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Sandra J. Pickett

Mr. Keith Romel
Manager, Support Services Coordination
Department of Aging and Disability Services
701 W.5lstST
Austin, TX 78751

Re: Agency records retention schedule amendment approved for use

Dear Mr. Rornel:

Amendment 6 to your agency’s 3rd recertification of your records retention schedule is approved for
use as of Wednesday, July 6, 2016. Your currently approved records retention schedule and all
amendments are available on our website at
https://www.tsl .texas.gov/slrm/state/schedules,htm 1. 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, Megan Carey, at 5 12-463-5494
or mcareytsl.texas.gov.

Sincerely,

flirec/or and librarian
Mark Smith

Assistant State librarian
I dward Seidenberg

Preserz’en yesterday,
in,thrmziig today,
enipinnt tomorron).

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Jon Weizenbaum

RD 1.539/539
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SLR1O5C
STATEOFTEXAS
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- Form SLR 105 or SLR 122

Records Retention Schedule Certification must accompany all
submissions of this form.

RfV1
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 539 State Auditor’s Office

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

Agency Name Disability Services

(Check one) Signature IVOII?egiij

LI Initial Certification - Form SLR 105
Name (Print or type) 1

j 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 I) 11bJ-rJiQ
LI Agency Head Name (Print or type)

Records Management Officer

Signature

Date

Name (Print or type) Keith D. Romel

Date / \ ) i ç CertJRecert No. Amendment No.

SLR 105C
Rev. 9111



 
 

 

  
                       
            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    1         
2. Agency 
    Code  539 

3. Agency  
Name Department of Aging & Disability 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. 2/09 

4.7.005 412 Provider Claims Audit/Recovery Files AC+1 9 AC+10   

AC=after corrections. 
Title XIX of the Federal 
Social Security Act 
established regulations 
for the Medicaid 
program, which 
provides funding for 
medical and health-
related services for 
persons with limited 

income.  

 

8 412 C 

 1076 Foster Grandparent Volunteer Station AC+3  AC+3  

AC=after termination 
of program activities 
with host agency and 
grant cycle closure.  
Reference for 
Partnering Agencies 
Hosting Foster 
Grandparent Program 

 

  N 



SLR 122 
Rev. 2/09 

 1077 Foster Grandparent Volunteer AC+3  AC+3  

AC=after separation of 
the volunteer and 
grant cycle closure. 
Senior Volunteers 
Serving in Foster 
Grandparent Program 

 

  N 
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Commission C’hairma,,
Michael C. Waters

Member.r
Sharon T. Carr
Martha Doty Freeman
F. Linwood Givens
Larry G. Itoh
Win. Scott McAffce
Sandra j. Picketi

Director and I brarian
Mark Smith

Assistant State Librarian
Fdward Scidenherg

Preservtngyesterday,
inJev7mng todaji,
inspiring tomorrow.

Mr. Keith Romel
Manager, Support Services Coordination
Department of Aging and Disability Services
701 W.5lstST
Austin, TX 78751

Re: Agency records retention schedule amendment approved for use

Dear Mr. Romel:

Amendment 5 to your agency’s 3rd recertification of your records retention schedule is approved for
use as of Thursday, April 28, 2016. Your currently approved records retention schedule and all
amendments are available on our website at
https://www.tsl.texas.gov/slrm/state/schedules.htm I. 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, Megan Carey, at 512-463-5494
or mcareytsl.texas.gov.

Sincerely,

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Jon Weizenbaum

ROl .539/539



SLR 105C 

* 
STATE OF TEXAS 

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

and Archives 

Commission 

Section 1. Agency Information 
Submittin a encies com Jete this section on/ 1 

Agency Code 539 
-----------

Dept of Aging & Disabi lity 
Agency Name Services 

---'-'--------------------�

(Check one) 

D I n itial Certification - Form SLR 105 

D Recertification - Form SLR 105 

� Amendmen t - Form SLR 122 

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

(Check one) 

D Agency Head 

Signature 

Name(Print ortype) _G.=-..:..::le�n�B�a�s�on---'--------------� 

Date z/74�·, 
s:.R 105C 

Rev. 9/11 

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

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

Signature 

Name (Print or type) 

Date 

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

Signature 

Name (Print or type) 

Date 

Cert/Recert No. __ 3 ___ Amendmen t No. 5



 
 

 

  
                       
            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.  
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Mr. Glen Bason
Director, Executive and Staff Operations
Department of Aging and Disability Services
701 W.5lstST

Austin, TX 78751

Re: Agency records retention schedule amendment approved for use

Dear Mr. Bason:

Amendment 4 to your agency’s 3rd recertification of your records retention schedule is approved for
use as of Friday, July 10, 2015. Your currently approved records retention schedule and all
amendments are available on our website at
htlps:!/www.tsl.texas.gov/slrm/state/schedules.html. 1>lease maintain this amendment ‘Aiih your
currently approved schedule SO that it can he 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,
hut keeps your agency in compliance with state regulations (13 lAC §6.4) requiring the submission
of any needed amendments to a retention schedule during its certiflcation period to keep the
in forniation 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 fbr recertificatioH.

[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, Bret Adams, at 512-936-0270
or badamsts1.texas.gov.

Sincerely,

Craig Kelso
[)irector and Slate Records Administrator

cc: State Auditor, State Archivist, Jon Weizenbaum

RO 1.539/539
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* STATE OF TEXAS

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 539 State Auditor’s Office
Department of Aging & (For the exclusive use of the State Auditor’s Office)

Agency Name Disability Services

(Check one) Signature

LI Initial Certification - Form SLR 105
Name (Print or type) - @QcQ,

LI Recertification - Form SLR 105
Date 7%

I,,4
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

LI Agency Head Name (Print or type)

Records Man,genent Officer
Date

,‘.
Signature

Name (Print or type) Glen E Bason

Date / / / CeRecert No. 3 Amendment No.

(I

SLR 105C
Rev. 9/11



CAUTION

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

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

State arid Local Records Manaqement Division
Texas State Library and Archives Commission
(Rev 2/11)
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SLR 122
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19092009 SLR 122-4r STATE OF TEXAS

J4J Records Retention Schedule Amendment
Form SLR 105C must
accompany this form.

and Archives
Cornmission 1. Page 1 of 1

I 2. Agency 3. Agency
Code 539 Name Department of Aging & Disability Services

4. 15. 16. 17. 8. 1 10. I 11. 12.
Current

Records Agency Retention Period Archival I Schedule

Series Item I I I I 9 I I Amend.Page I Agency

Item No. No. Record Series Title I Agency I Storagej Tot& I I Remarks I 106 No. No. I Item No. I Type

1073 Foster Grandparent

1074

AC÷6 AC+6

AC=Final Financial
Status Report

MFP (Money Follows the Person) Quality
of Life Surveys

submission or last
Audit, whichever is

AC+1

most recent

N

AC+ 1

AC=CMS (Centers for
Medicare & Medicaid
Services)
Authorization to
Release

N

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

j 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

I AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted
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acd Archives
CormisSion
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Records Management

P.O. Box 12927
Austin, Texas
78711.2927

4400 Shoal Creek Blvd.
Austin, Texas
78756

www.tsl.texas.gov

commission chairman
Michael C. Waters

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

Director and Librarian
Mark Smith

Assistant State Librarian
Edward SeIdenberg

Mr. Keith Rome!
Manager, Business Management Services
Department of Aging and Disability Services
701 W. 51st ST
Austin, TX 78751

Re: Agency records retention schedule amendment approved for use

Dear Mr. Romel:

Amendment 3 to your agency’s 3rd recertification of your records retention schedule is approved for
use as of Thursday, May 22, 2014. Your currently approved records retention schedule and all
amendments are available on our website at
https://www.tsl.texas.gov/slrm/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,
hut 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, Jon Weizenbaum

Preserving yesterday,
informing todqy,
inspiring tomorrow.

Texas
State Library

RO 1.539/539



SLR 105C
.,,, STATE OF TEXAS

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

submissions of this form.

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

Agency Code 539 State Auditor’s Office
Texas Department of Aging & (For the exclusive use of the State Auditors Office)

Agency Name Disability Services

(Check one)
—‘Signature

El Initial Certification - Form SLR 105 , çei.
Name (Print ortype)

LI Recertification - Form SLR 105
Date

Amendment - Form SLR 122

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

(Check one) Signature

LI Agency Head Name (Print or type)

Records Management Officer
Date

Signature
/ Rbyinq9

Name (Print or type) Keith D. Romel

Date 4-25-2014 Cert/Recert No. Amendment No.

SLR 105C
Rev. 9/11



CAUTION

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

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

State and Local Records Management Division
Texas State Library and Archives Commission
(Rev. 2/11)
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1’” STATE OF TEXAS

Form SLR 105C mustRecords Retention Schedule Amendment accompanythis form.

and Archives
Commission 1. Page 1 of 1
2. Agency 3. Agency

Code 539 Name Department of Aging & Disability Services
4. 5. 6. 7. 8. 10. 11. 12.

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

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

4.7.010 1072 Resident Trust Fund Surety Bonds AC+3 AC+3
AC=Retirement of
Debt

N

Retention Codes (Field 7) = Archival Codes (Field 8) Amendment Codes (Fleid 12)

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

AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted
SLR 122
Rev. 2/09
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Mr. Keith Romel
Manager, Business Management Services
Department of Aging and Disability Services
701 W. 51st ST
Austin, TX 78751

Re: Department of Aging and Disability Services
3rd Recertification, Amendment Number 2

Dear Mr. Rome!:

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) Jon Weizenbaum

and Archives
Commission

R01-539/539



Amendment - Form SLR 122

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

(Check one)

LI Agency Head

Records Management Officer

iA334 R
Name (Print or type) Keith D. Romel

Date 4/12/13

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

Signature

Name (Print or type) ovQ

dc(3

* SLRIO5C
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)

1?i

Agency Code 539
TX Dept of Aging & Disability

Agency Name Services

(Check one)

El 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

Signature

Date

Cert/Recert No. 2Amendment No.

__________

SLR 105C
Rev. 9/11



CAUTION

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

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

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



Ei9O92Oo1 SLR 122
h4.C STATE OF TEXAS
L .j - Form SLR 105C must

Records Retention Schedule Amendment accompanythis form.

,

aiid Archives
Commission 1. Page 1 of 1

2. Agency 3. Agency
Code 539 Name Department of Aging & Disability 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

Deaths which occur in N

Home and
Community-Based

. Services (HCS), Texas
1069 Death Review 6 6

Home Livmg

(TxHmL)and Deaf

Blind with Disabilities

(DBMD) programs.

Complaints received N

by Home and

Community-Based

1070 Complaint Records 6 6 Services (HCS), Texas

Home Living (TxHmL)

and Consumer Rights

and Services.
4 person applications N
including letter of

approval, fire
1071 4 Person Approvals 6 6

mspectlon, fire alarm

installations, certificate
.

— of inspection.

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



SLRIO5C
STATE OF TEXAS

A - - -
- 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)

Agency Code 539 State Auditor’s Office
) Texas Department of Aging & (For the exclusive use of the State Auditors Office)

Agency Name Disability Services

(Check one)
Signature

LI Initial Certification - Form SLR 105 Not Required at This Time
Name (Print or type)

LI Recertification - Form SLR 105
Date

Amendment - Form SLR 122

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

(Check one) Signature
,G-:-

ieaa€_

LI Agency Head Name (Print or type) D. Rudd
Records Management Officer /

Signature

Date

Name (Print or type) Keith D. Romel

Date 8/22/2012 Cert/Recert No. Amendment No.

SLR 105C
Rev. 9/11



CAUTION

A state record whose retention period has expired may not be destroyed if anyQ litigation, 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)



1909 20091 SLR 122
-4D STATE OF TEXAS

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

Ld Archive
Commission! 1. Page 1 of 1

2. Agency 3. Agency
Code 539 Name Department of Aging & Disability Services

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

Records Agency Retention Period Archival Schedule

; Series Item
{torae

9. Page I Agency Amend.

[ Item No. No. Record Series Title Agenc Total — Remarks 106 No. No.[ Item No. Type

5.2.004
5.2.027

5.2.008

780
1067

1068

Office Space Request
Space Utilization
Wireless Telecommunications Device &
Call Card Registry

1
LA+2

LA+3

I
LA+2

LA+3

11 780 C
N
N

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

N
)

SLR 122
Rev. 2/09



, SLR1O5C
J- STATE OFTEXAS

- - -

- Form SLR 1O5orSLR 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 539 State Auditor’s Office
Texas Department of Aging & (For the exclusive use of the State Auditor’s Office)

Agency Name Disability Services

%tI?equi
(Check one) redt 7’hi ‘Signature S

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

_________________________________

Recertification - Form SLR 105
Date
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CAUTION

A state record whose retention period has expired may not be destroyed if any0 litigation, 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 Ubrary and Archives Commission
(Rev. 2/11)
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RECORDS RETENTION SCHEDULE

RMD 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks

11) Number item (Office) Center Retention R I Number

Number Retention Retention C T

L(fss&’NJ AK1 AREA A.GEA1N CQNTFING/cQ0NTAJL1IY

5.1001 1052 CONTRACT’S AC 4 AC+4 X AC expiration or termination otthe instrument
according to Its terms.

Q 4.7.00 923 FEDERAL GRANTS AC 3 AC+3 X 05-539-325 ACsatisfactionota1IUnifonnAdminisErative
Requirements for (irants and Cooperative Agreements
to State and I neal Governments (the common rule).

937 AREA AGENCY ON AGING (AAA) AC-I-2 4 AC+6 05-539-30 AC-final actlmL

4.5.001 955 WORKSHEETS FOR PREPARING FE 3 FE+3 05-539-316
REPORtS

çCLSS& INAKE AREA AjENCI)ON &1N LOCAL PROCEDURE DEV & SUPP)

1.1 .05S 924 I3OARD MEETINGS/AGENDAS PM PM PM A 05-539-321 Fourier ‘ftx Dcpai’Uncnt on Aging records. Agency
retains permanent record copy. Aithival requiiement
met by sending a copy to Arehives & Information
Services Divisiori, USLAC.

1.1 .05 925 CITIZENS ADVISORY COUNCIL PM PM PM A 05-539-322 Former texas Department on Aging i econis. Agency

MEETINGS/AGENDAS retains permanent record copy. Arehival requirement
met by sending a copy to Archives & information
Services Division, IS lAC.

CQMMSINITY SERVICES CONTTh

0 5.1.001 9( COMM1IY CARE CONTRACTS AC 4 AC+4 X AC1osdeniaI ofeontract, Includes monitoring

material, correspondence, applications, etc.

CQMMJJN1I’LCES POLICY DEVELOPMENT & SUPPOJ’

1112 CLASS PROVIDERS FE 5 FE+5 95-539-262 CLASSCommunity Living Assistanceand Support
Services. Records include information on services,

contract and pwgnmm correspondence provided by
coflUict0rs for prcvmotrt fiscal years.

1115 UNACCEP1 ED REQUESTS FOR AC 4 AC+4 95-539-265 AC end of fiscal yrar in which proposal was denied.
PROPOSALS Records are requests for proposals from potential

contractors the CLASS program did not accept.

Retention Codes ARC (Archival) Codes
AC - After closed, terminated, LA - Life of Asset A - Transfer to State Archives
completed, expired, settled PM - Permanent R - Review by State Archivist

- Adnsinistrative Value US - Until Superseded

CE - Calendar Year End FE - Fiscal Year End



REGIONAL NURSE CLIENT
RECORDS WITHOUT MEDICAL
RECORDS

MEDICAID ELIGIBILITY
INSTITUTION Al CliENT CASF
RECORDS

MEDICAID ELIGIBILITY NON
INSTITUTIONAL CL[ENT CASE
RECORDS

CCAD REGIONAL NURSE CLIENT
RECORDS WITH MEDICAL
RECORDS

MEDICAL DISABILITY
DETERMINATION CASE FILES

IN-HOME AND FAMILY SUPPORT
PROGRAM ADMINISTRATION

Texas Department of Aging and Disability Services
RECORDS RETENTION SCHEDULE

Agency Code: 539

Agency Records Total
(Office) Center Retention
Retention Retention

5

C T

AC- case denial or tinal action. CCA 1)-Community
Care for the Aged and I)isahled.

AC case denial or action which closes case.

Purge at end of the fiscal year in which the case was
denied or client death was recorded.

Purge at end of the fiscal year in which the case was
denied or client death was recorded,

AC—case denial or action which closet case. HIPAA
Compliant

ACuntil ed of fiscal year in which purpose is
completely served.

AC - After closed, terminated,
completed, expireif, settled

AV - Administrative ‘aIue

CE - Calendar Year End

Retention Codes

LA - Life of Asset

PM - Permanent

US - Until Superseded

FE - Fiscal Year End

ARC (Archival) (‘odes

A - Transfer to State Archives

R - Review by State Archivist

Punted: 7,17/2012

RMD 105

Record Series Agency Record Series Title
11) Number Item

Number

827 CCAD-PROGRAM PROVIDERS AC

Page 2 of 30

A V 106 Remarks
R I Number

Recertification 2012

AC+5 98-539-279 AC’pmvider out of business or no longer pmviding
services. Retention based on that of client clinical
records (40 I’At’ 19.1910). Records arc files of
contnsctors who pouvide services to t CAD clients and
support (1 ‘Al) pmgrams.

ACend of receiving si’vices.

AC-rcsoIution of claim.

88’) MDCP PROVIDER FILES AC 3 AC+3 02-539-303

1040 MDCPPROVIDERCLAIMFILES AC 3 AC+3 X 02-539-304

COMMUNITY SERVICES PROGRAM OPERATIONS

887 DENIED MDCP APPLICATION FILES FE+l 4 FE+5 02-539-30

888 MDCPPARTICIPANTCASE AC+1 6
RECORDS FIlES

OPER PJOGRAM FNRQLLMENT

CLIENT RECORDS AC+l 4 AC+5

AC+7

4.7.005

ACCESS & INTAKE

ACCESS & INtAKE

47

48

49

50

193

236

430

02-53 9-3 02 AC end of receiving services.

0

AC+l

FE+ 1

FE+l

AC+1

FE+2

AC+3

4 AC-1-5

4 FE+5

4 FE+5

5 AC+6

4 FE+6

AC+3

92-539- 105
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RECORDS RETENTION SCHEDULE

IN-HOME AND FAMILY SUPPORT
PROG RAM CASEFILES

ACcases denied with no services. After three yeais
files may be thinned. Retain DADS forms 2363, 237!,
4116 and original receipts tOr ‘CE’ giant. if denied fur
failure to furnish receipts all of above, and receipt
reconciliations ate retained.

COMMUNITi’ SERVICES INIEREST
11Sf

AC 3 AC+3 A(cnd of the Federal fiscal year in which request was
made. Doeiuiients that a person requested services and
agreed to be place on an interest list. Includes DADS
forms 2112, 2114. 211L

&(:c[S& IN lAKE

963

GUARDIAN SHIP SERVICES

GUARDIANSHIP CASE RtXORDS AC+2

CLIENT SERVICES

5 AC+7 A( ‘-case closed.

PROGRAM CONTRACTS AC+2

CONTRACT MON [lURING 2

ACenoipictionot termination of prugnim, rules,
policies or procedures.

AC-expnsttioo or tetinination of the instnunent
according to its lenin.

ACCESS & INI AKF

5.1.001 931

LOCAL AJHOR1TIES

CONI RAC1S - COMMUNITY
SERVICES PERFORMANCES

LQALAUTHQBIT1E

PROGRAM REVIEWS FOR MHMR
CENIERS

LAL&VThOR1TIES

c0NIRACT MANAGEMENT

AC 6 AC+6 X

LOCAL PROCEDURE DEV & SUPPORT

AC--expiration or teimination of the instrument
according to its terms. Contains contntets,
recoupmenls, penalties, sanctions, follawup,
deliverables, and contract amendments. Vital records
protected by storing original contracts.

AC- expiration or termination 01 the instn.nnent
accoidins In 11% teruls. Record consists of
announcement letters, reports of Imndings, plans of
imnpwvetnent’eoncctiun. Vital records protected by
storing unginal contracts.

AC- After closed, terminated,
completed, expired, settled

AV - Admiwstrative Value

Retention Codes

LA - Life of Asset

PM - Permanent

US- Until Superseded

FE - Fiscal Year End

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

RML) 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T
795 AC+3 77 AC+80

1.1.070 973 GUARDIANSHIP HANDBOOKS AC+I 2 AC+3 R X

ThiS4 IN lAKE OVERSIGHT & COMMUNITY SUPPORTS

5.1.001 9M 5 AC+7 X

965 5 7

ACCESS & INI ARE

5.1.0111 932

AC(ESS & INtAKE

CONTRACT/ACCOUNTABILITY&OVERSIGItr

AC 4 ACt4 X

CE - Calendar Year End
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RECORDS RETENTION SCHEDULE

Agreement with individuaWfamilies. advocacy
organisstions, mental retardation authontiLs and
pmvidcrv

AC•as applicable, decision of an agency not to file a
lawsuit or decision that a lawsuit will not be tiled
against it on a nsattcr dismissal of a lawsuit for want of
prosecution or on motion of the plaintiff: or final
decision of a court in a lawsuit.

ACISS & INTAKE

974

PASARRJMERP

CLIENT CORRESPONDENCE 2
INtl UDENG HARDSHIP WAVIERS

MDICA1P ESTATE RECOVERY PEQORAM

ACexpitution or tennination nt instrument according
to its terms

976 CONTRACI MONITORING AC+3 5 AC+8 ACaftcr compkion.

ACCESS & INTAKE

739 PASARR FIlFS

PASARRIMERP

4

PROGRAM ENROLLMENT

5 9 94-539-223 PASARR Pre-Admission Screening and Annual
Resident Review.

ACCESS & INTAKE

1017

IDD WAIVERS

DISCHARGES/TRANSFERS FE 6 FE+6

10511 FAIR HEARINGS (HSC.CLASS.
TX1IMt, DMD, ICF/ID)

AC 5 AC+5 ACcase closed. Files include the appeal nxjuest,
hearing evidence package, defense. documentation and
case notes.

0
1059

11)60

INDIVIDUAL SERVICE DELIVERY
(HCS, DBMC. TXHMLI

INDIVIDUAL ELIGIBILITY (HCS,
ICFJID, DI3MD, TXHML)

AC 5 AC+5

AC 5 AC+5

ACca.se cioscdPlan iii care packets that include
service planning documentation thr individuals
submitted by contracted providers.

AC-’ease closed. Eligibility packets thai include ID/RC
assessment, functional assessments and any supporting
documentation of individual eligibility as submitted by
contracted providers,

AC - After closed, terminated,
completed, expired, settled

Retention Codes

LA - Life of Asset

PM - Permanent

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

RML) 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
El) Number Item (Office) Center Retention R I Number

Number Retention Retention C T
5.1.001 1010 PROVIDERAGREFMENT 2 3 5 X

1.1.0411 lOll LITIGATION AC+l 4 AC+5 R

5.1.001 975 PROGRAM CONTRACTS AC+2

5

5 AC+7

0

x

AV - Administrative Value US - Until Superseded

CE - Calendar Year End FE - FIscal Year End
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RECORDS RETENTION SCHEDULE

LEVEL OF NEED INCREASE
REQUEST (HCS)

AG-easc closed. Packets submitted by HCS mntracted
pwviders which include service planning
documentation, service delivery records, pmfessional
assessments and recommendations, and PE/UR
chrono1ogic of activity.

Client Recoids/OBRA.

CHIFTEINANCIAL OFFICER

4.7003 1049

ACCQLJNTINQ

REtURNED WARRAN1 DATA FE+7

RETURNED WARRANT
DATA/PERSONAL NEEDS
ALLOWANCE

PAYROLL RECONCILIA’IiON

TINS DOCUMENTS & DIRECI’
DEPOSIT DOCUMENtS

PURCHASE & EXPENDITURE
VOUCHERS

ACQL1I1[S_PA1ALE

Return wanant detail including Medicaid related
payments.

Return wanunt detail for Petsonal Needs
Allowancc(PNA) payments.

Reconciliation of l.ntcrprisc O’eipavment Report.
Actual individual employee payinil overpayments.

Includes vendor intbrmation,tëderal tax ID or SSN and
bank accc’unt information to pay vendor.

92-539-179 lravellAdministrative(TRVL)clainai payment
vouchers, Office Supply Ordering System (OSOS) and
Proeuremcut Card (PCAR) statement payment
vouchers. Voucher ditill reports
(VPNA,V’IPN,VBNK) includes signature cover pages
indicating appioval Ut expenditures.

Elecimnic database with 1099 reporting details and
related communications. Hard copies of corrected
forms.

91-539-051 Payments authorized by legislative action andkr
Coniptmllet Public Accounts (CPA) for claims prior to
FY i2. Original documents maintained by CPA.

AC - After closed, terminated,
completed, expired, settled

ÀY - Administrative Value

Retention Codes

LA - Life of Asset

PM - Permanent

US - Until Superseded

FE - Fiscal Year End

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

1061

RMD 105 Agency Code: 539 I{ecertiñeation 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T

AC 5 AC+5

914 (0 ILIZAlION REVIEWS/CONTROLS FE 6 FE+6

C1,AIMS FILES

4.7.003 1050

4.6.002 1051

4.7.005 119

121

4.2.004 136

197

4.2.005 257

FE+3

FE+3

AC+3

CE+7

FE+3

CE÷7

FE

FE+7

FE+3

FE+3

AC+3

CE+7

4 FE-fl

CE+7

4 FE+4

x AC resolution of claim.

IRS REPORTING - 1099 MISC. &
INTERESt

PURCHASE AND EXPENDITURE
MANUAL VOUCHERS

CE - Calendar Year End
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RECORDS RETENTION SCHEDULE

EXPENDITURE VOUCHERS FOR
CLIENI CLAIMS

INTERNAL ACCOUN’I’ING REPORTS FE+1
FOR INTERFACES

LTJNt

RANDOM MOMENT STUDIES FE+5

2 FE+3

COSTL1QCI1ON RANDOM TIME STUDY

5 FE+10 91-539-081

Expenditure vouchers related to Client Claims
containing Medicaid related payments including
signature cover pages indicating approval of
expenditures. Expenditure detail report containine

Medicaid related payments.

Generates ISAR, IS AS, and PIUS itpotts summariiing
daily amounts being spent.

(111FF FINANCIAl. OFFICER

4.1.007 ill

ACCOUNTING

COST
ALLOCATION/REALLOCATION

FE+10

çQsT. FEDERALY.EFT & CASHJvIGMI

FE+l0 JF.CA Fact r calculations, reallocation journals and
verifications.

113 CASH MANAGEMENT JOURNALS
AND DE POSITS

131 FINANCIAL REPORTS AND
EXCEPTIONS (QUARTERLY.SEMI
ANNUAL. & ANNUAL)

Legal document awarding financial assistance from the
federal government.

95-539-240 JECM, BF(’M HHSAS Financials and I JSAS Journal,
Deposit Journals and Hudget Journals.

Federal repolls, dcprceiation schedules, annual interest,
schedulc of expenditurt-. of federal awards.

ACQNIiN

JOURNAL, ENTRIES AND PURCHASE FE+4
VOUCHERS

ACCOUNTS RECEIVABLE CASH FEil
RECEIPT FORMS, CASH
RECFIPTS,LOGS&REPORTS

CASH RECEIPTS AND RESTITIfLION FE 3 FE+3
FILES

GENER,AL LEDGER A.(COUNTh RECFR’ABLE

91-539-037 JEAR, PVAR deposit, journal, Oiler-agency transfer
and refund vouchers

92-539-158 Monies reseived and suppolling documentation. Q
92-539-083

C1IIEFFINANCIAI.OFI-ICER

5.2.014 394

ACCOUNTING

INVENTORY, ANNUAl. PHYSICAL FE+1

_RALLEPUE&QPgTYACC.QUN]1NQ

2 FE+3 91-539-064

5.2.009 395 PROPERTY ACCOUNTING RECORDS I.A+3 LA+3

AC - After closed, terminated,
completed, expired, settled

- Administrative Value

Retention Codes

LA - Life of Asset

PM - Permanent

US - Until Superseded

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

RMI) 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks

ID Number Item (Office) Center Retention R I Number
Number Retention Retention C T

42.007 808

4.5002 959

CHIEF FINANCIAI OFFICER

4.3.003 609

FE+3 4 FE+7 95-539-261

1124.7.008

4.2.00 I

4.5003

FEDERAL GRANT AWARDS

0

FE÷10 FE+lO

FE±5 5 FE+lO

FE4IO FE+lO

X

CHIEF FINANCIAL Of FICER

42A)Ol 126

4.2002 127

4.2.1)02 664

3 FE+7

2 FE+3

CE - Calendar Ycar End FE - Fiscal Year End
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RECORDS RETENTION SCHEDULE

RMD 105 Agency Code: 539 Recertification 2(112

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
11) Number Item (Office) Center Retention R I Number

Number Retention Retention C T

(LHIIiF l/INAN(1M OfF R;FR ACcQU1IT11 GENERLI,CQN.II,,1KHQI%I

4.5.002 110 INTERNAL FISCAL MANAGEMENT FE+3 FE-I-3 Retained until monthly fiscal balancing and audits
REPORTS completed.

4.4.001 115 GENERALLEDGER FE+I 2 FE+3 X 92-539-ISO

4.7001 259 ACCOUNTING POLICIES AND US+3 US+3 X Vital record series protected through routine
PROCEDURES distribution.

4.6.002 679 RECONCILIA1IONSTO GENERAL FE 3 FE+3 92-539-136 Media includes computer print-outs and woticing papers.
AND SUB LEDGER

CT(WFFINANcJALOF1/KEK BUDGEl]iANAMENI BUDGET MANAyJNI

4.5.006 118 ANNUAL OPERATING BUDGET FE+3 FE+3 Requited by the General Appropriation Act.

1.1.004 562 BIENNIAL, BUDGET REQUESTS AC 6 AC+6 A 92-539-111 ACSept, I of odd-numbered ealendaryraua. Archival
requirement will be met by sending required copies of
Legislation Appmpriation.s Requests to the State
Publications Depository Pwgram, TSLAC.

4.5.001 564 BUDGEI’ WORKING PAPERS AC+lO AC+l0 ACcouiplction of reports using data.

5.1.001 578 FRAUD CON’I’ROL CONTRACT AC+4 AC+4 X AC”couipletion of all terms of contract or contract
superseded. Conisuct with Feds.

579 BUDCFT DATA FE+3 FE+3

CffiNAcikii/lt:ER BUDGET 14ANAGEMENT FORECASTING & DEMOGRAPHICS

39 PURCHASED HEALTH SERVICFS CE 20 CE+20 92-539-115 Historical research. forrrsting.
ACI’UARIAL DATA REPORTS

1.1.065 649 QUAR’I’F.RLY REPORTS ON KEY AC÷1O AC+10 ACSeptember I ofodd-numbered calendar years.
PERFORMANCE MEASURES Previously known as Perfonnance and funds

Management Report.

1.1.064 996 BIENNIAL LAR PERFORMANCE 10 10 X Infomartion assists in understanding the biennial budget
MEASURE DEFINITIONS request.s & the quarterly key measures reports,

997 REFERENCE GUIDE (ANNUAL) 10 10 Previously known as the DIIS At-A-Glance.

Retention Codes ARC (Archival) Codes
AC - After closed, terminated, LA - Life of Asset A - Transfer to State Archives
completed, eipired, settled PM - Permanent R - Review by State Archivist
AV - Administrative Value US - Until Superseded

CE - Calendar Year End FE - Fiscal Year End



Pjnttj 7117/2012 Texas Department of Aging and Disability Services Page 8 of 30

RECORDS RETENTION SCHEDULE
RMD 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
II) Number Item (Office) Center Retention R I Number

Number Retention Retention C T
998 QUARTERLY BLUE BOOK 10 10 Abbreviate, pocket-size, quarterly version of the

Reference Guide.

BUDGET MANAGEMENT

____

W0RKMFASUREMElffSURVEY AC II AC+ll
BOOKLETS

WORKMEASUREMENTSTUDY FE ii FE+II
REPORTS

879 WORK MFASURFMENT STUDY
DATABASES

X 96-539-269

AC-September I of odd-numbered calendar year.
Status report that includes program area perlbrmancc,
statistical trend information, key indicators & current
items of interest

AC’eonclucion of survey. Records consist of original
data fmm workload mca,urement studies. Intbrmation
is used for Legislative Appmpriation Requests ([AR)
and Equity of Service Statement (ESS).

Final reports written on each work measurement study
completed. Intimiation used for [AR and F.SS.

Databases with raw data and sample databases backed
up on tape or zipdicks for studies completed in the last
three years.

CHIEF FINANCIAL OFFICER

I 008

CL1MMANAGEM,RNI

REHABIliTATIVE SERVICES AC+3

PROVIDER CLAIMS/CLAIMS SUPPORT

AC+3 ACafter completion of authorized therapy services.

213 PROVIDER CLAIM AND PAYMENT
DATA

411 PROVIDER BILLING SERVICES
CORRECTION DOCUMENTS

412 PROVIDER CLAIMS
ALJDITIRECOVF,RY FILES

413 PROVIDER CI.AIMS SPECIAL
CORRECTIONS

AC 3 AC+3

AC completion of all audit activity. Corn. Ml and MB
systems.

X 92-539-I 61 AC ‘completion of all audit activity MB system.

X 92-539-162 AC—after eomxtions. Cheek registers and payment
histories.

X 92-539-163 ACcompletion of all audit activity. Some data is
entered into MB system, but not all.

95-539-263 Records include hilling mrnaruunds. hilling waivers
and other hilling information kim the CI.ASS program
Primarily records consist of DAI)S forms 4116.3625.

0

961 HSC AAIMHM/DEJBILLING AC 3 AC+3
request.

AC - After closed, terminated,
completed, expired, settled

Retention Codes

LA - Life of Asset

PM - Permanent

AR( (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

1.1.068 999 DATA BOOK AC+10 AC+10

CHIEF FINANCIAL OFFICER

1,1.064 818

1.1.064 878

1.1 .064

RFORMANCE&WORKLOAQMEA_SURFMFNT

x

FE II FE+II X

0

4.7.005

4.7.005

4.7.005

4.1 002

AC+3 AC+3

AC 3 AC+3

x

813 CLASS WAIVERS

AC 3 AC+3

FE 3 FE+3

ACafter cony of AA/MHM/DF provider hilling

- Administrative Value US - Until Superseded
CE - Calendar Year End FE - Fiscal Year End

A6



Texas Department of Aging and Disability Services

RECORDS RETENTION SCHEDULE

Agency Code: 539

CHIEF OPERA 1IN(i OFFICER

927

CQNSVMEPJKiHiS & SERV1CS

CONSUMER COMPLAINTS AV

COMPLAINTjflj

AV AV- after data duly Into CARE

(:1-filE OPFRATIN(i OFFICER

92

CONSUMER RIGHTS & SERVICES

SURROGATE CONSENI PACKET AC+2 4

SURROGATE DECISION-MAKING

AC+6 AC-Iast adluon. Packet contains treatment and henuing
foims.

929 SURR(XSA1 E CONSENT FIEARINGS AC+I 5 AC-*-6 AC-C last action. Hearing Tapes.

SURROGATE CONSENT DATABASE AC last aetion. Inucks treatment exptiauon dates.

CHIEF OPI/RA1 ING UFHCER

1030

CONTRACT OYRSlGHT & SUPPOK[

NURSING FACILITY & ICFIID TRUST 2
FUND INVESTIGATION

4

CLIENT TRUST FUND

HIPAA compliant

419 NURSING FACILITY & ICF/[D TRUST 2
FUND MONITORING

421 NURSING FACILIIY & ICF/ID AUDIT AC
MAIFRIAL.

92-539-129 HIPAA compliant.

92-539-130 ACend otcalendar year in which all action on audit
has been completed.

CHIN OPERA ING OFFLUER

1001

CONTRACT OyEIIGl-[[SPPORT

SANCtiON ACTION REVIEW
(OMMI’ITEE PACKETS

6

CONTRACT SANCTION REVW

6 HIPAA compliant.

(2111FF WERAUNG OFFI( I/k

1000 QUALItY ASSURANCE REVIEWS 5

SUPPORT & TECHNICAL ASSjTANCE

5 Includes announcement letter & fax, questionnaire,
entrance & exit conferences, calculations, report of
fmdings and action plans.

CHIFF OPERAtING OFFICER CU 1 yE & STAFF OPERATIONS ADMINISTRATIVE SERVICES

AC - After closed, terminated,
completed, espired, ettIed

AV - Administrative Value

CE - Calendar Year End

Retention Codes

LA - Life of Asset

PM - Permanent

US - Until Superseded

FE - Fiscal Year End

ARC (Archival) Codes
A - Transfer to State Archives

R - Review by State Archivist

Printed: 7/17/2012

RMI) 105

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T
962 FISt’ DEDUCIIONS’RECOUPMENTS AC 3 AC+3 AC aftet completion of deduction/recoupment,

Page 9 of 30

Recertification 2(112

930 AC+6 AC+6

lI.0t(2

4 6

7 AC+7
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RECORDS RETENTION SCHEDULE

DISC! OSURF TRACKING AND
ACCOUNTING SYSTEM (DTAS)

HIPAA PRIVACY TRAINING 6

HIPAA SECURITY TRAINING 6

HIPAA COMPLIANCE 6
DOCUMENTATION

Health Insurance Puilahility & Accountability Act of
1996 (HIPAA).

Health insurance Portability & Accountability Act of
1996 tHIPAA).

Annual employee renewal. Health Insurance Portability
& Accountability Act of 1996 (HIPAA).

CHIEF OPERATING OFFICER

5.1.001 106

EXECUTIVE & STAFF OPERATIONS

CONTRACTS AC+1

PUcATIQNALERYiC5

3 AC+4 X AC end of contract period.

I/XIERNAI. TRAINING REQUESTS
AND APPROVALS

CLASS ATTENDANCE REPORTS

PATHLORE REGISTRAR TRAINING
IRACK1NG SYSTEM

2

Used to monitor attendance which is required within
one month.

Details about class, scheduling, attendees, and
evaluation’, which is required by thc American Nurses
Cntdentialing Center’s (ommission on Accreditation
(ANCC COA) and the Texas Nurses Association
(mA).

94-539-22! AC termination of employment.

AC=termination of employment

CHIEF OPERATING OFFICER

5.4.013 65’)

EXECUTIVETAFF OPERATIONS

BUSINESS CONTINUITY PLAN US

EXECUTIVE& STAFF OPERATIONS

US X
0

CHIEF OPERATING OFFICER

5.1.007 204

EXECUTIVE & STAFF OPERATIONS

REQUESTS FOR
PRINTING/DISTRIBUTION

AV

PPORTSERVICESIBjN55MGMT

AV

Includes mileage, fuel/oil consumption, passengers
carried & other related operational inlbrnrntion,

AC - After closed, terminated,
completed, expired, settled

Retention Codes

LA - Life of Asset

PM - Permanent

US - Until Superseded

FE - Fiscal Year End

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

RMD 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T
943 6 6

944

945

946

6

6

6

571

572

573

3.1.027

CI.ASS INFORMATION FILES

740 TRAINING RECORDS

0

3.1.027 942

2

CE+2 CE+2

CE+2 4 CE+6

AC 5 AC+5

AC+5 AC+5

5.6.005 367 VEHICLE USE REPORTS FE+3 FE+3

AV - Administrative Value

CE - Calendar Year End
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RECORDS RETENTION SCHEDULE

5.2.004 780

785

INSPECTION REPAIR &
MAINIENANCE RECORDS -

VEHICLES

IRUCK RUN FILES: DELIVERIES,
PICK-UPS. MANIFEST, REQUESTS

RECORDS REIENTION SCHEDULE

REQUEST FOR AU1HOKJTY ‘10
DISPOSE OF STATE RECORDS

RECORDS CENIER STORAGE
APPROVAL FORMS

RECORDS INVENTORY
WORKSHEETS

BUILDING SPACE REQUESTS

COST REPORT WORK PAPERS FE+5

MANAGEMEW[ INFORMATION
FOCUS REPORT

RECORDS DISPOSITION LOGS AND
STORAGE TRANSMITI’ALS

AC+1 AC+I

2 94-539-234

AC until supeiseded or wSiI termination of
employment.

AC- until superseded, expired, or tenninated, whichever
sooner.

Original is ictainni by the State & Local Rocords
Management Division, ISLA(

Original is retained peimanently by ISL Records
Mangeinent Division. RMI) 102.

Original is retained by ISL Records Management
Division. RMD 106.

AC -completion of poijeet.

94-539-23 5 AC- eomplraion ot pwjcct.

ACcxpiiation or termination of the instrument
according to its terms. Would include contracts,
conespondence, change notices and other contract
management documentation.

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

AC * After closed, terminated,
completed, expired, settled

AV - Administrative Value

Retention Codes

LA - Life of Asset

PM - Permanent

US - Until Superseded

FE - Fiscal Year End

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

lI(ENSIi & DRIVING RECORD
CHECKS

RMD 105 Agency Code: 539 Recertification 2(112
Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
11) Number Item (Office) Center Retention R I Number

Number Retention Retention C T
5.6.004 369

370 BUILDING KEY CHECK-OUr FORMS

AC AC

5.4.012

5.6.003 385

5.3.004 388

1.2.005 581

1.2.008 583

1.2.011 584

1.2.012 585

AC+3 AC+3

LA+I LA+l

AV AV

US US

FEt3 FE+3

US US

US US

789

1.2.010 819

5.1.001

957

1.2.001

MAIL SERVICES FILES ACI-1

PROCUREMENT CARD FE+2

DESTRUCtION AUTHORIZATION FE+3

AC+5 6 AC+1l

2 8 10

3 AC4-4

FE-+-2

FE+3

98-539-275

CE - Calendar Year End
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RECORDS RETENTION SCHEDULE

RMD 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T

CHIEF OPERATING OFFICER INFORMATION TECHNOLOGY APPLICATION DEVELOPMENT & SUPPORT

1012 IIOSPICE BATCh FORMS 6 6 Client Assessment and Pruvide, Systems (CAPS) to
meet H1PAA requirements.

CHIEF OPERATING OFFICER INFORMATION TECHNOLOGY MAAEMENT SERVICES

2.1.002 436 AUUOMATFI)FILES, MASTER FILES AC+3 AC+3 X AC-cumpletiun of ltd verification cycle, or audit
completion confirming successful transaction updates,
or required audit trail maintenance, or the ability to
restore or migrate when errom are detected or when
hardware or software changes occur.

2.2.001 600 SYSTEM SECURITY RECORDS FE 5 FE+5 91-539-078 Records document computer security violations and are
used for fraud investigations and audit pmposcs.
Former DI IS records to remain on schedule until final
disposition of records.

680 REQUESTS FORCOMPUTER ACCESS CE 7 CE+7 92-539-181

lt6l ITOVERVIEW US 5 US+5 On DADS IT intranci site,

862 IT BUSINESS PLAN AC+6 AC+6 AC-Sept. I of odd numbered calender years, On
DADS U intranet site

CHIEF OPERATING OFFICER LEGAL SERVICES LEGAL SERVICES

11.073 1031 ADMINISTRATIVE HEARINGS AC+l 4 AC+5 R AClast action

1064 OPEN RECORDS TRACKING SYSTEM FE+2 FE+2

1065 CASE-MAN SYSTEM PM PM System contains settlements/judgments from old
lawsuits which are used internally.

1.1.048 4S8 l.ITIGATION FILES AC 10 AC+l0 R 92-539-086 AC end of litigation. Legal precedent or historical
value eases arc aichival. Retention based on reference
to cases that involve settlement agreements, changes to
handbooks, changes to rules.

5.1.001 4W) CONTRACTS AC 5 AC+5 X 92-539-167 ACend of contract, Retention to assure compliance
FEDERAl !INTI/RAGENCY with federal requirements.

Retention (odes ARC (Archival) Codes
AC - After closed, terminated, LA - Life of Asset A - Transfer to State Archives
completed. ewired. settled PM - Permanent R - Review by State Archivist
ÀY - Administrative Value US - Until Superseded

CE - Calendar \‘ear End FE - Fiscal Year End
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RML) 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number item (Office) Center Retention R I Number

Number Retention Retention C T

5 1.001 490 C ‘ONIRAC’IS - PROVIDER SERVICES AC 5 AC÷5 X 92-539 109 AC- end ot contract Retention needed iii asswe
compliance with federal requirement pertaining to
federal funding.

492 AGENCY ATI’ORNEY OPINIONS ON
CASES AND POLiCY STATEMENTS

93-539-203 AC- uiitil end of tiscal year in which statements are
supersixled. Dot’. not include opiniot revanling actual
or pending litigation.

92-539-085 AC- end of ealendar year in which liligatioti is no
longer a potential. Retention to dssuxe the statute of
IitnlatiJns has expired.

Repoit% to TBP( on agency’s Public Inflirniation Act
activities.

CHIEF OPERAl ING OFFICER

1.1.070 1(111 ES

LU1AL SERVICES POLICY & RUL

AC 20 AC+20 R X 92-539-189 AC after rule or ngu1ation is repealed.

ACcuniplction ortenninanon of pruglam. rules,
policies or procedures.

AC-completion or termination of program, rules,
policies or procedures.

COMMISSI(JNI/RS OFFICE CMMISSIONERS OFFICE COMMISSIONER’S OFFICE

BOARD MEETING AGENDAS AND
MINUTES

EXECUIIVE ADMINISTRATIVE FE 10 FE+l0
FILES

A 00-539-291 Agency retains pennailent reconi copy. Archival
requirement met by sending a copy to the Archives &
Infonitation Services,TSLAC. Former Dept of Human
Services infininatiun. IX. Govi code, Chapter 551.

R X 91-539-074

Backuplsupporting documentation lii council meeting
minutes.

853 PUB[.IC HEARINGS AC-I-5 AC+5 R AClast aCtion.

AC - After closed, terminated,
completed, expired, settled

AV - Administrative Value

CE - Calendar Year End

Retention Codes

LA - Life of Asset

PM - Permanent

US - Until Superseded

FE - Fiscal Year End

A1{( - (Archival) Codes

A - Transfer to State Archives

R - Review by Slate Archivist

1.1.014

1.1.045

1.1.072

548 POTENIIAL LITIGATION

948 PUI3LIC INFORMATION REPORTS

AC 6 AC+6 R

AC 4 AC-i-4 R

2

1.1.1)71 672 AL)OP’IED RULES WORKFILES AC+3 AC÷3 R X

1.1.071 673 ABANDONED RULES WORK FILES AC+3 AC+3 R X

1.1058

1.1007

1.1.1162

176

177

PM PM PM

595 COUNCIL MEEI1NG - SUPPORTING
DOCUMENTATION

2 A
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RECORDS RETENTION SCHEDULE

MEETINGS, AGENDAS, AND
ELECTRONIC RECORDINGS OF
CLOSED

DADS COUNCil.. MEETING AGENDA
AND MINUTES

At Ihe date of the meeting or completion of pending
action involving the meeting, whichever is later.
Certified agendas or electmnic recordinas of closed
meetings of state boards, commissions, committees, and
councils. (los’. Code 551.104(u).

Agency retains permanent record copy. Archival
requirement met by sending a copy to th Archives and
Infonnation Services, [SI .AC. IX Govt (ode,
Chapter 551.

CONSUMFR&EXThRNAI, AFFAIRS

1.1(119 53

COMMUNICATIONS

PRESS RELF.ASES 2

COMMUNICATIONS

2 R News or press releases issued by the agency.

96 NEWS CLIPPINGS/BRIEFS R Related to DAI)S and programs

1.1.1)66 661

CONSUMER&EXTI/RNAL AFFAIRS

494

ANNUAL NARRATIVE REPORT

COMMUNICATIONS

PUt3I,IC SERVICE
ANNO1 JNCEM ENTS AND TRAINING
VIDEOS AND DVD’S

AC+3

2

3 AC+6

MEDIA SERVICES

2

A AC- -September 1 (it odd-numbered calendar years.
Agency sends required copies to the Publications
Depository, TSLA(’.

PRODUCTIONS FILES AC+1

BOARD MEETINGS 2

ORIGINAL ART AND AV
PHOTOGRAPHS WITH RELEASES

AC-until no longer used or are supcnsxled. Series
includes mechanicals, electronic pnicluction masters,
job tickets. Series is most any printed pmduct for the
agency; esciuding fimns.

Record copy is in Commissionet’s Office, Agency Item
176.

AV-useful life of photograph or original artwork May
include oversize media. Includes photograpla and art
acquired tar DADS publications and related. Releases
give pcinission to use image. Can include copyright
waivers and related.

AC - After closed, terminated,
completed, expired, settled

AV- Administrative Value

Retention Codes

LA Life of Asset
PM - Permanent

US - Until Superseded
FE - Fiscal Year End

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

1.1.059 MI

RMI) 11)5 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T

1.1.058 935

AC+2 AC+2

PM PM A

1.1.01 )

1.3.002 497

1.1.060 498A

1.3.1)1)2 791

AC+l R

2

AV R

CE - Calendar Year End



DEPAR1MENI PUBLICAF IONS

C(MM.UN1CMiONS
HANDBOOK REVISIONS FOR AC+2
HANDBOOKS

HANDBOOK REVISION WORK FILES ACI-3

CONSUMFR&FXTERNAI. AFFAIRS

952 MEMORANDI JMS OF
UNDERSTANDING

QJ&EXEALAFFAIRS

AC÷3

ADMINISTRATION

AC+3 A( end of agreement.

CONSUMIR&E/XTERNAL AFFAIRS

565

977

IMPACT STATEMENTS

GOVERNMENT RELATIONS

AC+6

FISCAL NOTE SUBMI1TALS AC+6

LEGISLATIVE AFFAIRS

AC+6

AC+6

AC end of IcguIative se’.’oon. Includes legislative
inquiries.

AC-end of legislative session.

1.1.024 992 IMPLEMENTATION PLANS AC+6 AC+6 R ACeud of legislative session.

STATE LONG TERM CARE OMBUDSMAN

CERtIFiCATION APPLICATIONS 3
FOR VOL.UNII±RS

STAlE LEVEL COMPLAINTS AC+5

ANNUAL PROCIRAM 3
PERFORMANCE REPORTS

AC - After closed, terminated,
completed, expired, settled

A%’ - AdmInistrative Value

CE - Calendar Year End

Retention Codes

LA - Life of Asset

PM - Permanent

US - Until Superseded

FE - Fiscal Year End

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

Printed: 7/17/2012

RMD 105

Record Series Agency Record Series Title Agency
ID Number Item (Office)

Number Retention

Texas Department of Aging and Disability Services
RECORDS RETENTION SCHEDULE

Agency Code: 539

Records Total

Center Retention
Retention

13.001

CONSUM FR&FX lIRNAI AFFAIRS

1.1.070 360

1.1071 361

1.1.070 362

1.2003 587

1.1.070 653

995

Page 15 of3O

A V106
R I Number
C T

Remarks

Recertitication 2(112

AC+2 AC+2 AC until supeise&d 01 otsmletc.

WEB & HANDBOOK SERVICES

MASTER HANDBOOKS

FORMS HISTORY FILE

MICROFILMED HANDBOOKS AND
REVISIONS

8 AC+I0

AC+3

AC+3 AC+3

AC+l AC+1

5 5 10

R X 03-539-306 ACeotnptetion ortenninacion of plogmani, rule,
policies or piuculures.

K X A(’eomplction or tennination of pwgrdm, rule,
poliCies or ptitcedwes.

K X At completion or tenmnnation of prugnun. rule.
policies at pioeeduns.

AC form no longer used.

R X 92-539-112 Maintained ten ycals due to potential litigation support.

(:ONSLJMF.R&EXljRi’4A1. AFFAIRS

975

1.1.006 993

1.1.067 994

VOLUNTEERS

AC+5

3 K

AC final disposition of the complaint.
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RECORDS RETENTION SCHEDULE

RMD 105 Agency Code: 539 Rcccrtification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks

ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T

CONSUMER&FXI’FRNA[ AFFAIRS VOLUNTEER&COMMUNI]Y.ENGAGEMENT VVThEL.C.OMMUN1TY ENGAGE lENT

1.1.058 1025 VOLI 1NTEER SERVICES STATE PM PM A Record contains minutes, agendas, legal information

COUNCIl. (VSSC) and insuasnoc. VSSC was dissnlvd irs 2007 - retain for
audit and historical purposes.

log INDIVIDUAL VOLUNTEER RECORDS AC+1 2 AC+3 AC end of volunteer’s service.

575 VOL[JNTEFR SERVICES PROGRAM 1 2 3 Volunteer pmgram mandated by following statutes: TX 0
MANAGEMENT FILES Govt Code Title 10 ch 2109; 7 CFR 272.4; 42 (‘FR

432.32:45 (‘FR 225.2; etc.

979 PARADIGM/SFR5O AC+7 AC+7 ACeompIetion or termination of prugram. A
donor/volunteer trucking database.

PARTNERSHIP DONATION AC+3 AC+3 AC -end of agreement.

AGREEMENT

983 VOLUNTEER AWARDS AC+3 AC±3 AC-coinpIetion of award presentation.

DEPUI V COMMISSIONER CENTER FOR POLICY& [NNOVATIQN POUCY DEVELOPMENTOVERJG1JT

1.1.071 452 POI.ICY AND INITIATIVES AC 20 AC+20 R X 00-539-293 AC - completion or termination of program rules.
PROGRAM DEVELOPMENT FILES policies or procedures. Compliant with OIG office.

PfI!JTY c’QMM1SSiONFJ CE?’. TER FOR POLICY & INNOVATION OUAI.ITY MQNITORING PROGRAM

1054 ICF MORTAI.ITY REVIEW AC 6 AC+6 A(”eompletion of review. Record includes decedent’s

COMMI1TEL records (medical. psyeholigical. plan of care. Ctc.)
requested by the Commitlcc to conduct mortality
reviews.

1056 NURSING FACILITY QUALITY AC 6 AC+6 AC-complction of report.
REVIEW REPORT (NFQR)

11157 NURSING PEER REVIEW AC 7 AC+7 ACcompletion of review.

(‘OMMIT[EE FILES

991 QUALITY MONITORING PROGRAM 3 3 Visit reports, schedules and visit data.

P1TUTY cOMMISSIQNFR CENTYR E.QR POLICY & INNOYATIOI qUALITY REPORTING

Retention Codes ARC (Archival) Codes

AC - After closed, terminated, LA - Life of Asset A - Transfer to State rchives
cornpleed, expired, settled PM - Permanent R - Review by State Archivist

- Administrative Value US - Until Superseded

CE - Calendar Year End FR - Fiscal Year End



Pnnied: 7/17/2012

LONG TERM SERVICES AND
SUPPORTS QUALITY REVIEWS
(L ISSQR)

CONTRACTS

GRANT DOCUMENTATION FILES
(BOOKS)

Texas Department of Aging and Disability Services

RECORDS RETENTION SCHEDULE

CENJERFjQRAM COORDINATION

CQMMON RECORDS

EMPWYI± ‘[RAINING AND ACI-I
EDUCATIONAL ACHIEVEMENT
RECORDS

Page 17of30

AC after closure. I egislatively mandated (Rider 13,
1-113 I. t2nd I.egislaturc. 2011.

AC’ expiration 01 termination of the instrument
according to iT terms.

AC satislaction of all Iinifonn Adminiatnitive
Reqwnanent br (irants and (opcnitive Agreements
to State and Local Governments (the Common Rule).

AC- after conipiction. lelephone and computer-based
sysrells that electionically verifies service visits occur.

AC’-deeisiou made to implement or not to implement
result of planning process.

AC- termimiatiou of cinploytnent.

AC—until electronic records are tmnsferred to and made
usable in a new software enviroliment or there are no
electronic record.s being retained to meet an approved
retention period that requires the software to be
retrieved and read, 13 TAC 6.94

ACuntjj electronic records are tnsnsferred to and made
usable in a new hardware environment or there arc no
elcctionic records being retained to meet an approved

retention penod that requires the haidware to be
retrieved and mead. 13 ‘IAC 6.94

AC - After closed, terminated,
completed, expired, settled

AV - Administrative Value

Retention (‘odes

LA - Life of Asset

PM - Permanent

US - Until Superseded

AR(’ (Archival) Codes

A - ‘rransf- to State Archives

R - Review by State Archivist

1039

RMD 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T
AC 6 AC+6

5.1.001 1053 AC 4 AC÷4 X

E1)J ‘QMMISSIONER CENTER FOR po icy &INNOYATION RESEARCH ANALYSIS AND SUPPORT

47.008 AC 3 ACI-3 X 92-539-169

DLPIJ I ‘i’ COMMISSIONER PLANNING & PROJ ECT MANAGEMENT

1066 ELECIRONIC VISIT VERIFICATION AC+6 AC+6

93 AGENCY FUNCTIONAL REVIEW 3 7 10

1.1024 AGENCY BUSINESS PLAN AC+1 2 AC÷3 R

GENERAL AGFN(’Y ALL AREAS

3.1,027 1009 4 AC+5

2.1,007 1026 SOFI’WAREPROGRAMS AC AC X

21008 1027 HARDWARE DOCUMENTATION AC AC X

(;E - Calendar Year End FE - Fiscal Year End
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ADDRESS AND TELIPHONE
I A STINGS

SPEECHES. PAPERS &
PRESENTATIONS

CORRESPONDENCE -

ADMiNISTRATIVE

RECORDS RETENTION SCHEDULE

AC—until electronic records are transferred to and made
usable in new hardware/software environment or there
are no electronic records being retained to meet an
approved retention period that requires the
documentation to be retrieved and read. It TAC 6.94

ACcod of term in ofiicc or termination of service in a
state position. Notes or text of speeches, papers,
presentations or reports delivered in conjunction with
agency work.

Incoming/outgoing & internal correspondence. Only
administrative conespondence of executive staff, board
or commission members, division director and program
heads require archival review.

Includes cost records, labor, materials, and overhe3l.

51.015 615 CORRESPONDENCE LOGBOOKS I I

1.1063 617

1.1.027 619

11.069 622

1.1.065 634

11.067 635

1.1.043 637

CALENDARS, APPOINTMENT & CE+l
ITENERARY RECORDS

MEETING MINUTES/NOTES - STAFF I

PROPOSED LEGISLATiON AV

REPORTS - EMPLOYEE

Only the calendars, appointment, & itinerary records of
elected officials, executive stafl board or commission
members, division directors, & program heads require
archival review

Minutes/notes of internal staff meetings.

Drafts or proposed legislative bills & related
correspondence as applicable to each program area.

Activity & production reports 11w workload
measure,funding.etc.

Information or data colleeted!compiled for the purpose
of producing non-Fiscal reports.

95-539-268 Non-routine or special reportsJstudies.

Ilistructional materials developed by an agency for
training entities or individuals it regulates or serves.

AC - After closed, terminated,
completed, expired. settled

- Administrative Value

Retention Codes

LA - Life of Asset

PM - Permanent

US - Until Superseded

ARC (ArchIval) Codes

A - Transfer to State Archives

R - Review by State Archivist

RMI) 105
- Agency Code; 539

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
1D Number Item (Office) Center Retention R I Number

Number Retention Retention C T
21.009 1028 TECHNICAL DOCUMENTATION AC AC X

Recertification 2012

5.1.004 523

1.1.040 592

1.1.007 611

5.1.012 614

US US

AC AC

1 3 4

US+3 US+3

1.1.013 616

CHARGE SCHEDULES - PRICE LISTS

R

R X 92-539-164

fl

0

CE+l R

AV

AV

2 3 R

US+1

REPORTS AND STUDIES - RAW AV
DATA

REPORTS AND STUD[ES - FINAL I
(NON-FISCAL)

TRAINING MATERIALS US+1

CE - Calendar Year End FE - Fiscal Year End
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Non-administiative incoming/outgoing and internal
correspondence pertaining to or arising from the routine
operations ut the policies, programs, services or
projects.

AC closc of project.

92-539-135 These records include lime and Leave Fomrs and
related tnm, 40 lAf’ 815.106(j)

Supervisors i ecords. Records ate career counseling
notes and similar. Files may consist of copies of
perfonnance plans and appraisals, etc. Original records
supporting a petsonnel action must be sent to HRS for
inclusion in mdstcr petsonnel tile.

94-539-220 ACdate of ntificatioii that records are exempt.
Includes all correspondence & documentation for
exempt requests lx Public Infonnation Act. 552.001.
Prior to 9/1/05 ireord soira contained exempted and
nut exempted requests.

ACSept. 1 of odd-nwnbercd calender years.
Revisions on past plans by each division concerning
their program. Aichival requirement met by sending
required copies to State Publications Depositoty

Program. TSI AC.

Archival lequitcillent met by sending required copies to
State Publications Depusiloiy Program, TSLAC.

AC-purpose of recoid has been fullilled. Records of
temp. usefulness that ac not an integral part of a record
series, that aren’t icgularly filed within agency’s
recordkceping ystcns and that are required for
completion ofan action.

ACpublication orrelease of fuial audit findings.
Includes working papen that support the audit.

AC - After closed, terminated,
completed, espired, settled

Retention (odes

LA Life of Asset

PM - Permanent

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by Stale Archivist

RM[) 105 Agency Code: 539 Rccertitication 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T
1.1.1105 638 CORRESPONDENCE, GENERAL 2 2

u39 PROJI.CT LOGBOOKS AC+3 AC+3

3.4.006 640 TIME AND LEAVE RECORDS FE 4 FE+4

643 SUPERVISOR’S NOlES AV AV

1.1.021 724 PUBLIC INFORMATION REQUESTS - AC 2 AC+2
IiXEMPIED

1.1.055 761 STRAIEGIC PLAN AC 6 AC+6 A

1.1.023 771, ORGANIZA’I IONAL CHARTS US US A

1.1.057 841 TRANSITORY INFORMAl ION AC AC

1.1.067 876 STUDIES AND REPORTS 1 2 3 R

1.1.002 934 AUDITS AC÷2 5 AC+7

AV - Administrative Value US - Until Superseded

CE - Calendar Year End FE - llscaJ Year End
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RECORDS RETENTION SCHEDULE

RMD 105

DIRECTIVES US+1

EXECuTIVE ORDERS US+3

PLANS AND PLANNING RECORDS AC+3

ADA (AMERICANS WITh 3
DISABII.JTIFS ACT)
DOCUMFNTATION

AGENCY RULES, POliCIES AND AC+3
PROCEDI RES - WORKING FILES

OFFICE PROCEDURES US+1

INTERNIA.lj

AUDIT WORK PAPERS AC+3

INTERNAL AUDIT REPORTS AC+7

ThLNkLT

Recertification 2012

AC completion of survey. Surveys returned by
customers/clients of an agency. Statistical data
maintained rating an agency’s perfonnanec.

AC - date request fulfilled. Includes all coirespondence
and documents relating to requests ti,r reconis that are
furnished to the puhlic Tx Public Infonnation Act
552.001.

Any document that ollicially initiates, rescinds, or ()amends general office procedures.

Any documeni that initiates, rescinds, or amends a
regulation, policy or procedure that governs the
program, services or pro jt5ts.

AC-decision made to implement or not to implement
result of planning process.

28 CFR 35.105c.

AC—completion or termination of program. roles,
policies or procedures.

Internally disttihuted manual, guidelines, or similar
records that establish standard office procedures.

94-539-231 AC cnd of fiscal yenr that final audit findings are
published or icleased.

ACend of fiscal ytair tIm final audit findings arc
published or released.

JOINT SERVICI-S çTVILRIFIT ClVII RIGHTS

AC - After closed, terminated,
completed, expired, settled

ÀY - AdministratIve Value

Retention Codes

LA - Life of Asset

PM - Permanent

US - Until Superseded

ARC (ArchIval) Codes

A - Transfer to State Archives

R - Review by State Archivist

Agency Code: 539

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks

ID Number Item (Office) Center Retention R I Number
Number Retention Retention C T

1.1.038 936 CUSIOMER SURVEYS AC+1 2 AC+3

I 1.020 947 PUBLIC INFORMATION REQUESTS - AC I AC+l
NOT EXEMPTED

1.1.010 984 US+l

1.1.011 985 US+3 A X

1.1.024 986 AC+3 R

1.1.056 987 3

1.1.071 988 AC+3 R X

5.1.014 990 US+l

INTERNAl, AUDIT

1.1.002 186

779

4 AC+7

AC+7

0

CE Calendar Year End FE - Fiscal Year End
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RECORDS RETENTION SCHEDULE
RMD 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T
24 COMPLAINI’S FILES AC+2 AC+2 ACfinal disposition of complaint.

3.1.039 1042 OMI3IJL)SMAN RECORDS AC AC AC final decision or matter closed.

I .056 847 ADA (AMERICANS W1IH 3 3 Includes acconanodation requests.
DISABILITIES ACT)
DOCUMENTAI1ON

52 COMPLIANCE REVIEW FILES 3 3

3.1.027 CIVIL RIGHTS TRAINING RECORDS AC+5 AC+5 AC ternunation of employment.

JOINT SERVIThS IJBJL PROCI.JREMENT&CONTRACT ENTERPRISE PROCUREMENT&CONTRACTINCi

5.1.001 11 CONTRACTS AC+2 3 AC+5 X AC expiration or termination of the instrument
according to its term. Tx Building and Procunanent
Commission wtains record copy.

4.2.005 14 PAYMENT VOUCHER (INCLUDING FE+3 FE+3 Records ale closed when voucher is prucessed to State
REMOTE ENTRY DOCUMENTS) Office fiscal management services (EMS). FMS retains

micrufllrn copy for five years. Remote entry documents
must be retained until audit is complete.

4.2.005 IS PURCHASE REQUISITION (FORM FE+3 FE+3
4298 AND RELATED
CORRESPONDENCE)

5.1.001 101 PROCUREMENT RECORDS FOR THE AC+1 3 AC+4 X ACcxpimtion or termination ot’the insuumcnt
SUCCESSFUL & UNSUCCESSFUL according to its terms. Vital record scties pmtected via
OFFEROR storage at oftsite stolage vendor.

5.1.001 IO4A CONIRACT RECORDS W/ AC+I 3 AC+4 X AC-expiration or termination of the instrument
TERMINATION DATE (EXCEPT according to its tenns.
MEDICAL SERVICES)

5.1.001 10411 CONTRACT RECORDS W/OUT AC+l 3 AC+4 X ACexpiration or tennination of the instrument
‘I’ERMINATION DATE (EXCEPT according to Its temis.
MEDICAL SERVICES)

372 PROCUREMENT FILES AC 5 AC+5 92-539-140 AC—termination of contract according to its tenns.
Includes shipping/delivery repozl.s, computer equipment
purehas&serviccs conrmcts (APD) and
maintenance/service contracts (non APD).

Retention Codes
ARC (Archival) Codes

AC After closed, terminated, LA - Life of Asset A - Transfer to State Archives
completed, expired, settled PM - Permanent R - Review by State Archivist
AV - Administrative Value US - Until Superseded

CE - Calendar Year End FE - Fiscal Year End
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RECORDS RETENTION SCHEDULE
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AC- termination of policy. For vehicles, equipment, etc.
Originals held by insurance company. Not vital after
closure.

JOINT SFRVICES

3.1.001

3.l.0l 1(106

HUMAN HUMAN RESOURCE SERVJ

X 92-539-143 AC expiration or termination of the instrument
according to its tenos.

Records may include applications, rcaumcs, and related
from applicants who applied for a posted position.
Material for hired applicants hceomcs part of Master
Personnel Files. 29(’FR 1602.31(a).

AC’1ermin4tion of employment.

EMPWYEE INSURANCE RECORDS

1044 PHYSICAL
EXAMINATIONS/MEDICAL REPORT

APTITUDE AND SKILLS TESTS
(‘lEST PAPERS)

APTITUDE AND SKJLLS TESTS
(VAlIDATION RECORDS)

SElECTION & PROMOTION, JOB CE 5 CE+5
ANNOUNCEMENT FILES

AC” until superseded or termination of employment.

AC”'until superseded or termination of employment.
Medical or physical examination reports or cciii iicatcs
of employees for whom perlo(Iic monitoring of health
or fitness is required.

AC “the criminal history record has servcd the
immediate pulpose for which it was obtained.

29 CFR 1602.31

29 (‘FR 1602.31

AC as long as the test is used by an agency. 29 CRF Q1602,31

X 91-539-053 29CFR1602.31

AC—termination of counseling.

3l4M MASTER PERSONNEL FILES AC 5 AC÷5 X 92-539-156 AC”date of tennination.

AC - After closed, terminated.
compleled, expired, settled

AV - Administrative Value

Retention Codes

LA - Life of Asset

PM - Permanent

US - Until Superseded

ARC (Archival) Codes

A - Transf to State Archives

R - Review by State Archivist

RMD 105

5.1.1)01

Agency Code: 539

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T

5.1.013 650 INSURANCEPOLICIES AC 4 AC±4 X 92-539-141

Recertification 2012

685 EQUIPMENT LEASES AC 4 AC+4

FMPWYMENT APPLICATIONS I 1 2
(APP I.ICANT NOT HIRED)

PERFORMANCE APPRAISALS AC 5 AC+5

0

3.1.011 1007 AC AC

3.1.024 AC 2 AC+2

3.1.026 1045 CRIMINAl. HISTORY CHECKS AC AC

3.3.027 1046 APTITUDEANDSKILLSTESTS US 2 US+2

3.3.028 1047 2 2

3.3,029 1048 AC+2 AC+2

3.1.014 310

3.1.006 311 SUPERVISOR’S CONFERENCE AC+3 AC+3
NOTES

CE - Calendar Year End FE- Fiscal Year End



INA(I1VF PERSONNEL MASTER
CARDS

POSIT IONJJOB DESCRIPTIONS

JOB AUDITS - POSItION
CLASSIFICATION REVIEWS

UNIFORM GROUP INSURANCE
PLAN ADMINISTRATIVE FILES

EMPLOYEE SUGGESTION SYSTEM

EMPLOYEE RECOGNITION

MASTER PERSONNEL FILES
(INVOLUNtARY TERMINATIONS)

PERSONNEL POLICIES AND
PROCEDURES

POLICY INTERPRE1EATIONS

GROUP INSURANCE ADVISORY
COMMIF FEE (GIAC) FILES

SELECI1ON AND PROMOTION -

UN SOLICITED APPLICATIONS

COMPLAINT FILES

UNEMPLOYMENT COMPENSATION
RECORDS

Retention Codes
.RC (Archival) CodesAC - After closed, terminated, LA - Life of Asset
A - Transfer to State Archivescompleted, expired, settled PM - Permanent
R Review by State ArchivistAV - Administrative Value US - [Jul11 Superseded

(‘E - Calendar Year End FE - Fiscal Year End

Printed: 717/2012

RMD 105

Record Series Agency Record Series Title
ID Number Item

Number
3.I.U2 316 FEDERAL 1-9 EMPLOYMENT

ELIGIBILITY VERIFICATION

Texas Department of Aging and Disability Services
RECORDS RETENTION SCHEDULE

Agency Code: 539

Agency Records Total
(Office) Center Retention
Retention Retention
AC+3 AC+3

Page 23 of 30

Recertification 2012

A V 106 Remarks
R I Number
C T

x

3.3.011

0 1.1023

3.3015

3.1.011

1.1.041

3.1.037

3.1.021

3.3.024

3.1.034

1.1.006

3 .2.007

3Il

322

323

326

644

645

670

657

655

659

821

824

829

A(’—tctziiination of employment. Retained for three
years aftet date of bite for employees or one year after
termination whichever 1’. later. Retention includes both
cases. Foriti does not actually verify citii.enship. S CFR
274a.2(bX2XtttA) and (cX2).

AC+5 70 AC+75 X 92-539-178 ACendnfeinp1oyiitent. legacy Department of
Human Services records.

AC+4 AC+4 X AC until superteded or job eliminated. 40 1 AC
815.106(i).

US+4 3 US+7 92-539-187

AC 6 AC+6 92-539-160 ACmntii superseded or termination of employment.
Contains individual insurance intijnnation.

CE 2 CE+2 95-539-244 Suggestions and responses.

AC+5 AC+5 AC’ -tentittiation of employment. Awards, incentives,
tenure, etc

AC+5 AC+5 X AC tennination of ernpkivment. Legacy Department
of Husisut Services records.

US+3 US+3

AC 10 AC+i0 94-539-225 ACend of fiscal year in which interpretations are
completed

1 19 20 93-53-2I3 Legacy Department olilunian Service reeo.

CE+I CE+l Records consist utiesumes, applications and other
applicant materials sent to the agency, but do not
correspond to ajob announcement.

AC+5 AC+5 AU disposition of complaint. Records consist only of
complaints.

AC+l 4 AC+5 AC-compIetmon of claim. Records include routine
feedback linus Ix Worktdree Commission, notices of
appeals, and related.



JOINT SERViCES

5.4.007 3X0

RISK MANAGEMENT

SAFETY TRAINING - HAZARDOUS
MAI’ERIAL

RISK MANAGEMENT

FE 5 FE+5 95-539-238 Tx Health and Safety code, see.502.009(g). includes
registration and/or content of councs.

AC- After doted, terminated,
completed, epircd, settled

AV - Administrative Value

CE - Calendar Year End

Retention Codes

LA - Life of Asset

PM - Permanent

US - Until Superseded

FE - Fiscal Year End

ARC Archival) Codes

A - Traisd’er to State Archives

R - Review by State Archivist

Record Series Title Agency
(Office)
Retention

Texas Department of Aging and Disability Services

RECORDS RETENTION SCHEDULE

Agency Code: 539

Records Total
Center Retention
Retention

PRE-EMPI.OYMENT DRUG
SCREENING TEST RESULTS

FORMER EMPLOYEE
VERTFI( ATION RECORDS

(iRIEVANCF. RFCORDS

C T

Page 24 of 30

Recertification 2012

A V 106 Remarks
R I Number

Printed: 7/17/2012

RMD 105

Record Series
ID Number

3.1.014

3.3.t)l I

3.1.018

IQINT$FRYICF$

3.4.004

3 4.005

3.2.002

3.2.00 1

3.2.003

3.2.004

3.2.009

3.4.002

3.4.001

32.002

3.3.031

1 1 2 X

AC 75 AC+75 X

AC 2 AC+2 X

AY1QWT1ME. LABOR &kEAYF

Agency
Item
Number
918

919

920

1062

1063

122

124

256

261

317

325

327

682

775

29CFR 1602.31

AC-termination nt employment.

ACfina1 dt.’cision on the grievance.

FE+5

FE+5

HUMAN RESOURCE SERVICES

OVERTIME AUTHORIZATIONS FE+5

OVERTIME SCHEDULES FE+5

EMPLOYEE EARNINGS RECORDS CE+3

EMPIDYEE DEDUCTION AC+5
AUrH0RIzATIONs

FEDERAL TAX RECORDS AC+2

INCOME ADJUSTMENT AC+3
AUTH0RI7iTIONS

STATE DEFERRED COMPENSATION AC

LEAVE RECORDS FE

T.EAVE ADJUSTMENTS AND FE
REPORTING DOCUMENTS

PAYROLL REPORTS FE+2

SICK LEAVE POOLJEXTENDED SICK FE+5
l.EAVF

2 CE+5 X 91-539-034 4OTAC 815106(i)

AC±5 X AC after termination of employee or after amendment.
expiration, or termination of authorization, whichever is
sooner.

3 AC+5 X 91-539-041 ACiax due date, date claim is filed, or date tax is paid
whichever is later.

2 AC+5 X 91-539-043 ACafter termination of employee or after amendment,
expiration, or termination of authorization, whicheverr
is sooner.

5 AC±5 X 92-539-168 ACa11 accounts with a vendor or vendon for the
individual participant have been closed.

3 FE+3 X 92-539-159

3 FE+3 91-539-045

3 FE+5 X 92-539-145

0

0
FE+5
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SAFETY TRAINING - OTHER THAN
HAZARDOUS MATERIAL

SAFE I Y ADMINISTRATION AC+l
RECORDS

INDIVIDUAL ACCIDENT REPORTS CE

WORKPLACE CHEMICAL LISTS 30

Texas Department of Aging and Disability Services

RECORDS RETENTION SCHEDULE

Page 25 of 30

AC end ut fiscal year m which records are superseded.
Registiation and/or content ol’coutses.

AC-cud of fiscal year in which the inspection was
complded or date ot the correction of any deficiency if
the inspection repoli revealed a deficiency. May
include inspection records, reports, and related.

29 CFR I ‘i04 33 [lie ‘I exas Department of Insurance
retains copies otthe repon.s submitted to it for 50 years.

Tx Health and Safety code See, 502.005(d. Consists of
lists of chernicab, stored in bulk amounts, used
primarily in print shops. Lists are stored on site at this
time.

For summary documentation of security incidents
which aflect pelson or pioperty at DADS locations.
Used for analysis in determining the best utili7ation of
agency resoumces when assessing security needs for the
workplacc.

RLGULALQI{Y.SIRVICLS

1003

I/NFDRCEMNT

EMPWYEE MISCONDUCF
REGIS’I’RY

2

PROF CREDENTIALING ENFORCEMENT

5 S13 967& Chapter 253 01 the Health and Safety Code.

NFA INVESI’IGAI IVE CASES AND
WORKING PAPERS

ACclose ol Investigation. Prugmans transferred from
TDH 0901/1997.

833 SANC liON NURSE AIDE ANt)
MFDI(AI1ON AIDE FILES

AC 80 AC+80 99-539-282 AC—fijial action of decision to close case. 42CFR
483.156

REGULAtORY SERVE ‘ES

750

ENFORCEMENT

UNLICENSED FACILITY PM

PROVIDER LICENSING ENFORCEMENT

PM SB 344, 80th Legislative Session, Section 247.050

FIELD OFF1CE

ADMINISTRATIVE PENALTY FILES AC+I

iAI

4 AC+5 AC-final decision madc. Files melate to nursing
facilities.

AC - After closed, terminated,
completed, expired, settled

Retention Codes

LA - Life of Asset

PM - Permanent

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

1.1.043 381

RMD 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
H) Number Item (Office) Center Retention R I Number

Number Retention Retention C T

AC 2 AC+2

5.4.003 382

Q 5.4.001 183

5,4.009 788

900

2 AC+3

5 CE+5 X 92-539-190

30

2 3SE(’URfI’Y INCIDENT REPOR’I’ 1

825 AC+I 4 AC+5

REGULATORY SERVICES

863

AV - Administrative Value US - Until Superseded

CE - Calendar ‘ear End FE - Fiscal Year End
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REGULAIORY SERVICES INSTITUTIONAL SERVICES

RECORDS RETENTION SCHEDULE

TITLE XLX CONTRACT MASTER AC 10 AC+10
Fil ES

NuRSING FACILITY SECURITY
RECORDS

AC as applicable, decision of agency not to file a
lawsuit or decision that a lawsuit will mit be filed
against it on a matter; dismissal of a lawsuit for want of
pmsecution or on motion of the pIaintiff or tinal
decision of court in a lawsuit.

93-539-217 AC satisFaetion of all Uniform Administrative
Requirements for Grants and Cooperative Agreements
to State and I neal Governments (the (‘ommnon Rule).
Records that mc prior tu last two ownerships are
inactive and stored.

AC—retirement of debt. Bonds or lcttcm of credit for
nursing facilities.

REGUIAIORY SFRVIC1;S LICENSING & CREDENTIALING

INVESTIGATIONS OF UNLICENSED
ASSISTED LIVING FA(1LITIES

PM

DATA/RECORDS

PM health & Sati.ty Code 247.050 (Senate Hill 344
etkctive 9-1-07)

NI IRSING FACILITY MONTI-ILY
MEDICAID OCCUPANCY REPORT

Report determines an iflCrea.sc or dectease of Medicaid
beds within a Nursing Facility.

655

t,92

TITLE XIX NURSING FACILITY
MASTER FILES

PROVIDER ACKNOWLEDGEMENT
OF DOCLJMENI RECEIPT

CE 15 CE+15

14 15

92-539-116 Records in this series include record surveys, vendor
hold.s, decertitications, license renewals, hearing and
appeals fur nursing homes including MR 01ev.

92-539-153 Records support legal functions of the megulatomy
department

97-539-273 Intermediate care facilities serving persons with mental
retardation and related conditions. HIPAA Compliant.

Monthly Nursing Ilome reports.

AC revocation of licenve or I’acilitv closed.

AC - .kfter closed, terminated,
completed, etpired, settled

AV - Administrative Value

Retention (‘odes

IA - Life of Asset

PM - Permanent

US - Until Superseded

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

RMD 105 Agency Code: 539

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T
1.1.048 564 lITIGATION FILES AC+l0 AC+I0 R

4.7.008

4.7.010

Recertification 2012

722

915

CONTRACTS

AC+1 2 AC÷3 X

1055 CE+2 4 CE+6

0

0
730 ICF-MRJRCFILES 1 5 6

736 RFPORIS OF RESIDENT DEATH 1 4 5

758 MASTER FACILITY DATA BASE AC AC

CE - Calendar Year End FE - Fiscal Year End
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RECORDS RETENTION SCHEDULE

LICNSJN1 & CREDENTIALING

FACILITYNURSEAIDE CE 3 CE+3
EMPLOYMENt VERIFICATION
RECORDS

AC’- coinpletron of 3rd verification cycle, 0 audit
completion Conhirnung successful tiansaction
processing, or required audit trail maintenance, or the
ability to oistuie 01 migrate when errors are detected or
when hardware or software changes occur.

X 97-539-270 Vital record series protected by regions keeping copies.
Includes reports, facility ducuns.astation, and notes of
certification reviews and iclated, Includes doctor &
nurse flutes, etc. Health & Safety Code 242.u32.
HIPkA (‘ooiphant.

ihe use of this database ended 9/2(X)0.

Compliance Assessment Review Enforuemeiit.
Database was enacted 9/2000.

ACprugrunt/dn’ector approved. Waiver of training
and competency evaluations.

ACpi’ogians’director approved. Waiver of training and
competency evaluations.

98-539-276 fransferred fromT[)H 09/01/1997 lucludes test
results, sign-in sheets, original test copies, keys, etc.

99-539-280 NAR fomi 5509 and ielatcd documents.

832 NURSE AIDE REGISTRY AC 3 AC+3 99-539-281 ACbeginniñg of inactive status of nurse aide in
rcglsuy or closing of incomplete noise aide application.
NAR form 5506 and telated documents.

834 NURSE AIDE REGISTRY DATABASE AC 3 AC+3 AC- ‘expiration of database.

NURSING FACILITY
ADMINISTRATOR LICENSURE FILES

RE(ILLt,MQRY SFRVC’l-S

1034

UCN.$JNPNTIALIN.G

MEDICARE ENROLLMENT FOR
SKILLED FACILITIES

AC+l

P1?,QFESSIONAL & TECHNICALBEVIEW

AC+ I AC’ienninntion ol two mcrst recent providers.

AC - After closed, terminated,
completed, expired, settled

AV - Administrative Value

Retention Codes

LA- Life of Asset

PM - Permanent

US - Until Superseded

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

RMD 105 Agency Code: 539 Recertiticarion 2032
Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T
2.1.01)1 76h LTC AU FOMAl liD FILES AC+3 AC÷3 X

820 FACILI’IY/HOME HEALTH
LICENSING & CU TIFICAIION FILES

8h5

866

R1/GULA’I ORY SE RVI( ES

1002

733

826

$31

CE 6 CE+6

CE+5 CEt5

CE+5 CE+5

NFA LICENSING

LTC’- R INIEGRA lED

CARES.

MEDICAIION AIDE FILES AC+2 AC+2

NURSE AIDE TRAINING AC+2 AC-i-2

‘Il-ST FILES FOR NFA I 11 12

1 4 5 Includes first application and renewals.

CE - Calendar Year End FE - Fiscal Year End
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RECORDS RETENTION SCHEDULE
RMD 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T
1035 BEE) ALLOCATION LA±I LA±l

WAIVER SURVEY &
CERTIFICATION PACKETS

ABUSFJNEGLECT/EXPLOITATION
REPORTS & COMPLAINT
FOLLOWIJP

INFECTION CONTROL REPORTS
(MONTHLY AND ANNUALLY)

Facilities have Bed Allocations regulated by tracking
Medicaid, Medicare and licensed Beds.

R X 94-539-227 Blueprints of facilities. Purge three years after facility
closes.

WAIYER SURVEY & CERTI CATION

Findings of annual visits to all Home and Community-
Based Services residences in which supervised living,
residential support and thster!companion care is
provided.

Packet consists of survey, letters, evidence collected,
review process documentation.

Screens & processes reports received from DFPS, HSC
& TxHml. with complaint followup.

AC”Client’s Death. Agency item number 1013 replaces
this item.

12-539-3 36 AC’-’last service date for client or 30th birthday,
whichever is longer

Information is summarired annually at clients staffing.

AClast service date or 2 1st birthday, whichever is
later.

Includes employee and patient exposures. Fmployee
requirement found in OSHA 29 (‘FR 1910.1 020(d)( I)
& 29 CFR 1910.1030.

AC - After closed, terminated,
completed. expired, settled

AV - Administrative Value

Retention Codes

LA - Life of Asset

PM - Permanent

US - Until Superseded

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

5.2.003 737

REGUlATORY SERVICES SURVEY OPERATIONS ADMIN1S

BUII.D[NG PLANS/SPECIFICATIONS LA 3 LA+3

REGUlATORY SERVICES SURVEY OPERATIONS

1041 RESIDENTIAL REVIEWS

940

94’

STATE SIJPPORTF[) UVLN(i cNTF.RS

_________

3

3

3

3 6

3 6

3 6

A.CJLLTI FACILITIES

1004 (‘IlENT RECORDS AFTER DEATH AC+5 5 AC+I0

1013 CI TENT RECORDS AC+5 5 AC+l0

1014 OBSERVATION NOTES 5 5

1015 DEFFRMINATION OF MENTAL AC+30 AC+30
RETARDATION (DMR)

1016 INFECTION CONTROL- EXPOSURE 30 30

1019 4 4

0

CE - Calendar Year End FE - Fiscal Year End
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RECORDS RETENTION SCHEDULE
RMD 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks
ID Number Item (Office) Center Retention R I Number

Number Retention Retention C T
1020 4 4INFECTION CON’IROL RISK

ASSESSM1NlS

AUTHORIZATION TO RELEASE
(‘ONFIDEN hAL INFORMATION
(HIPAA)

RECORD OF HIPAA-AFFECTED
DISCLOUSURFS

HIPAA PRIVACY DOCUMENTATION
(INCLUDING LETrERS, MEMOS,
FORMS)

DAILY PATIENT/CLIENT COUNT 5

VIDEO SURVEII LANCE FOOTAGE
REVIEW LOG

1033 VIDEO SURVEILLANCE CAMERA
MAINtENANCE INSPECtION LOG

AC authotization’i expuittion date. 45 CFR
164.530j)(I )-(2)

ACdatcofdiscIosun.. 45 (‘FR 164.530tjXlH2)

45 CFR 16453(JU)(l)-(2)

1036 VIDEO SURVEILLANCE DATA
REQUEST

1037 VIDEO SURVEILLANCE CHANGE
MANAGEMENT REQUEST

1038 CLIENT RECORDS (MICROFORMS)

1043 CLIENT RECORDS (MICROFICHE)

AC I AC+1 AC-after closed.

ACaIi closed.

11-539-335 AC-9/1/2004 Health & Human Services
Consolidation. This rectini series is reserved I’or
facilities that are unable to isolate the Individual reconis
eligibile for destruction in Agency #1013.

Agency copy of fonns ciinpleted by mechanical service
personnel for installation or repair. Includes billing
code, service, labor, part.’, and remarks.

12-539-337 AC-9/l/2004 Health & Human Services
Consolidation. ihis record series is reserved for
facilities that are unable to isolate the Individual records
cligibile for destruction in Agency #1013.

AC - After closed, terminated,
completed, eapired, settled

A’ - Administrative Value

Retention Codes

LA - Life of Asset
PM - Permanent

US - Until Superseded

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

1021

1(122

1023

1024 CLIENT TRUSt’ FUND

1029

1032

AC+6 AC÷6

AC-i-h AC÷6

6 6

FE 3 FE+3

5

1 1

AC+l 2 AC÷3 AC-alter closed

52.019 1041) SERVICEORDERS I

AC+l 3 AC+4

AC 68 AC+68

AC 68 AC+68

CE. Calendar Year End FE. Fiscal Year End
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RECORDS RETENTION SCHEDULE

ACl 0 yean from dale of the commission of the
offense or 10 years horn the 18th birthday of the
victim. ((‘ode of Criminal Procedure Art. 12f) I) ii

biological material ic collected, a new record series
must be uced

AC-4)ate of X-ray or ii’ patient was younger than Itt
ycar of age when treated the X-ray shall be maintained
until the patient reaches age 21 or the seven ycan from
date of x-ray. whichever is longer. 22TAC 165.]

968

969

CON1ROLLEI) SUBSTANCE

DEATH REVIEWS

EMPLOYEE VACCINATION
RECORDS

CLIENT RECORDS (CORE)

1 1 2

2 3 5

AC*licnts discharge or 21st birthday of minor.
whichever s later. Agency item number 1013 replaces
this item.

0

STATh SUPPORTED LIVING(ENTERS

1005 CARE SYSTEM AC+7 AC+7

MANAGEMENT SUPPORT OVERSIGHT

AC-- -completion or termination of program.

Retention Codes

- After closed, terminated, lÀ - Life of Asset

completed, expired, settled pti - Permanent

ARC (Archival) Codes

A - Transfer to State Archives

R - Review by State Archivist

0

RMD 105 Agency Code: 539 Recertification 2012

Record Series Agency Record Series Title Agency Records Total A V 106 Remarks

ID Number Item (Office) Center Retention R I Number -

Number Retention Retention C T

966 ABLJSE&NEGLECT AC AC X

967 ClINICAIJMFDICAL X-RAYS AC+3 4 AC+7

970

972

2

AC+5

8 lO

5 AC+I0

As’- Administrative Value US - Until Superseded

CE - Calendar Year End FE - Fiscal Year End


	SCAN000
	539
	SCAN
	539
	SCAN004.pdf
	539
	SCAN004.PDF.pdf
	539






