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Ms. Heidi McConnell
Chief Operating Officer
Cancer Prevention and Research Institute of Texas

211 E. 7th Street, Ste. 300
Austin, TX 78701

RE: Cancer Prevention and Research Institute of Texas
Retention schedule approved for use.

Dear Ms. McConnell:

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schedule are superseded with this recertified copy.

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

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

Your efforts in maintaining an up-to-date records retention schedule are appreciated. It not only
helps to ensure the integrity of your recordkeeping practices, but it is also essential to the success of
your records management program. Your schedule will be due for recertification on the last
working day of February 2016. If you have any questions, call the information analyst assigned to
your agency, Bret Adams, at 512-936-0270.

Sincerely,

aig Kelso
Director and State Records Administrator

Enclosure
cc: State Auditor, State Archivist
cc: (without enclosure) William Gimson
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State Libj9

SLR 105C
* STATE OF TEXAS

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

and Archives
Commission

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

Agency Code 542 State Auditor’s Office
Cancer Prevention and (For the exclusive use of the State Auditors Office)

Agency Name Research Institute of Texas

(Check one)
Signature

redLI Initial Certification - Form SLR 105
Name (‘Print or type) Not

l Recertification - Form SLR 105
Date

LI 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 LQYk_44.LL_(
LI Agency Head Name (Print or type) p’

Records M,Jement Officer /c__ (

Signature

Date

Name (Print or type) Heidi McConnL, Chief Operating Officer

Date December 19, 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 anylitigation, claim, negotiation, audit, public infomiation request, administrativereview, or other action involving the record is initiated; its destniction shall notoccur until the completion of the action and the resolution of all issues that arisefrom it.

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

L
State and Local Records Management Division
Texas State Library and Archives Commission
(Rev. 2111)
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2. Agency 
    Code      542 

3. Agency  
Name   Cancer Prevention and Research Institute of Texas 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

  ADMINISTRATION RECORDS           

1.1 1 Advisory Committees 2  2 A    

          

1.1.056 2 
Americans with Disabilities Act 

Documentation 
3  3  28 CFR 35.105(c)  

  

          

1.1 3 
Appointment Documentation to Texas 

Cancer Council (TCC) Board 
PM  PM A  

  

          

1.1. 4 
Appointment Documentation to 

Oversight Committee 
PM  PM A  
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2. Agency 
    Code      542 

3. Agency  
Name   Cancer Prevention and Research Institute of Texas 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

1.1.004 5 
Appropriations Requests and 

Supporting Documentation 
AC + 6  AC + 6 A 

AC = Sept. 1 of odd-numbered 
calendar years.  The archival 
requirement is met by sending the 
required copies of the requests to 
the Texas State Publication 
Depository Program, Texas State 
Library and Archives.  Only copies 
of supporting documentation 
submitted to the Legislative 
Budget Board are archival. 

 

 

          

1.1.002 6 Audits AC + 7  AC + 7  

AC = Publication or release of 
final audit findings.  The State 
Auditor’s Office retains any copies 
of its audits performed on Texas 
state agencies. 

 

 

          

1.1. 7 
Attorney General’s Office 

Correspondence 
3  3  

Kept by agency for historical 
and/or reference purposes. 
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2. Agency 
    Code      542 

3. Agency  
Name   Cancer Prevention and Research Institute of Texas 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

1.1.066 8 Biennial Reports, Publications in Lieu of AC + 6  AC + 6 A 

AC = Sept. 1 of odd-numbered 
calendar years.  Includes the 
Texas Cancer Plan and Cancer 
Council brochure.  The archival 
requirement is met by sending the 
required copies of the reports to 
the Texas State Publication 
Depository Program, Texas State 
Library and Archives Commission. 

  

          

1.1. 9 Civil Action Lawsuit AV  AV  
Kept by agency for historical 
and/or reference purposes. 
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2. Agency 
    Code      542 

3. Agency  
Name   Cancer Prevention and Research Institute of Texas 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

1.1.007 10 Correspondence - Administrative 4  4 A 

Archive Note:  Only the 
administrative correspondence of 
executive staff, board or 
commission members, division 
directors and program head 
require archival review.  Contact 
the State Archives when these 
records have met their retention 
periods. 

  

          

1.1.008 11 Correspondence - General 2  2  See note to 1.1.007   

          

1.1. 12 Creation of the Texas Cancer Council PM  PM E 

Archival code removed 
subsequent to appraisal by the 
Archives and Information Services 
Division, Texas State Library & 
Archives Commission, June 17, 
1999. 
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2. Agency 
    Code      542 

3. Agency  
Name   Cancer Prevention and Research Institute of Texas 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

1.1.038 13 Customer Assessment AC  AC  
AC = Final disposition of summary 
report. 

  

          

1.1.013 14 
Calendars, Appointment and Itinerary 

Records 
CE + 1  CE + 1 R 

Archive Note:  Only the calendars, 
appointment, and itinerary records 
of elected officials, executive staff, 
board or commission members, 
division directors, and program 
heads require archival review.  
Contact the State Archives when 
these records have met their 
retention periods. 

  

          

5.4.013 15 
Disaster Preparedness and Recovery 

Plans 
US  US   

  

          

1.2.015 16 Disaster Recovery Service Transmittals FE + 1  FE + 1     

          

1.2.012 17 File Inventory Listing US  US     
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2. Agency 
    Code      542 

3. Agency  
Name   Cancer Prevention and Research Institute of Texas 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

1.1.073 18 Hearings AC + 3  AC + 3 R AC = Last action.   

          

5.1.001 19 
Letters/Memorandum of Understanding 

– Texas Dept. of Health 
AC + 4  AC + 4 A 

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

  

          

5.1.001 20 
Letters/Memorandum of Understanding 

– Contract Orgs 
AC + 4  AC + 4 E 

AC=Expiration or termination of 
the instrument according to its 
terms.  Archival code removed 
subsequent to appraisal by the 
Archives and Information Services 
Division, Texas State Library & 
Archives Commission, June 17, 
1999. 
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    Code      542 

3. Agency  
Name   Cancer Prevention and Research Institute of Texas 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

1.1.048 21 Litigation Files AC + 1  AC + 1 R 

AC=As applicable, decision of an 
agency not to file a lawsuit or 
decision that a lawsuit will not be 
filed against it on a matter; 
dismissal of a lawsuit for want of 
prosecution or on motion of the 
plaintiff; or final decision of a court 
(or of a court on appeal, if 
applicable) in a lawsuit. 

  

          

5.1.004 22 Mail & Telecommunications Listings US  US     

          

1.2.003 23 Master Forms AC + 1  AC + 1  
AC = Discontinuance of use of 
form. 
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    Code      542 

3. Agency  
Name   Cancer Prevention and Research Institute of Texas 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

1.1.058 24 Meeting Agendas and Minutes PM  PM A 

Agency retains permanent record 
copy.  The archival requirement is 
met by sending a copy to the 
Archives and Information Services 
Division, Texas State Library and 
Archives Commission. 

 

 

          

1.1.060 25 Meeting - Audiotapes 
AC + 90 

days 
 

AC + 90 
days 

 
AC = Official approval of written 
minutes of the meeting by the 
governing body of an agency. 

 

 

          

1.1.059 26 Meetings, Certified Agendas AC + 2  AC + 2  

AC=The date of the meeting or 
completion of pending action 
involving the meeting, whichever 
is later. 

 

 

          

1.1.062 27 
Meetings – includes Board & 
committee meetings, and supporting  
documentation 

 5   5 A   
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2. Agency 
    Code      542 

3. Agency  
Name   Cancer Prevention and Research Institute of Texas 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

1.1.063 28 Meeting, staff notes 1  1     

          

1.1.019 29 
News Releases (clippings & press 

conferences, too) 
2  2 A  

  

          

1.1.020 30 
Open Records Requests Approved 

(Public Information Requests - Not 
Exempted) 

AC + 1  AC + 1  AC = Date request was fulfilled. 

  

          

1.1.021 31 
Open Records Requests Denied 

(Public Information Requests – 
Exempted) 

AC + 2  AC + 2  
AC = Date of notification that 
records are exempt. 

  

          

1.1.023 32 Organizational Charts US  US A    

          

1.1.068 33 
Performance and Funds Management 

Reports 
AC + 6  AC + 6  

AC=September 1 of odd-
numbered calendar years. 
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2. Agency 
    Code      542 

3. Agency  
Name   Cancer Prevention and Research Institute of Texas 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

1.1.024 34 
Planning Records (includes Strategic 

Plans-not mandated) 
AC + 3  AC + 3 R 

AC=Decision made to implement  
or not to implement as a result of 
planning process. 

  

          

1.1.070 35 Policies and Procedures of the Agency AC + 3  AC + 3 R 
AC=Completion or termination of 
program, rules, policies or 
procedures. 

  

          

1.1.071 36 Policies and Procedures working files AC + 3  AC + 3 R 
AC=Completion or termination of 
program, rules, policies or 
procedures. 

  

          

1.1. 37 
Program/Project files and related 

materials 
AC + 3 12 AC + 15 E 

Archival review code removed 
subsequent to appraisal by the 
Archives and Information Services 
Division, Texas Services Division, 
Texas State Library & Archives 
Commission, June 17, 1999. 
Medium is paper and electronic. 

95-542-001  
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2. Agency 
    Code      542 

3. Agency  
Name   Cancer Prevention and Research Institute of Texas 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

1.1. 38 Program/Project Historical Books PM  PM A 

Agency retains permanent record 
copy.  The archival requirement is 
met by sending a copy to the 
Archives and Information Services 
Division, Texas State Library and 
Archives Commission. 

  

          

1.1. 39 Proposals - Rejected 10  10 E 

Archival review code removed 
subsequent to appraisal by the 
Archives and Information Services 
Division, Texas Services Division, 
Texas State Library & Archives 
Commission, June 17, 1999. 

  

          

1.3.001 40 Publications AC + 8  AC + 8  AC=Until superseded or obsolete   

1.3.002 41 Publications Development Files AV  AV E 

Archival review code removed 
subsequent to appraisal by the 
Archives and Information Services 
Division, Texas Services Division, 
Texas State Library & Archives 
Commission, June 17, 1999. 
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2. Agency 
    Code      542 

3. Agency  
Name   Cancer Prevention and Research Institute of Texas 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

 

 

 

1.2.005 42 
Records Retentions Schedule 

(SLR105) 
US  US  

The State and Local Records 
Management Division, Texas 
State Library and Archives 
Commission retains original. 

  

          

1.2.010 43 Records Disposition Logs 20  20  
Agency policy to retain longer 
than TSLAC minimum. 

  

          

1.2.006 44 Records Transmittal Forms AC + 2  AC + 2  

AC=Final disposition of the 
records when by destruction or 
transfer to the State Archives.  
Original is retained AC + 20 by 
the State and Local Records 
Management Division, TX State 
Library. 

  

          

1.1.067 45 Reports (non-fiscal) 3  3 R    
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2. Agency 
    Code      542 

3. Agency  
Name   Cancer Prevention and Research Institute of Texas 

4.  
 
Records 
Series  

Item No. 

5. 
  
Agency 

Item  
No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

1.1.069 46 Reports (activity) 1  1  

The FE+3 retention period 
overrides any shorter retention 
period for a record series in this 
schedule if the records series is 
needed for documentation of 
agency performance measures. 

 

 

          

1.1. 47 
Request for Proposals - 

Announcements 
 5   5    

 

1.1. 48 Request for Proposals - Inquiries 1  1     

          

1.1.040 49 Speeches AC  AC A 
AC=end of term in office or 
termination of service in a state 
position. 

 

 

          

1.1. 50 State Auditor’s Office  3   3  
Kept by agency for historical 
and/or reference purposes. 
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    Code      542 
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Name   Cancer Prevention and Research Institute of Texas 

4.  
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Series  

Item No. 

5. 
  
Agency 
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No. 

6.  
 
 
 

Record Series Title 

7.  
 

Retention Period 
8.  
Archival 

10. 
 
 
 

106 No. 

11. 
TSLAC 
ONLY 

Amend. 
No. Agency Storage Total 

 
9.  
Remarks 

 

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 

 

SLR 105 
Rev. 4/12 

5.4.001 51 
State Office of Risk Management 

(SORM) – Annual Agency Report 
CE + 5  CE + 5  

29 CFR 1904.33.  The Texas 
Department of Insurance retains 
copies of the reports submitted to 
it for 50 years. 

 

 

          

5.4. 52 SORM – Audio/Visual Requests 2  2     

          

5.4 53 SORM – Inter-Agency Contract FE + 2  FE + 2     

          

5.4. 54 SORM – Quarterly Reports FE + 1  FE + 1     

          

5.4 55 
SORM – Risk Management Program 

Review 
FE + 4  FE + 4    

 

          

5.4. 56 SORM – Safety Performance Awards FE + 6  FE + 6     

          

1.2.011 57 Storage Approval Forms US  US     
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1.1.055 58 Strategic Plans AC + 6  AC + 6 A 

AC=Sept. 1 of odd-numbered 
calendar years.  The archival 
requirement is met by sending the 
required copies of the plans to the 
Texas State Publications 
Depository Program, Texas State 
Library and Archives Commission. 

 

 

          

1.1. 59 Submissions for External Publications 2  2 E 

Archival review code removed 
subsequent to appraisal by the 
Archives and Information Services 
Division, Texas Services Division, 
Texas State Library & Archives 
Commission, June 17, 1999. 
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1.1.067 60 
Texas Cancer Council Assessment 

Study (Report/Studies-non fiscal) 
3  3 E 

Archival review code removed 
subsequent to appraisal by the 
Archives and Information Services 
Division, Texas Services Division, 
Texas State Library & Archives 
Commission, June 17, 1999. 

 

 

          

1.1.065 61 
Texas Cancer Council Assessment 

Study (Report/Studies (non fiscal) 
Raw Data) 

AV  AV    

 

          

1.1. 62 
Texas Comprehensive School Health 

Initiative 
1  1    

 

          

1.1.026 63 Texas Register Submitted Forms AC + 1  AC + 1  
AC=Date of publication in the 
Texas Register. 

 
 

          

1.1.043 64 Training Materials US + 1  US + 1     
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1.1.057 65 Transitory Information AC  AC  
AC=Purpose of record has been 
fulfilled. 

 
 

          

1.1. 66 Tobacco Lawsuit AV  AV R 
Kept by agency for historical 
and/or reference purposes. 

 
 

          

3.3.030 67 Workers Compensation Training US + 2  US + 2  
Does not include hazardous 
material training records.  See 
Series #5.4.007. 
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  AUTOMATION RECORDS        

2.1.009 68 
Computer Logs & Software 

Documentation (Technical 
Documentation) 

AC  AC  

AC = Until electronic records are 
transferred to and made useable 
in a new hardware or software 
environment with new 
documentation or there are no 
electronic records being retained 
to meet an approved retention 
period that require the 
documentation to be retrieved and 
read.  13 TAC 6.94.  Software 
needed for access to electronic 
records must be retained for the 
period of time required to access 
the records. 

 

 

          

2.1.007 69 Computer Software/Applications AC  AC  Same as #68   
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  EMPLOYMENT RECORDS        

3.3.001 70 Affirmative Action Plan 5  5  
29 CFR 30.8(e) for apprenticeship 
plans. 

 
 

          

3.1.001 71 Applications/Resumes – Not Hired 2  2  29 CFR 1602.31 (State Agencies)    

          

3.3 72 Employee Assistance Program AV  AV     

          

3.3. 73 
Employee Health Fitness & Education 

Program 
AV  AV    

 

          

3.3.031 74 
Equal Employment Opportunity (EEO) 

Forms – Completed 
3  3  

29 CFR 1602.32, 1602.39, 
1602.41, 1602.48 and 1602.50 

 
 

          

3.3.011 75 Former Employee Verification Records AC + 75  AC + 75  AC=termination of employment   

          

3.3.026 76 
Full Time Employees (FTE) Quarterly 

Reports 
US + 3  US + 3    

 

          

3.1.034 77 General Employment Inquiries 1  1     
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3.2.010 78 
Human Resources Information System 

Reports 
AC + 4  AC + 4  

AC=Until superseded or the HRIS 
report has served the purpose for 
which it was maintained. 

 

 

          

3.2.003 79  IRS forms AC + 4  AC + 4  

26 CFR 31.6001 – (e) (2). 
AC=Tax due date, date the claim 
is filed, or date tax is paid, 
whichever is later. 

 

 

          

3.1.023 80 Job Descriptions/Job Postings AC + 4  AC + 4  
40 TAC815.106(i).  AC=Until 
superseded or job elimination. 
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3.1. 81 

Personnel Files – Applications, Aptitude 
tests, Corrective Action 
documentation, Counseling 
Records, Deduction Authorizations, 
Disciplinary Action documentation, 
Evaluations, Information or Action 
forms, Personnel Actions, Resumes, 
Selection Records, Training & Ed. 
Achievement Records, Verification 
of Eligibility & other related records. 

AC + 5  AC + 5  AC= termination of employment  

 

          

3.3.015 82 Position Classification Review File US + 3  US +3     

          

3.4.008 83 Sick Leave Pool Documentation FE + 3  FE + 3     

          

5.4.001 84 
Texas Workers Compensation 

Commission Reports 
CE + 5  CE + 5  

29 CFR 1904.33.  The Texas 
Department of Insurance retains 
copies of the reports submitted to 
it for 50 years. 
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3.3.022 85 Texas Workforce Commission Reports 3  3     

          

3.4.006 86 Time Sheets 4  4  40 TAC 815.106(i)   

          

  FISCAL RECORDS        

4.7.001 87 
Accounting Policies and Procedures 

Manual 
US + 3  US + 3    

 

          

4.1.001 88 Accounts Payable Information FE + 3  FE + 3     

          

4.4.003 89 Accounts Payable Ledgers FE + 3  FE + 3     

          

4.4.002 90 Accounts Receivable Ledgers FE + 3  FE + 3     

          

4.5.003 91 
Annual Financial Report and 

documentation 
AC + 6  AC + 6  

AC = September 1 of odd-
numbered calendar years. 

 
 

          

4.5.006 92 
Annual Operating Budget 

(Appropriations) 
FE + 3  FE +3    
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4.7 93 Austin Community Foundation FE + 3  FE + 3     

          

4.1.002 94 Billing Detail FE + 3  FE + 3  
Does not include long distance 
telephone billing detail. 

 
 

          

4.7.004 95 Capital Asset Records LA + 3  LA + 3     

          

4.7.006 96 Comptroller Statements FE + 3  FE + 3     

          

4.1.004 97 Encumbrance Detail FE + 3  FE + 3     

          

4.2.004 98 Encumbrance Vouchers FE + 3  FE + 3     

          

4.2.007 99 
Expenditure Vouchers (i.e. ITVs, 

Travel, Payroll, and Computer-
related) 

FE + 3  FE + 3    

 

          

4.3.003 100 Expenditure Journals/Registers FE + 3  FE + 3     
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4.7.008 101 Federal Grant Records AC + 3  AC + 3  

AC=Satisfaction of all Uniform 
Administrative Requirements for 
Grants and Cooperative 
Agreements to State and Local 
Governments (The Common 
Rule).  Applications that are 
approved are vital. 
 
CAUTION:  Retention 
requirements may vary depending 
on the specific federal funding 
agency.  Agencies must ensure 
that records are retained for the 
appropriate retention period. 

 

 

          

4.4.001 102 Financial Ledgers FE + 3  FE + 3  Medium is paper and electronic.     

          

4.5.005 103 
Historically Underutilized Business 

Report 
FE + 3  FE + 3    
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4.5.002 104 Internal Fiscal Managements Reports FE + 3  FE + 3     

          

5.2.014 105 
Inventory (State Property Accounting & 

Agency) 
FE + 3  FE + 3    

 

          

4.2.006 106 
Journal Voucher/Transfers/Budget 

Revisions 
FE + 3  FE + 3    

 

          

4.2.005 107 
Purchase Vouchers and Supporting 

Documentation 
FE + 3  FE + 3    

 

          

4.6.002 108 Reconciliations FE + 3  FE + 3     

          

4.7.012 109 Signature Authorizations 
US + 
FE+3 

 
US + 
FE+3 

   
 

          

4.5.007 110 
Uniform Statewide Accounting System 

(USAS)  Reports – daily 
AC  AC  

AC=Receipt and reconciliation of 
monthly report. 
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4.5.008 111 USAS Reports - monthly AC  AC  
AC=Receipt and reconciliation of 
annual report. 

 
 

          

4.5.009 112 USAS Reports - annual FE + 3  FE + 3     

          

4.5.001 113 
Worksheets for Preparing Fiscal 

Reports 
FE + 3  FE + 3    

 

          

          

  SUPPORT SERVICES RECORDS        

5.3.007 114 Bid Documentation FE + 3  FE + 3  

CAUTION:  If a formal written 
contract is the result of a 
successful bid or request for 
proposal, the successful bid or 
request for proposal and its 
supporting documentation must 
be retained for the same period 
as the contract.  SEE item 
number 5.1.001. 
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5.6.004 115 Driver’s License Record Checks AC  AC  
AC=Until superseded or until 
termination of employment. 

 
 

          

5.4.007 116 Hazardous Materials Training Records 5  5  
TX Health & Safety Code, 
502.009(g) 

 
 

          

5.4.010 117 Materials Safety Data Sheets AC  AC  
AC=After sheets are updated or 
hazardous chemical no longer 
stored by agency, as applicable. 

 

 

          

5.4.003 118 Office Safety/Health Inspections AC + 3  AC + 3  

AC=Inspection, or date of the 
correction of the deficiency if the 
inspection report reveals a 
deficiency. 
 
CAUTION:  Does not include 
inspection reports of building 
construction. 
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1.1.014 119 
Outside Legal Counsel (Legal Opinions 

and Advice) 
AV  AV R   

 

          

5.3 120 Planned Procurement Schedule FE+ 4  FE + 4     

          

5.3.008 121 Purchasing Logs FE + 3  FE + 3     

          

5.4 122 Safety Hazard Report form - completed 5  5     

          

5.1.001 123 Service and Lease Contracts AC + 4  AC + 4  
AC=Expiration or termination of 
the instrument according to its 
terms 
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