADS 
REQUIRE ARCHIVAL REVIEW.

1.1.014 877 LEGAL OPINIONS AND ADVICE/OGC/AG'S 
OFFICE

AV AV R

1.1.019 1099 PUBLIC RELATIONS RECORDS (NEWS AND 
PRESS RELEASES)

2 2 R SEND PAPER OR MICROFILM 
COPIES TO THE STATE ARCHIVES.

1.1.020 4982 PUBLIC INFORMATION REQUESTS - NOT 
EXEMPTED

AC+1 AC+1 AC=DATE REQUEST IS FULFILLED; 
INCLUDES WRITTEN REQUESTS 
FOR PUBLICATIONS (TEXAS GOVT 
CODE 552.002)

1.1.021 955 PUBLIC INFORMATION REQUESTS - 
EXEMPTED (DENIED)

AC+2 AC+2 AC=DATE OF DENIAL OF REQUEST

1.1.023 560 ORGANIZATION CHARTS US US A

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1.024 562 PLANS AND PLANNING RECORDS AC+1 2 AC+3 R DATA PROCESSING PLANNING 
RECORDS ARE NOT ARCHIVAL. 
AC=DECISION MADE TO IMPLEMENT 
OR NOT TO IMPLEMENT RESULT OF 
PLANNING PROCESS

1.1.026 947 TEXAS REGISTER SUBMISSIONS AC 1 AC+1 AC=PUBLICATION IN TEXAS 
REGISTER

1.1.027 3731 PROPOSED LEGISLATION AV AV

1.1.038 4232 CUSTOMER SURVEYS AC AC AC=FINAL DISPOSITION OF 
SUMMARY REPORT. (SURVEYS 
CANNOT BE DESTROYED UNTIL 
SUMMARY REPORT HAS BEEN SENT 
TO STATE ARCHIVIST AT THE END 
OF THE RETENTION PERIOD.) SEE 
1.1.067 FOR SUMMARY REPORTS 
COMPILED FROM CUSTOMER 
SURVEYS.

1.1.040 4285 REPORTS, PAPERS, SPEECHES - 
CONFERENCES

AC AC R AC=END OF TERM IN OFFICE OR 
TERMINATION OF SERVICE IN A 
STATE POSITION.

1.1.041 4320 EMPLOYEE SUGGESTIONS 1 1

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1.043 4319 TRAINING MATERIALS/MANUALS US+1 US+1 INCLUDES VIDEOTAPES, 
MICROFILM, SLIDES

1.1.048 4431 LITIGATION FILES AC 1 AC+1 R AC=AS APPLICABLE, DECISION OF 
AN AGENCY NOT TO FILE A LAWSUIT 
OR DECISION THAT A LAWSUIT WILL 
NOT BE FILED AGAINST IT ON A 
MATTER; DISMISSAL OF A LAWSUIT 
FOR WANT OF PROSECUTION OR 
ON MOTION OF THE PLAINTIFF; OR 
FINAL DECISION OF A COURT IN A 
LAWSUIT. CASES THAT SET LEGAL 
PRECEDENT OR EXHIBIT 
HISTORICAL VALUE WILL BE 
EVALUATED BY THE ARCHIVES AND 
INFORMATION SERVICES DIVISION 
OF THE TEXAS STATE LIBRARY AND 
ARCHIVES COMMISSION FOR 
ARCHIVAL PRESERVATION.

1.1.053 4916 REGISTRATION LOGS AC AC AC=REPORT FILED WITH THE TEXAS 
ETHICS COMMISSION

1.1.055 4918 STRATEGIC PLANS AC 6 AC+6 A AC=SEPT 1 OF ODD-NUMBERED 
CALENDAR YEARS. ARCHIVAL 
REQUIREMENT MET BY SENDING 
REQUIRED COPIES OF COMPLETED 
AGENCY PLAN TO TEXAS STATE 
DEPOSITORY PROGRAM.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

TEXAS DEPARTMENT OF STATE HEALTH SERVICE CORE RECORDS001  -

State of Texas
Records Retention Schedule

Page 7

10.

106 Number
11. TSLAC only
Amend. No

1.1.056 4924 AMERICANS WITH DISABILITIES ACT 
DOCUMENTATION

3 3

1.1.057 4935 TRANSITORY INFORMATION AC AC AC=PURPOSE OF THE RECORD HAS 
BEEN FULFILLED.

1.1.058 4936 MEETING MINUTES AND AGENDAS - STATE 
BOARDS, COMMITTEES, COMMISSIONS

PM PM A AGENCY KEEPS RECORD COPY AND 
SENDS A COPY TO THE STATE 
ARCHIVES.

1.1.059 4938 CERTIFIED AGENDA OR TAPE 
RECORDINGS OF CLOSED MEETINGS

AC+1 1 AC+2 Vital Record. AC=DATE OF THE 
MEETING OR COMPLETION OF 
PENDING ACTION INVOLVING THE 
MEETING, WHICHEVER IS LATER.

1.1.060 4940 MEETINGS - AUDIO OR VIDEOTAPES OF 
OPEN

AC+90 DA AC+90 DA AUDIO AND VIDEO; AC=OFFICIAL 
APPROVAL OF WRITTEN MINUTES 
OF THE MEETING BY THE 
GOVERNING BODY OF AN AGENCY

1.1.061 4942 MEETING - NOTES AC+90 DA AC+90 DA AC=APPROVAL OF THE FORMAL 
MINUTES BY THE GOVERNING BODY.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

TEXAS DEPARTMENT OF STATE HEALTH SERVICE CORE RECORDS001  -

State of Texas
Records Retention Schedule

Page 8

10.

106 Number
11. TSLAC only
Amend. No

1.1.062 2530 SUPPORTING 
DOCUMENTS/ATTACHMENTS TO BOARD 
MEETING MINUTES (formerly TDH Board of 
Health

10 10 A PROPOSALS, SUPPORTING 
DOCUMENTS SUBMITTED TO THE 
BOARD OF HEALTH,  THESE ARE 
HISTORICAL RECORDS BEING 
RETAINED FOR TEN YEARS FOR 
REFERENCE PURPOSES,  MOST, IF 
NOT ALL, QUESTIONS ARISE ABOUT 
THESE RECORDS IN THE FIRST TEN 
YEARS.

1.1.062 4943 MEETINGS - SUPPORTING 
DOCUMENTATION

2 2 A

1.1.063 4944 STAFF MEETING MINUTES/NOTES 1 1

1.1.064 4945 PERFORMANCE MEASURES SUPPORTING 
DOCUMENTATION

FE+1 2 FE+3 Vital Record.

1.1.065 4946 REPORTS, STUDIES, AND SURVEYS-RAW 
DATA

AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1.066 643 ANNUAL / BIENNIAL AGENCY REPORTS 
(NON-FISCAL)

AC 6 AC+6 A AC=SEPTEMBER 1 OF ODD-
NUMBERED CALENDAR YEARS. THE 
ARCHIVAL REQUIREMENT IS MET BY 
SENDING THE REQUIRED COPIES 
OF THE REPORTS TO THE TEXAS 
STATE PUBLICATIONS DEPOSITORY 
PROGRAM, TEXAS STATE LIBRARY 
AND ARCHIVES COMMISSION.

1.1.067 4947 REPORTS & STUDIES (NON-FISCAL) 1 2 3 E NO HISTORICAL RELEVANCE; NOT 
FORWARDED TO STATE ARCHIVIST

(403)-05-537-054

1.1.067 5877 REPORTS AND STUDIES (NON-FISCAL) 1 2 3 R REPORT HAS HISTORICAL 
RELEVANCE AND SENT TO THE 
STATE ARCHIVIST FOR REVIEW AT 
THE END OF THE RETENTION 
PERIOD.

1.1.067 5878 REPORTS AND STUDIES (NON-FISCAL) 1 2 3 A REPORT HAS HISTORICAL 
RELEVANCE AND SENT TO THE 
STATE ARCHIVIST AT THE END OF 
THE RETENTION PERIOD.

1.1.068 4175 REPORTS ON PERFORMANCE MEASURES AC 6 AC+6 AC=SEPTEMBER 1 OF ODD-
NUMBERED CALENDAR YEARS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1.069 4952 REPORTS-EMPLOYEE ACTIVITY AND 
PRODUCTION REPORTS

1 1

1.1.070 860 RULES, POLICIES, PROCEDURES - FINAL AC 3 AC+3 R Vital Record. AC=COMPLETION OR 
TERMINATION OF PROGRAM, 
RULES, POLICIES OR PROCEDURES.

1.1.071 715 AGENCY RULES, POLICIES AND 
PROCEDURES-WORKING FILES

AC 3 AC+3 R Vital Record. AC=COMPLETION OR 
TERMINATION OF PROGRAM, 
RULES, POLICIES OR PROCEDURES.

1.1.072 2471 PUBLIC INFORMATION REPORTS 2 2

1.1.073 3575 ADMINISTRATIVE HEARINGS AC+3 AC+3 R AC=LAST ACTION

1.1.074 4298 SUNSET REVIEW REPORT AND 
DOCUMENTATION

AC+3 AC+3 R AC=AFTER THE SUBSEQUENT 
SUNSET REVIEW.

1.1.075 4299 ALTERNATIVE DISPUTE RESOLUTIONS - 
FINAL AGREEMENT

AC+4 AC+4 AC=DATE OF FINAL AGREEMENT.  
TEXAS CIVIL PRACTICE AND 
REMEDIES CODE, CHAPTER 154.071

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.2.001 4950 RECORDS DESTRUCTION SIGN-OFF 
SHEETS AND RECORDS DESTRUCTION 
DISCLOSURE FORMS

FE+3 FE+3

1.2.003 4958 FORMS/CERTIFICATE HISTORY FILES AC+1 AC+1 AC=DISCONTINUANCE OF USE OF 
FORM

1.2.004 4959 FORMS INVENTORY US US

1.2.005 4963 RECORDS RETENTION SCHEDULE AND 
SUPPORTING DOCUMENTATION

US US

1.2.006 686 RECORDS TRANSMITTAL FORMS AC+2 AC+2 AC=DATE OF AUTHORIZATION FOR 
DESTRUCTION OR TRANSFER

1.2.008 4289 REQUEST FOR AUTHORITY TO DISPOSE 
OF STATE RECORDS (RMD 102)

FE+3 FE+3

1.2.010 5138 RECORDS DISPOSITION LOGS 10 10

1.2.011 4964 RECORDS CENTER STORAGE APPROVAL 
FORMS

US US

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.2.012 5198 RECORDS INVENTORY WORKSHEETS US US

1.2.013 4316 RECORDS CONTROL MATERIALS AC AC AC=WHEN CONTROL AID IS 
UPDATED, REVISED, OR NO 
LONGER NEEDED.

1.2.014 4939 RECORDS MANAGEMENT PLANS US 1 US+1

1.2.015 1845 DISASTER RECOVERY SERVICE 
TRANSMITTALS (RMD 109)

FE+1 FE+1 MAY CONTAIN SOME CONFIDENTIAL 
INFORMATION. AC=TERMINATION 
OF CORRECTIVE ACTION

1.2.016 4283 DISASTER RECOVERY SERVICE 
APPROVAL FORM (RMD 113)

AC AC AC=UNTIL SUPERSEDED OR 
TERMINATION OF SERVICE.

1.3.001 4313 AGENCY PUBLICATIONS AC+2 AC+2 AC=UNTIL SUPERSEDED OR 
OBSOLETE.  RETAIN PUBLICATIONS 
ON THE WEB AT LEAST SIX 
MONTHS.  13 TAC RULE 3.4(B).  IF 
ITEM FALLS WITHIN ANOTHER 
RECORDS SERIES AND THAT 
RECORDS SERIES HAS LONGER 
RETENTION, THE PUBLICATION IS 
RETAINED IN AT LEAST ONE 
FORMAT UNTIL THE LONGER 
RETENTION PERIOD HAS BEEN MET.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.3.002 4919 PUBLICATION DEVELOPMENT FILES AV AV R PHOTOS, NEGATIVES, PRINTING 
PLATES, ARTWORK, SLIDES, AUDIO 
TAPES, TRANSPARENCIES,  ETC.

2.1.001 4185 AUTOMATED FILES-DATA ENTRY, 
PROCESSING FILES, AND NOTES

AC AC Vital Record. AC=COMPLETION OF 
3RD VERIFICATION CYCLE, OR 
AUDIT COMPLETION CONFIRMING 
SUCCESSFUL TRANSACTION 
PROCESSING, OR REQUIRED AUDIT 
TRAIL MAINTENANCE, OR THE 
ABILITY OT RESTORE OR MIGRATE 
WHEN ERRORS ARE DETECTED OR 
WHEN HARDWARE OR SOFTWARE 
CHANGES OCCUR.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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2.1.002 4186 AUTOMATED MASTER FILES AC AC Vital Record. AC=COMPLETION OF 
3RD VERIFICATION CYCLE, OR 
AUDIT COMPLETION CONFIRMING 
SUCCESSFUL TRANSACTION 
PROCESSING, OR REQUIRED AUDIT 
TRAIL MAINTENANCE, OR THE 
ABILITY OT RESTORE OR MIGRATE 
WHEN ERRORS ARE DETECTED OR 
WHEN HARDWARE OR SOFTWARE 
CHANGES OCCUR, EXCEPT DATA 
FILE WHICH REPLACES A TEXT 
RECORD-FOLLOW RETENTION 
APPROVED FOR EQUIVALENT TYPE 
OF TEXTUAL RECORD; OUTPUT 
DATA FILE EXTRACTED FROM 
SYSTEM SOLELY TO PRODUCE 
PRINTED REPORTS OR OTHER 
PUBLICATIONS - DISPOSE OF WHEN 
NO LONGER NEEDED TO CREATE 
REPORT OR PUBLICATION.

2.1.007 4183 SOFTWARE PROGRAMS/JOB CONTROL 
LANGUAGE

AC AC Vital Record. 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

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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2.1.008 4184 AUTOMATION/HARDWARE 
DOCUMENTATION

AC AC Vital Record. AC=UNTIL ELECTRONIC 
RECORDS ARE TRANSFERRED TO 
AND MADE USABLE IN A NEW 
HARDWARE OR THERE ARE NO 
ELECTRONIC RECORDS BEING 
RETAINED TO MEET AN APPROVED 
RETENTION PERIOD THAT REQUIRE 
THE HARDWARE TO BE RETRIEVED 
AND READ.

2.1.009 4187 SYSTEM & FILE DOCUMENTATION AC AC Vital Record. AC=UNTIL ELECTRONIC 
RECORDS ARE TRANSFERRED TO 
AND MADE USABLE IN A NEW 
HARDWARE OR SOFTWARE WITH 
NEW DOCUMENTATION OR THERE 
ARE NO ELECTRONIC RECORDS 
BEING RETAINED TO MEET AN 
APPROVED RETENTION PERIOD 
THAT REQUIRE THE 
DOCUMENTATION TO BE 
RETRIEVED AND READ

2.1.010 4178 AUDIT TRAIL RECORDS AC AC Vital Record. AC=ALL AUDIT 
REQUIREMENTS HAVE BEEN MET

2.1.011 4177 FINDING AIDS, INDEXES, AND TRACKING 
SYSTEMS

AC AC Vital Record. AC=RELATED HARD 
COPY OR ELECTRONIC RECORDS 
HAVE BEEN DESTROYED

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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2.2.001 2689 SYSTEM MONITORING RECORDS AV AV

2.2.002 3171 COMPUTER UTILIZATION RECORDS - 
CHARGEBACK

FE+3 FE+3

2.2.004 3173 COMPUTER JOB SCHEDULES AND 
REPORTS

3 MO 3 MO

2.2.010 4317 DATA PROCESSING POLICIES AND 
PROCEDURES

US+3 US+3 Vital Record.

2.2.011 3175 BATCH DATA ENTRY CONTROL RECORDS AC AC AC=WHEN RECONCILIATION 
CONFIRMED.

2.2.012 3178 COMPUTER PRODUCED OUTPUT AV AV Vital Record.

2.2.013 4859 QUALITY ASSURANCE RECORDS AC AC AC=NO LONGER NEEDED AS AN 
AUDIT TRAIL FOR ANY RECORDS 
MODIFIED

2.2.014 2379 INTERNET COOKIES AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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2.2.015 5398 HISTORY FILES - WEB SITES AV AV

2.2.016 1734 SOFTWARE REGISTRATIONS, 
WARRANTIES, AND LICENSE AGREEMENTS

LA+3 LA+3 Vital Record.

3.1 3201 COMPLAINT FILES / GRIEVANCE RECORDS AC+2 AC+2 Vital Record maintained only by HHS-
Civil Rights.. MAY CONTAIN 
CONFIDENTIAL DATA; AC=FINAL 
DECISION ON GRIEVANCE. 
BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN HHS-
CIVIL RIGHTS

3.1 4834 EMPLOYEE IMMUNIZATION RECORDS 2 8 10 Vital Record. INCLUDES 
IMMUNIZATIONS, VACCINATIONS & 
TESTS.

(305) 05-537-346; 
(503) 05-537-354. 
(645)-05-537-409

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.1 5864 EMPLOYEE FILES (PERSONNEL ACTION, 
APPLICATIONS, CHECKOUT SHEETS, 
VERIFICATION OF STATE SERVICE)

AC 5 AC+5 AC=TERMINATION OF 
EMPLOYMENT.  CONTAINS 
CONFIDENTIAL DATA.  THIS RECORD 
SERIES INCLUDES 3.1.002 
APPLICATIONS FOR EMPLOYMENT-
HIRED; 3.1.011 EMPLOYEE 
INSURANCE RECORDS; 3.1.020 
PERSONNEL CORRECTIVE ACTION 
DOCUMENTATION; 3.1.021 
PERSONNEL DISCIPLINARY ACTION 
DOCUMENTATION; 3.1.022 
PERSONNEL INFORMATION OR 
ACTION FORMS; 3.1.027 TRAINING 
AND EDUCATIONAL ACHIEVEMENT 
RECORDS; 3.1.031 EMPLOYEE 
BENEFITS; 3.2.001 EMPLOYEE 
DEDUCTION AUTHORIZATIONS; 
3.3.028 APTITUDE & SKILLS TESTS 
(TEST PAPERS)

05-537-334

3.1 6675 POSITIVE PERFORMANCE RECORDS 
(MAINTAINED BY SUPERVISORS)

AC AC AC=FIRST LEVEL REMINDER IS 3 
MONTHS; SECOND LEVEL 
REMINDER IS 6 MONTHS WITH A 
COPY TO EMPLOYEE'S MASTER 
EMPLOYEE FILE; THIRD LEVEL 
REMINDER IS 12 MONTHS WITH A 
COPY TO EMPLOYEE'S MASTER 
EMPLOYEE FILE. BEGINING AUGUST 
2005 SUPERVISORS USE Employee 
Development Notes IN AccessHR TO 
DOCUMENT SECOND AND THIRD 
LEVEL REMINDERS, BUT A PAPER 
COPY IS STILL FORWARDED TO 
HHSC HR FOR EMPLOYEE'S 
MASTER PERSONNEL FILE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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3.1.001 3179 APPLICATIONS FOR PERMANENT 
EMPLOYMENT - NOT HIRED

2 2 CONTAINS CONFIDENTIAL DATA. 
AccessHR assumed this functionality in 
May 2005

3.1.006 3183 EMPLOYEE COUNSELING RECORDS AC+3 AC+3 AC=TERMINATION OF COUNSELING. 
KEEP THIS RECORD SEPARATE 
FROM PERFORMANCE APPRAISAL.

3.1.011 3186 EMPLOYEE INSURANCE FILES AC AC AC=UNTIL SUPERSEDED OR 
TERMINATION OF EMPLOYMENT 
(DOCUMENTS THAT SERVE AS 
PAYROLL DEDUCTION 
AUTHORIZATIONS MUST BE 
RETAINED FOR THE RETENTION 
PERIOD PRESCRIBED FOR 3.2.001) 
BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN 
AGENCY ITEM #5864

3.1.012 3193 EMPLOYMENT OPPORTUNITY 
ANNOUNCEMENTS, RECRUITMENT

2 2 BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN HHSC.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.1.013 3194 EMPLOYMENT CONTRACTS - 
TEMPS/TELECOMMUTING

AC+4 AC+4 Vital Record. AC=EXPIRATION OR 
TERMINATION OF THE CONTRACT 
ACCORDING TO ITS TERMS. 
BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN HHSC.

3.1.014 3200 EMPLOYMENT SELECTION RECORDS / 
NOTES (INCLUDES APPLICATIONS FOR 
EMPLOYMENT-NOT HIRED)

2 2 Vital Record maintainted by AccessHR 
only. Send all records to AccessHR. 
AccessHR HAS FULLY ASSUMED 
THIS FUNCTIONALITY AS OF SEPT 
2006.

3.1.019 3202 PEFORMANCE APPRAISALS/JOURNALS AC+5 AC+5 MAY CONTAIN SOME CONFIDENTIAL 
INFORMATION SUCH AS MEDICAL 
INFORMATION, SOCIAL SECURITY 
NUMBER, OR OTHER DATA 
PROTECTED BY THE PRIVACY 
DOCTRINE. AC=TERMINATION OF 
EMPLOYEE.  AccessHR ASSUMED 
THIS FUNCTIONALITY IN AUGUST 
2005.  HHS-HR MUST RECEIVE ALL 
PERFORMANCE APPRAISALS THAT 
ARE NOT ALREADY IN AccessHR.  
HHS-OGC REQUESTED LONGER 
RETENTION PERIOD.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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3.1.024 3219 PHYSICAL EXAMS/MEDICAL REPORTS 
REQUIRED FOR EMPLOYEES

AC+2 AC+2 AC=UNTIL SUPERSEDED OR 
TERMINATION OF EMPLOYMENT. 
BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN 
AGENCY ITEM #5864

3.1.026 3222 CRIMINAL HISTORY CHECKS AC AC AC=THE CRIMINAL HISTORY 
RECORD HAS SERVED THE 
IMMEDIATE PURPOSE FOR WHICH IT 
WAS OBTAINED. AccessHR 
ASSUMED THIS FUNCTIONALITY IN 
MAY 2005.

3.1.027 5953 HIPAA TRAINING RECORDS AC AC AC=5 YEARS PAST THE 
TERMINATION OF EMPLOYEE OR 6 
YEARS PAST THE TRAINING; 
WHICHEVER IS LONGER.  
RETENTION PERIOD REQUIRED 
UNDER HIPAA (45 CFR SECTION 
164.530(j)(1)-(2)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.1.029 5844 EMPLOYMENT ELIGIBILITY, 
DOCUMENTATION OR VERIFICATION OF

AC+1 AC+1 Vital Record. AC=TERMINATION OF 
EMPLOYMENT.  EXCEPT THAT 
FEDERAL REGULATION REQUIRES 
INS-1-9 FORMS BE RETAINED FOR 3 
YRS FROM DATE OF HIRE OR 1 YR 
AFTER TERMINATION OF 
EMPLOYEE, WHICHEVER IS LATER.  
8 CFR 274A.2(b)(2)(i)(A) and (c)(2).  
BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN 
AGENCY ITEM #5864

3.1.034 3226 RESUMES - UNSOLICITED AV AV BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN HHSC.

3.1.035 3227 SURETY OR PERFORMANCE BONDS AC 4 AC+4 Vital Record. AC=EXPIRATION OR 
TERMINATION OF THE BOND 
ACCORDING TO ITS TERMS.

3.1.036 6810 APPRENTICESHIP / INTERNSHIP RECORDS 5 5 29 CFR 30.8(e)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.1.037 3235 EMPLOYEE RECOGNITION 
RECORDS/SERVICE 
AWARDS/ACHIEVEMENT BONUS RECORDS

AC+5 AC+5 AC=TERMINATION OF 
EMPLOYMENT; FORWARD PRINTED 
COPY TO HHS MANAGER FOR 
HUMAN RESOURCE RECORDS FOR 
EMPLOYEE MASTER PERSONNEL 
FILE.  BECAUSE OF CONSOLIDATION 
OF HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN 
AGENCY ITEM #5864

3.1.038 3326 PUBLIC ACCESS OPTION FORM US US Vital Record.  BECAUSE OF 
CONSOLIDATION OF HUMAN 
RESOURCES IN HHS ENTERPRISE, 
MAINTAINED IN AGENCY ITEM #5844

3.1.039 2142 OMBUDSMAN RECORDS AC AC AC=FINAL DECISION OR MATTER 
CLOSED. (DOES NOT INCLUDE 
FORMAL COMPLAINT FILED WITH 
EEO.  IF MATTER BECOMES A 
GRIEVANCE OR THE SUBJECT OF 
COUNSELING OR LITIGATION, OR 
EMPLOYEE IS SUBJECT TO 
DISCIPLINARY ACTION, THE 
RECORDS ARE SUBJECT TO 
RETENTION IN THE APPROPRIATE 
RECORD SERIES: SEE 1.1.048, 
3.1.006, 3.1.018, 3.1.020, AND 3.1.021.  
BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN HHSC-
OFFICE OF CIVIL RIGHTS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.2 680 PAYROLL FILES (VOUCHERS, EMPLOYEE 
EARNINGS RECORDS, SUPPORTING 
DOCUMENTS)

FE+5 FE+5 INCLUDES 3.2.001 EMPLOYEE 
DEDUCTION AUTHORIZATIONS; 
3.2.002 EMPLOYEE EARNING 
RECORDS. RETENTION PERIOD 
REQUIRED BY HHS-TIME, LABOR 
AND LEAVE

3.2 3240 PAYROLL WARRANT LISTINGS 1 1

3.2.002 3244 EMPLOYEE EARNING RECORDS (PAYROLL 
AFFIDAVIT)

FE+1 4 FE+5 Vital Record.

3.2.003 3245 FEDERAL TAX RECORDS (INCLUDES 1099, 
W-2, FICA AND OTHER TAX RECORDS)

AC 5 AC+5 Vital Record. RETENTION IS BASED 
FROM RETURN, PAID OR CLAIM 
DATA; AC=TAX DUE DATE, DATE THE 
CLAIM IS FILED, OR DATE TAX IS 
PAID, WHICHEVER IS LATER.

(116) 06-537-519

3.2.004 3246 INCOME ADJUSTMENT AUTHORIZATION FE+2 3 FE+5 Vital Record.

3.2.005 3247 W-4 FORMS (EMPLOYERS COPY OF 
EMPLOYEES' WITHHOLDING EXEMPTION 
CERTIFICATE)

FE 5 FE+5 Vital Record. AC=UNTIL 
SUPERSEDED, OBSOLETE, OR 
UPON SEPARATION OF EMPLOYEE.

(116)-05-537-511

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7
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3.2.007 2822 UNEMPLOYMENT COMPENSATION 
RECORDS

AC 5 AC+5 AC=TERMINATION OF EMPLOYEE

3.2.008 3250 DIRECT DEPOSIT APPLICATION / 
AUTHORIZATION OR EXEMPTION FORMS

US US Vital Record.

3.2.009 3251 STATE DEFERRED COMPENSATION AC 5 AC+5 Vital Record. AC=ALL ACCOUNTS 
WITH A VENDOR OR VENDORS FOR 
THE INDIVIDUAL PARTICIPANT HAVE 
BEEN CLOSED.  FOR INSTRUCTIONS 
REGARDING THE DETERMINATION 
OF THE CLOSURE OF ACCOUNTS 
AND FOR ADDITIONAL 
INFORMATION REGARDING THE 
RETENTION PERIOD SEE THE MOST 
CURRENT EDITION OF THE 
"BENEFITS COORDINATOR 
REFERENCE MANUAL" ISSUED BY 
THE EMPLOYEES RETIREMENT 
SYSTEM OF TEXAS.

(116)-06-537-527

3.2.010 4515 HUMAN RESOURCES INFORMATION 
SYSTEM (HRIS) REPORTS

FE 5 FE+5 Vital Record. (116) 06-537-520

3.3 3252 TRAINING SUPPORT DOCUMENTATION AC+2 AC+2 INCLUDES PHOTOGRAPHS; 
AC=COMPLETION OF CLASS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7
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3.3.001 3253 AFFIRMATIVE ACTION PLAN 5 5 BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN HHSC.

3.3.004 633 GROUP INSURANCE/BENEFIT PLANS US+1 US+1 BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN HHSC.

3.3.010 2787 LABOR STATISTICS REPORTS 3 3 BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN 
HHSC.  INCLUDES REPORTS 
REQUIRED BY JCAHO IN HOSPITALS.

3.3.011 2795 FORMER EMPLOYEE VERIFICATION 
RECORDS (EMPLOYEE HISTORY FILES)  
(NAME, SOCIAL SECURITY NUMBER, 
EXACT DATES OF EMPLOYMENT, LAST 
KNOWN ADDRESS, AND PUBLIC ACCESS 
OPTION FORM)

AC 75 AC+75 Vital Record. AC=TERMINATION OF 
EMPLOYMENT

(645)-05-537-442

3.3.015 2926 POSITION/JOB CLASSIFICATION REVIEW 
FILE

US+3 US+3

3.3.020 2927 WORK SCHEDULES/ASSIGNMENTS, DUTY 
ROSTERS

1 1

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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3.3.022 2303 TEXAS WORKFORCE COMMISSION (TWC) 
REPORTS

3 3 BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN HHSC.

3.3.023 2931 REQUESTS AND AUTHORIZATIONS FOR 
REIMBURSABLE ACTIVITIES, TRAVEL, 
TUITION ASSISTANCE, ETC.

FE 3 FE+3 TRAVEL OFFICE ASSUMED 
RETENTION OF TRAVEL REQUESTS 
AND VOUCHERS BEGINNING 
OCTOBER 2005.

3.3.024 1391 PERSONNEL POLICIES AND PROCEDURES US+3 US+3

3.3.025 3254 JOB PROCEDURE RECORDS US+3 US+3

3.3.026 3255 POSITION STAFFING REPORT/EMPLOYEE 
LISTINGS

US+3 US+3 BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN HHSC.

3.3.027 3256 APTITUDE AND SKILLS TESTS US+2 US+2

3.3.028 3257 APTITUDES AND SKILLS TEST PAPERS 2 2

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.3.029 6811 APTITUDE AND SKILLS TEST (VALIDATION 
RECORDS)

AC+2 AC+2 AC=AS LONG AS THE TEST IS USED 
BY AN AGENCY.  BECAUSE OF 
CONSOLIDATION OF HUMAN 
RESOURCES IN HHS ENTERPRISE, 
MAINTAINED IN HHSC.

3.3.030 3262 TRAINING ADMINISTRATION RECORDS US+2 US+2 (MATERIALS AND RECORDS FOR IN-
HOUSE TRAINING OF AGENCY 
PERSONNEL OF POLICES AND 
PROCEDURES.)  TRAINING 
MATERIAL NOT FOUND IN TRAIN OR 
AccessHR. (DOES NOT INCLUDE 
HAZARDOUS MATERIAL TRAINING 
RECORDS).

3.3.031 3263 EEO REPORTS AND SUPPORT 
DOCUMENTATION

3 3 BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN HHSC.

3.3.032 2299 EQUAL PAY RECORDS 3 3 BECAUSE OF CONSOLIDATION OF 
HUMAN RESOURCES IN HHS 
ENTERPRISE, MAINTAINED IN HHSC.

3.4.001 3264 ACCUMULATED LEAVE ADJUSTMENT 
REPORTS

FE+5 FE+5

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.4.001 5238 TIMEKEEPING RECORDS (accessHR) FE+5 FE+5 This retention period is for the electronic 
information in accessHR to agree with 
the other HHS agencies, as requested 
by HHS-HR.  (This retention period does 
not apply to the printed time sheet 
required only by DSHS to satisfy federal 
audits.  See #3274.)

3.4.002 3267 LEAVE STATUS REPORT FE+3 FE+3 Vital Record. BEGINNING OCTOBER 
2005, RECORDS KEPT IN AccessHR.

3.4.003 3268 LESS THAN FULL-TIME WORKED 4 4

3.4.004 3269 OVERTIME AUTHORIZATIONS 2 2 BEGINNING OCTOBER 2005, 
RECORDS KEPT IN AccessHR.

3.4.005 3271 OVERTIME SCHEDULES 2 2

3.4.006 3274 TIME CARDS AND TIME SHEETS 1MO 3Y11MO 4 40 TAC815.106(i). BEGINNING 10/1/05 
WITH THE IMPLEMENTATION OF 
ACCESS-HR ALL DSHS SIGNED TIME 
SHEETS WILL BE STORED USING 
FUNDING BY ACCOUNTING.  EXCEPT 
FOR HOSPITALS, TIME SHEETS 
SENT TO DSHS-RMO FOR RECORDS 
RETENTION.  No print time sheets 
beginning with Feb 2012 time sheet.

(116)-06-537-525

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

TEXAS DEPARTMENT OF STATE HEALTH SERVICE CORE RECORDS001  -

State of Texas
Records Retention Schedule

Page 30

10.

106 Number
11. TSLAC only
Amend. No

3.4.007 808 DAILY ABSENCE REPORTS; TIME OFF AND 
SICK LEAVE REQUESTS (accessHR)

FE+5 FE+5 BEGINNING OCTOBER 2005, 
RECORDS KEPT IN accessHR. TO 
AGREE WITH RETENTION PERIOD 
OF THIS DATA IN ALL 5 HHS 
AGENCIES.

3.4.007 3275 DAILY ABSENCE REPORTS; TIME OFF AND 
SICK LEAVE REQUESTS

FE+5 FE+5 BEGINNING OCTOBER 2005, 
RECORDS KEPT IN AccessHR.

3.4.008 3278 SICK LEAVE POOL DOCUMENTATION FE+5 FE+5

4.1 1273 PATIENT BENEFIT FUND FE 3 FE+3

4.1 6170 COMPTROLLER CANCELED CHECKS / 
WARRANTS

AC AC AC=WHEN CANCELED; COMPLIES 
WITH THE RETENTION PERIOD FOR 
THIS RECORD SERIES ON THE 
RETENTION SCHEDULE FOR THE 
COMPTROLLER OF PUBLIC 
ACCOUNTS.

4.1.001 3279 ACCOUNTS PAYABLE INFORMATION FE+6 MO 2Y6MO FE+3

4.1.002 3280 BILLING DETAIL FE 3 FE+3 (604)-08-537-544

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.1.003 3281 CANCELLED CHECKS/STUBS FE 3 FE+3

4.1.004 3282 ENCUMBRANCE DETAIL FE+3 FE+3

4.1.005 3283 INVENTORY AND OTHER COST FILES FE+3 FE+3

4.1.006 1960 INVESTMENT TRANSACTIONS FILES FE 3 FE+3

4.1.007 3285 TRANSFERS OR BUDGET REVISIONS 
(FUNDS TRANSMITTAL FORMS)

FE 3 FE+3 (126) 07-537-542

4.1.008 4212 ELECTRONIC FUND TRANSFERS FE+3 FE+3

4.2.001 3286 CASH DEPOSIT VOUCHERS FE+1 3 FE+4 RETENTION IS BASED ON FEDERAL 
GUIDELINES.

(117)-05-537-028

4.2.002 3289 CASH RECEIPTS FE 3 FE+3 (645)-05-537-479

4.2.003 3290 DAILY CASH RECEIPTS LOG FE+6 MO 2Y6MO FE+3 (117)-05-537-026, 
(05-537-030; 05-
537-065

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.2.004 3291 ENCUMBRANCE VOUCHERS FE+2 1 FE+3

4.2.005 3292 PURCHASE VOUCHERS FE 3 FE+3 (509) 05-537-351; 
(126) 07-537-541

4.2.006 3293 GENERAL JOURNAL VOUCHERS FE 3 FE+3

4.2.007 3294 EXPENDITURE VOUCHERS FE 3 FE+3 TRAVEL OFFICE ASSUMED 
RETENTION OF TRAVEL VOUCHERS 
BEGINNING OCTOBER 2005.

4.3.001 3295 SALES (ENCUMBRANCE AND CASH 
JOURNALS)

FE+3 FE+3

4.3.002 3297 RECEIPTS, JOURNALS OR REGISTERS FE+3 FE+3

4.3.003 3298 EXPENDITURE JOURNALS OR REGISTERS FE+1 2 FE+3 (116)-05-537-025, 
05-537-024

4.4.001 3299 GENERAL LEDGERS FE 3 FE+3 Vital Record. (116)-05-537-335

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7
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4.4.002 3300 ACCOUNTS RECEIVABLE LEDGERS FE+3 FE+3 Vital Record.

4.4.003 3301 ACCOUNTS PAYABLE FE+3 FE+3

4.4.004 3302 EMPLOYEE SAVINGS BOND 5 5 Vital Record.

4.5.001 3303 WORKSHEETS FOR PREPARING FISCAL 
REPORTS

FE 3 FE+3

4.5.002 3304 INTERNAL FISCAL MANAGEMENT FE 3 FE+3 (116)-05-537-516

4.5.003 3305 ANNUAL FINANCIAL REPORT REQUIRED 
BY THE GENERAL APPROPRIATIONS ACT

AC 6 AC+6 AC=SEPTEMBER 1 OF ODD-
NUMBERED CALENDAR YEARS.

(126)-05-537-357

4.5.005 3310 EXTERNAL FISCAL REPORTS FE 3 FE+3

4.5.006 3312 ANNUAL OPERATING BUDGETS FE 3 FE+3

4.5.007 4216 USAS REPORTS - DAILY AC AC AC=RECEIPT AND RECONCILIATION 
OF MONTHLY REPORT

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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4.5.008 4218 USAS REPORTS - MONTHLY AC AC AC=RECEIPT AND RECONCILIATION 
OF ANNUAL REPORT

4.5.009 203 USAS REPORTS - ANNUAL FE+3 FE+3

4.6.001 3314 MONTHLY BALANCING RECORDS FE+1 2 FE+3 (116)-05-537-056

4.6.002 3740 RECONCILIATIONS FE 3 FE+3 (116)- 06-537-518

4.6.003 3333 CASH COUNTS AND SPOT COUNTS FE+3 FE+3

4.7.001 3336 ACCOUNTING POLICIES AND 
PROCEDURES

US+3 US+3 Vital Record.

4.7.002 3338 BANK STATEMENTS FE+3 FE+3

4.7.003 1388 RETURNED CHECKS/WARRANTS/DRAFTS 
(UNCOLLECTABLE)

AC+3 AC+3 AC=AFTER DEEMED 
UNCOLLECTABLE

4.7.004 3339 CAPITAL ASSET RECORDS LA+3 LA+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7
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4.7.005 3343 CLAIM FILES AC 3 AC+3 Vital Record. AC=RESOLUTION OF 
CLAIM. (VENDOR PAYMENT 
RECORDS/PROVIDER CLAIM FILES)

(116)-05-537-225

4.7.006 3346 COMPTROLLER STATEMENTS FE+1 2 FE+3

4.7.007 3353 CHART OF ACCOUNTS FE+3 FE+3

4.7.008 3361 FEDERAL GRANT INFORMATION ON FILE AC 3 AC+3 Vital Record. AC=SATISFACTION OF 
ALL UNIFORM ADMINISTRATIVE 
REQUIREMENTS FOR GRANTS AND 
COOPERATIVE AGREEMENTS TO 
STATE AND LOCAL GOVERNMENTS

(855) 11-537-560; 
11-537-561

4.7.009 3374 FIXED ASSET LOG US+3 US+3

4.7.010 3375 LONG-TERM LIABILITY RECORDS AC+3 AC+3 Vital Record. AC=RETIREMENT OF 
DEBT

4.7.011 3376 TEXAS FACILITIES COMMISSION 
STATEMENTS

FE+1 2 FE+3

4.7.012 3377 SIGNATURE AUTHORIZATIONS US+FE+3 US+FE+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7
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5.1.001 3378 CONTRACTS AND LEASES AC 4 AC+4 Vital Record.  AC=CONTRACT 
EXPIRATION

(136)05-537-074; 
05-537-220; 
(114)05-537-251; 
(500)10-537-555; 
(599)05-537-307; 
(402)05-537-154; 
(503)05-537-364; 
(550)10-537-554; 
(625)05-537-498; 
(642)05-537-383; 
05-537-483

5.1.003 3379 DELIVERY REPORTS 2 2

5.1.004 3380 MAIL AND TELECOMMUNICATIONS 
LISTINGS

US US

5.1.005 3381 POSTAGE EXPENSE REPORTS FE 3 FE+3

5.1.007 3383 REQUISITION FOR IN-AGENCY /INTER-
AGENCY COPY/PRINTING SERVICE

AV AV

5.1.010 3385 PERMITS, LICENSES, AND CERTIFICATIONS AC+2 AC+2 Vital Record. AC=EXPIRATION DATE 
OF LICENSE OR PERMIT

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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5.1.011 3387 PHOTOCOPIER/FAX USE LOGS AV AV

5.1.012 3389 PRICE LISTS US+3 US+3

5.1.013 3391 INSURANCE POLICIES AC+4 AC+4 Vital Record. AC=EXPIRATION OR 
TERMINATION OF THE POLICY 
ACCORDING TO ITS TERMS

5.1.014 3409 OFFICE PROCEDURES (MANUAL, 
GUIDELINES, OR SIMILAR RECORDS THAT 
ESTABLISH STANDARD OFFICE 
PROCEDURES FOR AN AGENCY)

US+1 US+1

5.1.015 3410 LOGS/TRACKING RECORDS FOR 
CORRESPONDENCE/PACKAGES FROM US 
POSTAL SERVICE OR PRIVATE COURIERS

1 1

5.1.017 1683 CONTRACT LOG FE+3 FE+3

5.2.001 6812 APPRAISALS - BUILDING OR PROPERTY AV AV R Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.2.003 3416 BLUE PRINTS AND ARCHITECTURAL 
DRAWINGS, BUILDING PLANS

AC AC R Vital Record. AC=State Owned=LA; 
Leased=2 years past termination or 
cancellation of lease.  THIS IS AN HHS 
ENTERPRISE RECORD; SEE HHSC 
BUILDING CONSTRUCTION.

5.2.004 3420 BUILDING SPACE REQUESTS 1 1

5.2.005 3423 CALIBRATION RECORDS (EQUIPMENT OR 
INSTRUMENTS)

10 10 Vital Record.

5.2.006 3431 CERTIFICATION OF DESTRUCTION OF 
PROPERTY

FE+3 FE+3

5.2.007 3364 DAMAGE REPORTS FE+3 FE+3

5.2.008 3491 EQUIPMENT MAINTENANCE 
LOGS/HISTORY FILES

LA 3 LA+3 (305)-05-537-222

5.2.009 3492 EQUIPMENT INVENTORY FE+3 FE+3

5.2.010 3493 EQUIPMENT MANUALS LA LA

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.2.011 3494 EQUIPMENT WARRANTIES AC+1 AC+1 AC=EXPIRATION OF WARRANTY

5.2.012 1389 ESTIMATE FILES (SUPPLY AND REPAIR 
COST ESTIMATES)

1 1

5.2.014 3495 INVENTORY, ANNUAL PHYSICAL FE+3 FE+3

5.2.015 3496 INVENTORY REMOVAL NOTICE FE+3 FE+3

5.2.016 3497 INVENTORY SYSTEM UPDATE LISTING AC AC AC=TRANSFER OF INFORMATION 
INTO ANNUAL LISTING

5.2.017 3500 LOST OR STOLEN PROPERTY REPORT FE+3 FE+3

5.2.018 3501 QUALITY CONTROL REPORTS 2 2

5.2.019 3502 SERVICE ORDERS/WORK REQUESTS 1 1

5.2.020 3503 SUPPLY USAGE RECORDS FE+1 FE+1

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.2.021 3504 SURPLUS PROPERTY SALE REPORTS FE+3 FE+3

5.2.022 3506 UTILITY USAGE REPORTS AV AV

5.2.023 3509 YEAR TO DATE INVENTORY LISTING FE+3 FE+3

5.2.024 5533 MATERIAL SPECIFICATIONS AC+2 AC+2 AC=MATERIAL IS NO LONGER IN 
THE AGENCY

5.2.025 3512 EQUIPMENT SPECIFICATIONS 
(PURCHASING DOCUMENTATION)

AC+2 AC+2 AC=EQUIPMENT IS NO LONGER IN 
THE AGENCY

5.2.026 994 FACILITIES CONFERENCE ROOM 
RESERVATIONS

2 2

5.2.027 3516 SPACE UTILIZATION REPORTS AV AV

5.3 3519 PROCUREMENT CARD PURCHASES 
SUPPORTING DOCUMENTATION

FE+1 2 FE+3 (120)-06-537-533

5.3.002 3520 FREIGHT BILLS PAID FE+3 FE+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.3.003 3521 FREIGHT CLAIMS AC+2 AC+2 AC=RESOLUTION OF CLAIM

5.3.004 3522 ORDER - ACKNOWLEDGEMENTS AV AV

5.3.005 3524 PACKING SLIPS AV AV

5.3.007 3543 REQUESTS FOR PROPOSALS/BID 
DOCUMENTATION

FE+1 2 FE+3

5.3.008 3544 PURCHASING LOGS FE+2 1 FE+3

5.3.009 3546 REQUESTS FOR INFORMATION AC AC AC=DATE OF DIRECT PURCHASE, 
ISSUANCE OF REQUEST FOR BIDS, 
OR DECISION NOT TO PROCEED 
WITH THE PROCUREMENT, AS 
APPLICABLE

5.4 4342 COPY OF MOVING AND NON-MOVING 
TRAFFIC VIOLATIONS (KEPT WITH 
PERFORMANCE APPRAISALS)

2 2

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.4 4599 INCIDENT REPORTS/ACCIDENT/INJURY 
REPORTS OF NON-STATE EMPLOYEES ON 
STATE PROPERTY

AC AC L-33 FORMS.  AC=STATUTE OF 
LIMITATIONS; CLAIMANT REQUIRED 
TO GIVE NOTICE OF INJURY WITHIN 
6 MONTHS OF THE INCIDENT OR 
THE ACTION IS BARRED (UNLESS 
THERE IS ACTUAL KNOWLEDGE OF 
THE INJURY IN THE AGENCY); 
ACTION BARRED IF SUIT NOT FILED 
WITHIN 2 YEARS FROM THE DATE 
OF THE INJURY.  (SEE 1.1.048 IF 
INJURY RESULTS IN LAWSUIT)

5.4 4625 REVIEW OF APPROPRIATE LICENSURE 
FOR OPERATION OF MOTOR VEHICLE 
(KEPT WITH PERFORMANCE APPRAISALS)

2 2

5.4.001 3547 ACCIDENT REPORTS AND ASSOCIATED 
DOCUMENTATION

CE 5 CE+5 Vital Record. MAY CONTAIN 
CONFIDENTIAL DATA.

5.4.002 3549 EVACUATION PLANS US US

5.4.003 3562 FIRE/SAFETY INSPECTIONS AC+3 AC+3 AC=DATE OF CORRECTION OF 
DEFICIENCY, IF DEFICIENCY FOUND.

5.4.004 3732 FIRE ORDERS AC+3 AC+3 AC=DEFICIENCY CORRECTED

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.4.007 3568 SAFETY TRAINING - HAZARDOUS 
MATERIALS

5 5

5.4.008 2425 HAZARD COMMUNICATION PLAN US+5 US+5 Vital Record.

5.4.009 3569 HAZARD COMMUNICATION WORKPLACE 
CHEMICAL LIST

1 29 30 Vital Record. (HEALTH & SAFETY 
CODE 502.005(d) REQUIRES THIS 
LIST FOR AMOUNTS OF CHEMICALS 
OVER 55 GALLONS, 500 POUNDS OR 
IN EXCESS OF CERTAIN AMOUNTS 
FOR CERTAIN HIGHLY TOXIC OR 
DANGEROUSLY HAZARDOUS 
CHEMICALS.

(645)-05-537-402

5.4.010 3571 MATERIAL SAFETY DATA SHEETS AC AC AC=AFTER SHEETS ARE UPDATED 
OR HAZARDOUS CHEMICAL NO 
LONGER STORED BY AGENCY, AS 
APPLICABLE

5.4.011 3572 VISITOR CONTROL REGISTER 3 3

5.4.012 3576 SECURITY ACCESS RECORDS/EMPLOYEE 
IDENTIFICATION

AC+2 AC+2 Vital Record. AC=UNTIL 
SUPERSEDED, DATE OF 
EXPIRATION, OR DATE OF 
TERMINATION, WHICHEVER 
SOONER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.4.013 3579 DISASTER PREPAREDNESS AND 
RECOVERY PLAN

US US Vital Record.

5.5.001 3582 TELECOMMUNICATIONS BILLING DETAIL FE 3 FE+3

5.5.002 3583 LONG DISTANCE TELEPHONE LOGS/FAX 
LOGS

AV AV

5.5.003 3584 STATION ACTIVITY REPORTS AV AV

5.5.004 3585 SYSTEM ACTIVITY REPORTS AV AV

5.5.006 3586 BILLING DETAIL-TELECOMMUNICATIONS 
(TEX-AN)

FE+3 FE+3

5.5.007 3587 DISPUTED CALL DOCUMENTATION FE+3 FE+3

5.6.003 3593 INSPECTION REPAIR & MAINTENANCE 
RECORDS - VEHICLES

LA+1 LA+1

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.6.004 2968 LICENSE AND DRIVING RECORD CHECKS AC AC AC=UNTIL SUPERSEDED OR 
TERMINATION OF EMPLOYMENT. 
CONTAINS CONFIDENTIAL 
INFORMATION.

5.6.005 3594 VEHICLE USE REPORTS (MILEAGE 
REPORTS)

FE+3 FE+3 INCLUDES MILEAGE, FUEL/OIL 
CONSUMPTION, PASSENGERS 
CARRIED AND OTHER RELATED 
INFORMATION.

5.6.007 3601 VEHICLE TITLES & REGISTRATIONS LA LA Vital Record.

5.6.009 3603 PARKING PERMITS OR ASSIGNMENTS US US

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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2.2.001 5297 CONSOLE LOGS AV AV Vital Record.

3.1 5236 VOLUNTEER INFORMATION FILES FE+2 FE+2 Vital Record.

4.1.002 7162 BILLING DETAIL ON FEES FOR SERVICE 7 7 ALSO KNOWN AS MEDICARE 
REIMBURSEMENT RECORDS.  
RETENTION BASED ON HIPAA 
REQUIREMENTS FOR MEDICARE-45 
CFR 164.530 (j)(1)-(2).

5.4.012 5358 IDENTIFICATION CARDS AC+2 AC+2 AC=UNTIL SUPERSEDED, DATE OF 
EXPIRATION, OR DATE OF 
TERMINATION, WHICHEVER 
SOONER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3692 CD4 ONLINE MANAGEMENT PATIENT 
INFORMATION SYSTEM (COMPIS) 
REPORTS GENERATED FROM THE 
DATABASE.

AV AV

3693 PREVENTION COUNSELING NOTES, RISK 
REDUCTION PLANS, AND CASE 
MANAGEMENT RECORDS COMPILED ON 
HIV POSITIVE CLIENTS

AC AC AC=FOR ADULTS: 7 YEARS AFTER 
LAST DATE OF SERVICE OR 
PATIENT'S DEATH, IF KNOWN.  
AC=FOR CHILDREN: 3 YEARS AFTER 
21ST BIRTHDAY, EVEN IN DEATH, OR 
7 YEARS; WHICHEVER COMES 
LATER.

3811 ADULT HEALTH PROGRAM RECORDS AC+7 AC+7 Vital Record. AC= LAST SERVICE 
DATE.

3812 CHILD HEALTH PROGRAM RECORDS AC AC AC=PATIENT'S 21ST BIRTHDAY OR 7 
YEARS PAST LAST SERVICE DATE, 
WHICHEVER COMES LATER.

3813 CHILDREN WITH SPECIAL HEALTH CARE 
NEEDS PROGRAM RECORDS

AC AC AC=PATIENT'S 21ST BIRTHDAY OR 7 
YEARS AFTER LAST SERVICE DATE, 
WHICHEVER IS LATER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3827 FAMILY HEALTH PROGRAM RECORDS AC AC AC=LATER OF 21ST BIRTHDAY OF 
YOUNGEST CHILD OR 7 YEARS 
AFTER LAST SERVICE DATE. (some 
regional records not eligible for 
destruction until 2016)

3831 FAMILY PLANNING PROGRAM RECORDS 
(INVOLVING USE OF I.U.D.)

LA+AC LA+AC LA=LIFE OF I.U.D. DEVICE AC=LATER 
OF PATIENT'S 21ST BIRTHDAY OR 7 
YEARS AFTER LAST SERVICE DATE.

3835 FAMILY PLANNING PROGRAM RECORDS 
(INVOLVING SURGICAL IMPLANTATION OF 
CONTRACEPTIVE)

LA+AC LA+AC LA=LIFE OF CONTRACEPTIVE 
AC=LATER OF PATIENT'S 21ST 
BIRTHDAY OR 7 YEARS AFTER LAST 
SERVICE DATE.

3849 FAMILY PLANNING PROGRAM RECORDS 
(NOT INVOLVING USE OF I.U.D. OR 
SURGICALLY IMPLANTED 
CONTRACEPTIVE)

AC AC AC=PATIENT'S 21ST BIRTHDAY OR 7 
YEARS AFTER LAST SERVICE DATE, 
WHICHEVER COMES LATER.

3858 MATERNAL HEALTH PROGRAM RECORDS AC AC AC=INFANT'S 21ST BIRTHDAY, 
MOTHER'S 21ST BIRTHDAY, OR 7 
YEARS AFTER LAST SERVICE DATE, 
WHICHEVER COMES LATER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3860 SEXUALLY TRANSMITTED DISEASE 
MEDICAL RECORDS CONTAINING 
POSITIVE SYPHILIS TESTS INCLUDING 
CONGENITAL SYPHILIS

AC AC AC=7 YEARS PAST PATIENT'S 
DEATH, IF KNOWN, OR 18 YEARS 
FROM THE LAST DATE OF SERVICE.

3861 SEXUALLY TRANSMITTED DISEASE 
MEDICAL RECORDS OTHER THAN 
POSITIVE SYPHILIS TESTS.

AC AC AC=7 YEARS PAST LAST DATE OF 
SERVICE OR PATIENT'S 21ST 
BIRTHDAY, WHICHEVER COMES 
LATER.

3871 ALL SEXUALLY TRANSMITTED DISEASE 
INTERVENTION RECORDS, AND HIV/AIDS 
DISEASE INTERVENTION RECORDS, 
INCLUDING INVESTIGATIONS, 
INTERVIEWS, AND DISEASE 
INTERVENTION CASE MANAGEMENT 
NOTES.

AC AC AC=3 YEARS PAST LAST DATE OF 
SERVICE OR PATIENT'S 21ST 
BIRTHDAY, WHICHEVER COMES 
LATER.

3873 TUBERCULOSIS PROGRAM RECORDS AC AC AC=LATER OF PATIENT'S 21ST 
BIRTHDAY OR 7 YRS AFTER LAST 
SERVICE DATE. X-RAYS GIVEN TO 
PATIENT OR RETURNED TO 
PROGRAM MANAGER FOR 
DISPOSITION.

3875 COMMUNICABLE DISEASES PROGRAM 
RECORDS

AC AC AC=PATIENT'S 21ST BIRTHDAY OR 7 
YEARS AFTER LAST SERVICE DATE, 
WHICHEVER IS LATER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3878 HANSEN'S DISEASE RECORDS PM PM RETAINED FOR RESEARCH.

3880 IMMUNIZATION RECORD AND FORMS - 
ADULT

CE+10 CE+10 CE=END OF CALENDAR YEAR IN 
WHICH FORM WAS SIGNED.

3881 IMMUNIZATION RECORD & FORMS -
CHILDREN

AC AC AC=CHILD'S 21ST BIRTHDAY OR 10 
YEARS FOLLOWING END OF 
CALENDAR YR IN WHICH FORM WAS 
SIGNED, WHICHEVER IS LATER.  
WHEN USING THE C-100 FORMS IT 
IS NOT NECESSARY TO RETAIN THE 
VACCINE INFORMATION MATERIALS.

3882 INFANT SCREENING FOR GENETIC OR 
METABOLIC DISORDERS

AC AC AC=PATIENT'S 21ST BIRTHDAY.

3883 HEALTH RISK APPRAISAL AC AC AC=PATIENT'S 21ST BIRTHDAY OR 7 
YEARS AFTER LAST SERVICE DATE, 
WHICHEVER COMES LATER.

3891 BLOOD PRESSURE SCREENING AC AC AC=PATIENT'S 21ST BIRTHDAY OR 7 
YRS AFTER LAST SERVICE DATE, 
WHICHEVER COMES LATER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3894 BLOOD PRESSURE REFERRAL AC AC AC=LATER OF PATIENT'S 21ST 
BIRTHDAY OR 7 YEARS AFTER LAST 
SERVICE DATE.

3895 HIV POSITIVE ANONYMOUS TEST 
RESULTS (INCLUDES SEROLOGY, 
COUNSELING NOTES, RISK REDUCTION 
PLAN, AND PREVENTION CASE 
MANAGEMENT RECORDS)

AC+1 AC+1 AC=TEST DATE OR LAST DATE OF 
SERVICE; WHICHEVER COMES 
LATER.

3896 HIV NEGATIVE ANONYMOUS TEST 
RESULTS, INCLUDING SEROLOGY, 
COUNSELING NOTES, AND RISK 
REDUCTION PLAN.

AC AC AC=GIVEN TO CLIENT OR RETAINED 
FOR 90 DAYS AFTER TEST DATE; 
WHICHEVER COMES FIRST.

4264 HIV POSITIVE CONFIDENTIAL TEST 
RESULTS INCLUDING SEROLOGY AND 
MEDICAL RECORDS.

AC AC AC=7 YEARS PAST PATIENT'S 
DEATH, IF KNOWN, OR 18 YEARS 
FROM LAST DATE OF SERVICE.

4267 CD4 ONLINE MANAGEMENT PATIENT 
INFORMATION SYSTEM (COMPIS) 
DATABASE.  (ELECTRONIC CLIENT 
SERVICE PROVISION RECORDS.)

AC+3 AC+3 AC=END OF RYAN WHITE TITLE II 
CONTRACT PERIOD.  HARD COPY 
RECORDS AND DOCUMENTS FROM 
WHICH THE DATABASE IS DERIVED 
MUST BE RETAINED ACCORDING TO 
THE APPROPRIATE SCHEDULE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4276 HIV SERONEGATIVE CONFIDENTIAL TEST 
RESULTS, INCLUDING SEROLOGY, 
COUNSELING NOTES, AND RISK 
REDUCTION PLAN.

AC AC AC= 7 YEARS PAST THE LAST DATE 
OF SERVICE OR UNTIL PATIENT'S 
21ST BIRTHDAY, WHICHEVER 
COMES LATER.

4277 VISION, HEALTH & SPEECH SCREENING AC AC AC=LATER OF PATIENT'S 21ST 
BIRTHDAY OR 7 YEARS AFTER LAST 
SERVICE DATE (SCREENINGS ARE 
MANDATED TO TAKE PLACE EVERY 
OTHER YEAR FROM PRESCHOOL 
THROUGH 7TH GRADE.

4456 DIABETICS SCREENING AC AC AC=LATER OF PATIENT'S 21ST 
BIRTHDAY OR 7 YEARS AFTER LAST 
SERVICE DATE.

4507 OTHER LABORATORY SCREENINGS & 
TESTS

AC AC AC=PATIENT'S 21ST BIRTHDAY OR 7 
YEARS AFTER LAST SERVICE DATE, 
WHICHEVER COMES LATER.

4512 INFANT SCREENING FOR GENETIC OR 
METABOLIC DISORDERS

AC AC AC=PATIENT'S 21ST BIRTHDAY

4520 DENTAL RECORDS 5 5 22 TAC Rule 108.8 (Dental Examiners 
Rules)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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Amend. No

4521 DENTAL REFERRALS 5 5 22 TAC Rule 108.8 (Dental Examiners 
rules)

4526 COMMUNICABLE DISEASE SURVEILLANCE 
FORMS COMPLETED BY DSHS PERSONNEL

AC AC AC=PATIENT'S 21ST BIRTHDAY OR 7 
YRS AFTER LAST SERVICE DATE, 
WHICHEVER IS LATER. ORIGINAL 
VACCINE-PREVENTABLE DISEASE 
SURVEILLANCE FORMS FOR THE 
FOLLOWING DISEASES:  MEASLES, 
MUMPS, RUBELLA, CONGENITAL 
RUBELLA SYNDROME, TETANUS, 
PERTUSSIS, AND HEPATITIS B, 
SHOULD BE SENT TO THE 
IMMUNIZATION.  DISEASE 
SURVEILLANCE FORMS FOR OTHER 
REPORTABLE INFECTIOUS 
DISEASES INCLUDING 
TUBERCULOSIS, HEPATITIS A & C, 
ROCKY MOUNTAIN SPOTTED 
FEVER, LYME DISEASE, SHOULD BE 
SENT TO THE INFECTIOUS DISEASE 
CONTROL UNIT

4662 MEDICAL CASE MANAGEMENT PATIENT 
RECORDS

AC AC AC=7 YEARS PAST THE LAST DATE 
OF SERVICE OR UNTIL THE PATIENT 
IS 21 YEARS OF AGE, WHICH EVER 
IS LONGER.

4810 SPECIAL PROJECTS AND RESEARCH AV AV USUALLY 10 YRS, BUT A DIFFERENT 
RET. PERIOD MAY BE ESTABLISHED 
AT PROJECT IMPLEMENTATION

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

4979 WOMEN/INFANT/CHILDREN PROGRAM 
RECORDS

AC AC AC=3 YEARS FOLLOWING DATE OF 
SUBMISSION OF FINAL 
EXPENDITURES REPORT.

6817 REGIONAL MASTER PATIENT INDEX 
(MASTER INDEX OF PATIENTS' MEDICAL 
RECORDS)

PM PM

7268 X-RAYS (NOT TUBERCULOSIS) AC+5 AC+5 AC=DATE OF X-RAY. RADIOGRAPHIC 
FILMS, MAMMOGRAPHY FILMS. 42 
CFR 482.26(d)(2). DOES NOT 
INCLUDE THE REPORT THAT 
INTERPRETS THE X-RAY.  THE 
REPORT BECOMES A PART OF THE 
PATIENT'S MEDICAL RECORD.

4.1 5010 FINANCIAL RECORDS RELATING TO 
PROGRAM SERVICES

FE+5 FE+5 MEDICARE/MEDICAID 
REQUIREMENTS ARE 6 YEARS 
RETENTION.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

4 MONTHLY BIOLOGICAL REPORTS 
(MONTHLY VACCINE REPORTING FORMS)

5 5 Vital Record.

12 COMMUNICABLE DISEASE REPORTS AC+5 5 AC+10 Vital Record. AC=REPORT IS 
COMPLETE AND FINAL.

1502 MASTER INDEX FILE AC+7 AC+7 NOTE: TO BE MAINTAINED AS LONG 
AS COMPANION MEDICAL 
RECORDS. NOW IN TWICES 
DATABASE.  AC=LAST DATE OF 
SERVICE

1503 ADVERSE REACTION VACCINE REPORT AC+7 AC+7 Vital Record.  AC= DATE THAT 
ADVERSE REACTION WAS 
REPORTED.

1507 STANDING DELEGATION ORDERS US+5 US+5 Vital Record.

5393 DAY CARE REFERRALS AC+3 AC+3 RETENTION MAY VARY TO COMPLY 
WITH SPECIFIC STATUTORY 
REQUIREMENTS. AC=ENDING DATE 
OF ELIGIBIITY.

5400 RUBELLA REFERRALS AC+1 1 AC+2 Vital Record. AC=BIRTH OF BABY.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

5401 HEPATITIS B LOGS AC+1 AC+1 AC=LOG IS COMPLETE AND FINAL

1.1 4643 CASE MANAGEMENT RECORDS AC AC AC=SEVEN YEARS PAST THE LAST 
DATE OF SERVICE OR UNTIL THE 
PATIENT IS 21 YEARS OF AGE, 
WHICHEVER COMES LATER.

1.1 5437 QUALITY ASSURANCE REVIEW (CASA 
CLINIC, RETROSPECTIVE)

AC+3 AC+3 R Vital Record. AC=DATE OF RECORDS 
REVIEW.

2.2.011 1521 BATCH/DATA ENTRY CONTROL FORMS 
(WIC)

AC+3 AC+3 RETENTION BASED ON FEDERAL 
GUIDELINES.  AC=DATE OF FINAL 
EXPENDITURE REPORT AND ALL 
AUDIT FINDINGS HAVE BEEN 
RESOLVED.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

5011 PATIENT RECORDS - NUTRITION 
ASSESSMENT REPORT

AC AC Vital Record. AC=7 YEARS PAST LAST 
SERVICE DATE OR PATIENT'S 21ST 
BIRTHDAY, WHICHEVER IS LATER

1.1 5012 QUARTERLY PROGRESS REPORTS FE+4 FE+4 Vital Record.

4.1.002 5169 BILLING DETAIL - MEDICAID 5 5 Vital Record. RETENTION BASED ON 
FEDERAL GUIDELINES

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 1668 PROGRESS NOTES AC AC AC=7 YEARS PAST THE LAST DATE 
OF SERVICE OR UNTIL THE PATIENT 
TURNS 21, WHICHEVER IS LATER

1.1 4652 TEST RESULTS AC AC AC=7 YEARS PAST THE LAST DATE 
OF SERVICE OR UNTIL THE PATIENT 
TURNS 21, WHICHEVER IS LATER

1.1 4669 ELIGIBILITY RECORDS AC+5 AC+5 AC=DATE ELIGIBILITY ENDS

1.1 4738 ENROLLMENT RECORDS AC+5 AC+5 AC=DATE ENROLLMENT ENDS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

6673 VOLUNTEER CONTACT INFORMATION AC+2 AC+2 SNS VOLUNTEER AND EXPERTS 
(ANY DATABASES/FILES DEALING 
WITH VOLUNTEERS) AC=UNTIL 
SUPERSEDED OR TERMINATION OF 
VOLUNTEER STATUS

1.1.067 6670 24/7 QUARTERLY TESTS/AFTER ACTION 
REPORTS

3 3 24/7 QUARTERLY TESTS, 
EXERCISES, AFTER ACTION 
REPORTS, WHICH INCLUDES 
REPORTS DISTRIBUTED EITHER 
INTERNALLY OR TO OTHER 
ENTITIES. IF REPORT HAS 
HISTORICAL RELEVANCE, DO NOT 
DESTROY REPORT BUT SEND IT TO 
THE STATE ARCHIVIST AT THE END 
OF THE RETENTION PERIOD.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

41 ANIMAL RABIES INVESTIGATIONS CE+2 CE+2

1496 FIELD SURVEILLANCE 
ACTIVITIES/COLLECTIONS

3 3 Vital Record. 3 COPIES OF REPORTS 
ARE SUBMITTED TO THE LAB

1.1 40 ZOONOTIC DISEASE INVESTIGATIONS AV AV LYME, HANTAVIRUS, PLAGUE

1.1 55 HUMAN RABIES PROPHYLAXIS 
SURVEILLANCE REPORTS

FE+7 FE+7

1.1 139 ANIMAL CONTROL OFFICER TRAINING 
COURSE ROSTER

CE+3 CE+3 TESTS OFFERED AT THE END OF 
TRAINING NON-DSHS INDIVIDUALS.  
LEGISLATURE MANDATES THAT 
DSHS PROVIDE TRAINING (Health 
and Safety Code 823 and 829)

1.1 1486 CONTROL INVENTORY RECORDS-RABIES 
VACCINE

FE+5 FE+5 Vital Record.

1.1 1662 ANIMAL QUARANTINE FACILITY FILES AC+5 AC+5 INCLUDES INSPECTION FORM AND 
COPY OF CERTIFICATE; FAILED 
INSPECTION FORMS. AC=DATE 
THAT INSPECTION REPORT IS 
COMPLETE AND SUBMITTED.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 1696 WAIVER OF LIABILITY OF LIVE ANIMAL USE 
IN ACO COURSES

1 1

1.1 4901 VOIDED CERTIFICATES AND LICENSES PM PM

1.1 5619 ANIMAL CONTROL OFFICER EXAMS - 
FAILED LETTERS

CE+3 CE+3

1.1 5629 ANIMAL CONTROL RESULT LETTERS & 
CERTIFICATES

CE+3 CE+3 EFFECTIVE 6/30/08, RETENTION 
PERIOD REQUIRED BY LEGISLATIVE 
MANDATE (Health and Safety Code 
823 & 829).  SEE ALSO AGENCY ITEM 
#139.

1.1 5648 ANIMAL CONTROL OFFICER COURSE 
ATTENDANCE APPLICATIONS AND 
ATTENDANCE ACCEPTANCE LETTERS

1 1

1.1 6913 ANIMAL CONTROL OFFICER EXAMS AC AC AC=WHEN NOTIFIED BY CENTRAL 
OFFICE OF RECEIPT OF EXAMS AND 
EXAM RESULTS.  EFFECTIVE 1/1/08, 
SEND RECORD COPY OF EXAMS TO 
CENTRAL OFFICE.  (SEE AGENCY 
ITEM #3991 ON ZOONOSIS CONTROL-
711).

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1.043 4905 TRAINING MATERIALS US+1 US+1 INCLUDES ANIMAL CONTROL 
OFFCER CONTINUING EDUCATION 
MATERIALS, SUCH AS SLIDES AND 
PRESENTATIONS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

5243 PROVIDER LICENSURE DOCUMENTATION AC+2 AC+2 Vital Record. AC=EXPIRATION OF 
LICENSE

5244 PROVIDER ADMINISTRATIVE FILES 7 7

1.1.002 5241 EMS PROGRAM REVIEWS/AUDITS AC+7 AC+7 AC=PUBLICATION OR RELEASE OF 
FINAL AUDIT FINDINGS.  THE 
RECORD COPY OF ANY AUDIT 
PERFORMED BY THE STATE 
AUDITOR'S OFFICE IS RETAINED 
PERMANENTLY BY THE AGENCY.

3.1 5245 PERSONNEL CERTIFICATION 5 5

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 4653 ELIGIBILITY RECORDS AC AC AC=DATE ELIGIBILITY ENDS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1504 TUBERCULOSIS DAY BOOK (DAILY LOG) 1 1

5273 MASTER INDEX PM PM Vital Record.

5274 STANDING ORDERS AC+25 AC+25 Vital Record. AC=EFFECTIVE DATE 
OF STANDING ORDER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

3699 HIV SERONEGATIVE CONFIDENTIAL TEST 
RESULTS, INCLUDING SEROLOGY, 
COUNSELING NOTES, AND RISK 
REDUCTION PLAN.

AC AC AC=7 YEARS PAST THE LAST DATE 
OF SERVICE OR UNTIL PATIENT'S 
21ST BIRTHDAY, WHICHEVER 
COMES LATER.

3720 HIV-POSITIVE CONFIDENTIAL TEST 
RESULTS, INCLUDING SEROLOGY AND 
MEDICAL RECORDS.

AC AC AC=7 YEARS PAST PATIENT'S 
DEATH, IF KNOWN, OR 18 YEARS 
FROM LAST DATE OF SERVICE.

3721 PREVENTION COUNSELING NOTES, RISK 
REDUCTION PLANS, AND CASE 
MANAGEMENT RECORDS COMPILED ON 
HIV-POSITIVE CLIENTS

AC AC AC=FOR ADULTS:  7 YEARS AFTER 
LAST DATE OF SERVICE OR 
PATIENT'S DEATH, IF KNOWN.  
AC=FOR CHILDREN:  3 YEARS 
AFTER 21ST BIRTHDAY, EVEN IN 
DEATH, OR 7 YEARS; WHICHEVER 
COMES LATER.

3722 HIV NEGATIVE ANONYMOUS TEST 
RESULTS, INCLUDING SEROLOGY, 
COUNSELING NOTES, AND RISK 
REDUCTION PLAN.

AC AC AC=GIVEN TO CLIENT OR RETAINED 
FOR 90 DAYS AFTER TEST DATE; 
WHICHEVER COMES FIRST.

3723 HIV POSITIVE ANONYMOUS TEST 
RESULTS (INCLUDES SEROLOGY, 
COUNSELING NOTES, RISK REDUCTION 
PLAN, AND PREVENTION CASE 
MANAGEMENT RECORDS)

AC+1 AC+1 AC=TEST DATE OR LAST DATE OF 
SERVICE; WHICHEVER COMES 
LATER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

HEALTH SERVICE REGION - HIV/STD PROGRAM080  -

State of Texas
Records Retention Schedule

Page 67

10.

106 Number
11. TSLAC only
Amend. No

3724 SEXUALLY TRANSMITTED DISEASE 
MEDICAL RECORDS OTHER THAN 
POSITIVE SYPHILIS TESTS.

AC AC AC=7 YEARS PAST LAST DATE OF 
SERVICE OR PATIENT'S 21ST 
BIRTHDAY, WHICHEVER COMES 
LATER.

3725 SEXUALLY TRANSMITTED DISEASE 
MEDICAL RECORDS CONTAINING 
POSITIVE SYPHILIS TESTS INCLUDING 
CONGENITAL SYPHILIS

AC AC AC=7 YEARS PAST PATIENT'S 
DEATH, IF KNOWN, OR 18 YEARS 
FROM THE LAST DATE OF SERVICE.

3727 ALL SEXUALLY TRANSMITTED DISEASE 
INTERVENTION RECORDS, AND HIV/AIDS 
DISEASE INTERVENTION RECORDS, 
INCLUDING INVESTIGATIONS, 
INTERVIEWS, AND DISEASE 
INTERVENTION CASE MANAGEMENT 
NOTES.

AC AC AC=3 YEARS PAST LAST DATE OF 
SERVICE OR PATIENT'S 21ST 
BIRTHDAY, WHICHEVER COMES 
LATER.

5.1 5276 CONTRACT MONITORING REPORTS - HIV AC 5 AC+5 Vital Record. AC=END OF CONTRACT

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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Page 68

10.

106 Number
11. TSLAC only
Amend. No

1436 CLIENT CASE FILES AC+3 AC+3 INCLUDES FREW RECORDS. 
AC=CASE CLOSED

1437 SSI CLIENT FILES (16 YR. AND NO DARS 
REFERRAL)

AC+3 AC+3 SSI=SUPPLEMENTAL SECURITY 
INCOME; DARS (DEPARTMENT OF 
ASSISTIVE AND REHABILITATIVE 
SERVICES).AC=ENDING DATE OF 
ELIGIBILITY.

2018 CARES SYSTEM CONTACT/OUTREACH 
DATA

US+3MO US+ 3MO Vital Record.

2023 CARES SYSTEM CLIENT DATA AC+3MO AC+ 3MO Vital Record. AC=CLIENT'S 21ST 
BIRTHDAY

4648 CASE MANAGEMENT RECORDS AC AC AC=SEVEN YEARS PAST THE LAST 
DATE OF SERVICE OR UNTIL THE 
PATIENT IS 21, WHICH EVER IS 
LATER.

1.1 64 DENIED CSHCN APPLICATIONS AC+2 AC+2 AC=DATE OF DENIAL

1.1 78 INCOMPLETE CSHCN APPLICATIONS 6 MO 6 MO

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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Page 69

10.

106 Number
11. TSLAC only
Amend. No

1.1 3919 CSHCN CASE RECORD FILES US+2 US+2 US=END DATE OF ELIGIBILITY OR 
RECEIPT OF NEW APPLICATION.  
(EFFECTIVE APRIL 2008)  INCLUDES 
COMPLETED APPROVED 
APPLICATIONS WITH PROOF 
DOCUMENTS.

1.1 3927 CSHCN CASE RECORD FILES (SCANNED 
AT CENTRAL OFFICE)

AV AV (SCANNED 1991- MARCH 2008). 
CONVENIENCE COPY.  SEE AGENCY 
ITEM #1007 ON SPECIALIZED 
HEALTH SERVICES (402).

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1371 VOIDED CARDS/VENDOR REPORTS AC+3 AC+3 RETENTION BASED ON 7 CFR PART 
246.25; AC=DATE OF SUBMISSION 
OF FINAL EXPENDITURE REPORT 
AND ALL AUDIT FINDINGS ARE 
RESOLVED.

1375 CONTRACT FORMULA DISTRIBUTION 
FOOD ISSUANCE RECORDS

AC+3 AC+3 RETENTION BASED ON 7 CFR PART 
246.25; AC=DATE OF SUBMISSION 
OF FINAL EXPENDITURE REPORT 
AND ALL AUDIT FINDINGS ARE 
RESOLVED.

1376 INVENTORY SHEETS(FOOD DISTRIBUTION) FE+3 FE+3

1403 PARTICIPANT RECORDS AC+3 AC+3 RETENTION BASED ON 7 CFR PART 
246.25; AC=DATE OF SUBMISSION 
OF FINAL EXPENDITURE REPORT 
AND ALL AUDIT FINDINGS ARE 
RESOLVED.

1505 WIC DAILY CARD AND PARTICIPATION LOG FE+3 FE+3

1506 WIC HEALTH RECORD AC+7 AC+7 AC=LAST SERVICE DATE. 
WIC=WOMEN, INFANTS & CHILDREN

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 1423 WIC SELF-AUDITS AC+3 AC+3 RETENTION BASED ON 7 CFR PART 
246.25; AC=DATE OF SUBMISSION 
OF FINAL EXPENDITURE REPORT 
AND ALL AUDIT FINDINGS ARE 
RESOLVED.

4.5.002 1374 INTERNAL MANAGEMENT REPORTS, WIC 
REPORTS, CASELOAD ANALYSIS, FOOD 
CARD INVENTORY RECONCILIATION, 
FOOD ISSUANCE

AC+3 AC+3 RETENTION BASED ON 7 CFR PART 
246.25; AC=DATE OF SUBMISSION 
OF FINAL EXPENDITURE REPORT 
AND ALL AUDIT FINDINGS ARE 
RESOLVED.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

1747 SUBPOENAS (DSHS IS NOT A PARTY TO 
THE LITIGATION)

AC+1 AC+1 AC=DATE OF DSHS' RESPONSE TO 
THE SUBPOENA IN THE FORM OF 
COMPLETED QUESTIONS AND 
RESPONSIVE DOCUMENTS, 
AFFIDAVITS OF NO RECORDS.

1.1 3685 FIELD FILES AV AV see #7243 for official file.

1.1 7243 SEXUALLY VIOLENT PREDATOR FILES AC+10 AC+10 AC=CHANGE OF STATUS BY APPEAL 
OR RELEASE FROM CIVIL 
COMMITMENT. See #3685 for related 
file.

5.2.018 7244 QUALITY CONTROL RECORDS 4 4 INCLUDES AUDITS OF TREATMENT 
PROVIDER AND CASE MANAGER 
FILES.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

4445 BOARD OF HEALTH RESOLUTIONS & 
RELATED DOCUMENTS

AC+2 1 AC+3 AC=DATE OF WHEN RESOLUTION IS 
PASSED.

4446 TEXAS REGISTER "OPEN MEETINGS" & "IN 
ADDITION"

CE+1 1 CE+2

4450 CERTIFICATIONS BY CUSTODIAN OF 
RECORDS

2 2

6164 SUBPOENAS (DSHS IS NOT A PARTY TO 
THE LITIGATION)

AC+1 AC+1 AC=DATE OF DSHS' RESPONSE TO 
THE SUBPOENA IN THE FORM OF 
COMPLETED QUESTIONS AND 
RESPONSIVE DOCUMENTS, 
AFFIDAVITS OF NO RECORDS, OR, 
IN THE CASE OF WITNESS 
SUBPOENAS, THE DATE ON WHICH 
DSHS EMPLOYEE APPEARED AS A 
WITNESS.

1.1 3514 TELEPHONE MESSAGE NOTIFICATIONS 1 1 INCLUDES E-MAILS, PHONE 
MESSAGE BOOKS AND SLIPS, ETC.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 3604 ADMINISTRATIVE CASE FILES AC+1 AC+1 R AC=CASE CLOSED. CASES THAT 
SET LEGAL PRECEDENT OR EXHIBIT 
HISTORICAL VALUE WILL BE 
EVALUATED BY THE ARCHIVES AND 
INFORMATION SERVICES DIVISION 
OF THE TEXAS STATE LIBRARY AND 
ARCHIVES COMMISSION FOR 
ARCHIVAL PRESERVATION.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1.002 115 AUDITS - INTERNAL AC+2 5 AC+7 Vital Record. AC=PUBLICATION OR 
RELEASE OF FINAL AUDIT 
FINDINGS.  THE RECORD COPY OF 
ANY AUDIT PERFORMED BY THE 
STATE AUDITOR'S OFFICE IS 
RETAINED PERMANENTLY BY THE 
AGENCY.  Work papers are paper and 
electronic. Beginning FY2006, work 
papers are electronic only.

05-537-209

3.3 130 TRAINING SUPPORT DOCUMENTATION AC+5 AC+5 Vital Record. AC=COMPLETION OF 
CLASS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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10.

106 Number
11. TSLAC only
Amend. No

3.4 2627 EMPLOYEE LEAVE FILE 4 4

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

6740 PROGRAM IMPROVEMENT, 
COORDINATION AND OPTIMIZATION 
INCLUDING BENCHMARKING

AC+1 AC+1 AC=SUBMISSION OF REPORT

1.1 5041 HEALTH INSURANCE PORTABILITY AND 
ACCOUNTABILITY ACT (HIPAA) FILES

AC+6 AC+6 A INCLUDES BREACH NOTIFICATIONS. 
AC=LAST DATE IN THE FILE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

7234 PREVENTATIVE MEDICINE AND PUBLIC 
HEALTH RESIDENCY RECORDS

75 75 RECORDS FOR INDIVIDUALS WHO 
COMPLETED THEIR RESIDENCY 
REQUIREMENT AT TDH/DSHS.  USED 
TO VERIFY RESIDENCY TRAINING.

1.1 1003 CONTINUING EDUCATION PROGRAM 
ACTIVITY FILES (CME, CNE, SW, RS, CHES, 
MAFT, LPC, LCDC, Cof A)

2 4 6 Vital Record. ACCREDITATION 
REQUIRES 6 YEARS OF RETENTION. 
INCLUDES Continuing Medical 
Education; Continuing Nursing 
Education; Social Workers; Registered 
Sanitarians; Certified Health Education 
Specialists; Marriage and Family 
Therapists; Licensed Professional 
Counselors; and Licensed Chemical 
Dependency Counselors

05-537-226

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 5939 LEGISLATIVE CONTACT INFORMATION 5 5 CONVENIENCE COPY.  MUST 
CONTACT GOVERNMENT AFFAIRS 
WHENEVER CONTACTED BY A 
LEGISLATOR.  MUST DESTROY THIS 
INFORMATION BEFORE THE 5-YEAR 
RETENTION PERIOD IN 
GOVERNMENT AFFAIRS.

1.1.020 6813 SUBPOENAS (DSHS IS NOT A PARTY TO 
THE LITIGATION)

AC+1 AC+1 [Vital Statistics] AC=DATE OF DSHS' 
RESPONSE TO THE SUBPOENA IN 
THE FORM OF COMPLETED 
QUESTIONS AND RESPONSIVE 
DOCUMENTS, AFFIDAVITS OF NO 
RECORDS, OR, IN THE CASE OF 
WITNESS SUBPOENAS, THE DATE 
ON WHICH DSHS EMPLOYEE 
APPEARED AS A WITNESS.

4.7 2043 GRANTS INFORMATION FILES AC+3 AC+3 Vital Record.  (GRANTS FROM ALL 
SOURCES INCLUDING FEDERAL 
GRANTS.) AC=SATISFACTION OF 
ALL UNIFORM ADMINISTRATIVE 
REQUIREMENTS FOR GRANTS AND 
COOPERATIVE AGREEMENTS TO 
STATE AND LOCAL GOVERNMENTS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

2727 MEDICAID LINKING DATA AV AV INFORMATION EXTRACTED FROM 
HHSC RECORDS

2766 SLIAG PROGRAM FILES (INCLUDES U-B 
AND HCFA-1500 FORMS)

AC+10 AC+10 RETAIN 10 YEARS AS PER 
GOVERNOR'S OFFICE 
INSTRUCTIONS/FEDERAL LAW. 
AC=SATISFACTION OF ALL UNIFORM 
ADMINISTRATIVE REQUIREMENTS 
FOR GRANTS AND COOPERATIVE 
AGREEMENTS TO STATE AND 
LOCAL GOVERNMENTS (THE 
COMMON RULE). Grant ended 1996.

6751 DATA USE AGREEMENT, PUBLIC USE 
DATA FILE

FE+5 FE+5

6752 DATA USE AGREEMENT, RESEARCH FILE AC+1 AC+1 AC=EXPIRATION DATE ON FORM

6797 BRFSS DATA (INCLUDING STATISTICAL 
FILES AND PUBLIC USE DATA FILES)

AV AV

6799 HEALTH SURVEYS USER GROUP (HSUG) - 
MEETING NOTES, ATTENDANCE SHEETS

CE+3 CE+3

6800 BRFSS REQUEST DATA FILES AND OUTPUT AC+3 AC+3 AC=DATE REQUEST FILLED.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

6802 SPECIAL TELEPHONE SURVEYS' DATA 
AND QUESTIONAIRES (INCLUDES STEPS 
SURVEYS, DIABETES SURVEYS, ASTHMA 
CALL-BACK SURVEYS, ETC)

AV AV

6803 BRFSS SERVICE LEVEL AGREEMENTS AC+3 AC+3 AC=DATE AGREEMENT EXPIRES.

6804 INFORMAL OR WORKGROUP MEETINGS AV AV AGENDAS, DOCUMENTATION, 
MEETING MATERIALS, MEETING 
NOTES

1.1 1251 TEXAS VITAL STATISTICS ANNUAL 
REPORTS (BIRTH, DEATH, MARRIAGE, AND 
DIVORCE) (ALL YEARS)

PM PM A RETENTION PERIOD REQUIRED TO 
FULFILL ONGOING REQUESTS FOR 
STATISTICS.

1.1 1268 DATA REQUEST/DATA DISSEMINATION 
TRACKING SYSTEM

FE+3 FE+3

1.1 2759 HOSPITAL DATABASE AV AV HOSPITAL PRIMARY CONTACT FILES

1.1 2762 HOSPITAL INPATIENT DISCHARGE DATA AV AV

1.1 2797 HEDIS DATA AND REPORTS AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 2801 HDD COMPLIANCE RECORDS AV AV

1.1 6798 BRFSS BLANK QUESTIONAIRES (FOR 
REFERENCE)

AV AV

1.1.062 2010 INSTITUTIONAL REVIEW BOARD 
MEETINGS -SUPPORTING 
DOCUMENTATION

AC+3 AC+3 A RETENTION IS BASED ON 
INSTITUTIONAL REVIEW BOARD 
RULES.  AC=OFFICIAL APPROVAL OF 
WRITTEN MINUTES OF THE 
MEETING IN WHICH THE 
SUPPORTING DOCUMENTATION 
WAS USED.

1.1.065 2706 SURVEYS (INCLUDES ANNUAL SURVEY OF 
HOSPITALS, ANNUAL STATEMENT OF 
COMMUNITY BENEFIT STANDARDS)

5 5 10 MUST BE RETAINED AS LONG AS 
ADMINISTRATIVELY VALUABLE, 
WHICH HISTORICALLY HAS BEEN 10 
YEARS.  INQUIRIES ABOUT THE 
SURVEYS ARE RECEIVED 
ROUTINELY DURING THIS 
RETENTION PERIOD FROM 
CUSTOMERS, LEGISLATORS, 
CITIZENS, AND WE MUST HAVE THE 
INFORMATION AVAILABLE TO 
ANSWER THEM.

05-537-011

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 282 ACCESSION CARDS PM PM

1.1 283 ACCESSION SHEETS/GUIDE DUPLICATION 
APPROVALS

AC+5 AC+5 AC=ITEM REMOVED FROM 
CIRCULATION

1.1 284 CIRCULATION RECORDS (EOSi) AV AV Vital Record.

1.1 309 INTERLIBRARY LOAN RECORDS AV AV

1.1 315 GUIDE REPLACEMENT CHARGE LIST AC AC AC=ITEM REMOVED FROM 
CIRCULATION

1.1 351 COLLECTION ANALYSIS RECORDS US+3 US+3

1.1 459 ORIENTATION TOURS AV AV

1.1 461 PUBLICITY PLANS/ADVERTISEMENTS AV AV

1.1 467 BIBLIOGRAPHY (FIC) US+1 US+1

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 469 CLIENT FILES (FIC) AV AV Vital Record. RETAINED UNTIL AFTER 
RENEWALS HAVE BEEN ENTERED

1.1 1166 PUBLICATIONS MANAGEMENT PROGRAM 
FILES

AV AV

1.1 1789 AUDIOVISUAL DISTRIBUTOR 
INFORMATION AND CODE FILES

US US

1.1 1790 NATIONAL LIBRARY WEEK ACTIVITY 
PROJECT FILES

3 3

1.1 1792 SUBSCRIPTION RENEWAL FILES AC AC AC=RENEWAL

1.1 1808 USER GROUP ANALYSIS RECORDS US+3 US+3

1.1 1818 VIDEO CONDITION ANALYSIS & HISTORY 
RECORDS

AC AC AC=REMOVAL FROM CIRCULATION

1.1 2630 OVERDUE NOTICES AC AC AC=ITEM RETURNED

1.1 2665 CIRCULATION RECORDS (AV LIBRARY) AV AV Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 2667 SERIALS (EOSi) AV AV Vital Record.

1.1 2668 CATALOG (EOSi) US US Vital Record.

1.1 2914 JOURNAL SUBSCRIPTION SERVICE AV AV

1.1 2977 STATEMENT OF RESPONSIBILITY FILE PM PM Vital Record.

1.1 3019 PUBLICATION SHIPMENT RECORDS (AV) AV AV

1.1 3021 DUPLICATION REQUESTS (AV) AV AV

1.1 3064 PREVIEW EVALUATIONS AV AV

1.1.038 468 CLIENT SURVEYS (FIC) AC AC AC=FINAL DISPOSITION OF 
SUMMARY REPORT. (SURVEYS 
CANNOT BE DESTROYED UNTIL 
SUMMARY REPORT HAS BEEN SENT 
TO STATE ARCHIVIST AT THE END 
OF THE RETENTION PERIOD.) SEE 
1.1.067 FOR SUMMARY REPORTS 
COMPILED FROM CUSTOMER 
SURVEYS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.2 248 HHS RECORDS MANAGEMENT WORK 
GROUP FILES

AV AV

1.2 1836 TEXAS STATE LIBRARY RECORDS 
STORAGE FEES DISTRIBUTION FILES

FE+1 FE+1

1.2 1843 ELECTRONIC RECORDS RULES 
COMPLIANCE FILES

AV AV

1.3 1167 CHANGES TO PUBLICATIONS CATALOG AV AV

2.1.011 1208 PUBLICATIONS ONLINE CATALOG AND 
ORDERING SYSTEM

AC AC PART OF WEB CONTENT 
MANAGEMENT SYSTEM. 
AC=DISCONTINUANCE OF 
PUBLICATION OR FORM

4.1 5651 COPYRIGHT PAYMENT INFORMATION FE+3 FE+3

4.4 2976 INVOICE FILE AC+6 MO AC+6 MO AC=INVOICE PAID

4.7 466 GRANT QUERY SYSTEM US US IN WEB CONTENT MANAGEMENT 
SYSTEM.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

5.1 2628 LICENSES FOR DUPLICATION (AV LIBRARY) AC+1 AC+1 Vital Record. AC=ITEM REMOVED 
FROM CIRCULATION

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

5.4 3036 SAFETY TRAINING RECORDS (NON-
HAZARDOUS MATERIALS)

CE+5 CE+5

5.4 3773 DRIVING HISTORIES OF EMPLOYEES (RISK 
MANAGEMENT)

AC+5 AC+5 AC=TERMINATION OF EMPLOYEE

5.4 4624 MOVING AND NON-MOVING TRAFFIC 
VIOLATIONS (RISK MANAGEMENT)

5 5

5.4 4628 ACCIDENTS WITH THIRD PARTY CLAIMS 
BASED ON VIOLATIONS OF THE LAW OR 
ETHICAL STANDARDS (RISK 
MANAGEMENT)

AV AV OFFICE OF CRIMINAL 
INVESTIGATIONS FORWARDS THEIR 
REPORT TO RISK MANAGER FOR 
RETENTION.

5.4 4633 APPROVED DRIVERS LIST (RISK 
MANAGEMENT)

AV AV

5.4 5545 ERGONOMIC REPORTS FROM SORM AC+2 AC+2 AC=IMPLEMENTATION OF SORM 
RECOMMENDATIONS

5.4.009 187 HAZARD COMMUNICATION WORKPLACE 
CHEMICAL LIST

30 30 Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

4579 LOST AND FOUND RECORDS 1 1

1.1 244 SPECIAL PROJECT FILES AV AV

1.1 332 MODEL RELEASES (ART) AC+5 AC+5 Vital Record. AC=REMOVAL OF 
PROJECT FOR WHICH MODEL OR 
TALENT WAS USED OR THE DATE 
WHEN THE PROJECT WAS 
SUPERSEDED.  RETENTION PERIOD 
IS ASSOCIATED WITH 1.3.001 STATE 
PUBLICATIONS.

1.1 723 PUBLICATION REQUESTS FE+1 FE+1 KEPT ELECTRONICALLY ONE YEAR.

1.1 3078 IMPRESSION SHEETS & PRODUCTIVITY 
REPORTS

FE+3 FE+3

4.4 3127 PROGRAM BILLING REPORTS FE+3 FE+3

4.4 4954 PEACHTREE ACCOUNTING GENERAL 
LEDGER-COST RECOVERY

FE+3 FE+3 Vital Record.

5.1 341 JOB TRACKING (ART) AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

5.2 233 COMPUTER AND ELECTRONIC 
EQUIPMENT INFORMATION DATABASE

LA+3 LA+3

5.2 240 LOCATION CODES (PROPERTY) FE+1 2 FE+3

5.2 260 EMPLOYEE INVENTORY US US FORM PM-4

5.2 261 APPOINTMENTS OF DEPUTY PROPERTY 
MANAGERS AND PROPERTY CUSTODIANS

US US

5.2 5417 INVENTORY SHEETS FE+3 FE+3

5.3 3106 COST DATA FE+5 FE+5

5.3.007 2098 BID DOCUMENTATION (HOSPITAL 
BUILDING PROJECT)

FE+3 FE+3 Vital Record.

5.4 1697 TEST RESULTS ON  BUILDINGS FOR MOLD 1 29 30 Vital Record.

5.4 4641 INSPECTIONS & SURVEYS OF BUILDINGS 
FOR MOLD AND ASBESTOS

5 5

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

5.4 4740 ASBESTOS TESTING RESULTS  OF 
BUILDINGS

30 30 Vital Record.

5.5 5633 RECORDED HEALTH MESSAGES FOR 
CALLERS ON-HOLD

AV AV CASSETTES

5.6 5883 PARKING VIOLATIONS (INCLUDES MEMOS 
TO SUPERVISORS)

FE+1 FE+1

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 35 TRAVEL ITINERARIES FOR TDH/DSHS 
(AIRLINE TICKETS BOOKED)

FE+2 FE+2

1.1.024 612 DATA PROCESSING PLANNING RECORDS - 
LONG AND SHORT-RANGE PLANS

AC 3 AC+3 Vital Record. DATA PROCESSING 
PLANNING RECORDS ARE NOT 
ARCHIVAL.  AC=DECISION MADE TO 
IMPLEMENT OR NOT TO IMPLEMENT 
RESULT OF PLANNING PROCESS

05-537-512

3.2 5857 PAYROLL AUTHORIZATION FILES BY 
EMPLOYEE NAME

4 4

3.2 6148 DEFERRED COMPENSATION WORKING 
FILES

FE+3 FE+3 INCLUDES ISSUES/PROBLEMS AND 
CORRESPONDENCE.

3.2.001 621 EMPLOYEE DEDUCTION AUTHORIZATION AC+5 AC+5 Vital Record. AC=AFTER 
TERMINATION OF EMPLOYEE OR  
AFTER AMENDMENT, EXPIRATION, 
OR TERMINATION OF 
AUTHORIZATION, WHICHEVER 
SOONER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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106 Number
11. TSLAC only
Amend. No

3.2.002 5464 EMPLOYEE EARNING RECORDS - 
RECORDS CREATED PRIOR TO 1994

FE+1 74 FE+75 Vital Record. (MICROFILM) THESE 
ARE HISTORICAL RECORDS AND WE 
NEED TO HAVE ACCESS TO 
ANSWER QUESTIONS FOR THE 
EMPLOYEES RETIREMENT SYSTEM 
REGARDING THE EARNINGS OF 
PRIOR EMPLOYEES.

05-537-188 
(microfilm)

3.2.003 5862 941 EMPLOYER'S QUARTERLY FEDERAL 
TAX RETURN (941 QUARTERLY REPORT)

AC 10 AC+10 Vital Record.  AC=TAX DUE DATE, 
DATE THE CLAIM IS FILED OR DATE 
TAX IS PAID, WHICHEVER IS LATER.  
RETENTION PERIOD BASED ON 
PRODUCING DOCUMENTATION TO 
ANSWER FEDERAL DEMANDS FOR 
ADDITIONAL TAX. (PUBLICATION 583)

05-537-513

3.4.006 640 TIME CARDS AND TIME SHEETS 
(MONTHLY)

FE+1 3 FE+4 40 TAC815.106(i); ELECTRONIC 
RECORDS IN accessHR.

4.1.002 2533 VOUCHER DETAIL RUNS FE+1 3 FE+4 RETENTION IS BASED ON FEDERAL 
GUIDELINES.

05-537-067

4.1.004 644 ENCUMBRANCE DETAIL FE+4 FE+4 RETENTION IS BASED ON FEDERAL 
GUIDELINES.

4.2 1290 USAS VOUCHERS AND SUPPORTING 
DOCUMENTS

FE+1 2 FE+3 05-537-494

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7

A7
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10.

106 Number
11. TSLAC only
Amend. No

4.2 1821 DEPOSIT INSTRUCTION FE+1 3 FE+4 05-537-029

4.2 2532 AUDITS & WARRANTS BACK-UP 
DOCUMENTS

FE+1 3 FE+4 INCLUDES TRAVEL ADVANCE; 
WARRANT CANCELLATIONS.

05-537-066

4.2 4524 CASHIER MICROFILM FE+3 FE+3 IMAGES MADE AT ENDORSEMENT. 
MICROFILM PROCESSED AT SRC 
AND RETURNED TO AGENCY

4.2 5861 MEDICAID FISCAL RECORDS 1MO 19Y11MO 20 FREW. (RELATED MICROFICHE 
LOCATED IN TEXAS HEALTH STEPS.)

05-537-514

4.2.001 7258 DEPOSIT VOUCHERS FE+3 FE+3 INCLUDES LETTER OF CREDIT (LOC).

4.2.004 649 ENCUMBRANCE VOUCHERS FE+4 FE+4 RETENTION BASED ON FEDERAL 
GUIDELINES.

4.2.005 2073 PURCHASE VOUCHERS / ORDERS FE+1 3 FE+4

4.2.007 650 EXPENDITURE VOUCHERS FE+1 3 FE+4 RETENTION BASED ON FEDERAL 
GUIDELINES. INCLUDES TRAVEL 
VOUCHERS.

05-537-063

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7

A7
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10.

106 Number
11. TSLAC only
Amend. No

4.2.007 1209 EXPENDITURE VOUCHERS - IMAGED 
(F,M,T,A)

FE 4 FE+4 (SEE AGENCY ITEM #650) PAPER 
COPIES WILL BE DESTROYED 
AFTER CD IMAGE IS VERIFIED. 
BACKUP CD'S ARE KEPT AT 
WINTERS BUILDING. RETENTION IS 
BASED ON FEDERAL GUIDELINES.

4.3 1293 FEDERAL FUND CASH DRAWSHEETS AV AV

4.3 1335 USAS DAFR REPORTS AV AV

4.3 3898 JOURNALS & REGISTERS (O/S VOUCHER 
REP. K11091,DAILY ESP. & ENC. 
SUMMARIES K11092, ACCOUNTING TRANS. 
COUNT, REQ. JOURNAL REG., REQ. REG. 
VOUCHER ADJ. REG., BACK-OUT REG.)

FE+1 3 FE+4 05-537-077

4.3.002 653 RECEIPTS (JOURNALS AND REGISTERS) FE+3 FE+3 Vital Record.

4.3.003 654 EXPENDITURES (JOURNALS AND 
REGISTERS)

FE+3 FE+3 Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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106 Number
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Amend. No

4.6 3899 JOURNALS & LEDGERS MONTHLY PRINT-
OUTS/REPORTS (VENDOR NO., AGING SCH 
REPTS., ENC. K11082, REF. VOUCHER EXP. 
BY FUND, CUM. EXP., CASH SUM RECONC. 
WITH COMP., K11112)

FE+1 3 FE+4 05-537-078

4.6 4699 RECONCILIATIONS - (TRAVEL ADVANCES, 
SERVICE EXPENDITURES; CASH 
RECEIPTS COLLECTIONS; GROUP 
INSURANCE; CASH AVAILABLE FOR 
PAYMENTS WORKSHEET; BENEFITS 
REPLACEMENT PAY; SALARY INCREASE; 
REVENUES & QUARTERLY DHHS VS 
DRAWSHEETS)

FE+1 4 FE+5 PAYROLL PART OF THIS RECORD 
SERIES REQUIRES THE LONGER 
RETENTION PERIOD.

05-537-492

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7
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8.
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REVENUE MANAGEMENT UNIT117  -

State of Texas
Records Retention Schedule

Page 97

10.

106 Number
11. TSLAC only
Amend. No

4.1.002 299 BILLING DETAIL ON FEES FOR SERVICE 6 MO 6Y6MO 7 (ELECTRONIC RECORDS KEPT IN 
PROGRAM AND IN CENTRALIZED 
BILLING SYSTEM-CBS.)  FEES FOR 
SERVICES DOES NOT INCLUDE 
LONG DISTANCE BILLING; 
RETENTION BASED ON HIPAA 
REQUIREMENTS FOR MEDICARE-45 
CFR 164.530 (j)(1)-(2). INCLUDES 
BILLING STATEMENTS.

05-537-345

4.2 7023 CASHIER MICROFILM / SCANNED IMAGES FE+3 FE+3 CHECK IMAGES MADE AT 
ENDORSEMENT.  MICROFILM 
PROCESSED AT SRC AND 
RETURNED TO AGENCY.  AFTER 
9/10/2010 CHECKS ARE IMAGED 
USING CHECK SCANNER/ 
ENDORSER.

4.2.002 1822 CASH PROCESSING CONTROL RECORDS FE 3 FE+3 Vital Record. 05-537-027

4.3 1292 LITERATURE INVOICES/REMITTANCE 
ADVICES

AV AV DESTROY AFTER ELECTRONICALLY 
POSTED

4.7.003 5859 RETURNED CHECKS/WARRANTS/DRAFTS 
(UNCOLLECTABLE)

FE+4 FE+4

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.
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CONTRACT OVERSIGHT AND SUPPORT SECTION119  -

State of Texas
Records Retention Schedule

Page 98

10.

106 Number
11. TSLAC only
Amend. No

6530 REVIEW BY CERTIFIED PUBLIC 
ACCOUNTANT

AC+2 AC+2 (INCLUDES CPA AUDIT; TRACKING 
ENGAGEMENT LETTERS; RECEIPT 
OF COPIES OF ANNUAL AUDITS; 
REVIEW OF SAME INCLUDING ANY 
CORRECTIVE ACTION PLANS; 
MANAGEMENT LETTERS). 
AC=PUBLISHING OF AUDIT.

6532 QUARTERLY FINANCIAL STATEMENT 
ANALYSIS

FE+3 FE+3 APPLIES TO COMMUNITY MHMR 
CENTERS.

6534 CONTRACT MONITORING RECORDS 
FOUND IN TEAMMATE

AC+4 AC+4 INCLUDES ASSOCIATED BULK 
PAPER RECORDS. AC=END OF 
FINANCIAL COMPLIANCE REVIEW.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks
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8.
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State of Texas
Records Retention Schedule

Page 99

10.

106 Number
11. TSLAC only
Amend. No

4.2.004 1529 ENCUMBRANCE VOUCHERS AC+1 3 AC+4 Vital Record.  AC=EXPIRATION OR 
TERMINATION OF THE INSTRUMENT 
ACCORDING TO ITS TERMS. 
PURCHASE ORDERS, STATEMENTS, 
CHANGE ORDERS, ETC. THESE ARE 
PROCUREMENTS ATTACHED TO AN 
EXISTING CONTRACT

06-537-532

5.3.007 1410 BID DOCUMENTATION AC+4 AC+4 AC=EXPIRATION OR TERMINATION 
OF THE INSTRUMENT ACCORDING 
TO ITS TERMS. INCLUDES BID 
REQUISITIONS / AUTHORIZATION, 
INVITATIONS TO BID OR PROPOSE, 
BID SPECIFICATIONS, ACCEPTED 
AND REJECTED BIDS AND BID 
TABULATION/EVALUATIONS. THIS 
COVERS SUCCESSFUL AND 
UNSUCCESSFUL SOLICITATIONS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1.002 1274 AUDITS (MAC COMPLIANCE REVIEWS) AC+7 AC+7 MINIMUM 6YR RETENTION 
REQUIRED BY FEDERAL MEDICAID 
LAW. AC=PUBLICATION OR 
RELEASE OF FINAL AUDIT FINDINGS.

4.5.005 848 EXTERNAL FISCAL REPORTS (MEDICAID) 6Y3MO 6Y3MO INCLUDES QUARTERLY HCFA-21 
REPORT, QUARTERLY HCFA-64 
REPORT; RETENTION PERIOD IS 
REQUIRED BY FEDERAL MEDICAID 
LAW

4.6.001 5549 BALANCING RECORDS (REMITTANCE AND 
STATUS REPORTS - WIC AND NHIC STAR)

FE+5 FE+5 RETENTION BASED ON NHIC 
REQUIREMENTS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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#

5. Agency
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7. RETENTION PERIOD
8.
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10.

106 Number
11. TSLAC only
Amend. No

7257 TOBACCO SETTLEMENT PERMANENT 
TRUST ACCOUNT

FE+3 FE+3 BACK-UP DOCUMENTATION FOR 
COMPTROLLER'S DISPERSAL OF 
ACCOUNTS. REPORTS, CLAIMS, 
REVIEWS (AUDITS).

1.1 1530 FEDERAL GRANT INFORMATION (TYPES 
OF GRANTS & REQUIREMENTS)

US US Vital Record.

1.1.058 3574 MEETING MINUTES AND AGENDAS PM PM A INCLUDES TOBACCO SETTLEMENT 
PERMANENT TRUST ACCOUNT 
ADMINISTRATION ADVISORY 
COMMITTEE.

1.1.060 1144 MEETINGS, AUDIO OR VIDEOTAPES OF 
OPEN

AC+90 DA AC+90 DA  AC=OFFICIAL APPROVAL OF 
WRITTEN MINUTES. INCLUDES 
TOBACCO SETTLEMENT 
PERMANENT TRUST ACCOUNT 
ADMINISTRATION ADVISORY 
COMMITTEE.

1.1.061 418 MEETING - NOTES AC+90 DA AC+90 DA AC=APPROVAL OF THE FORMAL 
MINUTES BY THE GOVERNING 
BODY. INCLUDES TOBACCO 
SETTLEMENT PERMANENT TRUST 
ACCOUNT ADMINISTRATION 
ADVISORY COMMITTEE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1.062 3839 MEETINGS - SUPPORTING 
DOCUMENTATION

2 2 A INCLUDES TOBACCO SETTLEMENT 
PERMANENT TRUST ACCOUNT 
ADMINISTRATION ADVISORY 
COMMITTEE.

4.3.003 1028 EXPENDITURES FE+3 FE+3 Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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DSHS COUNCIL131  -
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10.

106 Number
11. TSLAC only
Amend. No

1.1 867 ADVISORY COMMITTEE FILES AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 6110 FEDERAL GRANT INFORMATION (TYPES 
OF GRANTS AND REQUIREMENTS)

US US Vital Record.

2.1 1021 DOCUMENTATION (AUTOMATED 
RECORDS)

AC 3 AC+3 AC=AFTER QUALITY CHECK OF 
RECORDS

05-537-197

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

4.5 223 AGENCY EXPENDITURES BY HUB 
VENDORS

US US

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

DIVISION FOR REGIONAL AND LOCAL HEALTH SERVICES300  -

State of Texas
Records Retention Schedule

Page 106

10.

106 Number
11. TSLAC only
Amend. No

6863 SERVICE LEVEL AGREEMENTS WITH 
HEALTH SERVICE REGIONS

5 5 (REGIONS HAVE CONVENIENCE 
COPY.)

1.1 1448 PROGRAM OBJECTIVES - EVALUATION 
(COMMUNITY MOBILIZATION)

AC+3 AC+3 AC=ACTIVITY COMPLETED

1.1 1705 REGIONAL QUARTERLY REPORTS 
(COMMUNITY MOBILIZATION)

AC+3 AC+3 AC=DATE OF THE REPORT

1.1 3728 LOCAL (COUNTY) PUBLIC HEALTH 
SYSTEMS DEVELOPMENT (COMMUNITY 
MOBILIZATION)

AC+3 AC+3 AC=ACTIVITY COMPLETED

1.1 3942 HEALTH AUTHORITY APPOINTMENTS AV AV R

1.1 5667 CONTINUING EDUCATION MEETING 
MINUTES-OFFICIAL

FE+2 FE+2

1.1.008 3939 LOCAL HEALTH DEPARTMENT WORKING 
FILES (CORRESPONDENCE)

3 3

3.1 3937 PERSONNEL ACTION LOG BOOK 1 1

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

4.5 720 BUDGET REVISIONS FE+3 FE+3

5.1 3933 VOLUNTEER AGREEMENTS/MEDICAL 
INFORMATION

AC+5 AC+5 AC=DISCONTINUANCE OF 
PARTICIPATION

5.2 3930 PROPERTY INVENTORY/TRANSFER 
RECORDS

AC AC AC=INFORMATION IS PUBLISHED OR 
CORRECTED ON ANNUAL PHYSICAL 
INVENTORY BY PROPERTY OFFICE.

5.3 3027 INNOVATION GRANT REQUESTS FOR 
PROPOSALS, FREQUENTLY ASKED 
QUESTIONS AND ANSWERS

FE+3 FE+3 PUBLISHED ON WEBSITE

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

2029 PACKAGE DISASTER HOSPITAL US US

1.1 1204 MEDICAL ADVISORY BOARD RECORDS 
(YESSES & NOS) INTEFILED ALPHA

6 MO 1Y6MO 2 05-537-310

1.1 1319 MEDICAL ADVISORY BOARD (YESSES & 
CLOSEOUTS) CASE # ORDER

6 MO 1Y6MO 2 05-537-311

1.1 1754 RETURNED CERTIFIED EMERGENCY 
SUSPENSION LETTERS

2 2

1.1 2025 COUNTY RECORD FILES (RPP) US US RPP=RELOCATE POPULATION PLAN

1.1 2026 RPP QUARTERLY REPORTS 3 3

1.1 2221 EMS CERTIFICATION RECORDS (TRAINING 
& TESTING)

6 MO 6YR6MO 7 05-537-048

1.1 2236 TEST ANSWER SHEETS (COMPLETED) 4 4

1.1 2237 ROSTERS (SCHOOLS FOR CERTIFICATION) AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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10.

106 Number
11. TSLAC only
Amend. No

1.1 2238 BATCH TEST RESULTS 4 4

1.1 2241 TEST EVALUATION SUMMARIES 4 4

1.1 2243 SUBSCALES TEST RECORDS 4 4 CONTENTS OF SUBSECTIONS OF 
TESTS

1.1 2387 CONTINUING EDUCATION AUDITS AC+6 MO 2Y6MO AC+3 AC=FINAL REVIEW. 05-537-313

1.1 3589 DPS SPOT CHECKS 1 6 7 05-537-315

1.1 3590 RECIPROCITY VERIFICATION FORMS FE+3MO FE+3MO

1.1 3591 TWO-YEAR CONTINUING EDUCATION 
SUMMARY/CLEARED/EMERGENCY 
SUSPENSION LETTERS

6 MO 6Y6MO 7 05-537-317

1.1 3843 MEDICAL ADVISORY BOARD RECORDS 
(NO'S ONLY) CASE # ORDER

6 MO 1Y6MO 2 05-537-312

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7

A7
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10.

106 Number
11. TSLAC only
Amend. No

1.1 4571 CERTIFICATION SCHOOL FILES 6 6 CONTENTS OF FILES ARE OPEN 
EXCEPT FOR SOCIAL SECURITY 
INFORMATION.  PAPER FILES ARE 
MICROFILMED AFTER ONE YEAR.

1.1 4660 CASE LISTS (SUPPLIED BY DEPARTMENT 
OF PUBLIC SAFETY FOR INVESTIGATION)

CE+3 CE+3

1.1 4663 SCHOOL RECORDS (CONTINUING 
EDUCATION CLASSES)

5 5

1.1 4666 MAB MASTER NAME FILE (DRIVER'S 
LICENSE FILES)

75 75

1.1 4746 EMS MODEL DATA (EMS MODELS) AV AV

1.1 4913 TRAINING RECORDS (COURSE 
COMPLETION CERTIFICATES, GRADE 
ROSTERS, COURSE APPROVAL, DIS RESP, 
COURSE EVALS.

FE+3MO FE+3MO

1.1 4914 CERTIFICATIONS RECORDS 
(APPLICATIONS)

3 MO 6YR 9M 7 05-537-122

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7
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10.

106 Number
11. TSLAC only
Amend. No

1.1 5405 EMS PROVIDER RECORDS 2 4 6 05-537-139

1.1 5819 DISASTER SERVICES & REPORTS FE+1 FE+1

1.1 5820 TRAUMA FACILITY DESIGNATION FILES AC+3 3 AC+6 AC=COMPLETION OF THIRD PHASE 
OR FAILURE TO COMPLETE 
FACILITY DESIGNATION.

05-537-332

1.1 5821 TRAUMA SERVICE AREA FILES US 4 US+4

1.3.002 2245 PUBLICATION DEVELOPMENT FILES (TEST 
MASTERS & WORK-UPS)

AV AV R

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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325 QUALITY ASSURANCE (INFANTS) 3 MO 20Y9MO 21 DSHS IS REQUIRED TO MAINTAIN 
NEWBORN SCREENING RESULTS 
UNTIL CHILD REACHES ITS AGE OF 
MAJORITY.  NEWBORN SCREENING 
INSTRUMENT MAINTENANCE & QC; 
REAGENT QC TEST LOGS; QA LOGS.

05-537-015

326 QUALITY ASSURANCE (PATIENTS) 1 20 21 TO MEET THE RECOMMENDATIONS 
OF THE TEXAS MEDICAL 
EXAMINER'S OFFICE.  LEAD QA/QC; 
QC RECORDS FOR PATIENT 
TESTING & QA RECORDS

05-537-014

327 QUALITY ASSURANCE (WATER) 1 11 12 SOP REPORTS. TO MEET EPA 
REQUIREMENTS. WATER-AUDIT 
REPORTS, PROFICIENCY TESTING, 
QA RECORDS

05-537-050

330 REPORTS (INFANTS) 1 MO 20Y11M 21 Including Frew Lawsuit.  SEE AGENCY 
ITEM #325.

05-537-047

331 REPORTS (PATIENTS) 1 MO 20Y11M 21 Including Frew Lawsuit. 05-537-038

333 WORKSHEETS (ASBESTOS) 2 28 30 EPA REQUIRES ASBESTOS 
RECORDS BE RETAINED 30 YEARS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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334 WORKSHEETS (INFANTS) 3 MO 20Y9MO 21 Including Frew Lawsuit.  SEE ITEM 
#325.  NEWBORN SCREENING 
WORKLIST & BATCH RESULTS 
MAILERS MCH FAXES; HIV 
WORKSHEETS.

05-537-016

335 WORKSHEETS (PATIENTS) 3 MO 20Y 9M 21 Frew Lawsuit.  SEE ITEM #326. 
SPECIAL CHEM, HG TYPES 
INSTRUMENT TAPE QA/QC FINALE 
WORKLIST (TYPE/ CHEMISTRY); 
PRELIMINARY WORK

05-537-069

336 WORKSHEETS (WATER) 6 MO 11Y6MO 12 SEE ITEM #327.  CONTAINS RAW 
DATA FROM ANALYSIS, 
SUPPORTING DATA AS 
DETERMINED BY GROUP 
SUPERVISOR, QA OFFICER/BRANCH 
MANAGER.

05-537-124

887 TOTAL HEMOGLOBIN WORKSHEETS 3 MO 20Y9MO 21 Frew Lawsuit.  INSTRUMENT 
PRINTOUTS

05-537-221

1215 HAZARDOUS WASTE 3 3 40 CFR PART 262.40

1216 INFECTIOUS WASTE 3 3 30 TAC 330.1004

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1219 INDUSTRIAL WASTE DISCHARGE PERMIT 3 3 CITY OF AUSTIN INDUSTRIAL WASTE 
DISCHARGE PERMIT PART II, 
STANDARDS CONDITIONS, C-
RECORDS RETENTION

1230 WORKSHEETS (NON-HUMAN) 1 4 5 NON-HUMAN WORKSHEETS (I.E., 
MOSQUITOS, ETC.)

05-537-337

1231 QC & QA RECORDS 1 4 5 NON-HUMAN QC RECORDS (I.E., 
MOSQUITOS, TEMP CHARTS, ETC.)

05-537-338

1237 REPORTS (MILK) 2 3 5 EPA CERTIFICATION OF MILK 
LABORATORIES

1834 REPORTS (WATER-MICRO) 3 9 12 EPA CERTIFICATION OF WATER 
LABORATORIES

05-537-039

1835 REPORTS (WATER-ENVIRONMENTAL) 1 11 12 COPIES OF FINAL ANALYSIS 
REPORTS ISSUED.

05-537-137

2549 TB SUBMITTER FORMS (PATIENTS) 3 MO 6Y1MO 6Y4MO 05-537-324

4430 DEMOGRAPHIC FINAL WORKSHEETS 2 MO 1Y10MO 2 Vital Record. CLIA REQUIREMENTS IN 
42 CFR 493.1107

05-537-353

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5465 WORKSHEETS (BLOOD LEADS) 3 MO 20Y9MO 21 Frew Lawsuit.  COMPUTER 
PRINTOUTS FINAL WORKSHEETS

05-537-184

5898 WORKSHEETS (LEAD COPPER) 6 MOS 11Y6MO 12 SEE ITEM #327.  CONTAINS RAW 
DATA FROM ANALYSIS, 
SUPPORTING DATA AS 
DETERMINED BY GROUP 
SUPERVISOR, QA OFFICER/BRANCH 
MANAGER.  TO MEET EPA 
REQUIREMENTS.

06-537-522

5899 REPORTS (LEAD COPPER) 6 MOS 11Y6MO 12 COPIES OF FINAL ANALYSIS 
REPORTS AND SUBMISSION FORMS 
ISSUED.  TO MEET EPA 
REQUIREMENT.

06-537-521

6816 NBS SUPPLY ORDER 6 MO 1YR6MO 2 NBS COLLECTION KITS REQUESTS.  
SAVE FOR SUBMITTERS' INQUIRIES.

08-537-545

1.1 272 CORRESPONDENCE, (INFANTS) 2 19 21 Frew Lawsuit.  LETTERS 05-537-072

1.1 273 CORRESPONDENCE, (PATIENTS) 1 4 5 LETTERS 05-537-073

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 5032 TEST REQUISITIONS 1 MO 6Y3MO 6Y4MO Vital Record. FOR NON-CHILD 
HEALTH TESTS.  SUBMISSION 
FORMS.  SEE ALSO #2549 & #7236.

05-537-142

1.1 7236 TEST REQUISITIONS - CHILD HEALTH 1 MO 20Y11M 21 Vital Record INCLUDING FREW 
LAWSUIT. INCLUDING NBS, THS, 
AND OTHER CHILD HEALTH TESTING.

11-537-558

1.1.063 1238 MEETING MINUTES/STAFF NOTES 2 2 STAFF MEETINGS WILL CONTAIN 
SOME QA REPORTS/NEED TO KEEP 
2 YEARS FOR CLIA

3.3 293 TRAINING SUPPORT DOCUMENTATION AC+5 AC+5 DOES NOT INCLUDE HAZARDOUS 
MATERIAL, TRAINING 
RECORDS/AC=COMPLETION OF 
CLASS. PAPER AND ELECTRONIC.

5.4 319 SAFETY INSPECTIONS, CERTIFICATES OF 
CERTIFICATION OF BIOLOGICAL HOODS

2 28 30 TO MEET THE REQUIREMENTS OF 
OSHA

11-537-559

5.4.010 1227 MATERIAL SAFETY DATA SHEETS PM PM OSHA - 29CFR1910.1020 - SUPPORT 
Z(d)(1)(ii)(B)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3819 CULTURE CONFIRMATION BY DSHS 3 3

3832 QUALITY CONTROL RECORDS FE+2 FE+2 INCLUDES MYCOBACTERIOLOGY; 
MEDIA; CHEMISTRY; SEROLOGY

3851 BLOOD SMEARS (CLINICAL) 1 WK 1 WK BLOOD SMEARS TAKEN ON 1" X 3" 
SLIDES

3856 REFERENCE SPECIMEN LOG BOOK (TB) 2 2 REFERENCE OF PATIENTS NAMES, 
LOCATION AND TESTS PERFORMED

3859 SEROLOGY DAILY SPECIMEN LOG BOOK 2 2

6579 SPECIMEN LOGSHEET AND WORKSHEETS 
(TB)

2 2 Vital Record.  INCLUDES "POSITIVE 
DNA" AND "SUSCEPTIBILITY 
WORKSHEET / LOG.

6590 PROFICIENCY TEST 2 2 RETENTION IS A CAP AND CLIA 
REQUIREMENT.

6591 LAB REQUISITION FORMS 2 2 Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6592 PATIENT RESULTS 2 2 Vital Record.  RETENTION IS A CAP 
AND CLIA REQUIREMENT.

6602 WORKSHEETS (WATER) 10 10 CONTAINS RAW DATA FROM 
ANALYSIS, SUPPORTING DATA AS 
DETERMINED BY GROUP 
SUPERVISOR, QA OFFICER/BRANCH 
MANAGER.

6603 REPORTS (WATER-MICRO) 5 5 EPA CERTIFICATION OF WATER 
LABORATORIES

6604 TB SUBMITTER FORMS (PATIENTS) 6Y4MO 6Y4MO

6632 TEMPERATURE AND MAINTENANCE 
RECORDS (CLINICAL)

2 2

6633 INSTRUMENT PRINT-OUTS (CHEMISTRY / 
SPECIAL CHEMISTRY)

2 2

6634 QUALITY CONTROL MATERIALS (DATA 
SHEETS) (CLINICAL)

2 2

6635 AUTOCLAVE RECORDS (ATTEST) 1 2 3 CDC REQUIREMENT

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6636 PRODUCT UPDATES / RECALLS / 
BULLETINS

1 2 3

6637 SELECT AGENT INVENTORY LOGS 1 2 3 CDC REQUIREMENT

6638 BIOTERRORISM LOGS 1 2 3 CDC REQUIREMENT

6639 BIOTERRORISM RESPONSE PLAN US+3 US+3 CDC REQUIREMENT.

6640 LABORATORY VISITOR'S LOG 1 2 3 CDC REQUIREMENT

6641 BIOTERRORISM VISITOR'S LOG 1 2 3 CDC REQUIREMENT

6642 BIOTERRORISM SURVEILLANCE VIDEO 
TAPES

1 2 3 CDC REQUIREMENT.

6643 LABORATORY KEY LOGS US+3 US+3 CDC REQUIREMENT.

6644 WORKSHEETS, PATIENT 
(MYCOBACTERIOLOGY)

2 19 21

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6645 ATYPICAL LOG SHEET 1 1 2

6646 PROBLEM LOG / CORRECTIVE ACTION 
(MYCOBACTERIOLOGY)

1 1 2

6647 MAINTENANCE RECORDS 
(MYCOBACTERIOLOGY)

1 1 2

6648 MONTHLY SPECIMEN WORKLOAD COUNTS 
(MYCOBACTERIOLOGY)

1 2 3

6649 REJECTION LOG BOOK 
(MYCOBACTERIOLOGY)

1 2 3

6650 STATISTICAL DATA (1ST TIME POSITIVE; 
MDR LOG; ATYPICAL LIST) 
(MYCOBACTERIOLOGY)

PM PM

6651 1ST POSITIVE STOCK CULTURES 
(MYCOBACTERIOLOGY)

PM PM

6652 STAINED AFB ZIEHL-NEELSON SLIDES 3MO 3MO

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 6580 MONTHLY STATISTICAL REPORT 2 2

1.1 6581 ANNUAL STATISTICAL REPORT 2 2

1.1 6593 LAB TESTING SUPPLY ORDER REQUESTS 2 2

1.1.063 6616 MEETING MINUTES / STAFF NOTES 2 2 STAFF MEETINGS WILL CONTAIN 
SOME QA REPORTS/NEED TO KEEP 
2 YEARS FOR CLIA

3.1.027 6596 TRAINING & EDUCATIONAL ACHIEVEMENT 
RECORDS (INDIVIDUAL)

AC+5 AC+5 Vital Record for Hospitals. INCLUDES 
COMPETENCY ASSESSMENT; 
TRAINING; CONTINUING 
EDUCATION. AC=TERMINATION OF 
EMPLOYMENT.

5.2 6587 WORK ORDERS (COMPLETED) 2 2

5.4 6600 FORMALDEHYDE ENVIRONMENTAL 
MONITORING

10 10

5.4 6628 SAFETY INSPECTIONS, CERTIFICATES OF 
CERTIFICATION OF BIOLOGICAL HOODS

30 30 TO MEET THE REQUIREMENTS OF 
OSHA

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.4.003 6601 APPLICATION/CERTIFICATION RECORDS 
OF C.A.P. ACCREDITATION INSPECTIONS

AC+3 AC+3 Vital Record. AC=INSPECTION, OR 
DATE OF CORRECTION OF 
DEFICIENCY, IF REPORT SHOWS 
DEFICIENCY

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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181 NBS MEDICAL RECORDS AC+1 17 AC+18 AC=PROJECT CLOSED ON 
11/1/1996.  PAPER MICROFILMED AT 
AC. INCLUDES CLINICAL 
PHOTOGRAPHS/SLIDES. BASED ON 
THE RETENTION PERIOD FOR 
INFANT RECORDS. (22TAC§165.1)

05-537-260 
(Photos/slides 
only)

377 NBS HEMOGLOBINOPATHY FILES 2 19 21 22 TAC 165 05-537-481

727 NBS PATIENT TREATMENT RECORDS AC AC AC=7 YEARS PAST THE LAST DATE 
OF SERVICE OR UNTIL THE PATIENT 
IS 21 YEARS OF AGE, WHICHEVER IS 
LONGER.

1013 PERSONAL CARE SERVICES 
DOCUMENTATION

AC AC AC=7 YEARS PAST THE LAST DATE 
OF SERVICE OR UNTIL THE PATIENT 
IS 21 YEARS OF AGE, WHICHEVER IS 
LONGER.

1865 NBS CARE COORDINATION FILES AC AC AC=7 YEARS PAST THE LAST DATE 
OF SERVICE OR UNTIL THE PATIENT 
IS 21 YEARS OF AGE, WHICH EVER 
IS LONGER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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2165 CLIENT ELIGIBILITY FILES AC+1 4 AC+5 Vital Record. AC=CLIENT IS 
TERMINATED AND NO LONGER 
ACTIVE IN THE KHC PROGRAM. KHC 
ELECTRONIC FILES STORED IN 
ASKIT.  INCLUDES KHC AND HAP.

05-537-045

2386 PATIENT DENTAL TREATMENT RECORDS 1 4 5 22 TAC Rule 108.8 (Dental Examiners 
Rules)

05-537-265

4116 NBS CYTOGENETICS FILES 2 19 21 05-537-333

5385 TRAINING RECORDS OF SCREENERS 
(SPINAL SCREENING)

6 6

5386 ROSTER OF TRAINERS AND MASTER 
TRAINERS

US US

5440 NBS HYPOTHYROID FILES 2 19 21 05-537-094 
(microfilm)

5441 NBS ENDOCRINE FILES 2 19 21 05-537-095 
(microfilm); 05-
537-146 (paper)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7

A7
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5442 NBS DIAGNOSED PKU FILES 2 19 21 05-537-114 
(microfilm)

5443 NBS DIAGNOSED HYPOTHYROID FILES 2 19 21 05-537-115 
(microfilm); 05-
537-237 (paper)

5444 NBS METABOLIC FILES 2 19 21 05-537-116 
(microfilm); 05-
537-211 (paper)

5448 NBS GALACTOSEMIA FILES, CLOSED AND 
CLEARED

2 19 21 05-537-149 
(microfilm)

5452 NBS GALACTOSEMIA DIAGNOSED 1 20 21 12-537-562

5501 TEXAS EARLY HEARING, DETECTION, AND 
INTERVENTION (TEHDI) DATABASE

AV AV DATABASE USED FOR 
EPIDEMIOLOGICAL SURVEILLANCE - 
CURRENTLY OUTSOURCED.

6805 NBS CAH FILES 2 19 21 22 TAC 165 08-537-546

6806 NBS DIAGNOSED METABOLIC FILES 
(EXCLUDING PKU & GLACTOSEMIA)

2 19 21 22 TAC 165

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7

A7

A7
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6830 NBS METABOLIC FILES CLOSED AND 
CLEARED

1 20 21 22 TAC 165 12-537-563

6975 GENETIC SERVICES PATIENT RECORDS 6 MO 20Y6MO 21 09-537-549

1.1 631 VISION & HEARING WORKSHOP 
EVALUATIONS

FE 2 FE+2 TO STORE IN WAREHOUSE FOR 2 
YRS.

1.1 634 VISION & HEARING GREEN & YELLOW 
CARDS

FE+5 FE+5 KEEP 5 YEARS-CERTIFICATION 
PERIOD

1.1 642 VISION & HEARING SIGN-IN WORKSHOP 
SHEETS

FE+5 FE+5 KEEP 5 YEARS-TIME OF 
CERTIFICATION

1.1 2260 APPEALS, ADMINISTRATIVE REVIEWS AND 
FAIR HEARINGS

AC+2 AC+2 Vital Record.  AC=RESOLUTION OF 
APPEAL.  INCLUDES CSHCN-SP, 
KHC, HAP, PCS, CPW.

1.1 2264 KHC THIRD PARTY RECOVERY REVIEWS AC+1 6 AC+7 AC=DATE OF REVIEW.

1.1 2328 ADULT HEMOPHILIA CASE FILES (CASE 
FOLDERS)

AC 5 AC+5 AC=TERMINATION OF CASE

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 6911 LEGISLATIVE CORRESPONDENCE 5 5 INCLUDES RESPONSES TO 
REQUESTS FOR INFORMATION / 
INQUIRIES FROM LEGISLATORS OR 
LEGISLATIVE COMMITTEES, 
INCLUDING PRESENTATIONS MADE 
TO LEGISLATORS OR LEGISLATIVE 
COMMITTEES.

1.1.066 2053 ANNUAL PROGRAM REPORT PM PM A INCLUDES ALL ADVISORY 
COMMITTEE REPORTS. COPIES 
SENT TO PUBLICATIONS 
CLEARINGHOUSE; PERMANENT 
RETENTION IS REQUIRED FOR 
HISTORICAL DATA & PROGRAM 
ANALYSIS

3.1 5841 PAYRUN RECORD PRINTOUTS 2 2 4 INCLUDES KHC AND CSHCN-FFS. 05-537-510

4.1 2111 KHC MEDICAL CLAIMS LOG 1 1

4.1.001 5558 PHSU ACCOUNTS PAYABLE INFORMATION FE 3 FE+3 05-537-080 
(Hemophilia Pmt); 
05-537-076 
(Claims Paydates)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

SPECIALIZED HEALTH SERVICES SECTION402  -

State of Texas
Records Retention Schedule

Page 128

10.

106 Number
11. TSLAC only
Amend. No

4.2 2089 KHC PROGRAM RECIPIENT AND 
PROVIDER REFUND FILE (FORMERLY 
STORED AS PATIENT & PROVIDER 
REFUND FILE)

FE+1 2 FE+3 05-537-044

4.2 2092 KHC PROGRAM WARRANT TRACER 
REQUEST FILE

FE+3 FE+3

4.2 2162 KHC MEDICAL AND TRANSPORTATION 
CLAIMS BY PAYRUN

AC+6MO 2Y+6MO AC+3 AC=CLAIM CLOSED 05-537-046; 05-
537-043

4.2.005 1356 KHC MEDICAID  CLAIMS FE+6MO 4Y6MO FE+5 RETENTION IS BASED ON MEDICAID 
REQUIREMENTS.  FREW

11-537-557

4.3 2164 KHC PAYRUN LOGBOOKS 1 1

4.7 2063 MEDICARE PREMIUM PAYMENT 
VOUCHERS (KHC)

AC AC AC=TIME PATIENT BECOMES 
INACTIVE THEN VOUCHERS 
BECOME A PART OF THE CLIENT'S 
FILE

4.7 2160 COMPTROLLER HELD WARRANT 
RECORDS (KHC)

1 1 LOG TO SHOW MAIL DATE OF HELD 
WARRANTS BY COMPTROLLER

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.1.001 6918 STATE ACTION REQUEST/VENDOR 
INITIATED CORRESPONDENCE (SAR/VIC)

AC+4 AC+4 Vital Record. AC=EXPIRATION OR 
TERMINATION OF THE INSTRUMENT 
ACCORDING TO ITS TERMS. 
BEGINNING WITH 11/1/2010, THIS 
INFORMATION IS MAINTAINED IN 
MCATS, AS ELECTRONIC 
INFORMATION ONLY.  A SAR OR VIC 
IS THE OFFICIAL 
CORRESPONDENCE BETWEEN THE 
STATE AND VENDOR.

5.2.005 5220 AUDIOMETER QUALITY CONTROL CHECKS 10 10

5.3 1770 PURCHASING RECORDS FE+3 FE+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 5222 USDA AUDITS - MANAGEMENT 
EVALUATIONS

AC+3 AC+3 AC=PUBLICATION OR RELEASE OF 
FINAL AUDIT FINDINGS AND 
FOLLOWING MARCH 1 OF 
FOLLOWING FISCAL YEAR.  
RETENTION PERIOD REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.25. DOES NOT INCLUDE 
KPMG, HR, INTERNAL AUDIT, STATE 
AUDITOR'S OFFICE, ETC.

3.1 5277 TEMPORARY EMPLOYEE FILES AC+3 AC+3 AC=FIRST LEVEL REMINDER IS 3 
MONTHS; SECOND LEVEL 
REMINDER IS 6 MONTHS WITH A 
COPY TO EMPLOYEE'S MASTER 
EMPLOYEE FILE; THIRD LEVEL 
REMINDER IS 12 MONTHS WITH A 
COPY TO EMPLOYEE'S MASTER 
EMPLOYEE FILE. BEGINING AUGUST 
2005 SUPERVISORS USE Employee 
Development Notes IN AccessHR TO 
DOCUMENT SECOND AND THIRD 
LEVEL REMINDERS, BUT A PAPER 
COPY IS STILL FORWARDED TO 
HHSC HR FOR EMPLOYEE'S 
MASTER PERSONNEL FILE.

3.2 2445 EMPLOYEE EARNING RECORDS - WIC 
PAYROLL AFFIDAVITS

4 4 Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.5 2492 LOCAL AGENCY FISCAL REPORTS AC+3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25.

4.5 4462 DEPARTMENT FISCAL REPORTS FE+3 FE+3

4.5.005 2491 FINANCIAL REPORTS AC+3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR.  RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25.   
FNS-798; OTHER FINANCIAL 
REPORTS SUBMITTED TO USDA

4.7 4702 PROGRAM MOU's AC+3 AC+3 Vital Record. AC=MEMORANDUM 
SUPERSEDED OR AFTER 
COMPLETION, FOR THOSE WITH A 
COMPLETION DATE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 2457 VENDOR FAIR HEARING FILES AC+3 AC+3 PAPER AND ELECTRONIC; 
AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR.  RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 77 CFR PART 246.25. 
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26(e) AND (f)

1.1 2475 DAILY ERROR CORRECTION REPORTS AC 3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR.  RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26(e) AND (f)

05-537-020

1.1 4279 VENDOR COMPLIANCE BUYS AC 3 AC+3 AC= MARCH 1 OF THE FISCAL YEAR 
FOLLOWING RELEASE OF FINAL 
FINDING. RETENTION REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.25. CONFIDENTIALITY 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.26 (e) 
AND (f).

05-537-110

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 4703 TRAINING INFORMATION AC 3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR.  RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
(INCLUDES REGISTRATIONS; 
EVALUATIONS; AND CONTINUING 
EDUCATION CREDITS FOR LOCAL 
AGENCY STAFF AND GROCERS.)

09-537-547

1.1.002 4282 VENDOR INVOICE AUDITS AC 7 AC+7 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26 (e) AND (f).

05-537-129

1.1.006 2514 VENDOR COMPLAINTS AC+5 AC+5 AC=FINAL DISPOSITION OF THE 
COMPLAINT.  CONFIDENTIALITY 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.26(e) 
AND (f)

1.1.065 3189 108 REPORT AC+3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26 (e) AND (f).

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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2.2.011 3932 DATA ENTRY CONTRACTOR ACTIVITIES AC 3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR.  RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26(e) AND (f)

4.0 4281 VENDOR REVIEWS AC 3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26 (e) AND (f).

05-537-112

4.0 7246 COST CONTAINMENT RECORDS AC 3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR.  RETENTION 
REQUIRED BY USDA FEDERAL 
REGULATION 7CFR PART 246.25.  
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26(e) AND (f)

4.0 7247 LEAST EXPENSIVE BRAND (LEB) 
COMPLIANCE RECORDS

AC 3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR.  RETENTION 
REQUIRED BY USDA FEDERAL 
REGULATION 7CFR PART 246.25.  
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26(e) AND (f)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.0 7248 EGREGIOUS RECORDS AC 3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR.  RETENTION 
REQUIRED BY USDA FEDERAL 
REGULATION 7CFR PART 246.25.  
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26(e) AND (f)

4.1 3191 UNPAID VENDOR CLAIMS AC+3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26 (e) AND (f).  DEAD 
CLAIMS.

4.1.001 1272 MANUAL VENDOR FOOD PAYMENTS AC 3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR.  RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26(e) AND (f)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.1.001 3931 VENDOR PAYMENT INQUIRIES AC 3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR.  RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26(e) AND (f)

09-537-548

4.1.001 5039 WIC CLAIMS - REDEEMED FOOD 
VOUCHERS

2MO 4Y3MO 4Y5MO RETENTION PERIOD REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.25. CONFIDENTIALITY 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.26(e) 
AND (f) - OCTOBER THROUGH 
FEBRUARY

05-537-145

4.1.001 6824 REDEEMED FOOD VOUCHERS (WIC 
CLAIMS)

2 MO 3Y10MO 4 RETENTION PERIOD REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.25. CONFIDENTIALITY 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.26(e) 
AND (f);  MARCH THROUGH 
SEPTEMBER

07-537-540

4.1.001 7245 DROP-SHIP CLAIMS-SPECIAL FORMULA 6 MO 3Y6MO 4

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.1.002 4280 VENDOR BILLINGS AC 3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26 (e) AND (f).

05-537-111

4.2.005 2464 WIC VENDOR CLAIM FORMS 1MO 4Y4MO 4Y5MO RETENTION REQUIRED BY USDA 
FEDERAL REGULATION 7 CFR PART 
246.25. CONFIDENTIALITY 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.26 (e) 
AND (f).

05-537-092

4.5.002 3372 WIC VENDOR PAYRUN REPORTS AC 3 AC+3 Vital Record. AC=MARCH 1 OF 
FOLLOWING FISCAL YEAR. 
RETENTION REQUIRED BY USDA 
FEDERAL REGULATION 7 CFR PART 
246.25. CONFIDENTIALITY 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.26 (e) 
AND (f).

05-537-093

4.5.002 4387 VENDOR ACCOUNT ADJUSTMENTS AC 3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26 (e) AND (f).

05-537-103

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

NUTRITION SVS - FOOD ISSUANCE & REDEMPTION SERVICES (FIRS)403B  -

State of Texas
Records Retention Schedule

Page 138

10.

106 Number
11. TSLAC only
Amend. No

4.6.002 2493 VENDOR ONE-TO-ONE RECONCILIATION AC+1 2 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
CONFIDENTIALITY REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.26 (e) AND (f).

05-537-099

4.7.005 3889 VENDOR CLAIM REDUCTION INQUIRIES AC 3 AC+3 Vital Record. AC=MARCH 1 OF THE 
FISCAL YEAR FOLLOWING 
RESOLUTION OF CLAIM. RETENTION 
PERIOD REQUIRED BY USDA 
FEDERAL REGULATION 7 CFR PART 
246.25. CONFIDENTIALITY 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.26(e) 
AND (f)

4.7.008 2450 FARMERS MARKET NUTRITION PROGRAM AC 3 AC+3 Vital Record. AC=MARCH 1 OF 
FOLLOWING FISCAL YEAR. 
RETENTION REQUIRED BY USDA 
FEDERAL REGULATION 7 CFR PART 
246.25. CONFIDENTIALITY 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.26 (e) 
AND (f).

09-537-550

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.7.008 2466 WIC VENDOR CONTRACTS AC+1 2 AC+3 Vital Record.  AC=MARCH 1 OF THE 
FISCAL YEAR FOLLOWING 
EXPIRATION OR TERMINATION OF 
THE CONTRACT ACCORDING TO ITS 
TERMS. RETENTION REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.25. CONFIDENTIALITY 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.26 (e) 
AND (f).

05-537-132

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 6864 PROGRAM CORRESPONDENCE AC+3 AC+3 AC=DATE OF FINAL STATEWIDE 
IMPLEMENTATION OF PROJECT AND 
MARCH 1 OF FOLLOWING FISCAL 
YEAR. RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25.

1.1.007 6865 PROGRAM ADMINISTRATIVE 
CORRESPONDENCE (LIMITED TO 
FORMULATION, PLANNING, 
IMPLEMENTATION, INTERPRETATION, 
MODIFICATION, OR REDEFINITION OF THE 
PROGRAMS, SERVICES OR PROJECTS & 
THE ADMINISTRATIVE REGULATIONS, 
POLICIES AND PROCEDURES THAT 
GOVERN THEM.)

AC+3 AC+3 R Vital Record.  AC=DATE OF FINAL 
STATEWIDE IMPLEMENTATION OF 
PROJECT + MARCH 1 OF 
FOLLOWING FISCAL YEAR. 
RETENTION PERIOD REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.25. ONLY ADMINISTRATIVE 
CORRESPONDENCE OF EXECUTIVE 
STAFF, BOARD OR COMMISSION 
MEMBERS, DIVISION DIRECTORS 
AND SECTION/UNIT/BRANCH HEADS 
REQUIRE ARCHIVAL REVIEW.

2.1 2091 AUTOMATION RECORDS (TEXASWIN) AC+3 AC+3 DATABASE IS UPDATED 
CONTINUOUSLY ON A DAILY BASIS. 
AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 4864 PROGRAM CORRESPONDENCE AC+3 AC+3 AC=DATE OF FINAL STATEWIDE 
IMPLEMENTATION OF EBT PROJECT 
AND MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25.

1.1.007 1878 PROGRAM ADMINISTRATIVE 
CORRESPONDENCE (LIMITED TO 
FORMULATION, PLANNING, 
IMPLEMENTATION, INTERPRETATION, 
MODIFICATION, OR REDEFINITION OF THE 
PROGRAMS, SERVICES OR PROJECTS & 
THE ADMINISTRATIVE REGULATIONS, 
POLICIES AND PROCEDURES THAT 
GOVERN THEM.)

AC+3 AC+3 R Vital Record.  AC=DATE OF FINAL 
STATEWIDE IMPLEMENTATION OF 
EBT PROJECT AND MARCH 1 OF 
FOLLOWING FISCAL YEAR. 
RETENTION PERIOD REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.25.  ONLY 
ADMINISTRATIVE 
CORRESPONDENCE OF EXECUTIVE 
STAFF, BOARD OR COMMISSION 
MEMBERS, DIVISION DIRECTORS 
AND SECTION/UNIT/BRANCH HEADS 
REQUIRE ARCHIVAL REVIEW.

1.1.024 4647 PLANS AND PLANNING RECORDS AC+3 AC+3 R AC=DECISION MADE TO IMPLEMENT 
OR NOT TO IMPLEMENT RESULT OF 
PLANNING PROCESS AND MARCH 1 
OF FOLLOWING FISCAL YEAR. 
RETENTION REQUIRED BY USDA 
FEDERAL REGULATION 7 CFR PART 
246.25.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1.067 4118 REPORTS AND STUDIES (NON-FISCAL) AC+3 AC+3 R AC=DATE OF FINAL STATEWIDE 
IMPLEMENTATION OF EBT PROJECT 
AND MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25.  IF 
REPORT HAS HISTORICAL 
RELEVANCE, DO NOT DESTROY 
REPORT BUT SEND IT TO THE 
STATE ARCHIVIST AT THE END OF 
THE RETENTION PERIOD.

4.5.005 5621 EBT FEDERAL GRANT REPORTS AC+3 AC+3 Vital Record. AC=DATE OF FINAL 
STATEWIDE IMPLEMENTATION OF 
EBT PROJECT AND MARCH 1 OF 
FOLLOWING FISCAL YEAR. 
RETENTION REQUIRED BY USDA 
FEDERAL REGULATION 7 CFR PART 
246.25.

4.7.008 5637 FEDERAL GRANT RECORDS AC+3 AC+3 Vital Record. AC=SATISFACTION OF 
ALL UNIFORM ADMINISTRATIVE 
REQUIREMENTS FOR GRANTS AND 
COOPERATIVE AGREEMENTS TO 
STATE AND LOCAL GOVERNMENTS 
(THE COMMON RULE) AND MARCH 1 
OF FOLLOWING FISCAL YEAR. 
RETENTION REQUIRED BY USDA 
FEDERAL REGULATION 7 CFR PART 
246.25.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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1.1 685 TRAINING INFORMATION AC+3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 3016. 
(INCLUDES REGISTRATIONS; 
EVALUATIONS; AND CONTINUING 
EDUCATION CREDITS FOR LOCAL 
AGENCY STAFF & GROCERS)

1.1 2453 LOCAL AGENCY ADMINISTRATIVE FILE AC+1 MO 2Y11MO AC+3 Vital Record. AC=MARCH 1 OF 
FOLLOWING FISCAL YEAR. 
RETENTION PERIOD REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.25. (FILE INCLUDES: 
HOURS OF OPERATION; LA/CLINIC 
POLICY & PROCEDURES; 
CORRESPONDENCE TO/FROM 
LA/CLINIC; TA TRAINING 
INFORMATION; TRAINING PLANS)

05-537-358

1.1 2515 COMPLAINTS REGARDING PARTICIPANTS AC+3 AC+3 AC=FINAL DISPOSITION OF THE 
COMPLAINT AND MARCH 1 OF 
FOLLOWING FISCAL YEAR. 
RETENTION PERIOD REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.25.

1.1 2520 NUTRITION EDUCATION AND 
BREASTFEEDING PROMOTION PLANS

AC+1 2 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 2523 MODEL OR TALENT RELEASE FORMS AC+5 AC+5 Vital Record. AC= PROJECT 
SUPERSEDED OR DISCONTINUED 
FOR WHICH MODEL OR TALENT 
WAS USED. (SEE ALSO 1.3.001 
STATE PUBLICATONS)

1.1 2526 STATE AGENCY VIDEO PRODUCTION FILES AC AC AC=AFTER ADMINISTRATIVE 
REVIEW OR UNTIL SUPERSEDED.  
INCLUDES VIDEO; FINAL SCRIPT; 
DOCUMENTATION OF PERMISSION 
TO USE OR OWERSHIP OF 
COPYRIGHTED MATERIALS AND 
COPIES OF AGREEMENTS FOR 
ARTWORK; TALENT LISTS; MUSIC 
SELECTIONS/SOUND EFFECTS 
USED; LOCATION INFORMATION; 
AND CREW LISTS.

1.1 4169 USDA CIVIL RIGHTS COMPLAINTS AC+3 AC+3 AC=FINAL DISPOSITON OF 
COMPLAINT AND MARCH 1 OF 
FOLLOWING FISCAL YEAR. 
RETENTION PERIOD REQUIRED BY 
USDA FEDERAL REGULATION 7 CFR 
PART 246.25.

1.1 4170 PARTICIPANT FAIR HEARING FILES AC+3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 5658 REQUISITIONS/ORDERS FILLED FOR 
TEXAS WIC MATERIALS

AV AV

1.1.069 2469 PROGRAM ACTIVITY REPORTS AC+3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
(INCLUDES DOMINION AND 
OPERATORS PHONE TRAFFIC 
REPORTS)

1.1.069 2500 LOCAL AGENCY ACTIVITY REPORTS AC+3 AC+3 PAPER AND ELECTRONIC. 
AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
(INCLUDES: PARTICIPATION; DUAL 
PARTICIPATION)

4.0 721 FOOD INSTRUMENT REPRINTS AC+3 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 3016

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.0 2484 LOCAL AGENCY FISCAL FILE AC+1 2 AC+3 AC=MARCH 1 OF FOLLOWING 
FISCAL YEAR. RETENTION PERIOD 
REQUIRED BY USDA FEDERAL 
REGULATION 7 CFR PART 246.25. 
(FILE INCLUDES: CONVENIENCE 
COPY OF CONTRACT; PLAN TO 
ALLOCATE COST; FISCAL 
MONITORING REPORT; 
PERFORMANCE MEASURES; 
EXTENDED HOURS 
REIMBURSEMENT; PURCHASE 
VOUCHERS; SURPLUS PAGES)

05-537-128; 05-
537-101

5.2 3053 VIDEO SYSTEMS TECHNICAL 
INFORMATION

LA LA Vital Record. ENGINEERING PLANS 
FOR THE EDIT BAY

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6996 DIABETIC EYE DISEASE DATABASE AV AV USED FOR SURVEILLANCE AND 
TRACKING OF PATIENTS, 
PROVIDERS AND NOMINATORS.  
PAPER FORMS CAN BE DESTROYED 
AFTER  INFORMATION IN DATABASE 
HAS BEEN QUALITY-CHECKED.

1.1 1991 RESOURCE FILES AV AV SLIDE NOTEBOOKS, STATISTICS

2.2.011 1848 BATCH/DATA ENTRY CONTROL 
FORMS/LOGS

AC AC Vital Record. AC=WHEN 
RECONCILIATION CONFIRMED.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 790 EL PASO CANCER SURVEY/INTV. AC 3 AC+3 AC=END OF SURVEY 05-537-214

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

HIV/STD PREVENTION AND CARE BRANCH502  -

State of Texas
Records Retention Schedule

Page 149

10.

106 Number
11. TSLAC only
Amend. No

773 HIV/STD MEDICATION PROGRAM - 
DATABASE

AV AV Vital Record.

774 HIV COUNSELING AND TESTING SITES - 
DATABASE

AV AV Vital Record.

928 GRANT APPLICATIONS - DENIED AC+1 AC+1 AC=DATE APPLICATION DENIED

3047 PCPE DATABASE PM PM PCPE PAPER DATA FORMS ARE 
SCANNED OR MANUALLY ENTERED 
INTO THE DATABASE, RETAINED 
FOR SIX ADDITIONAL MONTHS AND 
ARE THEN DESTROYED.

1.1 2536 QUALITY REVIEW AUDITS AC+3 AC+3 AC=FINAL REVIEW.  PROGRAM 
AUDIT OF GRANTS OR CONTRACTS.

1.1 2573 STATE GRANT INFORMATION AC+3 AC+3 AC=COMPLETION OF GRANT

1.1 3046 CONTINUING EDUCATION 
DOCUMENTATION

FE+5 FE+5

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 3360 HIV MEDICATION PROGRAM-HIV 
MEDICATION APPLICATIONS

AC+5 AC+5 Vital Record. AC=DEATH OF CLIENT 
OR INACTIVE FOR 180 
CONSECUTIVE DAYS

1.1 4491 CONFIDENTIAL TESTING (RESULTS 
SEROPOSITIVE)

AC+5 AC+5 AC=DEATH OF THE PATIENT; 
STORED IN OFFICE.

1.1 4492 CONFIDENTIAL TESTING (RESULTS 
SERONEGATIVE)

AC+5 AC+5 AC=LAST DATE OF SERVICE OR 
PATIENT'S 21ST BIRTHDAY, 
WHICHEVER COMES LATER.  
STORED IN THE OFFICE.

1.1.006 1644 ASSISTANCE TRACKING SYSTEM 
DATABASE

AC+2 AC+2 AC=FINAL DISPOSITION OF 
COMPLAINT

1.1.024 2542 PLANNING RECORDS AC+3 AC+3 A AC=DECISION MADE TO IMPLEMENT 
OR NOT TO IMPLEMENT RESULT OF 
PLANNING PROCESS; ARCHIVAL 
CODE AUTHORIZED SUBSEQUENT 
TO APPRAISAL BY THE ARCHIVES 
AND INFORMATION SERVICES 
DIVISION, TEXAS STATE LIBRARY 
AND ARCHIVES COMMISSION.

1.1.065 1163 MISCELLANEOUS PROGRAM EVALUATION 
DATA COLLECTION FORMS--REPORTS 
AND STUDIES (NON-FISCAL) - RAW DATA

AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

4.2.005 5631 HIV DRUG ORDERS AND REQUISITION 
BATCH REPORTS

3 MO FE+4Y9MO FE+5 CREATION OF RECORDS STARTED 
OCTOBER 2002. CONFIDENTIAL 
INFORMATION PROTECTED UNDER 
VTCA HEALTH & SAFETY CODE 
CHAPTER 81.103

05-537-363

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 178 MONTHLY VACCINE REPORTING FORMS 
AND VFC FORMS

1 4 5 (INCLUDING MONTHLY REPORTING 
FORMS C33, VACCINE ORDER 
FORMS C-68, VACCINES FOR 
CHILDREN ENROLLMENT & PROFILE 
FORMS)

05-537-252

1.1 1893 INFORMED CONSENT STATEMENTS PART 1 10 10

1.1 1910 VACCINE ADVERSE REACTION FILE AC AC Vital Record. AC= 21ST BIRTHDAY OR 
10 YRS. AFTER INCIDENT 
WHICHEVER IS LATER

1.1 1911 VACCINE RECOMMENDATION BY AGE US+5 US+5 Vital Record.

1.1 1929 MONITORING SYSTEM FOR ADVERSE 
EVENTS FOLLOWING IMMUNIZATION 
(MSAEFI)

AC AC AC= 21ST BIRTHDAY OR 10 YRS. 
AFTER INCIDENT, WHICHEVER IS 
LATER

1.1 1961 INFORMED CONSENT FORMS PART 2 AC AC AC= 21ST BIRTHDAY OR 10 YEARS 
AFTER APPLICATION OF THE 
VACCINE WHICHEVER IS LATER

1.1 5436 ENCOUNTER FORMS AC 3 AC+3 Vital Record. AC=AFTER ENCOUNTER 
INVESTIGATION IS CLOSED.

05-537-202

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
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1.1 6383 DATABASE (IMM TRAC) AC AC Vital Record. AC=PARENTAL 
RELEASE TO HAVE CHILD'S NAME 
DELETED FROM DATABASE OR 18TH 
BIRTHDAY OF THE CHILD, 
WHICHEVER COMES FIRST.

1.1.065 1855 SPECIAL PROJECTS 1 9 10 SINCE THE STUDIES ARE STILL 
BEING PUBLISHED, THE DATA AS A 
WHOLE MUST BE INTACT.  
VARICELLA, HEPATITIS B PROJECTS.

05-537-322

1.1.067 1959 ADMINISTRATIVE REPORTS & 
INVESTIGATIONS (VACCINE)

AC AC R Vital Record. REPORTS ARE 
MAINTAINED TO STUDY LIFE CYCLE 
OF VIRUS; AC=UNTIL PATIENT 
REACHES 21 YEARS OF AGE, OR 10 
YEARS, WHICH EVER IS LONGER. IF 
REPORT HAS HISTORICAL 
RELEVANCE, DO NOT DESTROY 
REPORT BUT SEND IT TO THE 
STATE ARCHIVIST AT THE END OF 
THE RETENTION PERIOD.

1.1.070 1914 POLICY AND PROCEDURES MANUAL- FINAL AC+5 AC+5 R Vital Record. AC=COMPLETION OR 
TERMINATION OF PROGRAM, 
RULES, POLICIES OR PROCEDURES. 
VFC OPERATIONS MANUAL; ImmTrac 
PROCEDURE MANUAL

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.3.001 2961 PUBLICATIONS - TDH/DSHS RECORD COPY US+10 US+10 FOR NEW PUBLICATIONS PRINTED 
AT HHS PRINTING, HHS PRINTING 
SENDS COPIES TO STATE 
PUBLICATIONS 
CLEARINGHOUSE/DSHS LIBRARY.  
FOR NEW PUBLICATIONS PRINTED 
ELSEWHERE, SEND COPIES TO HHS 
PRINTING FOR DISTRIBUTION TO 
CLEARINGHOUSE /L IBRARY; 
PUBLICATIONS DEALING WITH 
IMMUNIZATION PROCEDURES MUST 
BE RETAINED FOR 10 YEARS AFTER 
THEY ARE SUPERSEDED.

3.3 1985 TEMPORARY POSITION FUNDING 
INFORMATION

2 2

4.2.002 1933 COLLECTION FOR THE SALE OF VACCINES FE+3 FE+3 Vital Record.

4.5 1412 BIENNIAL OPERATING REPORT ON 
AUTOMATION EXPENDITURES

FE+3 FE+3

4.7 1934 REPLACEMENT OF VACCINE FE+3 FE+3

4.7 1936 PRIVATE PHYSICIANS WITH STOCK OF 
VACCINE SUPPLIED BY STATE

FE+3 FE+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.7 6169 CLAIMS FILES (MEDICAID) 1 MO 6Y11MO 7 Vital Record. RETENTION BASED ON 
HIPAA REQUIREMENTS FOR 
MEDICARE-45 CFR 164.530 (J)(1)-(2).

06-537-528

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3181 COMMUNICABLE DISEASE SURVEILLANCE 
FORMS

AC AC TUBERCULOSIS.   AC=21ST 
BIRTHDAY OR 7 YRS PAST LAST 
DATE ENCOUNTER OCCURED, 
WHICHEVER OCCURS LATER.

4464 LOAN DOCUMENTS (PERMANENT 
TRANSFER)-EQUIPMENT TO MEXICO

AV AV SPECIFIED IN POLICY (OS-3205, 
LOAN OF TDH/DSHS EQUIPMENT TO 
MEXICO)

4749 HANSEN'S DISEASE PATIENT FILES PM PM ALL HANSEN'S DISEASE PATIENT 
FILES HAVE RESEARCH 
SIGNIFICANCE AND HAVE 
PERMANENT RETENTION.

4838 TB DRUG RESISTANT CASE FILES PM PM

4849 MEDICAID REIMBURSEMENT 5 5

6979 REFUGEE HEALTH SCREENING DATABASE AV AV WILL BE COPIED INTO DIFFERENT 
APPLICATION AND RETIRED 
EFFECTIVE ABOUT OCTOBER 2009, 
THEN USED AS REFERENCE ONLY.  
SEE RELATED #6980, FOR NEW 
RECORDS STARTING JULY 2009.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6980 eSHARE (ELECTRONIC SYSTEM FOR 
HEALTH ASSESSMENT OF REFUGEES)

AV AV IMPLEMENTED JULY 2009. SEE 
RELATED RECORD #6979 FOR OLD 
RECORDS

6981 TEXAS REFUGEE HEALTH ASSESSMENT 
FORM

AC AC AC=DATA ENTRY INTO eSHARE 
DATABASE.

1.1 4543 ALIEN A & B WAIVERS 1 1 SENT TO PUBLIC HEALTH REGIONS 
FOR PROCESSING

1.1 7269 STATE GRANT INFORMATION AC+3 AC+3 AC=COMPLETION OF GRANT

1.1.065 4556 REPORTS, STUDIES, AND SURVEYS -RAW 
DATA

AV AV Vital Record. DATA ASSEMBLED TO 
PRODUCE ANNUAL REPORT

1.1.066 4384 TUBERCULOSIS ANNUAL REPORT PM PM A REPORT NEEDED PERMANENTLY 
TO ADDRESS RESPONSES TO 
QUESTIONS FROM THE PUBLIC, 
LOCAL HEALTH 
DEPARTMENTS,UNIVERSITIES, OR 
OTHERS DOING RESEARCH ON 
TUBERCULOSIS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
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Amend. No

2.1.002 4393 TUBERCULOSIS CASE REGISTRY/TB 
WAIVERS

50 50 R Vital Record. TB SURVEILLANCE 
SOFTWARE SUBSET OF DATA INPUT 
INTO TB CASE REGISTRY  AT 
DEPARTMENT OF AGING AND 
DISABILITY SERVICES (DADS), 
WINTERS BUILDING; RETENTION 
BASED ON NEEDS FOR CASE 
MANAGEMENT-HISTORICAL 
INFORMATION ON PATIENT.

4.1 4602 HANSEN'S DISEASE PROGRAM ACCT. 
FILES

FE+3 FE+3 Vital Record.

5.1.004 4340 EMPLOYEE ADDRESS & PHONE LIST US US

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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Amend. No

2578 CANCER REGISTRY DIVISION TRACKING 
SYSTEM (HOSPITALS)

US US

2583 CANCER REGISTRY DIVISION 
TRANSMITTAL FORM

AV AV FORMS CONTAIN DATA USED TO 
DEVELOP AND MAINTAIN THE 
CANCER REGISTRY TRACKING 
SYSTEM

2589 MORTALITY & INCIDENCE REPORTS AV AV A

2594 CANCER REGISTRY DIVISION ACCESSION 
REGISTER

AV AV NUMERICAL LISTING OF ABSTRACTS

2596 TDH/DSHS CONFIDENTIAL CANCER 
REPORTING FORM

PM PM PM MICROFORM AND ELECTRONIC 
IMAGES.  MICROFILMING WAS 
DISCONTINUED. RECORDS ARE 
MAINTAINED IN A DATABASE. 
REPORTING ENTITIES ENTER 
INFORMATION DIRECTLY INTO A 
DATABASE.

05-537-231

4148 CANCER CLUSTER INVESTIGATIONS 4 4

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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6995 CANCER REGISTRY MEDICAL 
RECORDS/PATHOLOGY REPORTS 
RECEIVED

3 MO 3 MO SELECT INFORMATION ENTERED 
INTO DATABASE (SEE AGENCY ITEM 
NUMBER 2596)

1.1 4147 DATA REQUESTS 2 2

1.1 6835 TEXAS CANCER REGISTRY BREACH OF 
CONFIDENTIALITY REPORT

AC+3 AC+3 Vital Record. AC=AFTER 
NOTIFICATION SENT TO AFFECTED 
PARTIES AND REMEDIATION 
ACTIVITIES COMPLETED.  INCLUDES 
SUPPORTING DOCUMENTATION 
ATTACHED TO THE REPORT. RISK 
MANAGEMENT REPORTING, 
INVESTIGATION AND REMEDIATION 
OF BREACH OF CONFIDENTIAL 
INFORMATION.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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729 FLUORIDATION DATABASE PM PM

932 FLUORIDATION PROGRAM APPLICATION 
FILES

AV AV Vital Record.

2011 TRACKER DATABASE (BIRTH DEFECTS) AV AV

2012 CASEFINDING DATABASE (BIRTH 
DEFECTS)

AV AV

2013 ABSTRACTION FORMS (BIRTH DEFECTS) AV AV RETAIN ALL CASE ABSTRACTION 
FORMS FOR THE LATEST DELIVERY 
YEAR THAT HAS BEEN PUBLISHED 
IN A STATEWIDE DATA REPORT 
PLUS ALL CASE ABSTRACTION 
FORMS FOR THE PREVIOUS 
DELIVERY YEAR.  CASE 
ABSTRACTION FORMS FOR ALL 
DELIVERY YEARS PRIOR TO THAT 
MAY BE DESTROYED.

5546 FIELD SURVEY REPORTS (LEAD) AV AV RECORDS TRANSFERRED TO 
CHILDHOOD LEAD POISONING 
PROGRAM BY REGULATORY 
SERVICES-ENVIRONMENTAL 
HEALTH.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5572 TRAUMA REGISTRY (HOSPITAL) AV AV DATABASE.

5575 TRAUMA REGISTRY (PRE-HOSPITAL) AV AV DATABASE

6993 MULTIPLE SCLEROSIS (MS) 
INVESTIGATIONS

AC+5 15 AC+20 AC=PRODUCTION OF FINAL REPORT 10-537-553

7252 DROWNING / SUBMERSION DATABASE AV AV

1.1 2079 INJURY STUDIES AND PRESENTATIONS AV AV RETAIN PAPER NO LONGER THAN 3 
YEARS. ELCTRONIC NO LONGER 
THAN 5 YEARS.

1.1 4490 HUMAN IMMUNODEFICIENCY VIRUS 
(ANONYMOUS TESTING)

AC+1 AC+1 AC=AFTER TEST DATE OR AFTER 
LAST DATE OF SERVICE; 
WHICHEVER COMES LATER, 
STORED IN OFFICE.

1.1 4842 ATSDR COOPERATIVE AGREEMENT WITH 
DEPARTMENT OF HUMAN RESOURCES

AC+2 AC+2 ATSDR=AGENCY TOXIC SUBSTANCE 
& DISEASE REGISTRY AC=ENDING 
DATE OF AGREEMENT

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 5585 HAZARDOUS SUBSTANCES EMERGENCY 
EVENTS SURVEILLANCE

AC+1 4 AC+5 AC=END OF THE PROJECT. 
(PROJECT ENDED OCTOBER 2009)

05-537-208

1.1 5587 KOPPERS SITE SPECIFIC SURVEILLANCE 
PROJECT

AC+3 17 AC+20 05-537-240

1.1 5592 UNITED CREOSOTING SURVEILLANCE 
PROJECT

AC+2 18 AC+20 AC=END OF THE PROJECT. 
(PROJECT ENDED 1997)

05-537-241

1.1 6174 CONTINUING EDUCATION 
DOCUMENTATION

FE+5 FE+5

1.1 6213 ENVIRONMENTAL SURVEILLANCE 3 17 20 06-537-529

1.1.058 5579 MINUTES AND AGENDA, SCIENTIFIC 
ADVISORY COMMITTEE AND TRAUMATIC 
BRAIN INJURY ADVISORY COUNCIL

PM PM A Vital Record.

1.1.065 4836 ENVIRONMENTAL EPIDEMIOLOGY 
COMPLETED QUESTIONNAIRES FROM 
INVESTIGATIONS

AV AV

1.1.065 4846 EPIDEMIOLOGY ANENCEPHALY REGISTRY 
(1981-CURRENT)

AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1.065 4847 CANCER CLUSTER INVESTIGATIONS AV AV

1.1.065 4848 OCCUPATIONAL DISEASE SURVEILLANCE 
(LEAD)

AV AV ART 99.1, TITLE 25, TAC

1.1.065 4850 OCCUPATIONAL DISEASE SURVEILLANCE 
(PESTICIDE POISONING)

AV AV

1.1.065 4851 OCCUPATIONAL DISEASE SURVEILLANCE 
(ASBESTOS-SILICOSIS)

AV AV ART. 99.1, TITLE 25, TAC

1.1.065 4860 GENERAL SURVEILLANCE AV AV

1.1.065 5582 BIRTH DEFECT CLUSTER INVESTIGATIONS 
AND REPORTS

AV AV Vital Record.

1.1.065 5583 BIRTH DEFECT REGISTRY DATABASE AV AV Vital Record.

1.1.065 5586 INJURY SURVEILLANCE (INTENTIONAL 
AND UNINTENTIONAL):  SUBMERSION, 
SPINAL CORD, TRAUMATIC BRAIN, 
TRAUMA REGISTRY PAPER REPORTING 
FORMS

AV AV AFTER DATA FROM THE PAPER 
FORM IS ENTERED INTO A 
DATABASE, THEN THE PAPER 
FORMS CAN BE DESTROYED.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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106 Number
11. TSLAC only
Amend. No

1.1.065 5588 LAKE LIVINGSTON QUESTIONNAIRE AV AV

1.1.065 5589 NEURAL TUBE DEFECT SURVEILLANCE 
(CAMERON AND HIDALGO COUNTIES)

AV AV Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

1.1 1917 EVALUATION OF PRE-NATAL SCREENING 5 5

3.1 5562 NETWORK/MAINFRAME SECURITY MEMOS AC+3 AC+3 AC=DATE OF THE EXPIRATION OF 
THE MEMO.

3.1 5563 DUAL EMPLOYMENT FILES AC+5 AC+5 AC=TERMINATION OF EMPLOYMENT

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

737 HIV AIDS REPORTING SYSTEM - (eHARS) 
(database)

AV AV Vital Record.

750 ADULT SPECTRUM OF DISEASE - 
DATABASE

AV AV Vital Record.

760 PEDIATRIC SPECTRUM OF DISEASE - 
DATABASE

AV AV Vital Record.

763 SYPHILIS REGISTRY-DATABASE AV AV Vital Record.

765 CONGENITAL SYPHILIS - DATABASE AV AV Vital Record.

766 STD MORBIDITY REPORTS - DATABASE AV AV Vital Record.

770 SURVEY OF CHILDBEARING WOMEN-
DATABASE

AV AV Vital Record.

772 HIV FAMILY OF SURVEYS - DATABASE AV AV Vital Record. LAST SURVEY PRIOR TO 
1999.

5554 TB PAM DATABASE AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

6172 GRANT APPLICATIONS - DENIED AC 1 AC+1 AC=DATE APPLICATION DENIED

6216 BEHAVIORAL SURVEILLANCE DATABASE AV AV

6217 HIV INCIDENCE DATABASE AV AV INCLUDES VARHS.

6218 MEDICAL MONITORING PROJECT (MMP) 
DATABASE

AV AV

6219 ENHANCED PERINATAL SURVEILLANCE 
DATABASE

AV AV PROJECT ENDED DECEMBER 2011.

6220 ELECTRONIC LAB DATABASE AV AV

6221 BEHAVIOR DOCUMENTS AV AV INCLUDES NHBS DOCUMENTS.

6222 INCIDENCE DOCUMENTS AV AV INCLUDES VARHS DOCUMENTS

6223 CASES OF PUBLIC HEALTH IMPORTANCE 
FORMS (COPHI)

AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

6224 ELECTRONIC LAB PAPER FORMS AV AV COPIES OF TEST RESULTS FROM 
LABORATORIES.

6242 SUPPLEMENT TO HIV AIDS SURVEILLANCE 
DOCUMENTS

AV AV INCLUDES ALL SUPPLEMENTAL 
PROJECTS.

6243 SUPPLEMENT TO HIV AIDS SURVEILLANCE 
(SHAS) - DATABASE

AV AV Vital Record

6244 MEDICAL MONITORING PROJECT (MMP) - 
DOCUMENTS

AV AV

1.1 549 TUBERCULOSIS CASE REGISTRY 
RECORDS

AC+3 AC+3 AC=INITIAL DATA ENTRY IN 
SURVEILLANCE DATABASE. 
INCLUDES COMMUNICABLE 
DISEASE SURVEILLANCE FORMS 
(TUBERCULOSIS); TEXAS REFUGEE 
HEALTH ASSESSMENT; ALIEN A & B 
WAIVERS.

1.1 6173 STATE GRANT INFORMATION AC+3 AC+3 AC=COMPLETION OF GRANT

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

1.1 6175 CONTRACT SITE VISIT REVIEWS AND 
CONTRACTOR MONITORING

AC+3 AC+3 AC=180 DAYS AFTER DATE OF SITE 
VISIT REPORT LETTER.  
CONTRACTOR SITE VISIT REPORTS 
AND OTHER PERTINENT 
DOCUMENTATION RELATING TO 
MONITORING OF CONTRACTORS; 
SUBJECT TO AUDIT.

1.1.065 4488 DISEASE SURVEILLANCE-CONGENITAL 
SYPHILIS CASE REPORTS

PM PM Vital Record. REQUIRES PERMANENT 
RETENTION FOR MEDICAL 
RESEARCH PURPOSES.

1.1.065 4489 DISEASE SURVEILLANCE-CHANCROID, 
CHLAMYDIA TRACHOMATIS INFECTION, 
GONORRHEA, AND SYPHILIS (NON-
CONGENITAL) CASE REPORTS

AC+1 AC+1 Vital Record. AC=DATE 
ELECTRONICALLY ENTERED INTO 
SURVEILLANCE SYSTEM; SHRED IN 
HOUSE

1.1.065 4493 DISEASE SURVEILLANCE-HUMAN 
IMMUNODEFICIENCY VIRUS (HIV) AND 
AIDS CASE REPORTS (CHILDREN ONLY)

AC+2 AC+2 Vital Record. AC=DATE 
ELECTRONICALLY ENTERED INTO 
SURVEILLANCE SYSTEM.  SHRED IN 
HOUSE

1.1.065 4494 DISEASE SURVEILLANCE-HUMAN 
IMMUNODEFICIENCY VIRUS (HIV) AND 
AIDS CASE REPORTS (ADULTS ONLY)

AC+2 AC+2 Vital Record. AC=DATE 
ELECTRONICALLY ENTERED INTO 
SURVEILLANCE SYSTEM; SHRED IN 
HOUSE. INCLUDES DEATH REPORTS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

1.1.070 5556 TB MANUAL - FINAL AC+3 AC+3 Vital record.  AC=COMPLETION OR 
TERMINATION OF PROGRAM, 
RULES, POLICIES OR PROCEDURES. 
INCLUDES ALL TB RULES, POLICIES 
AND PROCEDURES FOR THIS 
BRANCH'S ACTIVITIES.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1.007 1888 ADMINISTRATIVE CORRESPONDENCE 
(ORIGINAL INFLUENZA - TITLE XIX) 
(LIMITED TO FORMULATION, PLANNING, 
IMPLEMENTATION, INTERPRETATION, 
MODIFICATION, OR REDEFINITION OF THE 
PROGRAMS, SERVICES OR PROJECTS & 
THE ADMINISTRATIVE REGULATIONS, 
POLICIES AND PROCEDURES THAT 
GOVERN THEM.)

10 10 R Vital Record. FILE CONTAINS 
IMMUNIZATION INFORMATION THAT 
THE DEPARTMENT IS REQUIRED TO 
MAINTAIN FOR 10 YEARS.  ONLY 
ADMINISTRATIVE 
CORRESPONDENCE OF EXECUTIVE 
STAFF, BOARD OR COMMISSION 
MEMBERS, DIVISION DIRECTORS 
AND SECTION/UNIT/BRANCH HEADS 
REQUIRE ARCHIVAL REVIEW.

1.1.067 1942 REPORT:  IMMUNIZATION LEVELS IN TEXAS 5 5 R MAINTAINED TO STUDY LIFE CYCLE 
OF VIRUS. IF REPORT HAS 
HISTORICAL RELEVANCE, DO NOT 
DESTROY REPORT BUT SEND IT TO 
THE STATE ARCHIVIST AT THE END 
OF THE RETENTION PERIOD.

3.2 6818 EMPLOYEE EARNINGS RECORDS 4 4 Vital Record

3.3 3943 PERSONNEL INFORMATION (INCLUDING 
MANPOWER REPORTS)

US+3 US+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

7170 DOCUMENT LOG FE+1 FE+1 INCLUDES TRACKING FOR 
PURCHASING, TRAVEL, OUTGOING 
INNER-OFFICE CORRESPONDENCE, 
ETC

1.1 3040 HIV/STD PUBLIC SERVICE 
ANNOUNCEMENTS

AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 3862 CONTRACT SITE VISIT REVIEWS AND 
CONTRACTOR MONITORING

FE 3 FE+3 CONTRACTOR SITE VISIT REPORTS 
AND OTHER PERTINENT 
DOCUMENTATION RELATING TO 
MONITORING OF CONTRACTORS; 
SUBJECT TO AUDIT.  
CATEGORIZATION OF 
CONTRACTORS FOR MONITORING 
PURPOSES IS BASED ON RISK 
ASSESSMENT; THUS, UP TO SIX 
YEARS OF RECORDS MAY BE 
NECESSARY TO ASSIGN A 
CONTRACTOR TO A RISK 
CATEGORY.

05-537-318

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 1133 BCCS SERVICE PROVIDERS FE+1 3 FE+4 05-537-300

1.1 1617 CONTRACTOR DATABASE FE+2 FE+2

1.1 3828 PHC/TITLE V DEVELOPMENT & CONTRACT 
WORK FILES

FE+2 3 FE+5 05-537-009

5.1 5894 CONTRACT MONITORING RECORDS AC 4 AC+4 Vital Record. AC=EXPIRATION OR 
TERMINATION OF THE CONTRACT 
ACCORDING TO ITS TERMS.

06-537-523

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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10.

106 Number
11. TSLAC only
Amend. No

1.1 5804 RESOURCE FILES AV AV SLIDE NOTEBOOKS, STATISTICS

1.1.067 5800 ADMINISTRATIVE REPORTS (INCLUDES 
MONTHLY ACTIVITY REPORTS, 
MANPOWER REPORTS)

FE+1 2 FE+3 R IF REPORT HAS HISTORICAL 
RELEVANCE, DO NOT DESTROY 
REPORT BUT SEND IT TO THE 
STATE ARCHIVIST AT THE END OF 
THE RETENTION PERIOD.

06-537-535

5.3 4890 PURCHASING RECORDS FE+3 FE+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

HEALTH CARE QUALITY SECTION-ADMINISTRATIVE599  -

State of Texas
Records Retention Schedule

Page 177

10.

106 Number
11. TSLAC only
Amend. No

1.1 6279 REQUESTS FOR INFORMATION - PENDING AC AC (THIS DOES NOT APPLY TO OPEN 
RECORDS REQUESTS. SEE #6290 
AND #6291). AC=INFORMATION 
PROVIDED.

1.1 6280 QUALITY ASSURANCE AUDITS AC 3 AC+3 AC=FINAL REVIEW

1.1 6283 COMPLAINTS (INCLUDES NON-
REGISTERED FIRMS AND FILE/TECHNICAL 
ASSISTANCE)

AC 2 AC+2 AC=FINAL DISPOSITION OF THE 
COMPLAINT. INCLUDES 
COMPLAINTS ABOUT ENTITIES 
REGULATED BY DSHS. (FOR 
COMPLAINTS ABOUT DSHS-HEALTH 
CARE QUALITY SECTION SEE #6282)

3.2 6334 PAYROLL AFFIDAVIT CERTIFICATIONS & 
WARRANT LISTINGS

4 4 Vital Record.

4.2 6351 DAILY REMITTANCE / CASH RECEIPTS AC AC AC=CASH RECEIPTS DESTROYED 
WHEN VERIFIED ON THE DAILY 
REMITTANCE LIST THAT COMES 
FROM FISCAL.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

1.1 6138 PUBLIC COMMENTS TO PROPOSED RULES AC+1 AC+1 AC=DATE OF PUBLICATION IN 
TEXAS REGISTER

1.1 6152 PUBLIC INFORMATION REQUESTS DETAIL 2 2

1.1.006 3136 COMPLAINT FILE/TECHNICAL ASSISTANCE AC+2 AC+2 Vital Record. AC=FINAL DISPOSITION 
OF THE COMPLAINT

4.3 4615 PROGRAM & REGIONAL BUDGET & 
EXPENDITURES JOURNALS

FE+3 FE+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

192 ASBESTOS ENFORCEMENT CASES - 
WARNINGS & WITHDRAWALS

AC+1 4 AC+5 Vital Record. DATABASE UPDATED 
DAILY; AC=DATE WARNING ISSUED

05-537-217

1336 ENFORCEMENT ACTION LOGS AC+5 AC+5 AC=ENFORCEMENT ACTION 
COMPLETED

1337 ENFORCEMENT - ACTIVE/PENDING FILES AC+5 AC+5 AC=ENFORCEMENT ACTION 
COMPLETED

1338 ENFORCEMENT FILES FOR LICENSED 
FACILITIES - CLOSED

3 3

1339 ENFORCEMENT FILES FOR UNLICENSED 
FACILITIES

3 3

1340 ABORTION ENFORCEMENT FILES FOR 
LICENSED FACILITIES - CLOSED

3 3

1341 ABORTION ENFORCEMENT FILES FOR 
UNLICENSED FACILITIES

3 3

4899 ASBESTOS ENFORCEMENT CASES - 
AGREED ORDERS

AC+1 4 AC+5 Vital Record.  AC=DATE OF AGREED 
ORDER. DATABASE UPDATED DAILY

05-537-293

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4900 ASBESTOS ENFORCEMENT CASES-
LANDMARK CASES

PM PM Vital Record.  DATABASE UPDATED 
DAILY

5755 LEAD ENFORCEMENT CASES AC+1 4 AC+5 AC=DATE OF AGREED ORDER. 05-537-360

6158 ENVIRONMENTAL ENFORCEMENT CASES AC+1 4 AC+5 AC=COMPLIANCE WITH TERMS OF 
ENFORCEMENT. INCLUDES YOUTH 
CAMPS, AVC, BD, HAZPRO, MOLD, 
TANNING, TATTOO, BODY PIERCING, 
& PEST APPL. CASES. (CIVIL 
PRACTICES §16.0045)

06-537-534

6159 TEXAS HAZARDOUS COMMUNICATION 
ACT ENFORCEMENT CASES

AC 5 AC+5 AC=COMPLIANCE WITH TERMS OF 
ENFORCEMENT.  INCLUDES 
HAZCOM AND TIER II 
ENFORCEMENT CASES. (CIVIL 
PRACTICES §16.0045)

6160 GENERAL SANITATION ENFORCEMENT 
CASES

AC+1 4 AC+5 AC=COMPLIANCE WITH TERMS OF 
ENFORCEMENT.  INCLUDES POOLS, 
HOTELS/MOTELS, NUISANCE 
ABATEMENTS, FIELD SANITATION, 
MASS GATHERINGS. (CIVIL 
PRACTICES §16.0045)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6161 INMATE COMPLAINT LETTERS AC+2 AC+2 AC=FINAL DISPOSITION OF THE 
COMPLAINT. IF A FINDING IS MADE, 
THEN THE COMPLAINT BECOMES 
PART OF AN ENFORCEMENT FILE.

1.1 1334 ENFORCEMENT ACTION POLICY AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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107 YOUTH CAMP LICENSE ISSUANCE LIST FE+2 FE+2 Vital Record.

108 YOUTH CAMP BULK REGISTER FE+2 FE+2 Vital Record. RECORD LAST KEPT 
FOR FY02

109 YOUTH CAMP LICENSES (VOIDED) FE+2 FE+2 Vital Record. AC=EXPIRATION OF 
LICENSE.

191 ENVIRONMENTAL AND SANITATION 
LICENSING DOCUMENTATION (ASBESTOS, 
LEAD, MOLD, PESTICIDES, AND YOUTH 
CAMPS)

AC+3 MO 2Y9MO AC+3 Vital Record. AC=LICENSE 
ISSUED/COMPLETE. INCLUDES 
TRAINING MANUALS FOR 
PROVIDERS WANTED TO BE 
LICENSED.

05-537-216 
(asbestos 
licensing); 05-537-
254 (training 
provider files); 05-
537-348 (lead 
certification)

886 PAR-SCORES, PAR-TEST FILES US US

1331 ABORTION GENERAL LICENSING 
INFORMATION

AC+3 AC+3 AC=CLOSING OF THE FACILITY

1332 ABORTION LICENSING DEFICIENCIES 3 3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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1558 EXAMINATION BOOKLETS US+6 MO US+6 MO

1559 STUDENT REPLACEMENT CERTIFICATE 
FORM

AV AV

3151 HAZARD COMMUNICATION BRANCH 
ENFORCEMENT CASES

3 3 Vital Record.

3184 HAZARD COMMUNICATION CHEMICAL 
INVENTORY REPORTS

3 27 30 Vital Record. FEDERAL 
REQUIREMENT

05-537-096

3671 HOSPITAL LICENSING PATIENT TRANSFER 
AGREEMENT (NOT SUBMITTED WITH 
APPLICATION)

AV AV

3680 APPROVED HOSPITAL LICENSING 
WAIVERS

PM PM

3687 VOIDED LICENSES AC AC AC=DATE OF VOIDING

3698 ABORTION FACILITY FILES - CLOSED 3 3 FACILITY IS CLOSED; SEE ALSO 
#1340 & #1341 (601-Enforcement)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

REGULATORY LICENSING UNIT602  -

State of Texas
Records Retention Schedule

Page 184

10.

106 Number
11. TSLAC only
Amend. No

3909 FOOD PROTECTION MANAGEMENT 
CARDS - RETURNED

3 3

3917 INSTRUCTOR FILES 1 1

3918 LOG OF FPM INSTRUCTOR CERTIFICATES 3 3

3945 SPONSOR FILES 3 3

3970 EXAM SCORES-STATE ACCREDITATION 
(LEAD, MOLD, ASBESTOS)

AC+1 3 AC+4 AC=DATE TEST REPORTED TO 
EXAM TAKER

05-537-361 (Lead 
Exam)

4269 TEST ANALYSIS 3 3

4962 LICENSURE APPLICATIONS (INCLUDES 
FREE SALE/ORIGIN APPLICATIONS)

FE+2 FE+2 Vital Record. PAPER COPY 
DESTROYED AFTER AC, 
AC=SCANNED.  
MICROFICHE/ELECTRONIC 
MEDIUMS KEPT FOR BALANCE OF 
RETENTION PERIOD

4984 LICENSURE ACCOUNT FILES (FOOD & 
DRUG)

FE+6 FE+6 Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4996 LICENSURE PRINT OUT AND VOID LOGS FE+2 FE+2 Vital Record.

5005 OOB NOTIFICATIONS FROM PUBLIC (FOOD 
& DRUG)

FE+2 FE+2 Vital Record.

5015 REFUNDS PROCESSED/DENIED AC+FE+2 AC+FE+2 Vital Record. AC=PAPER SCANNED, 
THEN DESTROYED.  
MICROFICHE/ELECTRONIC MEDIA 
KEPT FOR BALANCE OF RETENTION 
PERIOD

5065 LICENSE RENEWAL LIST (FOOD & DRUG) AC+FE+2 AC+FE+2 Vital Record. AC=PAPER SCANNED, 
THEN DESTROYED.  
MICROFICHE/ELECTRONIC MEDIA 
KEPT FOR BALANCE OF RETENTION 
PERIOD

5117 ABORTION ORIGINAL OR FIRST 
APPLICATION

3 3

6703 SURVEY DOCUMENTS FOR STATE 
LICENSING

3 3

6789 CLOSED FACILITY FILES (STATE) AC+3 AC+3 AC=CLOSURE OF THE FACILITY

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 6788 SUBPOENAED RECORDS AC AC AC=SETTLEMENT OR DISMISSAL OF 
LITIGATION

2.1 777 MASTER FILES IN FOXPRO AV AV (ENVIRONMENTAL REVIEW AT NEXT 
RE-CERTIFICATION, POSSIBILITY OF 
DELETING 4-1-07)

3.3 845 ROSTER AND TRAINING DOCUMENTATION 
(LEAD, MOLD, ASBESTOS)

AC+1 AC+1 INCLUDES PHOTOGRAPHS, AC= 
RECEIVED DATE

5.2 3630 FACILITY ARCHITECTURE/ 
CONSTRUCTION DOCUMENTS

AC AC AC=REVIEW COMPLETED

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.2 3359 TEMPERATURE CHARTS FOR 
REFRIGERATION EQUIPMENT

FE+1 FE+1

5.2.014 3352 INVENTORY, ANNUAL PHYSICAL (DRUG) FE+3 FE+3 Vital Record.

5.2.023 3355 AUTOMATED INVENTORY - YEAR-TO-DATE 
(ACTIVITY (INCLUDES RABIES VACCINE, 
HUMAN RABIES IMMUNE GLOBULIN FORM 
C-69, REQUISITIONS, BILLS OF LADING  
AND RECEIVING REPORTS)

FE+3 FE+3 Vital Record. PHARMACY INVENTORY 
CONTROL SYSTEM

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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147 MORTALITY REPORTS BY RESIDENCE AND 
OCCURRENCE

PM PM R Vital Record. INCLUDES CAUSES OF 
DEATH.  USED FOR HISTORICAL 
PURPOSES

986 FETAL DEATH CERTIFICATES PM PM Vital Record. CERTIFICATES ARE 
MICROFILMED AFTER 1 MONTH SEE 
#1830

987 APPLICATION FOR MARRIAGE LICENSE PM (copy) PM (M) PM Vital Record. INCLUDES MICROFILM; 
USED FOR HISTORICAL RESEARCH; 
PAPER IS MICROFILMED AND THEN 
DESTROYED, MICROFILM IS 
RETAINED PERMANENTLY.

05-537-138 
(microfilm)

989 STATISTICAL REPORT OF BIRTHS/FETAL 
DEATHS

3 3 Vital Record.

1045 REPORTS OF DIVORCE OR ANNULMENT 
OF MARRIAGE

PM PM PM INCLUDES MICROFILM.  PAPER IS 
DESTROYED AFTER MICROFILMING.  
MICROFILM IS RETAINED 
PERMANENTLY.

05-537-327

1046 INDEXES FOR BIRTHS AND DEATHS PM PM Vital Record. INCLUDES MICROFICHE. 
PRIOR TO 1999 THESE RECORDS 
WERE CONSIDERED 
CONFIDENTIAL.  IN 1999 STATE LAW 
MADE THEM AN OPEN RECORD.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1049 INDEXES FOR MARRIAGES, DIVORCES PM PM Vital Record. COMPUTER OUTPUT; 
MICROFILM

1050 INDEXES FOR GENEALOGICAL RECORDS, 
IRREGULARS, SERVICE DEATHS, MILITARY 
SERVICE RECORDS

PM PM

1051 ADMINISTRATIVE RECORDS - OFFICIAL 
FILES ON ADOPTIONS,

PM PM Vital Record. RULE 47A, ART. 
4477.RCS

1052 DOCUMENTATION FOR FILING 
APPLICATIONS TO AMEND CERTIFICATES 
OF BIRTH & DEATH

2 2 Vital Record.

1053 CANCELLATION FILES FOR BIRTH, DEATH, 
AND FETAL DEATH CERTIFICATES

PM PM

1054 EVIDENCE FOR FILING DELAYED 
CERTIFICATE OF BIRTH

PM PM Vital Record.

1056 DISINTERMENT PERMITS PM PM Vital Record. INCLUDES MICROFILM.  
AFTER 5 YEARS, PAPER IS 
MICROFILMED & PAPER IS 
DESTROYED.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1059 SUPPLEMENTARY EVIDENCE FILE (BIRTHS) AC+3 AC+3 Vital Record. AC=EVIDENCE VERIFIED 
AND CORRESPONDING RECORDS 
ARE UPDATED.

1118 UNCLAIMED DOCUMENTS 1 1

1127 VOIDED BIRTH AND DEATH CERTIFICATES 1 MO 1 MO RETENTION PERIOD 
RECOMMENDED BY STATE 
AUDITOR - PROCEDURE, INTERNAL 
AUDIT AND PROGRAM MAKES 
MONTHLY RECONCILIATIONS

1131 NATIONAL CENTER FOR HEALTH 
STATISTICS TRANSMITTAL REPORT

CE+1 CE+1

1141 CERTIFICATES OF BIRTH (INCLUDES 
AMENDMENTS OR CHANGES)

PM PM (M) PM Vital Record. USED FOR HISTORICAL 
RESEARCH.  MICROFILM AND 
PAPER KEPT PERMANENTLY.

05-537-040 
(microfilm)

1142 CERTIFICATES OF DEATH (INCLUDES 
CHANGES)

PM PM PM Vital Record. USED IN HISTORICAL 
RESEARCH. SEE #1043, MICROFILM 
AND PAPER KEPT PERMANENTLY.

05-537-186 
(microfilm)

1143 BIRTH & DEATH CERTIFICATE 
AMENDMENT   APPLICATIONS

PM PM Vital Record. SEE #1831

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1170 CAUSE OF DEATH UPDATES AND LISTINGS CE+1 CE+1 PENDING LISTINGS, QUERY 
TRACKING CHARTS

1172 CAUSE-OF-DEATH LISTINGS (AS 
REQUESTED BY PROGRAMS)

AV AV

1174 CODING EDIT INFORMATION 2 2

1175 OUT OF STATE BIRTH-DEATH 
CERTIFICATES

3 3 RETAINED PER AGREEMENT 
BETWEEN THE STATES

1176 VERIFICATION SHEETS 1 1

1177 INFORMATION FILES AV AV

1179 PREMATURE DEATH FILE AV AV

1183 TEXAS VITAL STATISTICS CODING 
FORMATS

US US Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1190 HEALTH, SOCIAL, EDUCATION AND 
GENETIC HISTORY REPORTS (HSEGH)

0 99 99 Vital Record. ORIGINAL HELD AT 
STATE RECORDS CENTER; 
DUPLICATE HELD IN AGENCY.

05-537-297

1192 MONTHLY VITAL STATISTICS REPORTS AC+3 AC+3 EXCHANGE AGREEMENT WITH 
OTHER AGENCIES - SUMMARIZED IN 
ANNUAL REPORT.  AC=DATE OF 
ANNUAL REPORT

1202 NATIONAL DEATH INFORMATION 5 5

1211 DIRECTORS ACTIVE WORKING FILES AV AV

1213 STATISTICAL SERVICES OPERATIONS AV AV Vital Record.

1223 COUNTY MEETING DATA FE+2 FE+2

1234 VITAL STATISTICS COOPERATIVE 
PROGRAM FILES

AV AV Vital Record.

1236 INFANT DEATH FILES (DEATHS UNDER 
ONE YEAR)

CE+1 CE+1 WORKING LISTS FOR BIRTH/INFANT 
DEATH MATCHING

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1249 CHILD FATALITY REVIEW REPORTS PM PM

1253 TEXAS LIVE BIRTH REPORTS BY 
RESIDENCE AND OCCURRENCE

US US Vital Record. REPORT PRINTED ON-
DEMAND FROM B_STAT DATABASE.  
INCLUDES LIVE BIRTH DETAIL 
TABULATIONS, OTHER BIRTH DATA 
USED FOR HISTORIAL PURPOSES

1254 CYCLIC CHILD DEATH RECORDS 1 1 Vital Record.

1255 SUPPLEMENTAL EVIDENCE FILES 
(SUSPECTED FRAUD)

PM PM

1256 SUITS AFFECTING THE FAMILY 
RELATIONSHIP FORMS

PM(copy) PM(M) PM Vital Record. INCLUDES MICROFILM. 
PAPER IS MICROFILMED AND THEN 
DESTROYED, MICROFILM IS 
RETAINED PERMANENTLY.

05-537-355 
(microfilm)

1830 FETAL DEATH CERTIFICATES PM (copy) PM (M) PM Vital Record. USED IN HISTORICAL 
RESEARCH SEE #986.

05-537-185 
(microfilm)

2877 BIRTH CERTIFICATE, MEDICAL 
INFORMATION SECTION

AC 30 MO AC+30 MO Vital Record. AC=AFTER OFFICIAL 
BIRTH CERTIFICATE IS 
ESTABLISHED.

05-537-070

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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2988 ADOPTION RECORDS (TEXAS FAMILY 
CODE)

PM PM PM MASTER IS STORED AT THE STATE 
RECORDS CENTER.

05-537-292

2996 VOLUNTARY ADOPTION REGISTRY 
APPLICATIONS

99 99 Vital Record.

3001 ACKNOWLEDGEMENT OF PATERNITY PM PM Vital Record. PAPER IS SCANNED 
AND THEN DESTROYED

3002 ADOPTION CASE RECORDS (CLOSED 
AGENCIES)

PM PM PM INCLUDES MICROFILM;  MICROFILM 
MASTER IS STORED AT THE STATE 
RECORDS CENTER.  PAPER 
RECORDS STORED AT DSHS 
WAREHOUSE

05-537-291

4518 PROBATE OBITUARY DEATHS PM PM (M) PM Vital Record. DEATH CERTIFICATES 
WHICH WERE FILED LATER THAN AT 
THE TIME OF DEATH.  PAPER IS 
MICROFILMED.  PAPER & 
MICROFILM ARE RETAINED 
PERMANENTLY.  MASTER FILM 
STORED AT SRC.

05-537-340

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4519 FOREIGN DEATHS PM PM (M) PM Vital Record. DEATH CERTIFICATES 
OF TEXAS RESIDENTS WHERE THE 
LOCATION OF DEATH WAS OUTSIDE 
OF UNITED STATES. PAPER IS 
MICROFILMED; PAPER & MICROFILM 
ARE RETAINED PERMANENTLY.  
MASTER FILM STORED AT SRC.

05-537-341

4532 PROBATE DELAYED BIRTHS PM PM (M) PM Vital Record. BIRTH CERTIFICATES 
WHICH WERE FILED LATER THAN AT 
THE TIME OF BIRTH. PAPER IS 
MICROFILMED; PAPER & MICROFILM 
ARE RETAINED PERMANENTLY.  
MASTER FILM STORED AT SRC.

05-537-342

5094 ADMINISTRATIVE RECORDS - OFFICIAL 
FILES ON LEGITIMATIONS

6 MO 59Y6MO 60 Vital Record. RULE 47A, ART.4477.RCS 05-537-181

5095 ADMINISTRATIVE RECORDS - OFFICIAL 
FILES ON LEGAL CHANGES OF NAME

AC 75 AC+75 Vital Record. RULE 47A, 
ART.4477.RCS. AC=DEATH OF 
INDIVIDUAL

5758 BIRTH QUERY LISTINGS & LOGS CE+1 CE+1 GENERAL (ANENCEPHALY), LOW 
BIRTH WEIGHT, MULTIPLE BIRTHS

5762 DPS TRAFFIC  DEATH REPORTS CE+6 MO CE+6 MO MEMO TO RECORDS RECEIVING

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5765 TABULAR LISTING OF SPECIAL CAUSES PM PM Vital Record. INCLUDES CAUSES OF 
DEATH, MANUAL PULLS, USED FOR 
HISTORICAL RESEARCH

1.1 90 DATA QUALITY WEEKLY REPORT CE+1 CE+1 WORKLOAD PROGRESS

1.1 94 NOSOLOGY WEEKLY REPORTS CE+1 CE+1 WORKLOAD PROGRESS

1.1 110 INTERSTATE TRANSCRIPT EXCHANGE 
AGREEMENT

CE+1 CE+1

1.1 779 REQUEST FOR CORRECTION TO 
TRANSMITTED DATA

AV AV Vital Record.

1.1 1156 NCHS CODE CONVERSION TABLES US+5 US+5

1.1 1158 INDUSTRY AND OCCUPATION CODING 
INFORMATION

US+5 US+5

1.1 1159 NOSOLOGY GUIDELINES (CLASSIFICATION 
OF DISEASE)

US US

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 1195 COMPLETED DATA REQUEST FORMS CE+3 CE+3 RELATES TO KEY PERFORMANCE 
MEASURES

1.1 1197 CORPD DOCUMENT FILE (RESEARCH 
STUDIES)

AC+5 AC+5 Vital Record. CORPD=COMMITTEE ON 
REQUESTS FOR PERSONAL DATA. 
AC=EXPIRATION DATE OF 
RESEARCH REQUEST

1.1 1226 BIRTH/DEATH/FETAL DEATH 
PRESENTATION SLIDES

US+1 US+1

1.1 5760 ANNUAL ABORTION REPORT FORM AC+1 AC+1 AC=COMPLETION OF FINAL REPORT.

1.1 5767 REPORT OF KEY PERFORMANCE 
MEASURES

CE+3 CE+3 MONTHLY REPORT

1.2.003 1184 CERTIFICATE REVISIONS PM PM Vital Record. USED FOR 
INVESTIGATING ABUSED, MISUSED, 
OR FLAGGED RECORDS. TAC RULE 
181.24

1.3.002 86 VITAL STATISTICS STUDIES US US R Vital Record. SPECIAL STUDIES & 
SURVEYS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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2.1 1161 CAUSE OF DEATH PROCESSING RECORDS CE+1 CE+1 Vital Record. EDITS, PRINTOUTS & 
TAPES

2.1.001 1084 PROCESSING FILES FE+3 FE+3 Vital Record. USED AS SUPPORTING 
DOCUMENTATION FOR 
ADMINISTRATION OF VITAL 
RECORDS, HEALTH & SAFETY  
CODE, CHAPTER 191.

2.1.007 1160 CODING BRANCH COMPUTER REFERENCE 
FILE (SOFTWARE)

AC 2 AC+2 Vital Record. 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. USED AS SUPPORTING 
DOCUMENTATION FOR 
ADMINISTRATION OF VITAL 
RECORDS, HEALTH & SAFETY  
CODE, CHAPTER 191.

2.1.009 1085 DOCUMENTATION (CERTIFICATE 
TRACKING)

FE 3 FE+3 Vital Record.  RETENTION PERIOD 
RECOMMENDED BY STATE 
AUDITOR; USED AS SUPPORTING 
DOCUMENTATION FOR 
ADMINISTRATION OF VITAL 
RECORDS, HEALTH & SAFETY  
CODE, CHAPTER 191.

05-537-356

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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2.1.009 1086 OPERATING SYSTEM FILES AC+3 AC+3 Vital Record. 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. USED AS SUPPORTING 
DOCUMENTATION FOR 
ADMINISTRATION OF VITAL 
RECORDS, HEALTH & SAFETY  
CODE, CHAPTER 191.

2.2 1080 DATA PROCESSING PRIORITY REQUESTS AV AV DP-803

2.2.012 1243 BIRTH/INFANT DEATH MATCHING FILES AV AV Vital Record.

3.1 1214 STATISTICAL SERVICES PERSONNEL FILES AC+5 AC+5 AC=TERMINATION OF EMPLOYMENT

4.1.002 1241 COMPLETED INQUIRY REQUEST FORMS FE+3 FE+3 VITAL STATISTICS UNIT REGISTRIES 
INQUIRIES (ACKNOWLEDGEMENT 
OF PATERNITY, PATERNITY 
REGISTRY, COURT OF CONTINUING 
JURISDICTION)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.4 1207 INVOICES FOR STATISTICAL REQUESTS FE+3 FE+3

5.1 142 CONTRACT DEVELOPMENT AV AV BACKUP DOCUMENTATION VSCP, 
NDI, SOCIAL SECURITY

5.1 1125 TELECOMMUNICATION WORK REQUESTS AV AV

5.1 5759 DATA TRANSMISSION FILES CE+1 CE+1

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5855 INSPECTION REPORTS AC+5 AC+5 INCLUDES INSPECTIONS OF 
MASSAGE SCHOOLS, MASSAGE 
ESTABLISHMENTS, ORTHOTIC AND 
PROSTHETIC FACILITIES AND 
UNACCREDITED LIMITED 
RADIOLOGICAL TECHNOLOGIST 
PROGRAMS. AC = DATE OF 
INSPECTION. IF INSPECTION 
RESULTS IN AN ENFORCEMENT 
CASE THEN THE INSPECTION 
REPORT MUST BE MOVED TO THE 
ENFORCEMENT CASE FILE.

1.1 62 ALCOHOL EDUCATION PROGRAM FOR 
MINORS CERTIFICATION RECORDS

AC 2 AC+2 (PROGRAM APPLICATIONS; 
MONITORING REPORTS; ANNUAL 
REPORTS; CHANGE OF ADDRESS 
FORMS; CORRESPONDENCE) 
AC=AFTER CERTIFICATION OR 
RECERTIFCATION EXPIRED. 
ORIGINAL APPLICATION & REPORTS 
FORWARDED TO RECERTIFICATION 
FILE.

1.1 65 DWI INTERVENTION PROGRAM 
CERTIFICATION

AC 2 AC+2 (PROGRAM APPLICATIONS; 
MONITORING REPORTS; ANNUAL 
REPORTS; CHANGE OF ADDRESS 
FORMS; CORRESPONDENCE) 
AC=AFTER CERTIFICATION OR 
RECERTIFCATION EXPIRED. 
ORIGINAL APPLICATION & REPORTS 
FORWARDED TO RECERTIFICATION 
FILE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 88 DWI EDUCATION PROGRAM 
CERTIFICATION RECORDS

AC 2 AC+2 (PROGRAM APPLICATIONS; 
MONITORING REPORTS; ANNUAL 
REPORTS; CHANGE OF ADDRESS 
FORMS; CORRESPONDENCE) 
AC=AFTER CERTIFICATION OR 
RECERTIFICATION EXPIRED. 
ORIGINAL APPLICATION & REPORTS 
FORWARDED TO RECERTIFICATION 
FILE.

1.1 89 DRUG OFFENDER EDUCATION PROGRAM 
CERTIFICATION RECORDS

AC 2 AC+2 (PROGRAM APPLICATIONS; 
MONITORING REPORTS; ANNUAL 
REPORTS; CHANGE OF ADDRESS 
FORMS; CORRESPONDENCE) 
AC=AFTER CERTIFICATION OR 
RECERTIFICATION EXPIRED. 
ORIGINAL APPLICATION & REPORTS 
FORWARDED TO RECERTIFICATION 
FILE.

1.1 113 ADMINISTRATOR / INSTRUCTOR TRAINING 
(ALCOHOL EDUCATION PROGRAM FOR 
MINORS; DWI INTERVENTION PROGRAM; 
DWI EDUCATION PROGRAM; DRUG 
OFFENDER EDUCATION PROGRAM)

3 3 (PARTICIPANT APPLICATIONS; 
TRAINING AGENDA; PARTICIPANT 
LISTS; VERFICATION FORMS; 
EXAMS AND TRAINING 

1.1 428 CLINICAL TRAINING INSTITUTION FILES 
(LCDC)

AC 20 AC+20 Vital record. AC=APPROVAL DATE. 05-537-502

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 457 INTERN REGISTRATION FILES (LCDC) AC+1 4 AC+5 Vital record. AC=APPLICATION 
DENIED OR 5 YEAR REGISTRATION 
PERIOD EXPIRED. TRANSFER TO 
LCDC FILES (ITEM #462) WHEN 
LICENSED APPROVED.  DESTROY 
FILES OF DECEASED APPLICANTS 
UPON NOTIFICATION OF DEATH.

05-537-488

1.1 462 LICENSED CHEMICAL DEPENDENCY 
COUNSELOR (LCDC) FILES (ORIGINAL 
APPLICATION, RENEWALS, CONTINUING 
EDUCATION REVIEWS) (LCDC)

AC+1 19 AC+20 Vital record. AC=INACTIVE, REVOKED, 
DENIED, EXPIRED, SUSPENDED, 
SURRENDERED, OR PROBATED. 
DESTROY FILES OF DECEASED 
LCDCs.  (SEE ITEM # 457).

05-537-487

1.1 566 CONSUMER COMPLAINT AND 
ENFORCEMENT FILES (CLOSED WITH NO 
DISCIPLINARY ACTION)

AC+1 2 AC+3 AC=CASE RESOLUTION

1.1 988 LICENSE RENEWAL DOCUMENTATION AV AV

1.1 1546 EXAMINATION STATISTICS AV AV

1.1 1557 EXAMINATION SCORES (WRITTEN AND 
PRACTICAL; PASS AND FAIL)

AC 2 AC+2 AC=EXAMINATION DATE.  PORTIONS 
OF EACH FILE MAY BE 
CONFIDENTIAL.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 3386 CONSUMER COMPLAINT AND 
ENFORCEMENT FILES (CLOSED WITH 
DISCIPLINARY ACTION)

AC+2 5 AC+7 AC-RESOLUTION OF CASE 08-537-543

1.1 3471 BOARD RULE FILES AV AV

1.1 4204 INSTRUCTOR/CURRICULUM/SCHOOL 
APPLICATIONS AND DOCUMENTATION

AC+1 19 AC+20 Vital Record. AC=APPROVAL DATE 05-537-509

1.1 4208 CONSUMER COMPLAINT AND 
ENFORCEMENT FILES (CLOSED WITH 
LICENSE REVOCATION, DENIAL, OR 
SURRENDER)

AV AV

1.1 4544 LICENSING FILES (PENDING) AC AC AC=AFTER COMPLETION.  FILE 
THEN BECOMES PART OF EITHER 
4558 OR 4560. PORTIONS OF EACH 
FILE ARE CONFIDENTIAL

1.1 4552 LICENSING DATABASES AV AV Vital record. PORTIONS OF EACH FILE 
ARE CONFIDENTIAL.  UPDATED 
DAILY.  BACKED UP DAILY.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 4553 COMPLAINT AND ENFORCEMENT 
TRACKING DATABASES

AV AV Vital record. PORTIONS OF EACH FILE 
ARE CONFIDENTIAL.  UPDATED 
DAILY.  BACKED UP DAILY.

1.1 4554 EXAMINATION ITEM DATABASES AV AV Vital record. PORTIONS OF EACH FILE 
ARE CONFIDENTIAL.  UPDATED 
DAILY.  BACKED UP DAILY.

1.1 4557 SUPERVISION FILES (APPLICATIONS AND 
DOCUMENTATION)

AC 5 AC+5 AC= APPROVAL DATE.  PORTIONS 
OF EACH FILE MAY BE 
CONFIDENTIAL.

1.1 4558 LICENSING FILES (APPROVED) AC 20 AC+20 AC=DATE LICENSE ISSUED.  
PORTIONS OF EACH FILE IS 
CONFIDENTIAL.  05-537-229 
(OPTICIANS; RESPIRATORY);    05-
537-156 (MEDICAL 
RADIOLOGICALTECHNICIANS; 05-
537-151 (MASSAGE THERAPY); 05-
537-204 (FITTING & DISPENSING 
HEARING INSTR; 
SPEECH/AUDIOLOGY; DIETICIANS); 
05-537-177 (OPTICIANS); 05-537-178 
(MEDICAL LAB PRACT); 05-537-119 
(MIDWIFERY); 05-537-176 (PROF 
COUNSELORS; LCDC; 
MARRIAGE/FAMILY THERAPIST); 05-
537-349 (MEDICAL PHYSICIST)

see remarks: 05-
537-229; 05-537-
156; 05-537-151; 
05-537-204; 05-
537-177; 05-537-
178; 05-537-119; 
05-537-176; 05-
537-349

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 4560 LICENSING FILES (DISAPPROVED, 
DELETED, VOIDED)

AC 3 AC+3 AC=AFTER CLOSED.  PORTIONS OF 
EACH FILE ARE CONFIDENTIAL.  05-
537-155 (SPEECH-AUD); 05-537-152 
(ATHLETIC TRNR); 05-537-153 
(DIETITIANS); 05-537-150 
(RESPIRATORY TECH); 05-537-060 
(PROF COUNS); 05-537-206 
(MARRIAGE & FAM THERAP.)

see remarks: 05-
537-155; 05-537-
152; 05-537-153; 
05-537-150; 05-
537-060; 05-537-
206

1.1 4562 WRITTEN EXAMINATIONS 6 MO 6 MO

1.1 4563 PRACTICAL EXAMINATIONS (PASS) 6 MO 6 MO VIDEOTAPES AND AUDIOTAPES

1.1 4567 PRACTICAL EXAMINATIONS (FAIL) AC 2 AC+2 VIDEOTAPES AND AUDIOTAPES; 
AC=FAIL DATE

1.1 5101 DISCIPLINARY AND AGREED ORDERS AV AV

1.1 5102 CONTINUING EDUCATION (PROVIDER AND 
PROGRAM DOCUMENTATION)

AC 4 AC+4 AC=APPROVAL/DISAPPROVAL 05-537-059 
(PROF COUNS)

1.1 5107 EXAMINATION FORMS (MASTER COPIES) 10 10

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 5114 CONSUMER COMPLAINT AND 
ENFORCEMENT FILES (OPEN)

AC AC AC=CASE RESOLUTION; AFTER AC 
RECORDS FORM PART OF 566, 3386, 
OR 4208

1.1 5121 EXAMINATION ADMINISTRATION FILES AC 2 AC+2 AC=EXAMINATION DATE; PORTIONS 
OF EACH FILE MAY BE 
CONFIDENTIAL

1.1 5122 EXAMINATION ROSTERS 10 10 PORTIONS OF EACH FILE MAY BE 
CONFIDENTIAL.

1.1 5132 EXAMINATION DEVELOPMENT FILES 7 7

1.1 6168 CONSUMER COMPLAINT AND 
ENFORCEMENT FILES (CLOSED-NO 
ACTION/EXPIRED LICENSE-AWAITING 
OAG/OIG DETERMINATION AND/OR 
PENDING REAPPLICATION AND/OR 
RENEWAL)

AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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148 NARCOTIC TREATMENT PROGRAM 
APPLICATION (FDA 2632) & RELATED 
MATERIAL

AC AC AC=PAPER VERSION KEPT 1 YEAR 
AND THEN SCANNED. AFTER 
SCANNING THE PAPER VERSION IS 
DESTROYED; ELECTRONIC IS 
RETAINED UNTIL NEEDED TO 
CONDUCT REGULATORY ACTIVITIES 
OR REVIEW.

166 NARCOTIC TREATMENT PROGRAM 
STATUS REPORT AND PERMIT

3 3 PAPER RETAINED FOR ONE 
YEAR,THEN SCANNED AND 
DESTROYED; ELECTRONIC IS KEPT 
TWO MORE YEARS.

375 SURVEYOR DOCUMENTS - MEDICARE/CLIA 
(FEDERAL)

4 4 INCLUDES HOSPITAL LICENSING 
DEFICIENCIES.

509 SURVEYOR NOTES - MEDICARE/CLIA 
(FEDERAL)

AC AC AC=PLAN OF CORRECTION 
RECEIVED / REVIEWED.

998 NARCOTIC TREATMENT PROGRAM 
CENTRAL REGISTRY

3 3 PAPER IS KEPT ONE YEAR, THEN 
SCANNED AND DESTROYED; 
ELECTRONIC IS KEPT TWO MORE 
YEARS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1000 NARCOTIC TREATMENT PROGRAM OUT 
OF BUSINESS (OOB) FILES

AC AC AC=PAPER VERSION KEPT 1 YEAR 
AND THEN SCANNED. AFTER 
SCANNING THE PAPER VERSION IS 
DESTROYED; ELECTRONIC IS 
RETAINED UNTIL NEEDED TO 
CONDUCT REGULATORY ACTIVITIES 
OR REVIEW.

1642 NARCOTIC TREATMENT PROGRAM 
PATIENT FEE PERMITS

3 3 PAPER RETAINED FOR ONE YEAR, 
THEN SCANNED AND DESTROYED; 
ELECTRONIC KEPT TWO MORE 
YEARS.

2212 NARCOTIC TREATMENT PROGRAM 
FACILITY PERSONNEL INFORMATION

AC AC AC=PAPER VERSION KEPT 1 YEAR 
AND THEN SCANNED. AFTER 
SCANNING THE PAPER VERSION IS 
DESTROYED; ELECTRONIC IS 
RETAINED UNTIL NEEDED TO 
CONDUCT REGULATORY ACTIVITIES 
OR REVIEW.

2213 NARCOTIC TREATMENT PROGRAM 
REGULATORY EXCEPTIONS

AC AC AC=PAPER VERSION KEPT 1 YEAR 
AND THEN SCANNED. AFTER 
SCANNING THE PAPER VERSION IS 
DESTROYED; ELECTRONIC IS 
RETAINED UNTIL NEEDED TO 
CONDUCT REGULATORY ACTIVITIES 
OR REVIEW.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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2214 NARCOTIC TREATMENT PROGRAM 
MEDICAL RESPONSIBILITY (FDA 2633)

AC AC AC=PAPER VERSION KEPT 1 YEAR 
AND THEN SCANNED. AFTER 
SCANNING THE PAPER VERSION IS 
DESTROYED; ELECTRONIC IS 
RETAINED UNTIL NEEDED TO 
CONDUCT REGULATORY ACTIVITIES 
OR REVIEW.

2215 NARCOTIC TREATMENT PROGRAM 
COMPLAINTS - VALID

3 3 PAPER IS RETAINED ONE YEAR, 
THEN SCANNED AND DESTROYED; 
ELECTRONIC IS RETAINED TWO 
MORE YEARS.

2216 NARCOTIC TREATMENT PROGRAM 
COMPLAINTS - NOT VALID

3 3 PAPER IS RETAINED FOR ONE 
YEAR, THEN SCANNED AND 
DESTROYED; ELECTRONIC IS KEPT 
TWO MORE YEARS.

2217 NARCOTIC TREATMENT PROGRAM 
ADMINISTRATIVE PENALTY RECORDS

AC AC AC=PAPER VERSION KEPT 1 YEAR 
AND THEN SCANNED. AFTER 
SCANNING THE PAPER VERSION IS 
DESTROYED; ELECTRONIC IS 
RETAINED UNTIL NEEDED TO 
CONDUCT REGULATORY ACTIVITIES 
OR REVIEW.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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2218 NARCOTIC TREATMENT PROGRAM 
SPECIAL INVESTIGATION RECORDS

AC AC AC=PAPER VERSION KEPT 1 YEAR 
AND THEN SCANNED. AFTER 
SCANNING THE PAPER VERSION IS 
DESTROYED; ELECTRONIC IS 
RETAINED UNTIL NEEDED TO 
CONDUCT REGULATORY ACTIVITIES 
OR REVIEW.

2220 NARCOTIC TREATMENT PROGRAM 
DEA/FDA LICENSING NOTICES

PM PM PAPER IS RETAINED FOR ONE 
YEAR, THEN SCANNED AND 
DESTROYED; ELECTRONIC IS 
RETAINED PERMANENTLY.

3461 MEDICARE SURVEY DOCUMENTS AC AC AC=FILES CONTAIN 2 COMPLETE 
SURVEY PACKETS OR 3 YRS AFTER 
CLOSURE

3766 FACILITY  LISTS US US

3780 APPLICATIONS WHERE NO LICENSE HAS 
BEEN ISSUED

AC+30 DA AC+30 DA AC=AFTER THE REVIEW IS 
COMPLETED

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4923 NARCOTIC TREATMENT PROGRAM 
INSPECTION REPORTS

AC AC AC=PAPER VERSION KEPT 1 YEAR 
AND THEN SCANNED. AFTER 
SCANNING THE PAPER VERSION IS 
DESTROYED; ELECTRONIC IS 
RETAINED UNTIL NEEDED TO 
CONDUCT REGULATORY ACTIVITIES 
OR REVIEW.

4926 NARCOTIC TREATMENT PROGRAM 
SCHEDULE OF CONTROLLED 
SUBSTANCES & AMENDMENTS

PM PM Vital Record. PAPER IS RETAINED 
FOR ONE YEAR, THEN SCANNED 
AND DESTROYED; ELECTRONIC IS 
KEPT PERMANENTLY.

1.1 98 SUBPOENAED RECORDS AC AC AC=SETTLEMENT OR DISMISSAL OF 
LITIGATION

1.1 126 FACILITY LICENSURE FILES WITH AGREED 
ORDERS

AC+4 AC+4 Vital Record. AC=LICENSE EXPIRED, 
REVOKED OR FACILITY CLOSED.  
(INITIAL APPROVAL LETTER & 
CERTIFICATE OF LICENSURE; 
DOCUMENTATION OF LEGAL 
AUTHORITY TO OPERATE IN TEXAS; 
ORGANIZATION CHART; CURRENT 
ADA CHECKLIST; VARIANCES; 
AGREED ORDERS; COURT 
COMMITMENT APPROVAL LETTER; 
BUILDING APPROVALS; FLOOR 
PLAN; SQUARE FOOTAGE FORM)  
(SEE ALSO #127.)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 127 FACILITY LICENSURE FILES AC+2 AC+2 Vital Record. AC=LICENSE EXPIRED, 
REVOKED OR FACILITY CLOSED.  
(INITIAL APPROVAL LETTER & 
CERTIFICATE OF LICENSURE; 
DOCUMENTATION OF LEGAL 
AUTHORITY TO OPERATE IN TEXAS; 
ORGANIZATION CHART; CURRENT 
ADA CHECKLIST; VARIANCES;  
COURT COMMITMENT APPROVAL 
LETTER; BUILDING APPROVALS; 
FLOOR PLAN; SQUARE FOOTAGE 
FORM) (SEE ALSO #126)

1.1 137 FACILITY LICENSE RENEWALS AC+2 AC+2 Vital Record. AC=RENEWAL EXPIRED, 
REVOKED OR FACILITY CLOSED. 
(RENEWAL DOCUMENTATION;  
LICENSURE ACTIVITY; & RELATED 
DOCUMENTS)

1.1 141 NEW FACILITY LICENSURE APPLICATION 
WITHDRAWN/RETIRED FILES

AC+2 AC+2 AC=APPLICATION 
WITHDRAWN/RETIRED. (INCLUDES 
APPLICANTS THAT WITHDREW OR 
DID NOT MEET TIMELINES & WERE 
RETIRED)

1.1 182 CLOSED FACILITY FILES - MEDICARE/CLIA 
(FEDERAL)

AC+4 AC+4 AC=CLOSURE OF THE FACILITY

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 471 COMPLAINT INVESTIGATIONS FILES (CASE 
SUMMARY, ACTIVITY LOG, MEMORANDUM 
TO CLOSE, ORIGINAL COMPLAINT, 
CORRESPONDENCE, ADDITIONAL 
DOCUMENTATION)

AC+1 2 AC+3 AC=INVESTIGATION COMPLETE/ 
CLOSED. INCLUDES THE FILES 
FROM THE FORMER LEGACY 
AGENCY-TCADA AND AFTER 9/1/04 
INCLUDES INVESTIGATIONS WHERE 
NO COMPLAINT WAS 
SUBSTANTIATED.

05-537-485

1.1 499 COMPLAINT INVESTIGATIONS FILES WITH 
A FINDING (CASE SUMMARY, ACTIVITY 
LOG, MEMORANDUM TO CLOSE, ORIGINAL 
COMPLAINT, CORRESPONDENCE, 
ADDITIONAL DOCUMENTATION)

AC AC AC=FINDING IS SUBSTANTIATED, 
AND RECORDS ARE TRANSFERRED 
TO HHSC CRIMINAL 
INVESTIGATIONS OR REGULATORY 
SERVICES-ENFORCEMENT UNIT.

1.1 503 DEFERMENT CASES (RED FILES): 
COMPLAINT INVESTIGATION FILES 
DEFERRED BY LEGAL

AC+5 AC+5 AC=INVESTIGATION COMPLETED. 
CAUTION:  LEGAL SECTION WILL 
REVIEW CASE AT END OF 
RETENTION PERIOD TO ASSESS 
NEED FOR FURTHER RETENTION

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1.007 704 NARCOTIC TREATMENT PROGRAM 
WARNING LETTERS

AC+3 AC+3 R Vital Record. AC=PAPER IS KEPT 1 
YEAR THEN SCANNED AND 
DESTROYED; ELECTRONIC IS KEPT 
FOR REMAINDER OF RETENTION 
PERIOD.  VALUE ASSESSED AND 
MAY BE FILED WITH #4923 TO MEET 
PUBLIC'S CONTINUAL AND 
ONGOING NEED FOR INFORMATION 
ABOUT NARCOTIC TREATMENT 
PROGRAMS AND HEALTH/MEDICAL 
ISSUES. ONLY ADMINISTRATIVE 
CORRESPONDENCE OF EXECUTIVE 
STAFF, BOARD OR COMMISSION 
MEMBERS, DIVISION DIRECTORS 
AND SECTION/UNIT/BRANCH HEADS 
REQUIRE ARCHIVAL REVIEW.

1.1.007 5599 NARCOTIC TREATMENT PROGRAM 
INVESTIGATIONAL CORRESPONDENCE; 
1ST CLASS & CERTIFIED (LIMITED TO 
FORMULATION, PLANNING, 
IMPLEMENTATION, INTERPRETATION, 
MODIFICATION, OR REDEFINITION OF THE 
PROGRAMS, SERVICES OR PROJECTS & 
THE ADMINISTRATIVE REGULATIONS, 
POLICIES AND PROCEDURES THAT 
GOVERN THEM.)

AC+3 AC+3 R Vital Record. AC=PAPER IS KEPT ONE 
YEAR THEN SCANNED AND  
DESTROYED; ELECTRONIC IS KEPT 
FOR REMAINDER OF RETENTION 
PERIOD.  VALUE ASSESSED AND 
MAY BE FILED WITH #4923 TO MEET 
PUBLIC'S CONTINUAL AND 
ONGOING NEED FOR INFORMATION 
ABOUT NARCOTIC TREATMENT 
PROGRAMS AND HEALTH/MEDICAL 
ISSUES. ONLY ADMINISTRATIVE 
CORRESPONDENCE OF EXECUTIVE 
STAFF, BOARD OR COMMISSION 
MEMBERS, DIVISION DIRECTORS 
AND SECTION/UNIT/BRANCH HEADS 
REQUIRE ARCHIVAL REVIEW.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1.048 2219 NARCOTIC TREATMENT PROGRAM LEGAL 
RECORDS

AC+1 AC+1 R AC=PAPER IS RETAINED FOR ONE 
YEAR, THEN SCANNED AND 
DESTROYED;  ELECTRONIC 
MAINTAINED AS APPLICABLE, 
DECISION OF AN AGENCY NOT TO 
FILE A LAWSUIT OR DECISION THAT 
A LAWSUIT WILL NOT BE FILED 
AGAINST IT ON A MATTER; 
DISMISSAL OF A LAWSUIT OF WANT 
OF PROSECUTION OR ON A MOTION 
OF THE PLANTIFF; OR FINAL 
DECISION OF A COURT (OR OF A 
COURT ON APPEAL, IF APPLICABLE) 
IN A LAWSUIT.  CAUTION:  
RETENTION PERIOD MAY BE 
EXTENDED AS NEEDED FOR 
REGULATORY ACTIVITIES OR 
REVIEW.  COURT CASES INVOLVING 
NARCOTIC TREATMENT PROGRAMS 
CROSS-REFERENCE EARLIER 
CASES. THESE RECORDS MUST BE 
RETAINED TO MEET COURT 
REQUIREMENTS AND PUBLIC NEED 
FOR INFORMATION ON  NARCOTIC 
TREATMENT PROGRAMS.

1.1.060 2224 NARCOTIC TREATMENT PROGRAM PUBLIC 
HEARING RELATED VIDEO/AUDIO 
RECORDINGS

AV AV AUDIO, VIDEO; AV=NEEDED FOR 
REGULATORY ACTIVITIES OR 
REVIEW.  RECORDS HAVE 
CONTINUAL AND ONGOING VALUE, 
AND RETENTION IS BASED ON NEED 
FOR RECORDS BY PUBLIC TO 
SOLVE HEALTH/MEDICAL 
PROBLEMS RELATED TO  NARCOTIC 
TREATMENT PROGRAMS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1.062 2223 NARCOTIC TREATMENT PROGRAM PUBLIC 
HEARING RELATED DOCUMENTS

AV AV PAPER IS RETAINED FOR TWO 
YEARS, THEN SCANNED AND 
DESTROYED; ELECTRONIC IS KEPT. 
NEEDED FOR REGULATORY 
ACTIVITIES OR REVIEW.  RECORDS 
HAVE CONTINUAL AND ONGOING 
VALUE, AND RETENTION IS BASED 
ON NEED FOR RECORDS BY PUBLIC 
TO SOLVE HEALTH/MEDICAL 
PROBLEMS RELATED TO  NARCOTIC 
TREATMENT PROGRAMS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.
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11. TSLAC only
Amend. No

1.1.066 5550 ANNUAL NARRATIVE REPORT (MHMR 
LEGACY AGENCY)

AC 6 AC+6 A AC=SEPT 1 OF ODD-NUMBERED 
CALENDAR YEAR.

05-537-429

4.5.003 5542 ANNUAL FINANCIAL REPORT (MHMR 
LEGACY AGENCY)

AC 6 AC+6 AC=SEPT 1 OF ODD-NUMBERED 
CALENDAR YEAR.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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11. TSLAC only
Amend. No

1.1 3621 VIDEO RESERVATION REQUESTS 
(INFORMATION CLEARINGHOUSE/LIBRARY)

AC AC AC=VIDEOS RETURNED.

1.1 3623 JOURNAL CHECK-IN DATABASE 
(INFORMATION CLEARINGHOUSE/LIBRARY)

US US

1.1 3624 SUBSCRIPTION LIST (INFORMATION 
CLEARINGHOUSE/LIBRARY)

US+1 US+1

1.1 3625 INTER-LIBRARY LOAN REQUESTS 
(INFORMATION CLEARINGHOUSE/LIBRARY)

AC AC AC=MATERIALS RETURNED. ALSO 
APPLIES TO OCLC DATABASE.

1.1 3626 OVERDUE NOTICES (INFORMATION 
CLEARINGHOUSE/LIBRARY)

AC AC AC=MATERIALS RETURNED

1.1 3628 PATRON INFORMATION CARDS 
(INFORMATION CLEARINGHOUSE/LIBRARY)

US US PATRON PERSONAL INFORMATION 
IS CONFIDENTIAL. DISPOSE OF 
"INACTIVE" PATRON INFORMATION 
CARDS AFTER 1 YEAR OF NON-
ACTIVITY. ALSO APPLIES TO 
ELECTRONIC FILE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 1751 CLIENT DATA TREATMENT CLINIC 
DIRECTORY

US US

1.1 1815 CLIENT DATA REFERENCE AND 
INSTRUCTION MANUAL

US+3 US+3

1.1 3629 STANDARD (ONGOING) TRAINING FE+3 FE+3

1.1 3631 SPECIAL TRAINING EVENTS FE+3 FE+3 INCLUDES INSTITUTE; BEST 
PRACTICES; PREVENTION 
CONFERENCES; SIGN-INS; 
EVALUATIONS; PRE/POST TESTS.

1.1 3803 REPAYMENT AGREEMENTS (LEGAL 
AGREEMENTS WITH PROVIDERS UNABLE 
TO PAY OWED REFUNDS IN FULL)

AC+1 AC+1 AC=WHEN AGREEMENT PAID IN 
FULL. FILED WITH CONTRACTS.

1.1 4258 NATIONAL PREVENTION NETWORK FILES 2 2 (PREVENTION)

1.1 4259 PARTNERSHIP FOR A DRUG-FREE TEXAS 
FILES: INCLUDES PROGRAM 
DEVELOPMENT; AMENDMENTS AND 
BUDGET INFORMATION)

3 3 (PREVENTION)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 5086 PROJECT LOGBOOK (MHMR) AC 3 AC+3 AC=DATE WHEN LAST PROJECT 
COMPLETED IN LOG BOOK.

1.1 5481 PEER REVIEW & QUALITY IMPROVEMENT 
PROJECT (PRQIP) FILES

FE+6MO FE+6MO

1.1 6476 REVIEW STATE GRANT OPPORTUNITIES AV AV

1.1 6983 STATEWIDE SURVEY OF TEXAS SCHOOLS AV AV A USED TO TRACK TRENDS IN 
SUBSTANCE ABUSE. ARCHIVAL 
REQUIREMENT IS FULFILLED BY 
SENDING REQUIRED COPIES TO 
THE STATE PUBLICATIONS 
DEPOSITORY PROGRAM, TEXAS 
STATE LIBRARY AND ARCHIVES 
COMMISSION.

1.1 7235 COMPLAINTS RECEIVED ABOUT 
CONTRACTORS AND PROVIDERS 
(MEDICAID & INDIGENT)

AC+3 4 AC+7 AC=ANSWER SENT TO PERSON 
MAKING COMPLAINT; COMPLAINT 
DISMISSED OR CLOSED.

11-537-556

2.1 851 MASTER FILES (THE SOURCE DATABASE) US US Vital Record. MODIFIED ON AS AN AS 
NEEDED BASIS. BACKED UP DAILY. 
DISASTER RECOVERY AT TSL-SRC.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

2.1 1931 CLIENT DATA DATASETS AV AV Vital Record. CONTAINS INDIVIDUAL 
CLIENT ADMISSION, DISCHARGE, 
AND IDENTIFICATION INFORMATION

4.7 2361 CCP ELECTRONIC LOG ORIGINAL FE+2 FE+2 Vital Record.

4.7 2362 CCP ELECTRONIC LOG BACKUP FE+7 FE+7 Vital Record.

4.7 2363 IMD ELECTRONIC LOG ORIGINAL FE+2 FE+2 Vital Record.

4.7 2364 IMD ELECTRONIC LOG BACKUP FE+7 FE+7 Vital Record.

4.7 6485 ONE-TIME AGREEMENTS FE+3 FE+3 DISTRIBUTION OF ADDITIONAL 
FUNDS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 60 ON-SITE VISITS (REPORTS, WORKPAPERS, 
& CORRESPONDENCE-PROGRAMATIC 
COMPLIANCE VISITS) & COMMUNITY 
CENTERS

AC+1 2 AC+3 AC=PUBLICATION OR RELEASE OF 
FINAL AUDIT FINDINGS.

05-537-506

1.2 2383 STORED RECORDS REQUESTS 
(REQUESTS/RECEIPTS FOR RECORDS 
STORED AT STATE RECORDS CENTER)

AV AV

2.1 6478 MASTER FILES (THE SOURCE DATABASE) US US MODIFIED ON AS AN AS NEEDED 
BASIS. BACKED UP DAILY. 
DISASTER RECOVERY AT TSL-SRC.

4.5 3641 JBS (RATE VALIDATION) REPORTS FE+3 FE+3 INCLUDES FINAL FULL REPORT, 
SITE VISIT REPORTS/WORKPAPERS, 
PHASE I & II SURVEYS & ALL OTHER 
SCHEDULES/WORKPAPERS.

4.7 3825 FINANCIAL STATEMENT ANALYSIS FE+1 2 FE+3 (FY SPREADSHEET FOR EACH 
PROVIDER; RESULTS OF THE 
REVIEW; COPY OF FINANCIAL 
STATEMENTS)

4.7 3914 PROVIDER PROFILES AC+1 2 AC+3 AC=CLOSEOUT OF CONTRACT. 05-537-507

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

4.7 6486 ONE-TIME AGREEMENTS FE+3 FE+3 DISTRIBUTION OF ADDITIONAL 
FUNDS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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11. TSLAC only
Amend. No

6487 COMPLAINTS ABOUT COMMUNITY 
SERVICES (COMPLIANCE & CONSUMER 
RIGHTS)

AC+2 AC+2 AC=FINAL DISPOSITION OF 
COMPLAINT; MAY BECOME A PART 
OF THE COMMUNITY SERVICES 
CONTRACT.

6488 SPECIAL REVIEWS OF CONTRACTORS 3 3

6489 RAW DATA FOR AUDIT / ASSESSMENT 
(DATA ANALYSIS)

AC+1 AC+1 AC=AFTER PUBLICATION OF AUDIT / 
ASSESSMENT

6490 REVIEW PROTOCOL (DATA ANALYSIS) US+1 US+1

4.7 4349 GRANT FILES (INCLUDES DATA 
COLLECTION, SCHOOL SURVEY, SYNAR 
BLOCK COMPLIANCE REPORTS AND 
SURVEYS)

AC+3 AC+3 AC=SATISFACTION OF ALL UNIFORM 
ADMINSTRATIVE REQUIREMENTS 
FOR GRANTS. (RESEARCH AND 
EVALUATION)

4.7 4500 TREATMENT NEEDS ASSESSMENT GRANT 
FILES

AC+3 AC+3 Vital Record. INCLUDES MONTHLY 
REPORTS, CORRESPONDENCE, & 
GRANT APPLICATION. 
AC=SATISFACTION OF ALL UNIFORM 
ADMINSTRATIVE REQUIREMENTS 
FOR GRANTS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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Amend. No

4142 ABUSE AND NEGLECT FILES - CLOSED 
FACILITIES

AC 28 AC+28 Vital Record. AC=CLOSURE OF 
FACILITY.  RETENTION PERIOD 
BASED ON STATUTE OF 
LIMITATIONS=10 YEARS FROM THE 
DATE OF THE COMMISSION OF THE 
OFFENSE OR 10 YEARS FROM THE 
18TH BIRTHDAY OF THE VICTIM.  
(CODE OF CRIMINAL PROCEDURE 
ART. 12.01)

05-537-410

4689 MASTER INDEX - CLOSED FACILITIES AC 40 AC+40 Vital Record. AC=CLOSURE OF 
FACILITY; RETURN TO AGENCY.  
(RETENTION PERIOD BASED ON 
RETAINING MEDICAL RECORDS 10 
YEARS PAST THE LAST DATE OF 
SERVICE OR THE 30TH BIRTHDAY 
OF THE PATIENT, WHICHEVER IS 
LATER.)

05-537-443 
(microfiche)

4690 MH AND MR CLIENT RECORDS - CLOSED 
FACILITIES - COMBINED CORE AND NON-
CORE DOCUMENTS

AC 40 AC+40 Vital Record. AC=CLOSURE OF 
FACILITY.  (Based on retention period 
of 10 years past last service date or 
30th birthday, whichever is longer.   
Retention period complies with similar 
records at Dept. of Aging and Disability 
Services -DADS).

05-537-418 
(Microfilm); 05-
537-406 
(Microfiche); 05-
537-405 (Paper)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.
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11. TSLAC only
Amend. No

4691 MH AND MR CLIENT RECORDS - CORE 
DOCUMENTS

AC 10 AC+10 Vital Record. MICROFILM FROM 
FACILITIES.   AC=LAST SERVICE 
DATE OR 30TH BIRTHDAY, 
WHICHEVER IS LATER. RETENTION 
PERIOD COMPLIES WITH SIMILAR 
RECORDS AT DEPT OF AGING AND 
DISABILITY SERVICES (DADS). All 
microfilm in storage belongs to current 
DADS facilities and were transferred to 
that agency.

1.1.006 4076 COMPLAINT RECORDS AC 6 AC+6 COMPLAINTS BY THE PUBLIC ABOUT 
THE DSHS HOSPITAL SECTION. 
AC=FINAL DISPOSITION OF THE 
COMPLAINT.

1.1.024 7089 PLANS AND PLANNING RECORDS AC+3 AC+3 R (INCLUDES HOUSEKEEPING WORK 
PLANS). AC=DECISION MADE TO 
IMPLEMENT OR NOT TO IMPLEMENT 
RESULT OF PLANNING PROCESS.  
DO NOT DESTROY PLANS WITH 
HISTORICAL RELEVANCE; THEY 
SHOULD BE FORWARDED TO THE 
STATE ARCHIVIST AT THE END OF 
THE RETENTION PERIOD.

1.1.043 4129 TRAINING MATERIALS US 1 US+1 (AGENCY INSTRUCTIONAL 
MATERIALS FOR TRAINING ENTITIES 
OR INDIVIDUALS SERVED OR 
REGULATED BY AGENCY.)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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Amend. No

1.1.070 4234 RULES, POLICIES, & PROCEDURES- FINAL US+6 US+6 R Vital Record. AC=COMPLETION OR 
TERMINATION OF PROGRAM, 
RULES, POLICIES OR 
PROCEDURES.  COMPLIES WITH 
HIPAA REGULATIONS - 45 CFR 
164.530 (j)(1)-(2)

3.1 2276 PERSONNEL FILES - MHMR COMPONENTS, 
AUSTIN METROPLEX

AC+5 AC+5 AC=TERMINATION OF EMPLOYMENT

3.1 4128 TRAINING TEST PAPERS AC+1MO AC+1MO AC=DATE OF TEST

3.3.028 3508 APTITUDES AND SKILLS TESTS AND TEST 
PAPERS - HIRED

AC 5 AC+5 AC=TERMINATION OF EMPLOYEE.

4.1.002 5798 BILLING AND PAYMENT DETAIL - 
MEDICARE (MHMR LEGACY AGENCY)

FE 7 FE+7 BY REGULATION - MEDICARE 
HOSPITAL MANUAL, HIM-10, SEC. 
413 (B) [REV. NO. 572].

4.5.005 3414 EXTERNAL FISCAL REPORT (DEPT OF 
HUMAN SERVICES / DADS / HHSC)

FE 7 FE+7 BY REGULATION - MEDICARE 
HOSPITAL MANUAL, HIM-10, SEC. 
413 (B) [REV. NO. 572].

4.7 2352 REIMBURSEMENT RECORDS - CLOSED 
COLLECTION FILES

1 9 10 Vital Record. 05-537-412

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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4.7 2354 REIMBURSEMENT - MEDICARE RECORDS 
AND MSP

AC+7 AC+7 Vital Record. AC=DATE OF 
REIMBURSEMENT. 
BENEFIT/ELIGIBILITY INQUIRIES; 
CONSENT / ASSIGNMENT OF 
BENEFITS; SERVICE RECORDS; 
CLAIMS FILED; CORRESPONDENCE; 
REMITTANCE ADVICE REPORTS; 
PAYMENTS; COST REPORT; 
DOCUMENTATION.

4.7 2356 REIMBURSEMENT - MEDICAID RECORDS AC+7 AC+7 Vital Record. AC=DATE OF 
REIMBURSEMENT.  
BENEFIT/ELIGIBILITY INQUIRIES; 
CONSENT / ASSIGNMENT OF 
BENEFITS; SERVICE RECORDS; 
CLAIMS FILED; CORRESPONDENCE; 
MEDICAID APPLICATIONS; 
REMITTANCE & STATUS REPORTS; 
PAYMENTS; COST REPORT; 
DOCUMENTATION.

4.7 2359 COMMERCIAL RECORDS AC+7 AC+7 Vital Record. AC=DATE OF RECEIPT, 
REIMBURSEMENT, OR EXPIRATION 
OF THE INSTRUMENT. ONE-TIME 
AGREEMENTS; BENEFIT/ELIGIBILITY 
INQUIRIES; CONSENT / ASSIGNMENT 
OF BENEFITS; AUTHORIZATION 
NOTICES; CLAIMS FILED; 
CORRESPONDENCE; EXPLANATION 
OF BENEFITS; PAYMENTS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records 
Series Item 

#

5. Agency 
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

HOSPITAL SERVICES SECTION645  -

State of Texas
Records Retention Schedule

Page 230

10.

106 Number
11. TSLAC only
Amend. No

4.7 2365 MONTHLY CLOSING REPORTS FE+7 FE+7 Vital Record.

4.7 2366 YEARLY CLOSING REPORTS FE+7 FE+7 Vital Record.

4.7 2367 LEGAL REFERRED FILES FE+7 FE+7 Vital Record.

4.7 2368 NEWSLETTERS AND BULLETINS 2 2 Vital Record.

4.7 2371 MH REIMBURSEMENT POLICY / 
PROCEDURE MANUAL

US US Vital Record.

4.7.005 144 MASTER CASE FILE (CLAIM FILES) AC+FE 7 AC+FE+7 Vital Record. AC=RESOLUTION OF 
CLAIM. BY REGULATION - MEDICARE 
HOSPITAL MANUAL, HIM-10, SEC. 
413 (B) [REV. NO. 572].

4.7.005 5547 CLAIMS FILES - USED IN LITIGATION AC 10 AC+10 Vital Record. AC=RESOLUTION OF 
LAWSUITS, CLAIMS, AND AUDIT 
REQUIREMENTS.  RETENTION 
PERIOD CITATION: TEXAS 
CONSTITUTION ART. 3, SEC 55

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.7.005 5548 CLAIMS FILES - PERTAINING TO FEDERAL 
FUNDING

AC 7 AC+7 AC=RESOLUTION OF CLAIMS AND 
AUDIT REQUIREMENTS. (BY 
REGULATION - MEDICARE HOSPITAL 
MANUAL, HIM-10, SEC. 413 (B) [REV. 
NO. 572].

5.2.003 4594 BUILDING PLANS AND SPECIFICATIONS - 
STATE OWNED (INCLUDES ADA 
DOCUMENTATION)

LA 10 LA+10 R Vital Record. STATE OWNED 
BUILDINGS - CONTENTS REVIEWED 
EVERY 10 YEARS.

5.2.012 4877 ESTIMATE FILES (SUPPLY AND REPAIR 
COST ESTIMATES)

1 1

5.4 5330 ASBESTOS FILES - CLOSED FACILITIES 
(MHMR LEGACY AGENCY)

AC CE+30 AC+CE+30 AC=CLOSURE OF FACILITY.

5.4.001 2373 ACCIDENT REPORTS AND ASSOCIATED 
DOCUMENTATION (WORKERS 
COMPENSATION FILE - OCCUPATIONAL 
DISEASES - NO COST AND CLAIMS FILES)

CE 20 CE+20 ACCIDENT OR OCCUPATIONAL 
DISEASE REPORTS BY 
SUPERVISORS AND EMPLOYEES 
REQUIRED TO BE SUBMITTED TO 
TEXAS WORKERS' COMPENSATION 
COMMISSION. BEGINNING OCTOBER 
2005, AccessHR ASSUMED THIS 
FUNCTIONALITY. PRIOR TO 
OCTOBER 2005, RECORD COPY WAS 
SENT TO AGENCY RISK MANAGER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.4.001 2374 ACCIDENT REPORTS AND ASSOCIATED 
DOCUMENTATION (WORKERS 
COMPENSATION FILE - OCCUPATIONAL 
INJURY - CLAIM FILE)

CE 20 CE+20 ACCIDENT OR OCCUPATIONAL 
DISEASE REPORTS BY 
SUPERVISORS AND EMPLOYEES 
REQUIRED TO BE SUBMITTED TO 
TEXAS WORKERS' COMPENSATION 
COMMISSION. BEGINNING OCTOBER 
2005, AccessHR ASSUMED THIS 
FUNCTIONALITY. PRIOR TO 
OCTOBER 2005, RECORD COPY WAS 
SENT TO AGENCY RISK MANAGER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.3.023 7016 REIMBURSABLE ACTIVITIES, REQUESTS 
AND AUTHORIZATIONS TO ENGAGE IN

FE+3 FE+3 INCLUDES TRAVEL, EDUCATIONAL 
LEAVE, COLLEGE CLASSES OR 
WORKSHOPS. TRAVEL OFFICE 
ASSUMED RETENTION OF TRAVEL 
REQUESTS BEGINNING OCTOBER 
2005.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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670 USDA NATIONAL SCHOOL LUNCH AND 
BREAKFAST PROGRAM

AC+3Y90DA AC+3Y90DA AC=END OF PROGRAM YEAR;  ALL 
AUDIT REQUIREMENTS MUST BE 
MET BEFORE RECORDS MAY BE 
DESTROYED.

4140 ABUSE AND NEGLECT FILES (INCLUDES 
ALLEGATIONS)

AC AC Vital Record. AC=10 YEARS FROM 
THE DATE OF THE COMMISSION OF 
THE OFFENSE OR 10 YEARS FROM 
THE 18TH BIRTHDAY OF THE VICTIM, 
WHICHEVER IS LONGER.  (CODE OF 
CRIMINAL PROCEDURE ART. 12.01)

4486 CLIENT INJURY REPORTS AC+10 AC+10 AD=DATE OF HOSPITAL 
DISCHARGE. BASED ON 
ASSESSMENTS KEPT IN MEDICAL 
RECORD. SEE #4704  
INVESTIGATION RECORDS.

4487 CLINICAL / MEDICAL X-RAYS AC 5 AC+5 AC=DATE OF X-RAY. RADIOGRAPHIC 
FILMS, MAMMOGRAPHY FILMS. 42 
CFR 482.26(d)(2)

4682 CONTROLLED SUBSTANCE RECORDS 2 2 Vital Record.  22TAC§291.75. 
PHARMACY MANAGEMENT RECORD; 
(INCLUDES DEA 222; POWER OF 
ATTORNEY; DEA 441; DEA 106; 
ADMINISTRATION LOGS; ANNUAL 
INVENTORY RECORDS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4688 HUMAN RADIATION EXPERIMENTS 1 PM PM Vital Record.

4692 CREDENTIALING AND PRIVILEGING 
RECORDS FOR MEDICAL STAFF

AC+75 AC+75 AC=TERMINATION OF 
EMPLOYMENT. Includes Credential 
files; Records, discussions, and 
deliberations relating to credentialing 
and peer quality review and 
improvement activities;  Quality 
assurance files specific to medical staff 
members; Committee, department, and 
general staff meeting minutes related to 
Credentialing and Privileging only;  
Other documents pertinent to the 
medical staff organization including 
records that may be needed to defend 
the hospital against legal action; 
Privileging files that outline privileges 
granted and any issues with reduced 
privileges (includes physicians and other 
licensed practitioners as PA’s, NP’s, and 
Psychology PhD’s, Podiatrists, and 
Dentists.)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4704 CLIENT RECORDS- MENTAL HEALTH 
(CORE AND NON-CORE)

AC 10 AC+10 Vital Record. AC=LAST SERVICE 
DATE FOR PATIENT OR 30TH 
BIRTHDAY, WHICHEVER IS LONGER.  
CORE RECORDS INCLUDE 
MOVEMENT LOG; DEMOGRAPHIC 
DATA FOR ADULT OR 
CHILD/ADOLESCENT; PSYCHIATRIC 
EVALUATION; MEDICAL 
HISTORY/REVIEW OF SYSTEMS; 
PHYSICAL EXAM; ABNORMAL 
INVOLUNTARY MOVEMENT SCALE; 
SOCIAL ASSESSMENT; DENTAL 
RECORD INITIAL EXAM REPORT; 
DENTAL PROGRESS/TREATMENT 
RECORD; PSYCHOLOGICAL 
ASSESSMENT; MEDICAL 
EVALUATION REPORT; SOCIAL 
INFORMATION REPORT; 
DEVELOPMENTAL ASSESSMENT 
REPORT; MEDICAID 
REIMBURSEMENT FORM; 
DISCHARGE/FURLOUGH SUMMARY; 
DEATH SUMMARY; AFTERCARE 
LOG; IMMUNIZATION RECORD;  
NUTRITION SCREEN AND NUTRITION 
CONSULT/REFERRAL;  CONTINUITY 
OF CARE; FORENSIC RECORDS 
(INCLUDES 46.02/.03 AND 46-B'S); 
DANGEROUS REVIEW BOARD 
HEARINGS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4705 CLIENT RECORDS (CORE AND NON-CORE)-
MICROFILM/MICROFICHE

AC+68 AC+68 Vital Record. AC=BEFORE 9/1/05, 
RECORDS MICROFILMED 7 YEARS 
AFTER PATIENT DISCHARGED, 
CASE CLOSED, COMPLETED OR 
TERMINATED. THIS RECORD SERIES 
IS RESERVED FOR FACILITIES THAT 
ARE UNABLE TO ISOLATE THE 
INDIVIDUAL MEDICAL RECORDS 
ELIGIBLE FOR DESTRUCTION IN 
AGENCY ITEM #4704.

5017 CLIENT RECORDS - MENTAL 
RETARDATION (CORE AND NON-CORE)

AC+10 AC+10 AC=LAST SERVICE DATE FOR 
PATIENT OR 30TH BIRTHDAY, 
WHICHEVER IS LONGER.   
RETENTION PERIOD COMPLIES 
WITH SIMILAR RECORDS AT DEPT 
OF AGING AND DISABILITY 
SERVICES (DADS). INCLUDES 
COMPREHENSIVE DIAGNOSIS & 
EVALUATION OF MENTAL 
RETARDATION & SUPPORTING 
DOCUMENTS. SEE RELATED 
RECORD AT #6666.

5359 VARIOUS LOGS TRACKING PATIENTS 3 3 INCLUDES COMPL PENDING LABS; 
HL-7 LOGS; ASH BILLINGS 
REPORTS; ENVIR SERVICE 
RECORDS.

5388 HISTORICAL MEDICAL RECORDS AT 
AUSTIN STATE HOSPITAL (1861-1925)

AV AV SELECT MEDICAL RECORDS IN 
BOUND VOLUMES

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5399 HISTORICAL MEDICAL RECORDS AT 
TERRELL STATE HOSPITAL (1885-1965)

AV AV SELECTED MEDICAL RECORDS IN 
BOUND VOLUMES.

5860 DEATH REVIEWS 5 5

5889 MASTER PATIENT INDEX FOR MENTAL 
HEALTH HOSPITALS

PM PM Vital Record. DEPENDING ON 
FACILITY.  (INCLUDES HISTORIC 
RECORDS USED TO IDENTIFY 
CEMETERY PLOTS.) INCLUDES 
PATIENT NAME, MEDICAL RECORD#, 
DATE OF BIRTH, SSN, ADMISSION 
DATE, DISCHARGE DATE.  MAY 
ALSO INCLUDE LAST KNOWN 
ADDRESS AND DISCHARGE 
DIAGNOSIS.

6262 QUALITY CONTROL SHEETS FOR WAIVED 
TESTING (GLUCOMETERS)

FE+2 FE+2

6263 EMERGENCY MEDICAL SYSTEM 
RESPONSE EVALUATIONS

5 5

6264 CPR AND A&D USE EVALUATIONS 5 5

6268 INVENTORY OF PHARMACEUTICALS US+2 US+2 Vital Record. 22TAC§291.75

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6269 PHARMACY MANAGEMENT RECORDS 2 2 Vital Record.  22TAC§291.75.  
INCLUDES DISTRIBUTION OF 
INPATIENT DRUGS RECORDS; 
DISTRIBUTION OF OUTPATIENT 
DRUGS RECORDS; INVENTORY 
CONTROL OF DANGEROUS DRUGS 
& INVOICES; REPACKAGING 
CONTROL LOG; DRUG THERAPY 
MANAGEMENT RECORDS; 
PRESCRIPTIONS; SUPPLIERS 
INVOICES AND CREDIT MEMOS; 
AFTER HOURS LOGS; DESTRUCTION 
LOGS.

6270 DRUG RECALL RECORDS 1 1 Vital Record.

6271 PERMANENT LOG OF PHARMACY STAFF'S 
INITIALS OR IDENTIFICATION CODES 
WHICH WILL IDENTIFY BY NAME

PM PM Vital Record. 22TAC§291.75; Initials or 
identification code shall be unique to 
ensure that each person can be 
identified, i.e., identical initials or 
identification codes cannot be used.

6562 EKG TRACINGS AV AV

6563 EEG TRACINGS AV AV

6564 MENUS US US

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6565 MENUS & NUTRITIONAL ANALYSES 3 3

6566 DIABETIC MEAL PLANS 5 5

6567 WARD PATIENT DIET LISTS 2 MO 2 MO

6568 DIET INSTRUCTION RECORDS 1 1

6569 DIET CONSULTATION SHEETS 2 2

6570 COOK'S WORKSHEET 3 MO 3 MO

6571 FOOD PREFERENCE SURVEYS US US

6572 RECIPES AV AV

6573 FOOD TEMPERATURE RECORDS - 
SERVING LINE

5 5

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6574 PATIENT TRAY MONITORING 5 5

6575 PATIENT NUTRITIONAL STATUS 5 5

6576 DAILY PATIENT COUNT 5 5

6577 DISHWASHER TEMPERATURE RECORDS 5 5

6578 NUTRITIONAL ASSESSMENT 2 MO 2 MO

6657 PATIENT DIETARY RECORDS AC+3 AC+3 AC=LAST PATIENT DISCHARGE

6658 DENIALS (ADMISSIONS) AC 5 AC+5 AS REQUESTED BY MEDICARE. 
AC=DATE OF DENIAL.

6659 OPPORTUNITY TO REGISTER TO VOTE 
FORM

22 MO 22 MO RECORDS PATIENT DECLINATION 
TO REGISTER TO VOTE. Election 
Code Title 2, §20.036(c)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6660 PATIENT REPORTABLE DISEASE AC AC STATE REQUIREMENT; IF RECORD 
IS NOT KEPT IN THE PATIENT 
MEDICAL RECORD THEN THE 
RETENTION PERIOD IS AC (AC=7 
YRS PAST THE DATE THAT THE 
LAST ENCOUNTER OCCURRED OR 
THE PATIENT'S 21ST BIRTHDAY, 
WHICHEVER OCCURS LATER.)

6661 INFECTION CONTROL REPORTS 
(MONTHLY AND ANNUALLY)

4 4 JCAHO REQUIREMENT

6662 INFECTION CONTROL RISK ASSESSMENTS 4 4 JCAHO REQUIREMENT

6663 INFECTION CONTROL - EXPOSURE 30 30 INCLUDES EMPLOYEE AND PATIENT 
EXPOSURES.  EMPLOYEE 
REQUIREMENT FOUND IN OSHA 29 
CFR 1910.1020 (d) (1) & 29 CFR 
1910.1030 (see also # 6560)

6666 DMR (DETERMINATION OF MENTAL 
RETARDATION)

AC+30 AC+30 Vital Record. AC=LAST SERVICE 
DATE OR 21ST BIRTHDAY, 
WHICHEVER IS LATER. RETENTION 
PERIOD COMPLIES WITH SIMILAR 
RECORDS AT DEPT OF AGING AND 
DISABILITY SERVICES (DADS). SEE 
RELATED RECORD AT #5017.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6667 STATE BOARD OF PHARMACY 
CORRESPONDENCE AND NOTIFICATIONS

2 2 ALL NOTIFICATIONS AS REQUIRED 
IN OCCUPATIONAL CODE § 562.106.

6674 PSYCHOLOGICAL TESTING (INDIVIDUAL) 
RAW TEST DATA

AC+30 AC+30 AC=CLIENT'S DISCHARGE OR 21ST 
BIRTHDAY OF MINOR, WHICHEVER 
IS LATER (TO AGREE WITH SAME 
RECORD AT DADS). (TSBEP RULE - 
22 TAC §465.22)

6765 UTILIZATION MANAGEMENT AGREEMENTS 
WITH MENTAL HEALTH AUTHORITY 
(COMMUNITY MENTAL HEALTH CTR)

FE+1 FE+1

6766 MENTAL HEALTH AUTHORITY 
SATISFACTION SURVEY

FE FE

6767 PHARMACY - LOG BOOK OF PATIENT 
PERSONAL MEDICATIONS

AV AV LOG BOOK CAN BE DESTROYED 
WHEN PATIENT IS DISCHARGED.

6768 PHARMACY - MAIL LOG AV AV INCLUDES DOCUMENTATION OF 
MEDICATIONS MAILED TO PATIENT 
OR MHMR CENTER.  DESTROY 
WHEN DELIVERY OF LAST ENTRIES 
HAVE BEEN VERIFIED.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6775 BIOHAZARD WASTE LOG AV AV Waste Log kept until receipt of 
BioHazard Destruction Log #6776

6776 BIOHAZARD DESTRUCTION LOG 3 3 30 TAC §330.1207(3)-Related record at 
#6775

6777 RECALL DOCUMENTATION (NOT DRUG 
RECALL)

LA LA RECALLS FOR FOOD, TOYS, 
ELECTRONICS, AUTOMOBILE 
PARTS. (#6270 drug recalls)

6784 RESEARCH PROTOCOLS 3 3

6785 EXECUTIVE COMMITTEE GOVERNING 
BODY MINUTES

3 3

6786 ENVIRONMENT OF CARE MINUTES (LOCAL) 3 3

6808 LAB REQUISITION FORMS 2 2

6919 QUALITY CONTROL RECORDS - REQUIRED 
FOR JCAHO

3 3 INCLUDES EMERGENCY KIT LOG, 
FIRST AID CART LOG; 
REFRIGERATOR LOG.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6920 NON-MEDICAL STAFF CREDENTIALING 
AND LICENSING RECORDS

AC+5 AC+5 AC=TERMINATION OF 
EMPLOYMENT. Non-medical staff 
include nurses, social workers, 
psychologists, and occupational 
therapists.

6921 NON-MEDICAL STAFF PEER REVIEW 
RECORDS

AC+3 AC+3 AC=DATE OF THE INDIVIDUAL PEER 
REVIEW. Non-medical staff include 
nurses, social workers, psychologists, 
and occupational therapists.  NURSING 
RECORDS ARE CONFIDENTIAL: 
Health and Safety Code 303.006 (e).  
PEER REVIEW PLAN PRESERVED IN 
DSHS POLICY PA-4005.

6923 QUALITY CONTROL RECORDS - NOT 
REQUIRED BY JCAHO

AV AV INCLUDES SHOWER LOG; RAZOR 
LOG.

1.1 5387 JOINT COMMISSION (JCAHO) MEETING 
NOTES

3 3

1.1 5888 ROOT CAUSE ANALYSIS ON SENTINEL 
EVENTS REPORTS

5 5

1.1 6132 ANNUAL OPERATING PLAN AC+3 AC+3 AC=LAST DATE COVERED BY 
ANNUAL PLAN. REQUIRED FOR 
JCAHO

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 6137 DATA INTEGRITY REVIEW / NRI REVIEW AV AV INTERNAL AND EXTERNAL "AUDITS" 
REQUIRED IN MENTAL HEALTH 
HOSPITALS

1.1 6535 MEMBERSHIPS AC 3 AC+3 AC=EXPIRATION OF MEMBERSHIP. 
(INCLUDES SUPERINTENDENT'S 
FINAL APPROVAL FOR PAYMENT OF 
MEMBERSHIPS, LICENSES, AND 
CERTIFICATIONS AT A FACILITY).  
REQUIRED PER SYSTEM 
ADMINISTRATION 407.

1.1 6536 REPORTS / VALUABLES REGISTER LOGS AC 6 AC+6 AC=DISCHARGE OF PATIENT. 
(INCLUDES DISCHARGED PATIENTS 
VALUABLE INVENTORY LIST; 
UNCLAIMED VALUABLE INVENTORY 
LOG; DISCHARGE CLEARANCE LOG)

1.1 6537 SECURITY ACTIVITY REPORTS FE 3 FE+3 (INCLUDES UNSECURED DOOR 
REPORTS; EMERGENCY CODE 
REPORTS; GROUNDS POLICY 
VIOLATION REPORTS; TRAFFIC 
VIOLATIONS; TOBACCO 
VIOLATIONS; INCIDENT REPORTS; 
CHANGE OF SHIFT REPORTS)

1.1 6552 PHYSICIAN'S DELINQUENCIES AV AV Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 6553 JCAHO REPORTS TO MEDICAL STAFF AC+6 AC+6 AC=DATE OF REPORT.

1.1 6554 MEDICARE COMPLIANT VISITS 6 6

1.1 6555 MEDICARE SURVEYS 6 6

1.1 6653 REPORT ON HOSPITAL EVENTS - BY 
FACILITY

AC 3 AC+3 AC=DATE OF THE REPORT TO 
CENTRAL OFFICE. REPORT ON 
NUMBER OF INJURIES NUMBER OF 
RES/SECLUSIONS. RETENTION 
PERIOD BASED ON JCAHO OR 
MEDICARE. INCLUDES MEDICATION 
ERROR LOGS; 24-HR RPT, ROUNDS 
CHECK SHEET.

1.1 6654 REPORT TO GOVERNING BODY - BY 
FACILITY

AC 3 AC+3 AC=DATE WHEN GOVERNING BODY 
APPROVES REPORT. INCLUDES A 
SUMMARY OF THE STAFFING DATA 
SUBMITTED EVERY 6 MONTHS TO 
HOSPITAL SERVICES SECTION 
OFFICE. (RAW DATA TO CREATE 
NURSING STAFF REPORT FOUND IN 
#4726)

1.1 6656 HOSPITAL POLICY AND PROCEDURES - BY 
FACILITY

US+3 US+3 USED BY FACILITY ONLY

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 7264 ELECTION DOCUMENTATION FOR 
COMMITTEES

AC AC AC=THE TERM OF THE INDIVIDUAL 
COMMITTEE MEMBER. INCLUDES 
INDIVIDUAL NOMINATION FORMS, 
BALLOTS AND OTHER LIKE 
RECORDS HAVING TO DO WITH THE 
SELECTION OF EACH MEMBER ON 
THE NURSE STAFFING COMMITTEE.

3.1 204 EMPLOYEE ACCESS TO PROTECTED 
HEALTH INFORMATION (HIPAA 
COMPLIANCE)

US+6 US+6 45 CFR SECTION 164.530(j)(1)-(2); 
SECURITY LEVELS.

3.1 6134 JCAHO/MEDICARE HUMAN RESOURCE 
RECORDS / REPORTS

AV AV OTHER RECORDS AND REPORTS 
REQUIRED FOR JCAHO AND 
MEDICARE NOT SPECIFICALLY 
FOUND ON RETENTION SCHEDULE.  
(SEE ALSO 3.1.002/#6135 JOB 
APPLICATION; 3.1.023/#6136 JOB 
DESCRIPTION; 3.1.026/#4774 
SECURITY CLEARANCE/CRIMINAL 
HISTORY CHECK; 3.1.027/#4775 
TRAINING & ONGOING 
COMPETENCY; 3.1.019/#4769 JOB 
PERFORMANCE; 3.3.010/#2261 
LABOR STATISTICS REPORT; 
3.3.026/#206 STAFFING REPORTS)

3.1 6550 VOLUNTEERS FILES AC+4 AC+4 AC=TERMINATION OF VOLUNTEER 
STATUS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.1 6558 CONTINUOUS QUALITY IMPROVEMENT 
ASSESSMENTS

FE+2 FE+2 Vital Record.

3.1 6560 EMPLOYEE HEALTH SCREENING 
RECORDS - HAZARDOUS MATERIAL, 
BLOODBORNE EXPOSURE, HUMAN BITE, 
TUBERCULOSIS EXPOSURE AND NEEDLE 
STICK INCIDENTS

AC 30 AC+30 AC=TERMINATION OF 
EMPLOYMENT. OSHA 29 CFR 
1910.1020 (d) (1) & 29 CFR 1910.1030. 
SEE RELATED RECORD AT #6663 
INFECTION CONTROL - EXPOSURES.

3.1.014 2291 EMPLOYMENT PHYSICAL EXAMINATIONS - 
HIRED

AC 2 AC+2 Vital Record. AC=DATE OF 
EXAMINATION.

4.1 1716 CANTEEN COUPONS FE 3 FE+3

4.1 3994 CLIENT TRUST FUND FE 3 FE+3

4.1 6130 BILLING AND PAYMENT DETAIL - 
INCLUDES MEDICAID

FE+7 FE+7 BY REGULATION - 1 TAC 354.1004 
(LEGAL CITATION STATES 5 YEARS 
PAST SERVICE DATE.)

4.1 6131 BILLING AND PAYMENT DETAIL - MEDICARE FE+7 FE+7 BY REGULATION - MEDICARE 
HOSPITAL MANUAL HIM-10, SEC. 413 
(B) (REV. NO. 572) (CITATION 
STATES 5 YEARS PAST SERVICE 
DATE).

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.7 2348 REIMBURSEMENT - CLIENT FINANCIAL 
FILES

AC+7 AC+7 MAINTAINED TO MEET MEDICARE 
REQUIREMENTS. AC=LAST PATIENT 
ENCOUNTER.

5.1 5224 SURVEILLANCE FILM 6 MO 6 MO

5.1 6546 GIFT REQUESTS (CHRISTMAS & 
BIRTHDAYS)

FE+1 1 FE+2 COMMUNITY RELATIONS AND 
VOLUNTEER SERVICES

5.1 6547 DONATIONS SLIPS - COMMUNITY 
RELATIONS

AC 3 AC+3 AC=AFTER ALL QUALITY 
ASSURANCE REVIEW AND 
REPORTING IS COMPLETE.  
COMMUNITY RELATIONS AND 
VOLUNTEER SERVICES

5.1 6548 REQUESTS FROM PATIENTS AC 3 AC+3 AC=AFTER ALL QUALITY 
ASSURANCE REVIEW AND 
REPORTING IS COMPLETE.  
COMMUNITY RELATIONS AND 
VOLUNTEER SERVICES

5.1 6549 FUND RAISING MATERIALS AND 
DOCUMENTATION

AC 1 AC+1 AC=AFTER ALL QUALITY 
ASSURANCE REVIEW AND 
REPORTING IS COMPLETE.  
COMMUNITY RELATIONS AND 
VOLUNTEER SERVICES

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.2 5125 UTILITY BILLS & REPORTS FE+5 FE+5 INCLUDES UTILITY REPORTS; 
COPIES OF BILLS PERIODICALLY 
REQUESTED FOR UTILITY PROJECT 
RESOLUTION

5.4 5215 VEHICLE ACCIDENT REPORT - ST-3 CE 5 CE+5 Vital Record.

5.4 5225 ASBESTOS FILES AC CE+30 AC+CE+30 AC=AFTER REPORT, SURVEY, 
INVESTIGATION, AND/OR 
ABATEMENT IS COMPLETED, 
INCLUDES ALL RELATED 
DOCUMENTATION.

5.6.004 4921 LICENSE AND DRIVING RECORD CHECK AC 2 AC+2 AC=UNTIL SUPERSEDED OR 
TERMINATION OF EMPLOYMENT. 
CONTAINS CONFIDENTIAL 
INFORMATION.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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217 CLINICAL INFORMATION SYSTEM- NUCAMS AV AV INFORMATION IS DUPLICATED IN 
PATIENT RECORDS

220 DISEASE INDEX 10 10

227 DISCHARGE INDEX 10 10

359 WORKING FILES-UTILIZATION AND REVIEW FE+1 FE+1 Vital Record.

361 UTILIZATION REVIEW FORMS (MEDICARE 
PATIENTS)

AC+3 AC+3 AC=END OF REVIEW. (FORMS 
RETAINED FOR THE PURPOSE 
THAT  JOINT COMMISSION 
ACCREDITS HOSPITAL EVERY 3 
YEARS)

381 OUTPATIENT CLINIC MASTER INDEX PM PM

382 OUTPATIENT CLINIC MEDICAL RECORDS 10 10 Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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383 EMPLOYEE HEALTH RECORDS 
(SCREENING)

AC+30 AC+30 OSHA 29 CFR 1910.1020 (D) (1); 
AC=TERMINATION OF 
EMPLOYMENT; HEALTH RECORDS: 
IMMUNIZATIONS, PHYSICAL, PPD, X-
RAYS, LAB WORK INITIATED AT TIME 
OF EMPLOYMENT

385 RADIOLOGICAL SERVICES RECORDS AC+10 AC+10 AC=LAST DATE OF TREATMENT; 
RADIOGRAPHIC FILMS, 
MAMMOGRAPHY FILMS, SCANS, 
AND OTHER IMAGE RECORDS AS 
APPROPRIATE

420 OPC PATIENT REGISTERS 5 5 Vital Record. OPC=OUT PATIENT 
CLINIC; ORIGINAL MAINTAINED IN 
FINANCIAL SERVICES

574 MASTER INDEX-RADIOLOGY DEPT. PM PM

958 NEW NUMBER PATIENT LOG BOOK AV AV

1561 MENU & NUTRITIONAL ANALYSES 3 3

1573 MENUS US US

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1576 DIABETIC MEAL PLANS 5 5

1577 WARD PATIENT DIET LISTS 2 MO 2 MO

1581 DIET INSTRUCTION RECORDS 1 1

1582 DIET CONSULTATION SHEETS 2 2

1583 COOKS' WORKSHEETS 3 MO 3 MO

1585 FOOD PREFERENCE SURVEYS US US

1586 RECIPES AV AV

1619 HISTORICAL VOLUNTEER SERVICE 
PROGRAM INFORMATION

AV AV R

1631 CHARGE-OUT FILES 10 10 Vital Record. 3" X 5" CARDS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1632 MASTER INDEX FILES - TEXAS CENTER 
FOR INFECTIOUS DISEASE

PM PM Vital Record. 3" X 5" CARDS

1640 DEATH REGISTER PM PM

1641 BIRTH REGISTER PM PM

1652 MEDICAL RECORDS - TEXAS CENTER FOR 
INFECTIOUS DISEASE

AC AC Vital Record. AC=LATER OF THE 
PATIENT'S 20TH BIRTHDAY OR 10 
YEARS AFTER THE LAST DATE OF 
SERVICE. INCLUDES QUARANTINE 
AND PROTECTIVE ORDERS. WHEN 
THE RECORD IS CONVERTED TO 
MICROFORM THE PAPER VERSION 
MAY BE DESTROYED.

1657 PHYSICIAN DELINQUENT CHART LISTING 3 3 Vital Record.

1681 SURVEILLANCE RECORDS 5 5 INCLUDES TUBERCULOSIS 
SURVEILLANCE CARDS

1707 LIBRARY CARD CATALOG  (PATIENTS) 
(INCLUDES HEALTH SCIENCE LIBRARY)

US US SUBJECT, TITLE, AUTHOR, AND 
SHELF LIST CARDS 3" X 5" CARDS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1708 WITHDRAWN BOOKS (PATIENTS) 3 3 MAIN ENTRY OR BOOK CARD OF 
WITHDRAWN BOOKS, 3" X 5" CARDS

1710 INTERLIBRARY LOANS AC+3 AC+3 3" X 5" CARDS. AC=DATE WHEN 
LOAN WAS COMPLETED.

1712 WITHDRAWN BOOKS/JOURNALS (HEALTH 
SCIENCE LIBRARY)

AC+3 AC+3 AC=DATE OF WITHDRAWAL

1724 PRESCRIPTION FILES 3 3 Vital Record. 4" X 6" & 3" X 8" CARDS

1728 NURSING STATION INSPECTION MANUAL & 
RECORD

2 2

1729 DRUG USAGE REPORT 2 2

1730 NURSING ADMINISTRATION RECORDS 3 3 Vital Record.

1732 PREPACKAGING MANUAL & RECORD 3 3 Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

1742 CULTURE CONFIRMATION BY TEXAS DE-
PARTMENT OF HEALTH

3 3 5" X 3" FORM, STATISTICAL & 
HISTORICAL INFORMATION 
AVAILABLE FROM TDH/DSHS.

1745 REQUEST FORMS-MYCOLOGY (INPATIENT, 
OUTPATIENT, & REGION)

6 MO 6 MO Vital Record. TRANSCRIBED TO 
PATIENT MEDICAL RECORD & 
SPECIMEN LOG WORK SHEET

1746 MYCOLOGY SPECIMEN RESULTS AC+2 AC+2 AC=DATE OF REPORT CONCERNING 
SPECIMENS. CONTAINS PATIENT 
IDENTIFICATION

1749 SPECIMEN LOG AND WORK SHEET 
MYCOLOGY

AC+2 AC+2 AC=DATE OF REPORT CONCERNING 
SPECIMENS.

1755 QUALITY CONTROL RECORDS FE+2 FE+2

1757 QUALITY CONTROL RECORDS  
(MYCOBACTERIOLOGY)

2 2

1759 QUALITY CONTROL (MEDIA) 2 2 BOUND VOLUMES

1765 QUALITY CONTROL RECORDS 
(CHEMISTRY)

2 2

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

1774 BLOOD SMEARS 1 WK 1 WK TRANSFERRED TO COULTER 
PRINTER CARDS BLOOD SMEARS 
TAKEN ON 1" X 3" SLIDES

1777 BLOOD BANK RECEIPT/ISSUE LOGS 5 5 Vital Record. REFERENCE OF 
PATIENT BLOOD TYPE, 
CROSSMATCH INFORMATION

1778 BLOOD BANK PATIENT CARD FILE 5 5 Vital Record. 5" X 7" CARDS, BLOOD 
TYPE, CROSS-MATCH, AND ANTI-
BODYSCREEN DATA

1779 SPECIMEN LOG BOOK 5 5 REFERENCE OF PATIENTS NAMES, 
LOCATION AND TESTS PERFORMED

1780 QUALITY CONTROL RECORDS - SEROLOGY 2 2 BOUND VOLUMES - RECORD OF 
TEST CONTROLS

1782 SEROLOGY SPECIMEN LOG BOOK 2 2

1786 DECEASED PATIENT RECORDS - 
PATHOLOGY

PM PM ALSO MAINTAINED IN PATIENT'S 
MEDICAL RECORDS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1791 SURGICAL ACCESSIONS BOOKS 10 10 IN ACCORD WITH HOSPITAL 
LICENSING STANDARDS ADOPTED 
BY TEXAS BOARD OF HEALTH JULY 
20, 1985

1794 NORMAL GYNECOLOGIC GLASS SLIDES 5 5 1"x 3" GLASS SLIDES

1795 CYTOLOGY LOG BOOK 10 10

1796 ABNORMAL GYNECOLOGIC SLIDES 10 10 1"x 3" GLASS SLIDES

1800 ABNORMAL GYNECOLOGIC CYTOLOGY 
REPORTS

10 10

1801 CYTOLOGY CROSS INDEX CARD FILE 10 10  3"x 5" CARDS

1802 BLOOD UTILIZATION REPORT 10 10

1803 AUTOPSY TISSUE BLOCKS 10 10 1"x 1" PARAFFIN BLOCKS

1804 AUTOPSY TISSUE SECTION SLIDES 10 10 1"x 3" GLASS SLIDES

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1805 SURGICAL TISSUE BLOCKS 10 10 1"X 1" PARAFFIN BLOCKS

1806 SURGICAL TISSUE SECTION SLIDES 10 10 1"x 3" GLASS SLIDES

2681 MEDICAL TRANSCRIPTION AC+6 MO AC+6 MO AC=PATIENT'S DISCHARGE FROM 
HOSPITAL

3102 FOOD TEMPERATURE RECORDS - 
SERVING LINE

5 5

3104 PATIENT TRAY MONITORING 5 5

3108 PATIENT NUTRITIONAL STATUS 5 5

3110 CONSUMPTION RECORD 5 5

3112 DAILY PATIENT COUNT 5 5

3114 DISHWASHER TEMPERATURE RECORDS 5 5

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

3116 NUTRITIONAL ASSESSMENT 5 5

3118 NU-CAMS ORDERS (DIETARY) 2 MO 2 MO

3137 REGISTERS 10 10 Vital Record. INCLUDES 
BRONCHOSCOPIES/ 
BRONCHOGRAMS; INTENSIVE CARE; 
RECOVERY ROOM; ANESTHESIA 
REGISTERS

3138 DAILY INPATIENT CENSUS 10 10 Vital Record.

5158 MEMORANDUM OF TRANSFER (MOT) 5 5 A COPY OF EACH MEMORANDUM OF 
TRANSFER WILL BE RETAINED BY 
BOTH THE TRANSFERRING AND 
RECEIVING HOSPITALS AND FILED 
SEPARATELY FROM THE PATIENT'S 
MEDICAL RECORD IN A MANNER 
THAT WILL FACILITATE ITS 
INSPECTION BY DSHS.  THE 
MEMORANDUM WILL BE RETAINED 
FOR 5 YEARS FROM THE DATE OF 
TRANSFER (TITLE 25 PART 1 
CHAPTER 133 SUBCHAPTER C RULE 
133.44)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

1.1 226 OUTPATIENT CLINIC ACTIVITY MONTHLY 
REPORT

5 5

1.1 376 CURRENT YEAR ADMISSION SLIPS PM PM

1.1 1701 PRINTS (PHOTOS & NEGATIVES) AV AV PHOTOGRAPHIC - PRINTS & 
NEGATIVES

1.1 1702 SASCH HISTORICAL FILE AV AV VIDEO TAPE

1.1 1703 SASCH HISTORICAL FILE AV AV R HOSPITAL REGULATIONS, STUDIES, 
STATE LAWS, ETC.

1.1 1731 NURSING COUNTS OF CONTROLLED 
SUBSTANCE

AC+3 AC+3 Vital Record. AC=DATE OF THE 
COUNT.

1.1 3120 HOSPITAL DISCHARGE DATA 
CERTIFICATION LETTER - THCIC

5 5 Vital Record.

1.1 3124 HCFA 339 PROVIDER COST REPORT 
REIMBURSEMENT QUESTIONNAIRES

5 5

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 3125 WORKFORCE CONTRACT QUARTERLY 
REPORT

5 5 Vital Record. COMPUTER PRINT-OUT, 
PAPER

1.1 3133 BLUE CROSS BLUE SHIELD STATUS 
REPORT

7 7

1.1 3141 MEDICAL RECORDS MONTHLY 
STATISTICAL REPORT

FE+5 FE+5 Vital Record.

1.1 3142 MEDICAL RECORDS ANNUAL STATISTICAL 
REPORT

10 10 Vital Record.

1.1 5206 ACKNOWLEDGEMENT OF RECEIPT OF 
PRIVACY NOTICE (HIPAA)

AC AC RETAINED BY DSHS HOSPITALS AS 
DIRECT CARE PROVIDERS AS PART 
OF THE MEDICAL RECORD.  AC=10 
YRS AFTER LAST DATE OF SERVICE, 
OR UNTIL PATIENT'S 21ST 
BIRTHDAY, WHICHEVER COMES 
LATER.

1.1.008 360 CORRESPONDENCE, PHYSICIAN (MEDICAL 
STAFF) (LIMITED TO DOCUMENTING THE 
ROUTINE OPERATIONS OF THE POLICIES, 
PROGRAMS, SERVICES OR PROJECTS.)

1 1 INCLUDES SOME E-MAIL.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1.071 4761 RULES, POLICIES AND PROCEDURES-
WORKING FILES

AC+3 AC+3 R Vital Record. AC=COMPLETION OR 
TERMINATION OF PROGRAM, 
RULES, POLICIES OR PROCEDURES.

2.1 1661 DIAGNOSTIC RELATED GROUPING & 
CODING FILES

AV AV Vital Record.

3.1 357 ACTIVE AND INACTIVE CREDENTIALS 
FILES (ON STAFF PHYSICIANS)

5 5 Vital Record.

3.1 3153 CONTINUOUS QUALITY IMPROVEMENT 
ASSESSMENTS

FE+2 FE+2 Vital Record. PAPER, ELECTRONIC

3.1 3157 PERSONNEL INFORMATION FILES AC+5 AC+5 AC=TERMINATION OF EMPLOYMENT

3.2.001 403 EMPLOYEE DEDUCTION AUTHORIZATION AC+1 4 AC+5 Vital Record. AC=AFTER 
TERMINATION OF EMPLOYEE OR  
AFTER AMENDMENT, EXPIRATION, 
OR TERMINATION OF 
AUTHORIZATION, WHICHEVER 
SOONER. (Kept with Employee 
Personnel file, #5864)

3.3 3103 STAFF VARIANCES 5 5

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.3.020 368 WORK SCHEDULES (OD ROSTER) (DUTY 
ROSTERS, TASK ASSIGNMENTS)

1 1 Vital Record.

3.3.030 1571 SAFETY TRAINING (NON-HAZARDOUS) US+2 US+2 (MATERIALS AND RECORDS FOR IN-
HOUSE TRAINING OF AGENCY 
PERSONNEL OF POLICES AND 
PROCEDURES.)  TRAINING 
MATERIAL NOT FOUND IN TRAIN OR 
AccessHR. (DOES NOT INCLUDE 
HAZARDOUS MATERIAL TRAINING 
RECORDS).

4.1.002 1725 DRUG INVOICES FE+3 FE+3 Vital Record.

4.1.002 3119 INTERAGENCY BILLINGS FE+1 4 FE+5 HOSPITAL IS REQUIRED TO KEEP 
THESE RECORDS FOR FIVE YEARS

4.3 422 TRAVEL LOGS (FISCAL) FE+1 2 FE+3 Vital Record.

4.3.003 421 PROFESSIONAL FEE LOGS FE+1 2 FE+3 Vital Record.

4.4.002 424 ACCOUNTS RECEIVABLE LISTING FE 5 FE+5 Vital Record. MAINTAINED TO MEET 
MEDICARE REQUIREMENTS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.4.002 425 PATIENT FINANCIAL FILES AC 5 AC+5 Vital Record. MAINTAINED TO MEET 
MEDICARE REQUIREMENTS. 
AC=LAST PATIENT ENCOUNTER.

4.5 1669 HOSPITAL ARPB FINANCIAL RECORDS AC+5 AC+5 AC=DATE OF MEDICARE/MEDICAID 
REIMBURSEMENT.

4.5 3132 MEDICARE AND MEDICAID HOSPITAL AND 
PHYSICIAN REMITTANCE ADVICE BINDERS

10 10

4.5.001 430 MEDICARE COST REPORT WORKPAPERS FE+2 3 FE+5 REQUIRED BY MEDICARE

4.5.002 3131 MONTHLY FINANCIAL STATEMENT 5 5 HOSPITAL IS REQUIRED TO RETAIN 
FOR FIVE YEARS

4.5.003 370 ANNUAL REPORTS - THOSE NOT 
REQUIRED BY MEDICARE

AC+6 AC+6 Vital Record. AC=DATE OF FINAL 
REPORT. COPY MAINTAINED AT 
DSHS.

4.5.005 434 ANNUAL REPORTS - REQUIRED BY 
MEDICARE

FE+1 4 FE+5 REQUIRED BY MEDICARE

4.5.005 435 MEDICARE COST REPORTS FE+2 3 FE+5 REQUIRED BY MEDICARE

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

TEXAS CENTER FOR INFECTIOUS DISEASE673  -

State of Texas
Records Retention Schedule

Page 267

10.
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4.5.005 3122 MEDICAID COST REPORTS 5 5 RETENTION IS BASED ON FEDERAL 
REQUIREMENTS.

4.7.004 965 CAPITAL ASSET RECORDS LA+3 LA+3 Vital Record.

4.7.012 3143 SIGNATURE CARDS FOR MEDICAL 
RECORD DOCUMENTATION

US+FE+3 US+FE+3

5.1 219 CORRESPONDENCE BOOK (OUT-PATIENT 
CLINIC)

PM PM PATIENTS' MEDICAL INFORMATION

5.2 577 INVENTORY STOCK CARDS FE+3 FE+3

5.2 1572 TEMPERATURE RECORDS 
(REFRIGERATION EQUIPMENT)

FE+1 MO FE+1 MO

5.2 1575 MANUFACTURER RECALL 
DOCUMENTATION

LA LA Vital Record.

5.2 1589 COLD STORAGE INVENTORIES US US

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.2 1682 DEPARTMENT AUTOCLAVING RECORDS AC+1 AC+1 AC=DATE OF QUALITY ASSURANCE 
REVIEW.

5.2 1709 ACCESSION RECORDS (LIBRARY) LA LA

5.2 1760 AUTOCLAVE CHARTS 10 10 Vital Record. CONTAINS PATIENT 
IDENTIFICATION

5.2 3163 HOSPITAL MATERIALS 
MANAGEMENT/INVENTORY AP/GL 
FINANCIAL RECORDS

FE+3 FE+3

5.3 977 FIXED ASSET HAND RECEIPT FE+3 FE+3 Vital Record. COMPUTER PRINT OUT 
AND PAPER

5.4 3154 MEDICAL WASTE MANAGEMENT REPORTS 30 30

5.4.003 1775 BLOOD BANK MAINTENANCE LOGS 10 10 CHARTS - TEMPERATURE CHARTS 
OF REFRIGERATORS, FREEZERS, & 
INCUBATORS; RETENTION IS CAP 
AND CLIA REQUIREMENT

5.4.007 561 SAFETY TRAINING - HAZARDOUS 
MATERIALS

30 30 RETENTION IS A CAP AND CLIA 
REQUIREMENT.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.4.007 3134 HAZMAT DRILLS 5 5 Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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103 OUTPATIENT SURGERY RECORDS AC AC INCLUDES MICROFILM. AC=LATER 
OF THE PATIENT'S 20TH BIRTHDAY 
OR 10 YEARS AFTER THE LAST 
DATE OF SERVICE. (Health and Safety 
Code Title 4, §241.103)

112 DISCHARGE LOG PM PM

128 CENSUS REPORT-MHMR 1 1

129 PHYSICIANS INDEX PM PM

175 DEATH REGISTER PM PM

179 MASTER PATIENT INDEX PM PM

184 OPERATIVE INDEX PM PM

185 DISEASE INDEX PM PM

186 PATIENT LISTING 1 1

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1345 QUALITY CONTROL RECORDS - REQUIRED 
FOR JCAHO

3 3 INCLUDES EMERGENCY KIT LOG; 
FIRST AID CART LOG; 
TEMPERATURE RECORDS 
(REFRIGERATION EQUIPMENT)

1346 CYTOLOGY LOG BOOK 1 1

1440 ROOM ASSIGNMENT SHEETS 3 3

1441 MEDICAL WASTE INCINERATION LOGS 2 2

3373 REGISTER OF OPERATIONS (SURGICAL) PM PM Vital Record. LISTING OF DAILY 
OPERATIONS PERFORMED; PT. 
NAME,#, DATE, TIME OF 
ANESTHESIA, OPERATION 
PERFORMED, 
DIAGNOSIS,PHYSICIAN, 
ANESTHESIOLOGIST

3395 WORKING FILES-UTILIZATION AND REVIEW FE+1 FE+1 Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3397 UTILIZATION REVIEW FORMS (MEDICARE 
PATIENTS)

AC+3 AC+3 AC=END OF REVIEW. (FORMS 
RETAINED FOR THE PURPOSE 
THAT  JOINT COMMISSION 
ACCREDITS HOSPITAL EVERY 3 
YEARS)

3417 MASTER CARD INDEX FOR MEDICAL 
EXAMS

AC AC AC=LATER OF THE PATIENT'S 20TH 
BIRTHDAY OR 10 YEARS AFTER THE 
LAST DATE OF SERVICE.  CARDS TO 
BE RETAINED AS LONG AS THE 
MEDICAL RECORDS #3418

3418 OUTPATIENT CLINIC MEDICAL RECORDS AC AC Vital Record. INCLUDES MICROFILM. 
AC=LATER OF THE PATIENT'S 20TH 
BIRTHDAY OR 10 YEARS AFTER THE 
LAST DATE OF SERVICE. (Health and 
Safety Code Title 4, §241.103)

3421 OUTPATIENT X-RAYS AC+5 AC+5 AC=DATE OF X-RAY. RADIOGRAPHIC 
FILMS, MAMMOGRAPHY FILMS. 42 
CFR 482.26(d)(2)

3476 INVENTORIES OF STOCK BALANCES FE+3 FE+3

3650 MENUS US US

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3651 GROCERY & SUPPLY ORDER 
WORKSHEETS

1 1

3653 DIABETIC MEAL PLANS 5 5

3654 WARD PATIENT DIET LISTS 2 MO 2 MO

3655 NOURISHMENT LIST US US

3656 ADMISSION & DISCHARGE SHEETS PM PM

3657 PERSONAL FOOD PREFERENCE LISTS 2 2

3658 DIET INSTRUCTION RECORDS 1 1

3659 DIET CONSULTATION SHEETS 2 2

3660 COOKS' WORKSHEETS 3 MO 3 MO

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

3661 COOKS' TALLY SHEETS AV AV

3662 FOOD PREFERENCE SURVEYS US US

3663 RECIPES AV AV

3664 MENU & NUTRITIONAL ANALYSES 3 3

3666 COLD STORAGE INVENTORIES US US

3667 PATIENT RECORDS (SURGERY) AC AC Vital Record. INCLUDES MICROFILM. 
AC=LATER OF THE PATIENT'S 20TH 
BIRTHDAY OR 10 YEARS AFTER THE 
LAST DATE OF SERVICE. (Health and 
Safety Code Title 4, §241.103)

3696 HISTORICAL VOLUNTEER SERVICE 
PROGRAM INFORMATION

AV AV R

3708 CHARGE-OUT FILES 10 10 Vital Record. 3" X 5" CARDS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3718 BIRTH REGISTER 20 20

3729 MEDICAL RECORDS (FORMERLY SOUTH 
TEXAS HEALTH CARE SYSTEM)

AC AC Vital Record. INCLUDES MICROFILM. 
AC=LATER OF THE PATIENT'S 20TH 
BIRTHDAY OR 10 YEARS AFTER THE 
LAST DATE OF SERVICE. (Health and 
Safety Code Title 4, §241.103)

3734 PHYSICIAN DELINQUENT CHART LISTING 3 3

3745 INCOMPLETE MEDICAL RECORD FILE AC AC Vital Record. INCLUDES MICROFILM.  
CONTAINS PATIENT'S MEDICAL 
RECORDS WHICH NEED 
PHYSICIAN'S SIGNATURES; 
AC=LATER OF THE PATIENT'S 20TH 
BIRTHDAY OR 10 YEARS AFTER THE 
LAST DATE OF SERVICE. (Health and 
Safety Code Title 4, §241.103)

3757 VIDEO SURVEILLANCE CAMERA 
MAINTENANCE INSPECTION LOG

AC+3 AC+3 AC=DATE OF LAST MAINTENANCE

3758 VIDEO SURVEILLANCE FOOTAGE REVIEW 
LOG

1 1 SEE RELATED RECORD #7120 
SURVEILLANCE FILM.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
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3759 DEPARTMENT AUTOCLAVING RECORDS AC+1 AC+1 AC=DATE OF QUALITY ASSURANCE 
REVIEW. SEE RELATED RECORD 
#3837 AUTOCLAVE CHARTS.

3784 LIBRARY CARD CATALOG  (PATIENTS) 
(INCLUDES HEALTH SCIENCE LIBRARY)

US US SUBJECT, TITLE, AUTHOR, AND 
SHELF LIST CARDS 3" X 5" CARDS

3785 WITHDRAWN BOOKS (PATIENTS) 3 3 MAIN ENTRY OR BOOK CARD OF 
WITHDRAWN BOOKS, 3" X 5" CARDS

3787 INTERLIBRARY LOANS AC+3 AC+3 3" X 5" CARDS. AC=DATE WHEN 
LOAN WAS COMPLETED.

3789 WITHDRAWN BOOKS/JOURNALS (HEALTH 
SCIENCE LIBRARY)

AC+3 AC+3 AC=DATE OF WITHDRAWAL

3801 PRESCRIPTION FILES 2 2 Vital Record.

3802 DRUG INVOICES 3 3 Vital Record.

3806 DRUG USAGE REPORT 2 2

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3807 NURSING ADMINISTRATION RECORDS 
CONTROLLED SUBSTANCES

3 3 Vital Record.

3809 PREPACKAGING MANUAL & RECORD 3 3 Vital Record.

3810 AZT CONTROL MANUAL & RECORD (AIDS 
DRUGS)

3 3 Vital Record.

3822 REQUEST FORMS-MYCOLOGY (INPATIENT, 
OUTPATIENT, & REGION)

6 MO 6 MO Vital Record. TRANSCRIBED TO 
PATIENT MEDICAL RECORD & 
SPECIMEN LOG-WORK SHEET

3823 MYCOLOGY SPECIMEN RESULTS AC+2 AC+2 CONTAINS PATIENT 
IDENTIFICATION; 
AC=SUBSPECIALTY RETIRED

3837 AUTOCLAVE CHARTS 3 3 Vital Record. CONTAINS BIOHAZARD 
WASTE DOCUMENTATION.  SEE 
ALSO BIOHAZARD DESTRUCTION 
LOG - 30 TAC 330.1207(3). SEE 
RELATED RECORDS: #3759 
DEPARTMENT AUTOCLAVING 
RECORDS AND #7067 BIOHAZARD 
DESTRUCTION LOG

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3854 BLOOD BANK RECEIPT/ISSUE LOGS 5 5 Vital Record. REFERENCE OF 
PATIENT BLOOD TYPE, 
CROSSMATCH INFORMATION

3855 BLOOD BANK PATIENT CARD FILE 5 5 Vital Record. 5" X 7" CARDS, BLOOD 
TYPE, CROSS-MATCH, AND ANTI-
BODY SCREEN DATA

3857 QUALITY CONTROL RECORDS - SEROLOGY 2 2 BOUND VOLUMES - RECORD OF 
TEST CONTROLS

3863 DECEASED PATIENT RECORDS - 
PATHOLOGY

AC AC ALSO MAINTAINED IN PATIENT'S 
MEDICAL RECORDS; PAPER, 
MICROFILM. AC=LATER OF THE 
PATIENT'S 20TH BIRTHDAY OR 10 
YEARS AFTER THE LAST DATE OF 
SERVICE (Health and Safety Code Title 
4, §241.103)

3868 SURGICAL ACCESSIONS BOOKS 10 10 IN ACCORD WITH HOSPITAL 
LICENSING STANDARDS ADOPTED 
BY TEXAS BOARD OF HEALTH JULY 
20, 1985

3877 ALL GYNECOLOGIC CYTOLOGY REPORTS 10 10

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3879 BLOOD UTILIZATION REPORT 10 10

7025 USDA NATIONAL SCHOOL LUNCH AND 
BREAKFAST PROGRAM

AC+3Y90DA AC+3Y90DA AC=END OF PROGRAM YEAR;  ALL 
AUDIT REQUIREMENTS MUST BE 
MET BEFORE RECORDS MAY BE 
DESTROYED.

7026 ABUSE AND NEGLECT FILES (INCLUDES 
ALLEGATIONS)

AC AC Vital Record. AC=10 YEARS FROM 
THE DATE OF THE COMMISSION OF 
THE OFFENSE OR 10 YEARS FROM 
THE 18TH BIRTHDAY OF THE VICTIM, 
WHICHEVER IS LONGER.  (CODE OF 
CRIMINAL PROCEDURE ART. 12.01) 
IF BIOLOGICAL MATERIAL IS 
COLLECTED, A NEW RECORD 
SERIES WITH AN UNLIMITED (AV) 
RETENTION PERIOD MUST BE USED.

7027 CLIENT INJURY REPORTS CE+30 CE+30 BASED ON ASSESSMENTS KEPT IN 
MEDICAL RECORD. SEE #7031 
INVESTIGATION RECORDS.

7028 CLINICAL / MEDICAL X-RAYS AC+5 AC+5 AC=DATE OF X-RAY. RADIOGRAPHIC 
FILMS, MAMMOGRAPHY FILMS. 42 
CFR 482.26(d)(2)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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7029 CONTROLLED SUBSTANCE RECORDS 2 2 Vital Record.  22TAC§291.75. 
PHARMACY MANAGEMENT RECORD; 
(INCLUDES DEA 222; POWER OF 
ATTORNEY; DEA 441; DEA 106; 
ADMINISTRATION LOGS; ANNUAL 
INVENTORY RECORDS.

7030 HUMAN RADIATION EXPERIMENTS PM PM Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

RIO GRANDE STATE CENTER684  -

State of Texas
Records Retention Schedule

Page 281

10.

106 Number
11. TSLAC only
Amend. No

7031 CLIENT RECORDS- MENTAL HEALTH 
(CORE AND NON-CORE)

AC+10 AC+10 Vital Record. AC=LAST SERVICE 
DATE FOR PATIENT OR 30TH 
BIRTHDAY, WHICHEVER IS LONGER.  
CORE RECORDS INCLUDE 
MOVEMENT LOG; DEMOGRAPHIC 
DATA FOR ADULT OR 
CHILD/ADOLESCENT; PSYCHIATRIC 
EVALUATION; MEDICAL 
HISTORY/REVIEW OF SYSTEMS; 
PHYSICAL EXAM; ABNORMAL 
INVOLUNTARY MOVEMENT SCALE; 
SOCIAL ASSESSMENT; DENTAL 
RECORD INITIAL EXAM REPORT; 
DENTAL PROGRESS/TREATMENT 
RECORD; PSYCHOLOGICAL 
ASSESSMENT; MEDICAL 
EVALUATION REPORT; SOCIAL 
INFORMATION REPORT; 
DEVELOPMENTAL ASSESSMENT 
REPORT; MEDICAID REIMBUREMENT 
FORM; DISCHARGE/FURLOUGH 
SUMMARY; DEATH SUMMARY; 
AFTERCARE LOG; IMMUNIZATION 
RECORD;  NUTRITION SCREEN AND 
NUTRITION CONSULT/REFERRAL;  
CONTINUITY OF CARE; FORENSIC 
RECORDS (INCLUDES 46.02/.03 AND 
46-B'S); DANGEROUS REVIEW 
BOARD HEARINGS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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7032 CLIENT RECORDS (CORE AND NON-CORE)-
MICROFILM/MICROFICHE

AC+68 AC+68 Vital Record. AC=BEFORE 9/1/05, 
RECORDS MICROFILMED 7 YEARS 
AFTER PATIENT DISCHARGED, 
CASE CLOSED, COMPLETED OR 
TERMINATED. THIS RECORD SERIES 
IS RESERVED FOR FACILITIES THAT 
ARE UNABLE TO ISOLATE THE 
INDIVIDUAL MEDICAL RECORDS 
ELIGIBLE FOR DESTRUCTION IN 
AGENCY ITEM #7031.

7033 CLIENT RECORDS - MENTAL 
RETARDATION (CORE AND NON-CORE)

AC+10 AC+10 AC=LAST SERVICE DATE FOR 
PATIENT OR 30TH BIRTHDAY, 
WHICHEVER IS LONGER.   
RETENTION PERIOD COMPLIES 
WITH SIMILAR RECORDS AT DEPT 
OF AGING AND DISABILITY 
SERVICES (DADS). INCLUDES 
COMPREHENSIVE DIAGNOSIS & 
EVALUATION OF MENTAL 
RETARDATION & SUPPORTING 
DOCUMENTS. SEE RELATED 
RECORD AT #7059.

7034 DESIGNATED RECORD SETS US+6 US+6 Vital Record. HIPAA COMPLIANCE - 
DOCUMENTATION OF DESIGNATED 
RECORD SETS, INCLUDING MEDICAL 
RECORDS, BILLING RECORDS, 
MEDICAID RECORDS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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7035 VARIOUS LOGS TRACKING PATIENTS 3 3 INCLUDES COMPL PENDING LABS; 
HL-7 LOGS; ASH BILLINGS 
REPORTS; ENVIR SERVICE 
RECORDS

7036 DEATH REVIEWS 5 5

7037 QUALITY CONTROL SHEETS FOR WAIVED 
TESTING (GLUCOMETERS)

FE+2 FE+2

7038 EMERGENCY MEDICAL SYSTEM 
RESPONSE EVALUATIONS

5 5

7039 CPR AND A&D USE EVALUATIONS 5 5

7040 INVENTORY OF PHARMACEUTICALS US+2 US+2 Vital Record. 22TAC§291.75

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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7041 PHARMACY MANAGEMENT RECORDS 2 2 Vital Record.  22TAC§291.75.  
INCLUDES DISTRIBUTION OF 
INPATIENT DRUGS RECORDS; 
DISTRIBUTION OF OUTPATIENT 
DRUGS RECORDS; INVENTORY 
CONTROL OF DANGEROUS DRUGS 
& INVOICES; REPACKAGING 
CONTROL LOG; DRUG THERAPY 
MANAGEMENT RECORDS; 
PRESCRIPTIONS; SUPPLIERS 
INVOICES AND CREDIT MEMOS; 
AFTER HOURS LOGS; DESTRUCTION 
LOGS.

7042 DRUG RECALL RECORDS 1 1 Vital Record.

7043 PERMANENT LOG OF PHARMACY STAFF'S 
INITIALS OR IDENTIFICATION CODES 
WHICH WILL IDENTIFY BY NAME

PM PM Vital Record. 22TAC§291.75; Initials or 
identification code shall be unique to 
ensure that each person can be 
identified, i.e., identical initials or 
identification codes cannot be used.

7044 EKG TRACINGS AV AV

7045 EEG TRACINGS AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

RIO GRANDE STATE CENTER684  -

State of Texas
Records Retention Schedule

Page 285

10.

106 Number
11. TSLAC only
Amend. No

7046 FOOD TEMPERATURE RECORDS - 
SERVING LINE

5 5

7047 PATIENT TRAY MONITORING 5 5

7048 PATIENT NUTRITIONAL STATUS 5 5

7049 DAILY PATIENT COUNT 5 5

7050 DISHWASHER TEMPERATURE RECORDS 5 5

7051 NUTRITIONAL ASSESSMENT 2 MO 2 MO

7052 PATIENT DIETARY RECORDS AC+3 AC+3 AC=LAST PATIENT DISCHARGE

7053 DENIALS (ADMISSIONS) AC+5 AC+5 AS REQUESTED BY MEDICARE. 
AC=LAST SERVICE DATE

7054 OPPORTUNITY TO REGISTER TO VOTE 
FORM

3 3 RECORDS PATIENT DECLINATION 
TO REGISTER TO VOTE

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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7055 PATIENT REPORTABLE DISEASE AC AC STATE REQUIREMENT; IF RECORD 
IS NOT KEPT IN THE PATIENT 
MEDICAL RECORD THEN THE 
RETENTION PERIOD IS AC (AC=7 
YRS PAST THE DATE THAT THE 
LAST ENCOUNTER OCCURRED OR 
THE PATIENT'S 21ST BIRTHDAY, 
WHICHEVER OCCURS LATER.)

7056 INFECTION CONTROL REPORTS 
(MONTHLY AND ANNUALLY)

4 4 JCAHO REQUIREMENT

7057 INFECTION CONTROL RISK ASSESSMENTS 4 4 JCAHO REQUIREMENT

7058 INFECTION CONTROL - EXPOSURE 30 30 INCLUDES EMPLOYEE AND PATIENT 
EXPOSURES.  EMPLOYEE 
REQUIREMENT FOUND IN OSHA 29 
CFR 1910.1020 (d) (1) & 29 CFR 
1910.1030 (see also # 7055)

7059 DMR (DETERMINATION OF MENTAL 
RETARDATION)

AC+30 AC+30 Vital Record. AC=LAST SERVICE 
DATE OR 21ST BIRTHDAY, 
WHICHEVER IS LATER. RETENTION 
PERIOD COMPLIES WITH SIMILAR 
RECORDS AT DEPT OF AGING AND 
DISABILITY SERVICES (DADS). SEE 
RELATED RECORD AT #7033.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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7060 STATE BOARD OF PHARMACY 
CORRESPONDENCE AND NOTIFICATIONS

2 2 ALL NOTIFICATIONS AS REQUIRED 
IN OCCUPATIONAL CODE § 562.106.

7061 PSYCHOLOGICAL TESTING (INDIVIDUAL) 
RAW TEST DATA

AC+30 AC+30 AC=CLIENT'S DISCHARGE OR 21ST 
BIRTHDAY OF MINOR, WHICHEVER 
IS LATER (TO AGREE WITH SAME 
RECORD AT DADS). (TSBEP RULE - 
22 TAC §465.22)

7062 UTILIZATION MANAGEMENT AGREEMENTS 
WITH MENTAL HEALTH AUTHORITY 
(COMMUNITY MENTAL HEALTH CTR)

FE+1 FE+1

7063 MENTAL HEATLH AUTHORITY 
SATISFACTION SURVEY

FE FE

7064 PHARMACY - LOG BOOK OF PATIENT 
PERSONAL MEDICATIONS

AV AV LOG BOOK CAN BE DESTROYED 
WHEN PATIENT IS DISCHARGED.

7065 PHARMACY - MAIL LOG AV AV INCLUDES DOCUMENTATION OF 
MEDICATIONS MAILED TO PATIENT 
OR MHMR CENTER.  DESTROY 
WHEN DELIVERY OF LAST ENTRIES 
HAVE BEEN VERIFIED.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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7066 BIOHAZARD WASTE LOG AV AV Waste Log kept until receipt of 
BioHazard Destruction Log #7067

7067 BIOHAZARD DESTRUCTION LOG 3 3 30 TAC §330.1207(3)-Related records 
at #7066 & #3837.

7068 RECALL DOCUMENTATION (NOT DRUG 
RECALL)

LA LA RECALLS FOR FOOD, TOYS, 
ELECTRONICS, AUTOMOBILE 
PARTS. (#7042 drug recalls)

7069 RESEARCH PROTOCOLS 3 3

7070 EXECUTIVE COMMITTEE GOVERNING 
BODY MINUTES

3 3

7071 ENVIRONMENT OF CARE MINUTES (LOCAL) 3 3

7072 LAB REQUISITION FORMS 2 2

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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7073 NON-MEDICAL STAFF CREDENTIALING 
AND LICENSING RECORDS

AC+5 AC+5 AC=TERMINATION OF 
EMPLOYMENT. Non-medical staff 
include nurses, social workers, 
psychologists, and occupational 
therapists.

7074 NON-MEDICAL STAFF PEER REVIEW 
RECORDS

AC+3 AC+3 AC=DATE OF THE INDIVIDUAL PEER 
REVIEW. Non-medical staff include 
nurses, social workers, psychologists, 
and occupational therapists.  NURSING 
RECORDS ARE CONFIDENTIAL: 
Health and Safety Code 303.006 (e).  
PEER REVIEW PLAN PRESERVED IN 
DSHS POLICY PA-4005.

7075 QUALITY CONTROL RECORDS - NOT 
REQUIRED BY JCAHO

AV AV INCLUDES SHOWER LOG; RAZOR 
LOG.

1.1 3203 ACKNOWLEDGEMENT OF RECEIPT OF 
PRIVACY NOTICE (HIPAA)

AC AC RETAINED BY DSHS HOSPITALS AS 
DIRECT CARE PROVIDERS AS PART 
OF THE MEDICAL RECORD.  AC=10 
YRS AFTER LAST DATE OF SERVICE, 
OR UNTIL PATIENT'S 21ST 
BIRTHDAY, WHICHEVER COMES 
LATER.

1.1 3412 ADMISSION LOGS PM PM

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

RIO GRANDE STATE CENTER684  -

State of Texas
Records Retention Schedule

Page 290

10.

106 Number
11. TSLAC only
Amend. No

1.1 3808 NURSING COUNTS OF CONTROLLED 
SUBSTANCE

AC+3 AC+3 Vital Record. AC=DATE OF THE 
COUNT

1.1 7076 JOINT COMMISSION (JCAHO) MEETING 
NOTES

3 3

1.1 7077 ROOT CAUSE ANALYSIS ON SENTINEL 
EVENTS REPORTS

5 5

1.1 7078 DATA INTEGRITY REVIEW / NRI REVIEW AV AV INTERNAL AND EXTERNAL "AUDITS" 
REQUIRED IN MENTAL HEALTH 
HOSPITALS

1.1 7079 MEMBERSHIPS AC+3 AC+3 AC=EXPIRATION OF MEMBERSHIP. 
(INCLUDES SUPERINTENDENT'S 
FINAL APPROVAL FOR PAYMENT OF 
MEMBERSHIPS, LICENSES, AND 
CERTIFICATIONS AT A FACILITY).  
REQUIRED PER SYSTEM 
ADMINISTRATION 407.

1.1 7080 REPORTS / VALUABLES REGISTER LOGS AC+6 AC+6 AC=DISCHARGE OF PATIENT. 
(INCLUDES DISCHARGED PATIENTS 
VALUABLE INVENTORY LIST; 
UNCLAIMED VALUABLE INVENTORY 
LOG; DISCHARGE CLEARANCE LOG)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 7081 SECURITY ACTIVITY REPORTS FE+3 FE+3 (INCLUDES UNSECURED DOOR 
REPORTS; EMERGENCY CODE 
REPORTS; GROUNDS POLICY 
VIOLATION REPORTS; TRAFFIC 
VIOLATIONS; TOBACCO 
VIOLATIONS; INCIDENT REPORTS; 
CHANGE OF SHIFT REPORTS)

1.1 7082 PHYSICIAN'S DELINQUENCIES AV AV Vital Record

1.1 7083 JCAHO REPORTS TO MEDICAL STAFF AC+6 AC+6 AC=DATE OF REPORT

1.1 7084 MEDICARE COMPLIANT VISITS 6 6

1.1 7085 MEDICARE SURVEYS 6 6

1.1 7086 REPORT ON HOSPITAL EVENTS - BY 
FACILITY

AC+3 AC+3 AC=DATE OF THE REPORT TO 
CENTRAL OFFICE. REPORT ON 
NUMBER OF INJURIES NUMBER OF 
RES/SECLUSIONS. RETENTION 
PERIOD BASED ON JCAHO OR 
MEDICARE. INCLUDES MEDICATION 
ERROR LOGS; 24-HR RPT, ROUNDS 
CHECK SHEET.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 7087 REPORT TO GOVERNING BODY-BY 
FACILITY

AC+3 AC+3 AC=DATE OF REPORT

1.1 7088 HOSPITAL POLICY AND PROCEDURES-BY 
FACILITY

US+3 US+3 USED BY FACILITY ONLY

2.1 3738 DIAGNOSTIC RELATED GROUPING & 
CODING FILES

AV AV Vital Record.

3.1 3393 ACTIVE AND INACTIVE CREDENTIALS 
FILES (ON STAFF PHYSICIANS)

AC+75 AC+75 Vital Record. AC=TERMINATION OF 
EMPLOYMENT. Includes Credential 
files; Records, discussions, and 
deliberations relating to credentialing 
and peer quality review and 
improvement activities;  Quality 
assurance files specific to medical staff 
members; Committee, department, and 
general staff meeting minutes related to 
Credentialing and Privileging only;  
Other documents pertinent to the 
medical staff organization including 
records that may be needed to defend 
the hospital against legal action; 
Privileging files that outline privileges 
granted and any issues with reduced 
privileges (includes physicians and other 
licensed practitioners as PA’s, NP’s, and 
Psychology PhD’s, Podiatrists, and 
Dentists.)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.1 3419 EMPLOYEE HEALTH SCREENING 
RECORDS - HAZARDOUS MATERIAL, 
BLOODBORNE EXPOSURE, HUMAN BITE, 
TUBERCULOSIS EXPOSURE AND NEEDLE 
STICK INCIDENTS

AC+30 AC+30 AC=TERMINATION OF 
EMPLOYMENT.  HEALTH RECORDS, 
IMMUNIZATIONS, PHYSICALS, PPD, 
X-RAYS, LAB WORK INITIATED AT 
TIME OF EMPLOYMENT. RETENTION 
PERIOD COMPLIES WITH OSHA 29 
CFR 1910.1020 (D) (1) & 29 CFR 
1910.1030

3.1 7090 EMPLOYEE ACCESS TO PROTECTED 
HEALTH INFORMATION (HIPAA 
COMPLIANCE)

US+6 US+6 45 CFR SECTION 164.530(j)(1)-(2); 
SECURITY LEVELS.

3.1 7091 EMPLOYEE VACCINATION RECORDS 10 10 Vital Record. RETENTION PERIOD 
FOR IMMUNIZATION RECORDS IS 10 
YEARS.  MAY INCLUDE OTHER 
EMPLOYEE HEALTH RECORDS 
SUCH AS X-RAYS, SCANS, TESTS.  
(SEE 3.1 / #3419 EMPLOYEE 
EXPOSURE RECORDS)

3.1 7092 JCAHO/MEDICARE HUMAN RESOURCE 
RECORDS / REPORTS

AV AV OTHER RECORDS AND REPORTS 
REQUIRED FOR JCAHO AND 
MEDICARE NOT SPECIFICALLY 
FOUND ON RETENTION SCHEDULE.  
(SEE MENTAL HEALTH HOSPITAL 
SCHEDULE FOR LIST OF HUMAN 
RESOURCE RECORDS ON DSHS 
SCHEDULE.)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.1 7093 VOLUNTEERS FILES AC+4 AC+4 AC=TERMINATION OF VOLUNTEER 
STATUS.

3.1 7094 CONTINUOUS QUALITY IMPROVEMENT 
ASSESSMENTS

FE+2 FE+2 Vital Record.

3.1.006 7095 EMPLOYEE COUNSELING RECORDS AC+3 AC+3 AC=TERMINATION OF COUNSELING. 
KEEP THIS RECORD SEPARATE 
FROM PERFORMANCE APPRAISAL.

3.1.013 7096 EMPLOYMENT CONTRACTS AC+4 AC+4 Vital Record. AC=EXPIRATION OR 
TERMINATION OF THE CONTRACT 
ACCORDING TO ITS TERMS. 
(INCLUDES STAFF-SOCIAL WORK; 
DOCTORS; PHYSICAL THERAPISTS)

3.1.026 7097 SECURITY CLEARANCE/CRIMINAL 
HISTORY CHECKS

AC AC AC=THE CRIMINAL HISTORY 
RECORD HAS SERVED THE 
IMMEDIATE PURPOSE FOR WHICH IT 
WAS OBTAINED.  AccessHR 
ASSUMED THIS FUNCTIONALITY IN 
MAY 2005.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.2.001 3438 EMPLOYEE DEDUCTION AUTHORIZATION AC+5 AC+5 Vital Record. AC=AFTER 
TERMINATION OF EMPLOYEE OR  
AFTER AMENDMENT, EXPIRATION, 
OR TERMINATION OF 
AUTHORIZATION, WHICHEVER 
SOONER. (Kept with Employee 
Personnel file, #5864)

3.3.020 3404 WORK SCHEDULES (DUTY ROSTER, TASK 
ASSIGNMENTS)

1 1 Vital Record.

3.3.030 7098 TRAINING ADMINISTRATION RECORDS US+2 US+2 (MATERIALS AND RECORDS FOR IN-
HOUSE TRAINING OF AGENCY 
PERSONNEL OF POLICES AND 
PROCEDURES.)  TRAINING 
MATERIAL NOT FOUND IN TRAIN OR 
AccessHR. (DOES NOT INCLUDE 
HAZARDOUS MATERIAL TRAINING 
RECORDS).

3.4 116 REQUESTS FOR COMP/OVERTIME (B-
53,AP-3,AP-2)

5 5

3.4.006 7099 TIME CARDS AND TIME SHEETS 4 4 40 TAC 815.106(i)

4.1 7100 CANTEEN COUPONS FE+3 FE+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.1 7101 CLIENT TRUST FUND FE+3 FE+3

4.1 7102 BILLING AND PAYMENT DETAIL - 
INCLUDES MEDICAID

FE+7 FE+7 BY REGULATION - 1 TAC 354.1004 
(LEGAL CITATION STATES 5 YEARS 
PAST SERVICE DATE.)

4.1 7103 BILLING AND PAYMENT DETAIL - MEDICARE FE+7 FE+7 BY REGULATION - MEDICARE 
HOSPITAL MANUAL HIM-10, SEC. 413 
(B) (REV. NO. 572) (CITATION 
STATES 5 YEARS PAST SERVICE 
DATE).

4.1.001 7104 ACCOUNTS PAYABLE INFORMATION FE+3 FE+3

4.1.005 7105 INVENTORY AND OTHER COSTS FILES 
(INCLUDES COUPON BOOK LOG SHEETS, 
CANTEEN AND FOOD SERVICE)

FE+3 FE+3

4.2.001 7106 CASH DEPOSIT VOUCHERS FE+4 FE+4 RETENTION BASED ON FEDERAL 
GUIDELINES

4.2.001 7107 SALES JOURNALS OR REGISTERS FE+3 FE+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.2.007 7109 EXPENDITURE VOUCHERS FE+3 FE+3

4.3 3455 OUTPATIENT CLINIC REGISTERS PM PM Vital Record. PERMANENT 
RETENTION IS REQUIRED FOR 
FUTURE REFERENCE ON PATIENT 
HISTORY.

4.3 3457 TRAVEL LOGS FE+3 FE+3 Vital Record.

4.3.002 7110 RECEIPTS, JOURNALS, REGISTERS FE+3 FE+3

4.3.003 7111 EXPENDITURES JOURNALS OR REGISTERS FE+3 FE+3

4.4.001 3472 ANNUAL OPERATING PLAN AC+3 AC+3 Vital Record.  AC=DATE OF 
APPROVED OPERATING PLAN.  
REQUIRED BY JOINT COMMISSION.

4.4.002 3460 PATIENT FINANCIAL FILES AC+5 AC+5 Vital Record. MAINTAINED TO MEET 
MEDICARE REQUIREMENTS. 
AC=LAST PATIENT ENCOUNTER.

4.4.002 7112 ACCOUNTS RECEIVABLE LEDGERS FE+5 FE+5 MAINTAINED TO MEET MEDICARE 
REQUIREMENTS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.4.002 7113 ACCOUNTS RECEIVABLE LEDGERS / 
DONOR FILES

FE+3 FE+3 Vital Record. VITAL WHEN 
CONTACTING FAMILY MEMBERS, 
ETC.

4.4.003 7114 ACCOUNTS PAYABLE LEDGERS FE+3 FE+3

4.5.001 3465 MEDICARE COST REPORT WORKPAPERS FE+5 FE+5 REQUIRED BY MEDICARE

4.5.005 3470 MEDICARE COST REPORTS FE+5 FE+5 REQUIRED BY MEDICARE

4.7 7115 REIMBURSEMENT - CLIENT FINANCIAL 
FILES

AC+7 AC+7 Vital Record. MAINTAINED TO MEET 
MEDICARE REQUIREMENTS. 
AC=LAST PATIENT ENCOUNTER.

4.7.003 7116 RETURNED CHECKS / WARRANTS / 
DRAFTS (UNCOLLECTABLE)

AC+3 AC+3 AC=AFTER DEEMED 
UNCOLLECTABLE

4.7.004 7117 CAPITAL ASSET RECORDS LA+3 LA+3

4.7.009 7118 FIXED ASSET SEQUENTIAL NUMBER LOG US+3 US+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4.7.012 7119 SIGNATURE AUTHORIZATIONS US+FE+3 US+FE+3

5.1 7120 SURVEILLANCE FILM 6 MO 6 MO SEE RELATED RECORD #3758 
SURVEILLANCE RECORDS.

5.1 7121 GIFT REQUESTS (CHRISTMAS & 
BIRTHDAYS)

FE+2 FE+2 COMMUNITY RELATIONS & 
VOLUNTEER SERVICES.

5.1 7122 DONATION SLIPS - COMMUNITY 
RELATIONS

AC+3 AC+3 AC=AFTER ALL QUALITY 
ASSURANCE REVIEW AND 
REPORTING IS COMPLETE. 
COMMUNITY RELATIONS & 
VOLUNTEER SERVICES.

5.1 7123 REQUESTS FROM PATIENTS AC+3 AC+3 AC=AFTER ALL QUALITY 
ASSURANCE REVIEW AND 
REPORTING IS COMPLETE. 
COMMUNITY RELATIONS & 
VOLUNTEER SERVICES.

5.1 7124 FUND RAISING MATERIALS AND 
DOCUMENTATION

AC+1 AC+1 AC=AFTER ALL QUALITY 
ASSURANCE REVIEW AND 
REPORTING IS COMPLETE. 
COMMUNITY RELATIONS & 
VOLUNTEER SERVICES.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.1.003 7125 DELIVERY REPORTS 2 2

5.1.005 7126 POSTAGE RECORDS FE+3 FE+3

5.1.007 7127 REQUISITION FOR IN-AGENCY / INTER-
AGENCY COPY/PRINTING SERVICE

AV AV

5.1.011 7128 PHOTOCOPIER AND TELEFAX USAGE 
LOGS AND REPORTS

AV AV

5.1.014 7129 OFFICE PROCEDURES US+1 US+1

5.2 3786 ACCESSION RECORDS (LIBRARY) LA LA

5.2 7130 UTILITY BILLS & REPORTS FE+5 FE+5 INCLUDES UTILITY REPORTS; 
COPIES OF BILLS PERIODICALLY 
REQUESTED FOR UTILITY PROJECT 
RESOLUTION

5.2.005 7131 CALIBRATION (EQUIPMENT OR 
INSTRUMENT)

10 10

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.2.006 7132 CERTIFICATE OF DESTRUCTION OF 
PROPERTY

FE+3 FE+3

5.2.015 7133 NOTICES OF EQUIPMENT REMOVED FROM 
INVENTORY

FE+3 FE+3

5.2.017 7135 LOST AND STOLEN PROPERTY REPORTS FE+3 FE+3

5.2.018 7136 QUALITY CONTROL REPORTS 2 2

5.2.021 7138 SURPLUS PROPERTY SALE REPORTS FE+3 FE+3

5.2.023 7139 YEAR-TO-DATE ACTIVITY (INVENTORY 
LISTINGS)

FE+3 FE+3

5.2.025 7140 EQUIPMENT DESCRIPTION AND 
SPECIFICATION

AC+2 AC+2 AC=EQUIPMENT IS NO LONGER IN 
THE AGENCY.

5.3.002 7141 FREIGHT BILL PAID FE+3 FE+3

5.3.003 7142 FREIGHT CLAIMS AC+2 AC+2 AC=RESOLUTION OF CLAIM

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.3.007 7143 BID DOCUMENTATION FE+3 FE+3

5.3.008 7144 PURCHASING LOG FE+3 FE+3

5.4 3852 BLOOD BANK MAINTENANCE LOGS 5 5 CHARTS - TEMPERATURE CHARTS 
OF REFRIGERATORS, FREEZERS, & 
INCUBATORS

5.4 7145 ASBESTOS FILES AC+CE+30 AC+CE+30 AC=AFTER REPORT, SURVEY, 
INVESTIGATION, AND/OR 
ABATEMENT IS COMPLETED, 
INCLUDES ALL RELATED 
DOCUMENTATION.

5.4 7146 INCIDENT REPORTS/ACCIDENT/INJURY 
REPORTS OF NON-STATE EMPLOYEES ON 
STATE PROPERTY

AC AC Vital Record. L-33 FORMS.  
CONVENIENCE COPY.  RECORD 
COPY SENT TO HHS-RISK 
MANAGEMENT.  AC=STATUTE OF 
LIMITATIONS; CLAIMANT REQUIRED 
TO GIVE NOTICE OF INJURY WITHIN 
6 MONTHS OF THE INCIDENT OR 
THE ACTION IS BARRED (UNLESS 
THERE IS ACTUAL KNOWLEDGE OF 
THE INJURY IN THE AGENCY); 
ACTION BARRED IF SUIT NOT FILED 
WITHIN 2 YEARS FROM THE DATE 
OF THE INJURY.  (SEE 1.1.048 IF 
INJURY RESULTS IN LAWSUIT)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.4.002 7148 EVACUATION PLANS US US

5.4.004 7149 FIRE ORDERS AC+3 AC+3 AC=DEFICIENCY CORRECTED

5.4.008 7150 HAZARD COMMUNICATION PLANS US+5 US+5 Vital Record

5.4.009 7151 WORKPLACE CHEMICAL LISTS 30 30 HEALTH & SAFETY CODE 502.005(d) 
REQUIRES THIS LIST FOR AMOUNTS 
OF CHEMICALS OVER 55 GALLONS, 
500 POUNDS OR IN EXCESS OF 
CERTAIN AMOUNTS FOR CERTAIN 
HIGHLY TOXIC OR DANGEROUSLY 
HAZARDOUS CHEMICALS.

5.4.011 7152 VISITOR CONTROL REGISTER 3 3

5.4.012 7153 SECURITY ACCESS RECORDS AC+2 AC+2 Vital Record. AC=UNTIL 
SUPERSEDED, DATE OF 
EXPIRATION, OR DATE OF 
TERMINATION, WHICHEVER 
SOONER.

5.5.001 7154 BILLING DETAIL - TELECOMMUNICATIONS 
(OTHER THAN TEX-AN)

FE+3 FE+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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5.5.002 7155 LONG DISTANCE TELEPHONE LOGS AV AV

5.5.006 7156 BILLING DETAIL - TELECOMMUNICATIONS 
(TEX-AN)

FE+3 FE+3

5.5.007 7157 DISPUTED CALL DOCUMENTATION FE+3 FE+3 (INCLUDES DOCUMENTS 
EVIDENCING REPAYMENT BY 
EMPLOYEES FOR PERSONAL LONG 
DISTANCE USE.)

5.6.003 7158 INSPECTION REPAIR & MAINTENANCE 
RECORDS - VEHICLES

LA+1 LA+1

5.6.004 7159 LICENSE AND DRIVING RECORD CHECK AC+2 AC+2 AC=UNTIL SUPERSEDED OR 
TERMINATION OF EMPLOYMENT. 
CONTAINS CONFIDENTIAL 
INFORMATION.

5.6.005 7160 VEHICLE USE REPORTS - MILEAGE 
REPORTS

FE+3 FE+3 INCLUDES MILEAGE, FUEL/OIL 
CONSUMPTION, PASSENGERS 
CARRIED AND OTHER RELATED 
INFORMATION.

5.6.007 7161 VEHICLE TITLES AND REGISTRATION LA LA

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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208 INSPECTION OOB AC+3 AC+3 AC = DATE WAS CLOSED/OUT OF 
BUSINESS

735 BULK MILK TANKER INSPECTION FORM 1 1

740 FROZEN DESSERT MANUFACTURING 
PLANT (INSPECTIONS)

3 3

742 FEDERAL CHECK RATING RECORDS  
(COMPLIANCE & ENFORCEMENT)

US US

744 PASTEURIZATION PLANT INSPECTIONS 3 3 INCLUDES TRANSF/RCVG, SINGLE 
SERVE, NON-GRADE A 
MANUFACTURER

745 WATER BACTERIOLOGY ANALYSIS 3 3

755 PRODUCER DAIRY INSPECTIONS 3 3 INCLUDES RETAIL RAW

757 PESTICIDE,VITAMIN, PATHOGEN, 
AFLATOXIN FILES

3 3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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758 RETAIL DAIRY PRODUCT ANALYSIS 3 3 INCLUDES RETAIL RAW, FROZEN 
DESSERTS, SINGLE SERVE.

761 RAW MILK ANALYSIS 3 3

2942 FEDERAL MILK MARKET REPORT 
(BUTTERFAT CONTENT OF DAIRY 
PRODUCTS)

US US

2962 POSITIVE LOAD REPORTING FORM 3 3

3325 FEDERAL MARKET ADMINISTRATOR 
DEGRADE/REGRADE

3 3

4734 FIELD CERTIFICATION (SEALERS) US US

4766 HAULER REPORT & SAMPLER 
EVALUATIONS

US US

4767 STATE RATING SANITATION AND 
ENFORCEMENT

AC AC AC=UNTIL SUPERSEDED OR 2 
YEARS, WHICHEVER IS SOONER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1 4732 COMPLAINTS - CONSUMER AC+2 AC+2 AC=FINAL DISPOSITION OF THE 
COMPLAINT.

1.1 4733 EQUIPMENT TEST 3 3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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2207 EMERGENCY RESPONSE DRILLS-FINAL 
REPORT

PM PM

2208 RADIOACTIVE MATERIAL DOWN HOLE 
STORAGE

PM PM

2209 ESCALATING ENFORCEMENT PM PM AFTER CLOSURE, MICROFILM AND 
DESTROY PAPER COPY, BECOMES 
PART OF #4290 PERMITS

2210 PERMITS - LRICS DATABASE PM PM UPDATED DAILY

3258 RADIOGRAPHER (RADIATION SAFETY 
TRAINING CERTIFICATION)

AC AC Vital Record. AC=AFTER FILE IS 
COMPLETE. BECOMES PART OF 
PERMIT FILE WHICH IS RETAINED 
PERMANENTLY AS REQUIRED BY 
NUCLEAR REGULATORY 
COMMISSION; DATABASE UPDATED 
DAILY; SEE #4290.

4290 PERMITS PM PM MICROFILM & HOLD PAPERS 1 YR 
THEN DESTROY PAPER.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4302 WASTE BURIAL SITES PM PM Vital Record. KEEP PAPER COPY 
UNTIL THE END OF THE CALENDAR 
YEAR, THEN MICROFILM.

4303 BLUE PRINTS/MAPS FOR PERMITS PM PM Vital Record. MICROFILM PAPER 
AFTER CE+11. PERMANENT 
RETENTION REQUIRED BY NUCLEAR 
REGULATORY COMMISSION.

4306 WASTE MANIFESTS AV AV Vital Record. MICROFILM WHEN AV & 
DESTROY HARD COPY BECOMES 
PART OF PERMIT FILE #4290

4309 X-RAY FILM EXPOSED FOR INSPECTION CE+2 CE+2 X-RAY FILMS

4323 REGISTRATIONS - X-RAY TRENDS 
(SURVEYS)

5 5 MICROFILM & DESTROY HARD COPY

4324 THERMOLUMINESCENT DOSIMETERS 
(RAM & X-RAY) - (READING LEVELS OF 
RADIATION)

PM PM BECOMES PART OF PERMIT FILE 
#4290. RETENTION PERIOD 
CHANGED TO PERMANENT, PER 
LEGISLATIVE MANDATE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4325 THERMOLUMINESCENT DOSIMETER 
CALIBRATION

PM PM BECOMES PART OF PERMIT FILE 
#4290. RETENTION PERIOD 
CHANGED TO PERMANENT, PER 
LEGISLATIVE MANDATE.

4326 THERMOLUMINESCENT DOSIMETER 
QUARTERLY REPORTS

CE+3 CE+3 BECOMES PART OF PERMIT FILE 
#4290

4331 SITE SURVEILLANCE MONITORING PM PM Vital Record. BECOMES PART OF 
PERMIT FILE #4290

4344 COMPLIANCE CODING SHEETS CE+2 CE+2 DESTROY COPY

4358 ENGINEERING DRAWINGS - SOURCE & 
DEVICE FOR LICENSE

PM PM BECOMES PART OF PERMIT FILE 
#4290. TDH/DSHS RULE 401.058(B)

4359 SUPER COLLIDER - ENVIRONMENTAL PM PM PAPER MICROFILMED AT END OF 
CALENDAR YEAR AND DESTROYED.

4361 COMPLAINT/INCIDENT FILES PM PM HARD COPY WHEN MICROFILMED 
AS A PART OF #4290

4367 COMPLAINTS BY COUNTY PM PM PAPER MICROFILMED AND 
DESTROYED.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4372 NUCLEAR REGULATORY COMMISSION/ 
LICENSES & AMENDMENTS - NUCLEAR 
REACTOR POWER PLANTS

PM PM Vital Record. PAPER MICROFILMED 
AT END OF CALENDAR YEAR AND 
DESTROYED.

5234 ELECTRICAL TRANSMISSION LINES 
(EVALUATION OF HAZARDOUS EMISSION 
FROM ELECTRICAL POWER LINES 
SURVEY)

PM PM PAPER MICROFILMED AND 
DESTROYED. MICROFILM 
RETENTION PERIOD CHANGED TO 
PERMANENT, PER LEGISLATIVE 
MANDATE.

5235 MICROWAVE (EVALUATION OF 
HAZARDOUS EMISSIONS SURVEY)

PM PM PAPER MICROFILMED & 
DESTROYED. MICROFILM 
RETENTION PERIOD CHANGED TO 
PERMANENT, PER LEGISLATIVE 
MANDATE.

5474 AUDIOMETER FILES PM PM MICROFILM STORED AT Regulatory - 
Radiation; DESTROY HARD COPY. 
MICROFILM RETENTION PERIOD 
CHANGED TO PERMANENT, PER 
LEGISLATIVE MANDATE.

5476 SONIC FILES (SURVEYS TO DETERMINE 
HAZARDOUS POTENTIAL)

PM PM MICROFILM STORED AT Regulatory - 
Radiation.  PAPER MICROFILMED & 
DESTROYED. MICROFILM 
RETENTION PERIOD CHANGED TO 
PERMANENT, PER LEGISLATIVE 
MANDATE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6277 "ERAMS" ENVIRONMENTAL RADIATION 
AMBIANT MONITORING SYSTEM (AIR 
FILTER RECORDS) DSHS STATE BUILDINGS

PM PM

1.1 3260 RADIOGRAPHER - 
EXAMINATIONS/APPLICATIONS

US US Vital Record.

1.1 5525 NRC PROGRAM REVIEW EVALUATION PM PM Vital Record. NRC REQUIRES 
PERMANENT RETENTION. PAPER 
MICROFILMED & DESTROYED.

1.1 5527 TECHNICAL ASSISTANCE RECORDS PM PM Vital Record. PAPER MICROFILMED & 
DESTROYED.

1.1 5528 NRC AGREEMENT STATE PROCEDURES CE CE DESTROY HARD COPY; ON NRC 
WEB PAGE

1.1 5530 NRC INFORMATION NOTICES CE CE CE DESTROY; INFORMATION ON 
NRC WEB PAGE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1.007 3195 CORRESPONDENCE, ADMINISTRATIVE 
(LIMITED TO FORMULATION, PLANNING, 
IMPLEMENTATION, INTERPRETATION, 
MODIFICATION, OR REDEFINITION OF THE 
PROGRAMS, SERVICES OR PROJECTS & 
THE ADMINISTRATIVE REGULATIONS, 
POLICIES AND PROCEDURES THAT 
GOVERN THEM.)

AV AV Vital Record. MICROFILMED & HARD 
COPY DESTROYED SEE #3261.

1.1.007 3261 CORRESPONDENCE, ADMINISTRATIVE 
(LIMITED TO FORMULATION, PLANNING, 
IMPLEMENTATION, INTERPRETATION, 
MODIFICATION, OR REDEFINITION OF THE 
PROGRAMS, SERVICES OR PROJECTS & 
THE ADMINISTRATIVE REGULATIONS, 
POLICIES AND PROCEDURES THAT 
GOVERN THEM.)

PM PM Vital Record. SEE #3195.  
PERMANENT RETENTION SET BY 
NUCLEAR REGULATORY 
COMMISSION.

1.1.008 4371 NUCLEAR REGULATORY COMMISSION/ 
GENERAL CORRESPONDENCE

PM PM AT CALENDER END, MICROFILM AND 
DESTROY HARD COPY.  
PERMANENT RETENTION IS 
REQUIRED BY NUCLEAR 
REGULATORY COMMISSION.

1.1.020 3210 PUBLIC INFORMATION REQUESTS - NOT 
EXEMPTED

AC+1 AC+1 BECOMES PART OF PERMIT FILE 
SEE #4290; AC=DATE REQUEST IS 
FULFILLED; INCLUDES WRITTEN 
REQUESTS FOR PUBLICATIONS 
(TEXAS GOVT CODE 552.002)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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1.1.058 3206 MEETING AGENDA & MINUTES FOR THE 
TEXAS RADIATION ADVISORY BOARD

PM PM A Vital Record.  AC=WHEN 
MICROFILMED. PERMANENT 
RETENTION PERIOD SET BY 
NUCLEAR REGULATORY 
COMMISSION.

1.1.067 3223 MONTHLY ACTIVITY REPORTS FE+4 FE+4 MOST CONTRACTS ARE FOR FOUR 
YEARS AND THIS INFORMATION 
MUST BE RETAINED FOR THE 
DURATION OF CONTRACTS TO 
SHOW ACTIVITIES PERFORMED 
RELATED TO CONTRACTS.

1.1.069 3232 FIELD ACTIVITIES/INSPECTOR 
EVALUATIONS

5 5 RETENTION REQUIRED TO MEET 
NUCLEAR REGULATORY 
COMMISSION AUDIT REQUIREMENTS

1.1.070 2159 TEXAS REGULATIONS FOR THE CONTROL 
OF RADIATION (RULES)

PM PM R UPDATED DAILY.

1.1.070 5477 TEXAS REGULATIONS FOR THE CONTROL 
OF RADIATION RULES- FINAL

PM PM R Vital Record. MICROFILM. RETENTION 
PERIOD SET BY NUCLEAR 
REGULATORY COMMISSION.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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1.3.001 3216 PUBLICATIONS PM PM A RETENTION PERIOD SET BY 
NUCLEAR REGULATORY 
COMMISSION.  FOR NEW 
PUBLICATIONS PRINTED AT HHS 
PRINTING, HHS PRINTING SENDS 
COPIES TO STATE PUBLICATIONS 
CLEARINGHOUSE/DSHS LIBRARY.  
FOR NEW PUBLICATIONS PRINTED 
ELSEWHERE, SEND COPIES TO HHS 
PRINTING FOR DISTRIBUTION TO 
CLEARINGHOUSE / LIBRARY.

3.1 2179 RESUMES OF STAFF PM PM RETENTION REQUIRED BY NUCLEAR 
REGULATORY COMMISSION.

3.1.027 2184 TRAINING & EDUCATIONAL RECORDS AC+5 AC+5 MAINTAINED FOR NRC REVIEW; 
GIVEN TO TRAINING COORDINATOR 
TO RECORD IN AccessHR 
DATABASE; INDIVIDUAL MAINTAINS 
CONVENIENCE COPY IN 
PERFORMANCE APPRAISAL.  
AC=TERMINATION OF EMPLOYEE.

3.3 2188 PERSONNEL MONITORING EXPOSURE 
REPORTS

PM PM FOR PAST AND PRESENT 
EMPLOYEES, REQUIRED BY NRC;  
AFTER TERMINATION, MICROFILM 
AND DESTROY PAPER COPIES

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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11. TSLAC only
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4.2.002 2194 CASH RECEIPTS PM PM PART OF PERMIT FILE, WHICH MUST 
BE RETAINED PERMANENTLY DUE 
TO NUCLEAR REGULATORY 
COMMISSION REQUIREMENTS

4.2.002 2195 ACCOUNT RECEIVABLE LEDGERS PM PM PART OF PERMIT FILE, MUST BE 
RETAINED PERMANENTLY AS 
REQUIRED BY NUCLEAR 
REGULATORY COMMISSION

4.5.006 2196 ANNUAL OPERATING BUDGETS PM PM AFTER BUDGET YEAR, MICROFILM 
HARD COPY AND DESTROY PAPER, 
PERMANENT RETENTION REQUIRED 
BY NUCLEAR REGULATORY 
COMMISSION

5.1.001 3306 CONTRACTS (FEDERAL):  NRC, ACR, 
RADEF, WIPP, UMTRA, CRCPD, PANTEX, 
MQSA/FDA,  SW REGION OF FDA 
AGREEMENT, SOUTHERN STATES 
ENERGY BD, RAD MON-NRC, ASNT, DOT, 
TNRCC

PM PM Vital Record. PAPER DESTROYED 
WHEN MICROFILMED.  MICROFILM 
KEPT PERMANENTLY. RETENTION 
REQUIRED BY NUCLEAR 
REGULATORY COMMISSION.

5.1.001 3308 TEXAS COMMISSION ON ENVIRONMENTAL 
QUALITY (TCEQ/TNRCC) & TDH/DSHS LOW 
LEVEL WASTE CONTRACT

PM PM Vital Record. PAPER DESTROYED 
WHEN MICROFILMED.  MICROFILM 
KEPT PERMANENTLY. RETENTION 
REQUIRED BY NUCLEAR 
REGULATORY COMMISSION.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records 
Series Item 

#

5. Agency 
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

REGULATORY SERVICES - RADIATION709  -

State of Texas
Records Retention Schedule

Page 317

10.

106 Number
11. TSLAC only
Amend. No

5.2.005 5479 CALIBRATION (EQUIPMENT & 
INSTRUMENTS) FOR RADIATION 
DETECTION

PM (M) PM PAPER DESTROYED WHEN 
MICROFILMED (CE+3).  MICROFILM 
KEPT PERMANENTLY. RETENTION 
REQUIRED BY NUCLEAR 
REGULATORY 
COMMISSION.INCLUDES 
EQUIPMENT, SERVICE HISTORY, 
MAINTENANCE

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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146 RABIES DATABASE PM PM THIS ITEM IS A COMBINATION OF 
THE OLD RIR AND A SEPARATE DB 
WITH SUBMISSIONS DATING FROM 
1987 TO 2007

150 SLIDES OF DISEASE CONDITIONS US US 35MM SLIDES

152 PLAGUE AND RABIES SURVEILLANCE 
FILES

AV AV

1353 HUMAN RABIES DATABASE PM PM

1354 RABIES BIOLOGICALS DISTRIBUTION 
DATABASE

PM PM

1355 DATABASE OF HUMAN DEATHS CAUSED 
BY ANIMAL BITES/STINGS

PM PM

3992 ORAL RABIES VACCINATION PROGRAM 
DATA

PM PM Vital Record.

3993 ORAL RABIES VACCINATION PROGRAM 
PROTOCOL

PM PM Vital Record.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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4541 NEGATIVE RABIES TEST RESULTS FROM 
VARIOUS LABORATORIES

CE+1 CE+1

5151 CENTRAL OFFICE AMMO INVENTORY FE+3 FE+3 INVENTORY TAKEN TWICE A YEAR. 
INCLUDES RECEIVING, 
DISTRIBUTION FORM.

5153 EMPLOYEE AMMO INVENTORY AC+3 AC+3 SHOWS USE AND WHAT WAS 
RECEIVED. AC=DATE OF INVENTORY

5155 ANNUAL ELIGIBILITY AFFADAVIT AC+5 AC+5 SEND SIGNED FORM TO HHS-
HUMAN RESOURCES FOR IMAGING 
TO EMPLOYEE PERSONNEL FILE. 
AC=TERMINATION OF EMPLOYEE

5160 FIREARMS AND FIELD SKILLS TRAINING AC+5 AC+5 TRAINING COMPLETION MUST BE 
SENT TO HHS-HUMAN RESOURCES 
FOR IMAGING TO EMPLOYEE 
PERSONNEL FILE. AC=TERMINATION 
OF EMPLOYEE

5789 ZOONOTIC (RABIES) INCIDENCE REPORTS AV AV INCLUDES NON-NEGATIVE TEST 
RESULTS AND MABs AND PCRs. 
DATABASE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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6210 DANGEROUS WILD ANIMAL DATABASE FE+2 FE+2 (2-YEAR RETENTION PERIOD 
REFERS TO THE DATA IN THE 
DATABASE; AND NOT TO THE 
WHOLE DATABASE.)

6211 APPROVED EUTHANASIA COURSES 5 5 CE.

6212 DATABASE OF STUDENTS WHO 
ATTENDED THE EUTHANASIA COURSE

5 5 CE

1.1 3991 ANIMAL CONTROL OFFICER EXAMS AND 
ROSTERS

CE+3 CE+3 TESTS OFFERED AT THE END OF 
TRAINING NON-DSHS INDIVIDUALS. 
LEGISLATURE MANDATES THAT 
DSHS PROVIDE TRAINING. Health 
and Safety Code 823 & 829.

1.1 6139 ZOONOTIC DISEASE INVESTIGATIONS 
(HUMAN)

AV AV RECORDS ORIGINATE IN THE 
REGIONS AND ARE FORWARDED TO 
CENTRAL OFFICE.

1.1 6140 ZOONOTIC DISEASE INVESTIGATIONS 
(ANIMAL)

AV AV RECORDS ORIGINATE IN THE 
REGIONS AND ARE FORWARDED TO 
CENTRAL OFFICE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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3.1 2431 BACKGROUND CHECKS AV AV BACKGROUND CHECK 
DOCUMENTATION FOR ELIGIBILITY 
TO USE FIREARMS INCLUDING 
CONCEALED HANDGUN LICENSE; 
"GRANDFATHER" APPROVAL FROM 
TDH; ACKNOWLEDGEMENT OF DPS 
CRIMINAL HISTORY CHECK.

3.1 4829 EMPLOYEE JOB MANDATED 
IMMUNIZATION RECORDS

AC+5 AC+5 Vital Record.  AC=TERMINATION OF 
EMPLOYMENT. RESULTS OF TITER 
REPORTS, BOOSTERS, AND 
IMMUNIZATIONS MUST BE SENT TO 
HHS-HUMAN RESOURCES FOR 
IMAGING TO EMPLOYEE 
PERSONNEL FILE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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161 MEAT INSPECTION PLANTS FILE (database 
or spreadsheet)

US US

163 TALMADGE-AIKEN EMPLOYEE 
CREDENTIAL DOCUMENTATION

US US

165 MEAT INSPECTION COMPLAINT/VIOLATION 
FILE AND LOG

AC+3 AC+3 AC=COMPLAINT SETTLED. 
INCLUDES MSA-17-2 AND MSA-17-2C

167 MEAT INSPECTION PLANT FILES AC+3 AC+3 AC=DATE OF COMPLETION OF THE 
INSPECTION OF PLANT

168 BLUEPRINTS - RENDERING PLANTS AC+3 AC+3 AC=CLOSING OF PLANTS

170 COMPLIANCE FILES AC+3 AC+3 AC=COMPLAINT SETTLED. 
INCLUDES MSA-62 & MSA-63.

171 MEAT LABEL FILES AC AC FILE CONTAINS "TRADE SECRETS" 
(MEAT PRODUCT RECIPES) 
AC=DISCONTINUING THE USE OF 
THE LABEL. INCLUDES Z-1.

172 VIOLATIONS FILES AC+10 AC+10 AC=COMPLAINT SETTLED

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7

A7
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174 VOIDED LICENSES AND PERMITS 
(RENDERING)

FE+3 FE+3

1449 SANITATION REPORTS AC+6MO 2Y6MO AC+3 AC=DATE OF INSPECTION.  
INCLUDES MSA-33; MSA-50; MSA-64; 
MSA-64-1; MSA-74.

1454 PLANT FILES AC+3 AC+3 AC=CLOSING OF PLANT. INCLUDES 
MSA-54 & MSA-59i (GRANT ISSUED); 
MSA-55; MSA-56 & MSA-56a; MSA-57; 
MSA-59 (1-4); MSA-65;  MSA-68; MSA-
69; MSA-70; MSA-71.

1552 PERFORMANCE BASED INSPECTION AC+3 MO AC+3 MO AC=DATA ENTRY COMPLETED

1554 PERFORMANCE BASED INSPECTION 
SYSTEM ESTABLISHMENT SUMMARY 
CONDITION

CE CE

5627 REVIEW AND COMPLIANCE RECORD 3 3 MSA-511-ONLY A/D REVIEWS)  
PAPER COPY DESTROYED AFTER 
SCANNED. ELECTRONIC COPY KEPT 
REMAINING OF THE RETENTION 
PERIOD.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7
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#
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DIVISION FOR FAMILY & COMMUNITY HEALTH SERVICES809  -

State of Texas
Records Retention Schedule

Page 324

10.

106 Number
11. TSLAC only
Amend. No

1.1 3632 SERVICE DELIVERY INTEGRATION SIEBRS 
PROJECT FILES

7 7 Vital Record.

1.1 5139 CLIENT HISTORY REPORTS 6Y3MO 6Y3MO

1.1 5494 SERVICE DELIVERY INTEGRATION 
CONTRACTOR MANUAL

4 4

3.1 491 PARKING INFRACTIONS FE+1 FE+1

5.1 1533 CONTRACT MONITORING RECORDS AC+5 AC+5 Vital Record. AC=CONTRACT 
EXPIRATION DATE; RECORDS ARE 
RETAINED IN ACCORDANCE WITH 
FEDERAL REQUIREMENTS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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#

5. Agency
Item #
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Agency Storage Total Archival 9. Remarks
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_X__ RECERTIFICATION
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___ ADDENDUM PAGE
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OFFICE OF BORDER HEALTH810  -

State of Texas
Records Retention Schedule

Page 325

10.

106 Number
11. TSLAC only
Amend. No

3.2 5688 EMPLOYEE EARNINGS RECORDS WITHIN 
BUDGET

4 4 Vital Record.

3.2 5689 EMPLOYEE EARNINGS RECORDS WITHIN 
PROGRAM

4 4 Vital Record.

4.5 5697 SUMMARY OF EXPENDITURE 
ALLOCATIONS BY PROGRAM

FE+3 FE+3

4.5 5698 SUMMARY OF SALARY EXPENSE 
ALLOCATION BY EMPLOYEE

FE+3 FE+3

4.5 5699 SUMMARY OF SALARY EXPENSE 
ALLOCATION BY PROGRAM

FE+3 FE+3

5.2 5704 WORK REQUESTS 1 1

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION
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CIVIL RIGHTS (HHSC)811  -

State of Texas
Records Retention Schedule

Page 326

10.

106 Number
11. TSLAC only
Amend. No

1.1 5714 COMPLIANCE REVIEWS 3 3 AC=COMPLETION OF REVIEW

1.1.056 5727 ADA DOCUMENTATION - SELF-
EVALUATIONS AND PLANS DOCUMENTING 
COMPLIANCE (INCLUDING 
ACCOMMODATION REQUEST)

3 3 28CFR35.105 (c). BECAUSE OF 
CONSOLIDATION OF CIVIL RIGHTS 
IN HHS ENTERPRISE, MAINTAINED 
IN HHSC.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records
Series Item 

#

5. Agency
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES
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8.
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EMERGING & ACUTE INFECTIOUS DISEASE BRANCH813  -

State of Texas
Records Retention Schedule

Page 327

10.

106 Number
11. TSLAC only
Amend. No

6214 COMMUNICABLE DISEASE SURVEILLANCE 
FORMS

AC AC INCLUDES HEPATITIS A & C, ROCKY 
MOUNTAIN SPOTTED FEVER, LYME 
DISEASE.  AC=21ST BIRTHDAY OR 7 
YRS PAST LAST DATE ENCOUNTER 
OCCURED, WHICHEVER OCCURS 
LATER.

6791 CONTAMINATED SHARPS INJURY 
DATABASE

AV AV DATA ENTERED IN SHARPS INJURY 
DATABASE AND INFORMATION 
VERIFIED BY INFECTIOUS DISEASE 
STAFF.  DATA ASSEMBLED TO 
PRODUCE ANNUAL REPORT.

1.1 1956 VACCINE PREVENTABLE DISEASES CASE 
FILES

2 19 21 Vital Record. INCLUDES DISEASE 
SURVEILLANCE FORMS FOR 
MEASLES, MUMPS, RUBELLA, 
CONGENITAL RUBELLA SYNDROME, 
TETANUS, PERTUSSIS, HEPATITIS B, 
DIPTHERIA, POLIO, VARICELLA, HIB 
TYPE B

07-537-536

1.1 4225 PROJECT LOG BOOKS AC+3 AC+3 AC=DATE OF COMPLETION OF LAST 
PROJECT IN THE LOG BOOK.

1.1 6518 COMMUNICABLE DISEASE 
SURVEILLANCE - DATABASE

AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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#
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EMERGING & ACUTE INFECTIOUS DISEASE BRANCH813  -

State of Texas
Records Retention Schedule

Page 328

10.

106 Number
11. TSLAC only
Amend. No

1.1 6519 MONTHLY WORKLOAD ACTIVITY REPORTS AV AV REPORTS SHOW MONTHLY 
COMMUNICABLE DISEASE 
OUTBREAK INVESTIGATIONS.

1.1.065 1943 TEXAS MORBIDITY DISEASE REPORT 
(INCLUDING MORBIDITY STUDIES)

AV AV R

1.1.067 1963 ADMINISTRATIVE REPORTS (HEPATITIS B 
PREVENTION PROGRAM)

AC AC R AC=REPORT IS MAINTAINED TO 
STUDY THE LIFE CYCLE OF VIRUS; 
RECORDS MUST BE MAINTAINED 
UNTIL PATIENT REACHES 21 YEARS 
OF AGE OR FOR 10 YEARS, WHICH 
EVER IS LONGER. IF REPORT HAS 
HISTORICAL RELEVANCE, DO NOT 
DESTROY REPORT BUT SEND IT TO 
THE STATE ARCHIVIST AT THE END 
OF THE RETENTION PERIOD.

3.3 6525 PERSONNEL INFORMATION (INCLUDING 
MANPOWER REPORTS)

US+3 US+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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GOVERNMENT AFFAIRS UNIT817  -

State of Texas
Records Retention Schedule

Page 329

10.

106 Number
11. TSLAC only
Amend. No

1.1 1306 LEGISLATIVE CONTACT INFORMATION 5 5

1.1 5516 LEGISLATIVE CORRESPONDENCE 5 5

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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ECSS - ENVIRONMENTAL and PUBLIC HEALTH819  -

State of Texas
Records Retention Schedule

Page 330

10.

106 Number
11. TSLAC only
Amend. No

111 INSPECTION REPORTS FE+2 FE+2 INCLUDES ALL KINDS OF 
INSPECTION REPORTS, EDAP 
SURVEYS

856 NOTIFICATION FORMS AC 2 AC+2 AC=DATE OF NOTIFICATION 
(INCLUDES 
DEMOLITION/RENOVATION FORMS). 
AFTER 11/1/2011 INCLUDES 
NOTIFICATIONS FOR MOLD, LEAD 
AND ASBESTOS

05-537-218

3146 FIELD SURVEY REPORTS (INDOOR AIR 
POLLUTION)

FE+2 FE+2

3985 LEAD NOTIFICATION FILES AC 2 AC+2 AC=PROJECT END DATE.  AFTER 
11/1/2011, SEE #856 FOR ALL 
NOTIFICATIONS.

05-537-347

4242 ASBESTOS HAZARD EMERGENCY 
RESPONSE ACT - SCHOOL MANAGEMENT 
PLANS

1 30 31 A Vital Record. 05-537-001

1.1 883 NOTIFICATION DEFICIENCY LETTERS 1 3 4 AFTER 11/1/2011, SEE #856 FOR ALL 
NOTIFICATIONS.

05-537-219

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value

A7

A7

A7

A7
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Records Retention Schedule
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10.

106 Number
11. TSLAC only
Amend. No

5.2 3135 CALIBRATION OF EQUIPMENT 3 3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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ECSS - SEAFOOD & AQUATIC LIFE820  -

State of Texas
Records Retention Schedule

Page 332

10.

106 Number
11. TSLAC only
Amend. No

234 RAINFALL DATA SHEETS 5 5

258 TEXAS NATURAL RESOURCES 
INFORMATION SYSTEM FILES

5 5

266 RED TIDE DATA COLLECTION AND 
RESULTS

PM PM

1532 HISTORICAL SURVEYS-SHELLFISH 
CLASSIFICATION

PM PM PAPER & MAPS

2019 SHELLFISH CLASSIFICATION MAPS PM PM

2021 INTERSTATE CERTIFIED SHELLFISH 
SHIPPERS LIST

US US

2047 HISTORICAL CONTAMINANT DATA 30 30 R

2049 LAVACA BAY 3 FILES PM PM

2052 CLASSIFICATION MARKERS PM PM PAPER & MAPS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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Records Retention Schedule

Page 333

10.

106 Number
11. TSLAC only
Amend. No

2096 MERCURY CONCENTRATIONS IN MARINE 
ORGANISMS FILES

AV AV

2132 AQUACULTURE-OYSTER MARICULTURE 
FILES

5 5 PAPER & MAPS

2133 ATSDR LAVACA BAY HEALTH 
CONSULTATION

AV AV

2143 TWC FISH MONITORING DATA 10 10

2174 NATURAL RESOURCE DAMAGE & CLAIMS-
LAVACA BAY

AV AV PAPER, MAPS

2192 CRAB AND OYSTER PLANT FILES 3 3 PAPER, MAPS

2740 CLEAN WATER ACT COMPLIANCE 
RECORDS

7 7

2855 GALVESTON BAY NATIONAL ESTUARY 
FILES

AC +3 AC+3 AC=END OF PROJECT

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

2900 MATRIX-GALVESTON BAY WATER 
TEMPERATURES

5 5

2935 WEATHER SAMPLE COLLECTION DATA & 
RESULTS

PM PM PAPER, MAPS

1.1 228 MEDIA  REPORTS & INFORMATION / 
PUBLIC RELATIONS RECORDS

AV AV

1.1 237 REGIONAL EVALUATION DOCUMENTS 5 5

1.1 267 OYSTER MEAT SAMPLES DATA & RESULTS PM PM

1.1 632 AQUATIC LIFE ORDERS FILES PM PM

1.1 717 FISH ADVISORIES & BANS US US

1.1 931 ADVISORY ORDERS PM PM

1.1 1010 MARINE ORDER FILES PM PM

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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State of Texas
Records Retention Schedule

Page 335

10.

106 Number
11. TSLAC only
Amend. No

1.1 1015 GALVESTON BAY OYSTER LEASE FILES / 
DEPURATION FILES

3 3

1.1 2020 SITE PLANS FOR FIELD OFFICES & 
PERSONNEL

AV AV R Vital Record.

1.1 2100 SPECIAL STUDIES I FILES (RED TIDE 
REPORT, ARTIFICIAL REEF, '91 CHOLERA 
STUDY, & OTHER MERCURY STUDIES)

AV AV R PAPER & MAPS

1.1 2109 SPECIAL STUDIES I FILES & REPORTS 
(INCLUDES GALVESTON BAY 
CONTAMINATE STUDY, 1992; DIOXIN 
STUDY, APEX OIL SPILL, 1990 FILES)

PM PM R PAPER & MAPS

1.1 2117 SPECIAL STUDIES I FILES (INCLUDES RIO 
GRANDE VALLEY PESTICIDE STUDY, 
GALVESTON BAY BENZENE SPILL, LAVACA 
BAY 1 & 2, SELENIUM STUDIES)

PM PM R PAPER & MAPS

1.1 2122 SPECIAL STUDIES 2 FILES (INCLUDES 
CHRONOLOGY/COST OF SAMPLING, LAB 
RESULTS, NECHES RIVER INTERN 
CREOSOTE, BAILEY SUPERFUND SITE, 
SEVERAL OTHER STUDIES OF RIVERS)

PM PM R PAPER & MAPS

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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Records Retention Schedule

Page 336

10.

106 Number
11. TSLAC only
Amend. No

1.1 2127 SPECIAL STUDIES 3 FILES (INCLUDES BIG 
CYPRESS CREEK STUDY, CADDO LAKE, 
TOLEDO BEND STUDY, TOWN LAKE, 
SABINE LAKE, MT CREEK STUDIES)

PM PM R PAPER & MAPS

1.1 2138 REPORTS TO EPA-APEX OIL SPILL, 1992 PM PM R PAPER & MAPS

1.1 2168 SELENIUM RAW DATA AV AV

1.1 2171 SAN ANTONIO RIVER - FISH DATA AV AV PAPER, MAPS

1.1 2175 NATIONAL FISH CONTAMINATION AV AV

1.1 2183 ANNUAL FISH SAMPLING DATA & 
SUPPORTING DOCUMENTATION

AV AV R

1.1 2186 ORIGINAL SANITARY SURVEYS (INCLUDES 
FISH TISSUE, LAB ANALYSIS REPORTS)

PM PM

1.1 2720 MONTHLY STATISTICAL REPORTS 3 3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 2769 COMPLAINT/INJURY AV AV

1.1 2774 CORPUS CHRISTI NATIONAL ESTUARY 
PROGRAM FILES

AV AV R

1.1 2792 DETENTION, DESTRUCTION, OR 
DISPOSITION RECORDS OF SHELLFISH 
FOOD PRODUCTS

AV AV

1.1 2908 TRINITY RIVER AUTHORITY AV AV

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

53 COMPLAINT RECORDS AND RELATED 
CORRESPONDENCE

AC+3 AC+3 AC=DATE COMPLAINT CLOSED

1168 INSPECTION REPORTS - ACTIVE 
ESTABLISHMENTS WITHOUT 
ENFORCEMENT ACTIONS AND RELATED 
CORRESPONDENCE*

US+5 US+5 * ENFORCEMENT ACTION DOES NOT 
INCLUDE WARNING LETTERS OR 
VOLUNTARY CLOSURES. 
COMPLIANCE WITH STANDARDS 
REQUIRES ADDITIONAL RETENTION 
PERIOD.

1171 INSPECTION REPORTS - OUT-OF-
BUSINESS ESTABLISHMENTS WITHOUT 
ENFORCEMENT ACTIONS*

AC+3 AC+3 AC=DATE WAS CLOSED/OUT OF 
BUSINESS. *ENFORCEMENT ACTION 
DOES NOT INCLUDE WARNING 
LETTERS OR VOLUNTARY 
CLOSURES.

3164 INSPECTION REPORTS AND RELATED 
CORRESPONDENCE WITH INTERNAL 
DSHS ENFORCEMENT

AC+3 AC+3 AC=DATE ON AGREED/DEFAULT/OR 
SOAH ORDER.  ENFORCEMENT 
ACTION DOES INCLUDE WARNING 
LETTERS AND RESPONSES OR 
VOLUNTARY CLOSURES, 
INSPECTION REPORTS WITH CODE 
062, 063, 050.  WARNING LETTERS & 
RESPONSES, NOVS, ANY CASE 
THROUGH ENFORCEMENT.

3901 JURISDICTIONAL DATABASE US US

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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State of Texas
Records Retention Schedule
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10.

106 Number
11. TSLAC only
Amend. No

4268 INSPECTION REPORTS - ACTIVE/OOB 
RELATED CORRESPONDENCE ATTORNEY 
GENERALS

AC+5 AC+5 AC=DATE OF COURT ORDER OR 
DATE AG DISMISSES CASE. 
INCLUDES (AG REFERRALS) 
WARNING LETTERS AND 
RESPONSES.

1.1 4081 REPORTS & AUDITS - LOCAL HEALTH 
DEPTS.

AC+3 AC+3 AC=AFTER COMPLETION OF 
REPORT/AUDIT.  REPORTS THAT 
DOCUMENT THE LOCAL HEALTH 
DEPTS FUNDING OF THE 
PERMITTING AND INSPECTION 
PROGRAM.

1.1 4274 INSPECTOR/FDA# LISTINGS US US

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

155 OUT OF BUSINESS (OOB) INSPECTION 
REPORTS

AC+3 AC+3 AC=DATE WAS CLOSED/OUT OF 
BUSINESS

176 INSPECTION REPORTS AND RELATED 
CORRESPONDENCE (NO ACTION AND 
VOLUNTARY REPORTS)

AC+3 AC+3 AC=DATE OF INSPECTION.  0060, 
0061, FEDERAL REPORTS.

188 COMPLAINT RECORDS AND RELATED 
CORRESPONDENCE

AC+3 AC+3 AC=FINAL DISPOSITION OF 
COMPLAINT

195 INSPECTION REPORTS AND RELATED 
CORRESPONDENCE ATTORNEY 
GENERALS

AC+5 AC+5 AC=DATE OF COURT ORDER OR 
DATE AG DISMISSES CASE. 
INCLUDES (AG REFERRALS) 
WARNING LETTERS AND 
RESPONSES.

202 SAMPLES AC AC AC=RETAINED IN ORIGINAL MEDIUM 
FOR 2 YEARS UNLESS NEEDED FOR 
INVESTIGATIONS, LITIGATION. NON-
PERISHABLE.

276 INSPECTION REPORTS AND RELATED 
CORRESPONDENCE WITH INTERNAL 
DSHS ENFORCEMENT

AC+3 AC+3 AC=DATE ON AGREED/DEFAULT/OR 
SOAH ORDER.  INCLUDES WARNING 
LETTERS AND RESPONSES, NOVS, 
ANY CASE THROUGH 
ENFORCEMENT.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

4765 BOTTLED WATER/VENDOR TESTS 3 3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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#
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10.

106 Number
11. TSLAC only
Amend. No

123 INSPECTION REPORTS AND RELATED 
CORRESPONDENCE WITH INTERNAL 
DSHS ENFORCEMENT

AC+3 AC+3 AC=DATE ON AGREED/DEFAULT/OR 
SOAH ORDER.  INCLUDES WARNING 
LETTERS & RESPONSES, NOVS, ANY 
CASE THROUGH ENFORCEMENT.

5600 OUT OF BUSINESS (OOB) INSPECTION 
REPORTS

AC+3 AC+3 AC=DATE WAS CLOSED/OUT OF 
BUSINESS

5601 INSPECTION REPORTS & RELATED 
CORRESPONDENCE, NO ACTION OR 
COMPLAINT RECORDS

AC+3 AC+3 AC=DATE OF INSPECTION.  0060, 
0061.

5607 COMPLAINT RECORDS & RELATED 
CORRESPONDENCE

AC+3 AC+3 AC=FINAL DISPOSITION OF 
COMPLAINT.

5609 INSPECTION REPORTS AND RELATED 
CORRESPONDENCE ATTORNEY 
GENERALS

AC+5 AC+5 AC=DATE OF COURT ORDER OR 
DATE AG DISMISSES CASE.  (AG 
REFERRALS) WARNING LETTERS 
AND RESPONSES.

5612 VERSA REGULATION REPORTS AV AV AV=NEEDED TO CONDUCT 
REGULATORY ACTIVITIES OR 
REVIEW

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

5614 RELATED SAMPLES AC AC AC=RETAINED IN ORIGINAL MEDIUM 
FOR 2 YEARS UNLESS NEEDED FOR 
INVESTIGATIONS, LITIGATION

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

37 SPECIAL PROJECTS 3 3

5610 SPECIAL INVESTIGATION RECORDS AC AC AC=NEEDED TO CONDUCT 
REGULATORY ACTIVITIES OR 
REVIEW.

1.1 4046 MEDIA CONTACT REPORTS & 
INFORMATION

3 3

1.1 4054 PARTNERSHIP AGREEMENTS AV AV Vital Record.

1.1 4055 INVESTIGATOR LOG BOOKS AC AC AC=AFTER FINAL REPORT IS 
ENDORSED.

1.1.008 4988 GENERAL CORRESPONDENCE (LIMITED 
TO DOCUMENTING THE ROUTINE 
OPERATIONS OF THE POLICIES, 
PROGRAMS, SERVICES OR PROJECTS.)

1 1 Vital Record.

1.1.055 4050 STRATEGIC PLANS AC+6 AC+6 A AC=SEPT 1 OF ODD-NUMBERED 
CALENDAR YEARS. ARCHIVAL 
REQUIREMENT MET BY SENDING 
REQUIRED COPIES OF COMPLETED 
AGENCY PLAN TO TEXAS STATE 
DEPOSITORY PROGRAM.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1.060 5605 PUBLIC HEARING RELATED VIDEO/AUDIO 
RECORDINGS

AC AC AUDIO & VIDEO; AC=AS NEEDED TO 
ANSWER HEALTH/MEDICAL 
PROBLEMS RELATED TO DEVICE, 
DRUG & COSMETIC SALVAGE 
BROKERS & ESTABLISHMENTS

1.1.062 5604 PUBLIC HEARING RELATED DOCUMENTS AC AC AC=AS NEEDED TO ANSWER 
HEALTH/MEDICAL PROBLEMS 
RELATED TO DEVICE, DRUG & 
COSMETIC SALVAGE BROKERS & 
ESTABLISHMENTS

3.1 1555 INVENTORY WORKSHEETS FOR ISSUED 
EQUIPMENT & SUPPLIES

US US AC=EMPLOYEE TERMINATES 
(CONVENIENCE COPY)

4.4 3715 REMITTANCE REPORTS FE+4 FE+4

4.5 1 BUDGET REQUESTS/REPORTS 6 6 Vital Record.

5.3 209 OFFICE SUPPLY REQUESTS FE FE

5.3 3174 SUBSCRIPTIONS FE+1 FE+1

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value



4. Records 
Series Item 

#

5. Agency 
Item #

6. Records Series Title

Agency Storage Total Archival 9. Remarks

2. AGENCY CODE: 537 3. AGENCY: TEXAS DEPARTMENT OF STATE HEALTH SERVICES

7. RETENTION PERIOD
8.

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION

_X__ RECERTIFICATION

___ REPLACEMENT PAGE

___ ADDENDUM PAGE

5/4/2012

COMMUNICATIONS UNIT829  -

State of Texas
Records Retention Schedule

Page 346

10.

106 Number
11. TSLAC only
Amend. No

6922 LANGUAGE TRANSLATION DOCUMENTS 2 2

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

4575 INTRANET PUBLICATIONS AV AV

1.1 5 LOG FILE REPORTS AV AV

1.1 1809 INTERNET APPLICATION FORMS US US

1.1 2095 PEOPLESOFT FILES/RECORDS 4 4 A Vital Record.

2.0 2955 E-MAIL SERVER BACK-UP TAPES AC AC AC=USUALLY KEPT FOR AT LEAST 
SIX WEEKS, BUT NO LONGER THAN 
ONE YEAR, AND THEN REUSED.

2.0 5118 FILE SERVER BACK-UP TAPES AC AC  AC=6 MONTHS, EXCEPT FOR THE 
FIRST WEEK OF EACH MONTH, JAN-
AUG AND OCT-DEC, WHICH ARE 
RETAINED 15 MONTHS; THE FIRST 
WEEK IN SEPTEMBER TAPES ARE 
RETAINED 5 YEARS.  MAY CONTAIN 
CONFIDENTIAL INFORMATION.

3.1 4655 IRM PERSONNEL ACTION FORMS 2 2 INFORMATION TECHNOLOGY ONLY 
FORM.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

3.1.027 292 TRAINING PORTFOLIOS AND 
CERTIFICATES

AC+5 AC+5 AC=TERMINATION OF EMPLOYMENT.

3.2 1568 EMPLOYEE DATA INFORMATION FE+5 FE+5 REF# H216

3.4 1564 TIME ACCOUNTING FE+3 FE+3 Dovico Reporting System for Application 
Development Staff.

3.4 1569 EMPLOYEE LEAVE INFORMATION FE+3 FE+3 REF# H229

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

2390 TX TOTS PROJECT FILES AV AV

5045 EPSDT POLICY AND PROGRAM 
DEVELOPMENT CLIENT HISTORY FILES

FE 5 FE+5 FREW. RECORDS MAINTAINED AT 
AGENCY UNTIL NO LONGER 
ADMINISTRATIVELY VALUABLE.

06-537-530

5046 EPSDT POLICY AND PROGRAM 
DEVELOPMENT CLIENT HISTORY REPORTS

FE+5 FE+5 COM. MP SYSTEM

1.1 2393 DENTAL RECRUITMENT AND RETENTION 
WORK GROUP PROJECT FILES

AV AV

1.1 2394 DENTAL HEALTH EDUCATIONAL 
CURRICULUM DEVELOPMENT FILES

AV AV Vital Record.

1.1 2752 CERTIFIED MEDICAID CLIENTS AC AC ELECTRONIC FILES RECEIVED 
WEEKLY FROM HHSC; AC=SUPPLIED 
TO OUTREACH AND CONTRACTOR

4.2 6828 MEDICAID FISCAL RECORDS 1MO 19Y11M 20 FREW.  MICROFICHE 09-537-551 
(microfiche)

4.5 2436 BUDGET FILES FE+3 FE+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

6730 ANNUAL SURVEY OF ORGANIZATIONAL 
EXCELLENCE

6 6

6739 EVALUATION OF WORKPLACE 
IMPROVEMENT ACTIVITIES

6 6

1.1 5632 EMPLOYEE ADVISORY COMMITTEE (DEAC) 
RECORDS

AV AV RECORDS PRESCRIBED IN AA-5026 
EMPLOYEE ADVISORY POLICY.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

7165 APPLICATIONS FOR MEDICAID FOR 
BREAST AND CERVICAL CANCER (MBCC)

1 1 INCLUDES CONTRACTOR'S 
PATHOLOGY REPORT AND DSHS' 
FINAL PATHOLOGY DIAGNOSIS.  
APPLICATION AND DIAGNOSIS 
FORWARDED TO HHSC FOR FINAL 
ELIGIBILITY DETERMINATION AND 
CONTACT WITH CLIENT.

1.1 1150 TITLE X FAMILY PLANNING ANNUAL 
REPORT

5 5 Vital Record.

4.5.006 1151 TITLE X GRANT INFORMATION AC+5 AC+5 Vital Record. AC=END OF THE FISCAL 
YEAR IN WHICH THE GRANT CYCLE 
ENDS. INCLUDES BUDGET, 
CORRESPONDENCE, FINAL GRANT 
PROPOSAL, CHANGES, AND 
RELATED DOCUMENTATION.  TEXAS 
IS ON A 5-YEAR GRANT CYCLE, PER 
42CFR59, SO INFORMATION WOULD 
NEED TO BE AVAILABLE DURING 
THE WHOLE GRANT PERIOD.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

389 TEXAS LAW ENFORCEMENT ELECTRONIC 
TELECOMMUNICATION SYSTEM LOGS

1 1

1667 PACKAGE DISASTER HOSPITAL US US

1.1.067 441 DISASTER INCIDENT REPORTS AC AC R AC=MUST BE RETAINED FOR 3 
YEARS MINIMUM.  THEN REVIEW 
PERIODICALLY FOR HISTORICAL 
VALUE. IF REPORT HAS HISTORICAL 
RELEVANCE, DO NOT DESTROY 
REPORT BUT SEND IT TO THE 
STATE ARCHIVIST AT THE END OF 
THE RETENTION PERIOD.

3.2 1738 EMPLOYEE EARNINGS RECORDS 
(INCLUDES PAYROLL WARRANT LISTING 
AND PAYROLL AFFIDAVIT)

4 4 Vital Record.

5.4 2034 DISASTER INCIDENT REPORTS AC+3 AC+3 AC=DATE OF FINAL REPORT ON THE 
RESPONSE.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1579 SPECIMEN LOGSHEET AND WORKSHEETS 2 2 Vital Record. INCLUDES "POSITIVE 
DNA" AND "POSITIVE/HGSIL PAP 
SMEAR" WORKSHEET/LOG

1698 STAINED SLIDES-NEGATIVE AND UNSAT 
(GYN AND NON-GYN)

5 5 RETENTION IS A CAP AND CLIA 
REQUIREMENT

3061 PROFICIENCY TEST 2 2 RETENTION IS A CAP AND CLIA 
REQUIREMENT

3065 REQUISITION FORMS 2 2 Vital Record.

3068 REQUISITION FORMS FOR BLOOD BANK 10 10 Vital Record. RETENTION IS A CAP 
AND CLIA REQUIREMENT

3069 PATIENT RESULTS FOR BLOOD BANK 10 10 Vital Record. RECORD COPY SENT 
TO DSHS CONTRACTOR; 
RETENTION IS A CAP AND CLIA 
REQUIREMENT

3070 PATIENT RESULTS FOR CYTOLOGY 10 10 Vital Record. RECORD COPY SENT 
TO DSHS CONTRACTOR; 
RETENTION IS A CAP AND CLIA 
REQUIREMENT.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

3071 PATIENT RESULTS 2 2 Vital Record. RECORD COPY SENT 
TO DSHS CONTRACTOR; 
RETENTION IS A CAP AND CLIA 
REQUIREMENT.

3072 WORKSHEET/LOG SHEET FOR BLOOD 
BANK

10 10 RETENTION IS A CAP AND CLIA 
REQUIREMENT.

3074 QUALITY CONTROL RECORDS FOR BLOOD 
BANK

5 5 Vital Record.

3075 TRANSFUSION REACTION FORMS / 
UNEXPECTED ANTIBODIES

PM PM Vital Record. RETENTION IS A CAP 
AND CLIA REQUIREMENT

3076 SPECIMEN LOGBOOK - BLOOD BANK 10 10 Vital Record. RETENTION IS A CAP 
AND CLIA REQUIREMENT

3077 TRANFUSION/BLOOD UTILIZATION 
REPORTS

PM PM

3079 STAINED SLIDES - HEMATOLOGY AND 
MICROBIOLOGY

7 DA 7 DA SLIDE; RETENTION IS A CAP AND 
CLIA REQUIREMENT

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

3080 STAINED SLIDES - GYN 5 5 SLIDE; RETENTION IS A CAP AND 
CLIA REQUIREMENT

3081 STAINED SLIDES - CYTOLOGY (ALL NON-
GYN)/PATHOLOGY (ALL SLIDES)

5 5 SLIDE; RETENTION IS A CAP AND 
CLIA REQUIREMENT

3085 HPLC DRUG PERFORMANCE 
COMPOSITION

2 2 Vital Record. RETENTION IS A CAP 
AND CLIA REQUIREMENT

3087 PATHOLOGY BLOCKS - 
SURGICAL/AUTOPSY/CELL BLOCKS

10 10 Vital Record. BLOCK; RETENTION IS A 
CAP AND CLIA REQUIREMENT

3089 BONE MARROW SMEARS 10 10 SMEARS/SLIDES; RETENTION IS A 
CAP AND CLIA REQUIREMENT

3098 BIOLOGICAL HOOD CERTIFICATION 2 2

3101 PATIENT RESULTS - SURGICAL 10 10 Vital Record. RECORD COPY IS SENT 
TO DSHS CONTRACTOR; 
RETENTION IS A CAP AND CLIA 
REQUIREMENT.

6272 STAINED SLIDES - CYTOLOGY (FNA) 10 10 SLIDE; RETENTION IS A CAP AND 
CLIA REQUIREMENT.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

6273 STAINED SLIDES - PATHOLOGY 10 10 SLIDES; RETENTION IS A CAP AND 
CLIA REQUIREMENT.

6274 QA/PI MONITORS 2 2 RETENTION IS A CAP AND CLIA 
REQUIREMENT.

6275 OCCURRENCE REPORTS 2 2 SPECIMEN TESTING.  RETENTION IS 
A CAP AND CLIA REQUIREMENT.

6794 AUTOPSY SLIDES - NON-FORENSIC 10 10 SLIDES; RETENTION IS A CAP AND 
CLIA REQUIREMENT.

6795 AUTOPSY SLIDES - FORENSIC PM PM SLIDES; RETENTION IS A CAP AND 
CLIA REQUIREMENT

1.1 1750 OUTSIDE CONSULTATION REQUESTS 2 2

1.1 3062 LABORATORY POLICY AND PROCEDURE 
MANUALS- FINAL

US+2 US+2 RETENTION IS A CAP AND CLIA 
REQUIREMENT

1.1 3095 QA/PI COMMITTEE MINUTES 2 2 Vital Record. RETENTION IS A CAP 
REQUIREMENT

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 3196 LAB TESTING SUPPLY ORDER REQUESTS 2 2 SEE #3082 FOR LAB TESTS 
CHARGED.

1.1 5732 LABORATORY RULES, POLICIES AND 
PROCEDURES-WORKING FILES

US+2 US+2 RETENTION IS A CAP AND CLIA 
REQUIREMENT

1.1 6916 BLOOD BANK POLICY & PROCEDURE US+5 US+5 RETENTION IS CAP AND CLIA 
REQUIREMENT.

3.1 1588 EMPLOYEE FILES AC+5 AC+5 AC=TERMINATION OF 
EMPLOYMENT; INCLUDES 
EMPLOYEE ORIENTATION RECORDS

3.1 3063 COMPETENCY ASSESSMENT AC AC Vital Record. AC=TERMINATION 
FROM EMPLOYMENT

3.4 2972 COMPENSATORY TIME ACCRUAL FORM 4 4

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

4.5 3082 FINANCIAL RECORDS 7 7 Vital Record. INCLUDES BILLING 
RECORDS FOR SERVICES/ 
ACCOUNT ADJUSTMENTS. 
(ELECTRONIC RECORDS KEPT IN 
CENTRALIZED BILLING SYSTEM-
CBS.) RETENTION PERIOD BASED 
ON HIPAA REQUIREMENTS. 45 CFR 
164.530 (j)(1)-(2)

5.2 3066 LABORATORY EQUIPMENT MAINTENANCE 
RECORDS

US+2 US+2 RETENTION IS A CAP AND CLIA 
REQUIREMENT

5.2 6796 LABORATORY EQUIPMENT REPAIR 
RECORDS

LA+2 LA+2 RETENTION IS A CAP AND CLIA 
REQUIREMENT

5.2 6949 EQUIPMENT MANUALS LA+2 LA+2 RETENTION IS A CAP REQUIREMENT.

5.2.018 3067 QUALITY CONTROL RECORDS 2 2 Vital Record.

5.2.019 3097 WORK ORDER REQUESTS 2 2 Vital Record. RETENTION IS CAP 
REQUIREMENT.

5.4 3100 FORMALDEHYDE ENVIRONMENTAL 
MONITORING

10 10

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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106 Number
11. TSLAC only
Amend. No

5.4.003 3094 APPLICATION/CERTIFICATION RECORDS 
OF C.A.P. ACCREDITATION INSPECTIONS

AC+3 AC+3 Vital Record. AC=INSPECTION, OR 
DATE OF CORRECTION OF 
DEFICIENCY, IF REPORT SHOWS 
DEFICIENCY

5.4.010 6917 MSDS SHEETS AC+30 AC+30 AC=AFTER SHEETS ARE UPDATED 
OR HAZARDOUS CHEMICAL IS NO 
LONGER STORED BY AGENCY, AS 
APPLICABLE. RETENTION IS CAP 
AND CLIA REQUIREMENT. OSHA law 
in 29 CFR 1910.1020 (d)(1)(ii)B)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

5123 APPLICATIONS OF NON-RESIDENT 
PHYSICIANS TO REMAIN IN U.S. (TEXAS 
CONRAD 30)

4 4

3.1.006 2116 EMPLOYEE COUNSELING NOTES AC+3 AC+3 AC=TERMINATION OF COUNSELING. 
KEEP THIS RECORD SEPARATE 
FROM PERFORMANCE APPRAISAL.

4.7 917 TEXAS PRIMARY CARE OFFICE GRANTS AC+3 AC+3 AC=END OF THE GRANT OR GRANT 
RENEWAL. THESE ARE STATE 
GRANTS; NOT FEDERAL GRANTS.  
INCLUDES APPLICATION, 
PROGRESS NOTES & REPORTS, 
DELIVERABLES AND VOUCHERS 
FOR FQHC INCUBATOR GRANT AND 
OTHER GRANTS.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 551 COUNTY REVIEWS 5 5

1.1 5058 MEDICAID FILES AC+1 4 AC+5 AC=ALL BILLING DISPUTES OR 
AUDITS HAVE BEEN RESOLVED.

05-537-339

4.5 5059 COUNTY FINANCIAL REPORTS FE+3 FE+3

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

6413 CHW EXPIRED CERTIFICATION FILES AC+1 AC+1 AC=DATE OF NOTIFICATION THAT 
CERTIFICATION HAS EXPIRED

6416 CHW INCOMPLETE/NOT APPROVED 
APPLICATIONS

AC+1 AC+1 AC=DATE OF NOTIFICATION THAT 
APPLICATION IS INCOMPLETE OR 
NOT APPROVED.

6419 CHW ELECTRONIC CERTIFICATION FILES AC+2 AC+2 AC=DATE OF NOTIFICATION THAT 
CERTIFICATION HAS EXPIRED.

6420 CHW ELECTRONIC NOT APPROVED 
CERTIFICATION FILES

AC+2 AC+2 AC=DATE OF NOTIFICATION THAT 
APPLICATION IS INCOMPLETE OR 
NOT APPROVED

6421 CHW ELECTRONIC COPIES OF 
CERTIFICATES AND IDENTIFICATION 
CARDS

AC+1 AC+1 AC=DATE OF CERTIFICATION 
EXPIRATION.

6862 SB 30 JUDICIAL BYPASS DATA 2 18 20 Vital Record 09-537-552

1.1 6854 PHC/TITLE V POP/TITLE V FEE PROJECT 
FILES

FE+2 3 FE+5

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

5902 STATEWIDE VOLUNTEER RECOGNITION AV AV

5905 ACKNOWLEDGEMENT OF ACCEPTANCE 
OF NON-PHARMACEUTICAL AND 
PHARMACEUTICAL GIFTS

FE+7 FE+7 INCLUDES DATABASE WITH NON-
PHARMACEUTICAL GIFTS BETWEEN 
$500-$9,999.99 & ANY 
PHAMACEUTICAL GIFT INCLUDING 
MEDICATION COUPONS

5906 ADVISORY COMMITTEES AND MEMBERS 
(INFORMATION ON DATABASE)

AC+2 AC+2 AC=END OF MEMBERSHIP ON THE 
COMMITTEE OR THE COMMITTEE 
NO LONGER EXISTS, WHICHEVER IS 
EARLIER.

5907 PERMANENT IMPROVEMENTS PM PM APPROVALS OF PROPOSALS.  
INCLUDES SPECIFICS ON WHICH 
ENTITY WILL PAY ONGOING 
EXPENSES (UTILITIES & UPKEEP); 
ACCEPTANCE / TRANSFER OF 
OWNERSHIP FROM NON-PROFIT TO 
STATE HOSPITAL / DSHS. (DOES 
NOT INCLUDE BUILDING PLANS AND 
MAPS WHICH GO TO HHSC FACILITY 
SUPPORT SERVICES-MAINTENANCE 
& CONSTRUCTION.)

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 5901 CTS ASSIGNMENTS 2 2 (CTS=COMMUNICATION TRACKING 
SYSTEM) RECORD COPY OF CTS 
LETTER IS RESPONSIBILITY OF THE 
PROGRAM ASSIGNED TO WRITE 
THE LETTER AND THE RETENTION 
PERIOD IS BASED ON THE CONTENT 
OF THE LETTER.

5.1 5904 MEMORANDUM OF UNDERSTANDING 
(MOU)

AC+4 AC+4 AC=EXPIRATION OF THE MOU 
ACCORDING TO ITS TERMS. 
(INCLUDES MOUs BETWEEN DSHS 
AND UNIVERSITIES/COLLEGES 
PLACING VOLUNTEERS AND 
BETWEEN DSHS AND VOLUNTEER 
SERVICE COUNCILS (VSU).

5.3 5933 VOLUNTEER PROGRAM INSURANCE 
INFORMATION

3 3 INCLUDES NAME OF COMPANY, 
CERTIFICATE PAGES SHOWING 
COVERAGE AMOUNT, MOU WITH 
STATE OFFICE OF RISK MGMT, 
REQUISITION. SPREADSHEET 
SHOWS NUMBER OF VOLUNTEERS, 
TYPE OF COVERAGE, AND COST 
PER STATE HOSPITAL/PROGRAM.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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10.

106 Number
11. TSLAC only
Amend. No

1.1 6990 LEGISLATIVE CORRESPONDENCE 5 5 RECORD COPY KEPT BY OFFICE OF 
GOVERNMENTAL RELATIONS.  THIS 
COPY MAY HAVE BACKGROUND 
INFORMATION ATTACHED.

RETENTION CODES (Field 7)

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

CE - Calendar Year End
FE - Fiscal Year End

LA - Life of Asset
MO - Months

PM - Permanent
US - Until Superseded

ARCHIVAL CODES (Field 8)

E - Exempt fy State Archivist
R - Review by State

DA - Days

A - Transfer to State

WK - Weeks VITAL  Record Designation included in Field 9.AV -Administrative Value
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