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November 20, 2019

Robert Norwood

Director, Recards Management Compliance
University of Texas Medical Branch - Galveston
301 University Blvd

Galveston, TX 77555-0918

Dear Mr. Norwood,

Amendment 6 to your agency’s 7th recertification of the records retention schedule is
approved for use as of 11/6/2019, and may be accessed on our website at

https://www.tsl.texas.gov/slrm/state/schedules. 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 rules (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:
Erica Siegrist
esiegrist@tsl.texas.gov
(512} 463-6623

Sincerely,

Craig Kelso
Director and State Records Administrator

cc: Agency head
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STATE OF TEXAS

SLR 105C

Form SLR 105 or SLR 122

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

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

Section 2. Approvals

{Submitting agencies do not write in this section)

723
Agency Code

University of Texas Medical Branch - Galveston
Agency Name

(Check one)
{7 initial Certification - Form SLR 105
(O Recertification - Form SLR 105
[@] Amendment - Form SLR 122
1 hereby certify that this records retention schedule was
prepared in accordance with Texas Governmen! Code,
Chapler 441, Subchapter L.
{Check one)
[ Agency Head

(@ Records Managernent Officer

Signature ﬁ )'61.'7 Mﬂ”v"_f@

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

Signature eq”’}e;-f g
!

Name (Print or type) s ?}. a
L™

Date

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

Signature % g:(%'{‘(

=

Name (Print or type) 0 r 4

1/6 /19

T 13 <
_ Robert Norwood
Name (Print or type)

Date plicuk 8/7/2(:’/ g

Cert/Recent No. 7" Amendment No. 6

SLA 105C
Rev. 91




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 1it.

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.

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



Texas

State Library
and Archives
Commission

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

1. Page 1 of 42

2. Agency
Code

723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON

RMAN: 1015 University Conferences And Events / University Events

4. Records
Series

Iltem No.

5. Agency
ltem

Number

Record Series Title

7. Retention Period

8. Archival

Agency

Storage

Total

9. Remarks

10.

11. Current
Schedule

106 No. |Pg No. |AIN

12.
Amend.
Type

3.4.006

1.1.043

4.1

5.3

5.1.004

5.3

100215

100222

100408

100417

101318

101416

Time Cards and Time Sheets

A record of the number of hours worked and the
number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.

Training Materials

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

Service Center Business Plan
A plan for providing specialized service to the
University community. The plan may contain but not
be limited to: a statement defining the purpose of the
service center, a description of each chargeable
service, approximate mix of customers, and a
description of the billing mechanism.

Procurement Card Records

A record of purchases made with a University of
Texas Medical Branch Procurement Card. This
records series may include but is not limited to:
Procurement Card Transaction Log, original charge
slip, sales receipt, packing slip, invoice, or any other
information related to the purchase.

Mail and Telecommunications Listings
Any mailing address, telephone or fax number, or e-
mail address records maintained by an agency on its
employees or on entities or persons it serves.

Procurement Card Records

A record of purchases made with a University of
Texas Medical Branch Procurement Card. This
records series may include but is not limited to:
Procurement Card Transaction Log, original charge
slip, sales receipt, packing slip, invoice, or any other
information related to the purchase.

FE+4

US+1

FE+7

FE+3

us

FE+3

0

FE+4

US+1

FE+7

FE+3

us

FE+3

40 TAC 815.106(i).

Minor changes to the listings may occur
as often as daily, disposition logs may be
completed at the end of the fiscal year.

9 100215

12 100408

43 101318

Retention Codes (Field 7)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives

AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted

C - Changed

SLR 122 Rev. 02/09




Texas

State Library
and Archives
Commission

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

1. Page 2 of 42

2. Agency
Code

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
723 RMAN: 2031 BOF / EHS / Occupational Safety

4. Records
Series

Iltem No.

5. Agency 6. 7.

Retention Period 8. Archival
Iltem

10.

Number Record Series Title Agency Storage Total 9. Remarks

106 No. [Pg No. [AIN Type

11. Current 12.
Schedule Amend.

5.3

54

5.4

101508 |Procurement Card Records FE+3 0 FE+3

A record of purchases made with a University of
Texas Medical Branch Procurement Card. This
records series may include but is not limited to:
Procurement Card Transaction Log, original charge
slip, sales receipt, packing slip, invoice, or any other
information related to the purchase.

203116 [ Occupational Safety Inspections AC+3 0 AC+3 AC = Inspection superseded, deficiency
This series documents safety and other inspections corrected, or research terminated.
conducted on equipment, environment, or university
facilities such as food preparation areas, research
labs, industrial areas, or any other area where there is
a general safety concern. Records may include but
are not limited to: inspection sheets that show date of
inspection, notation of violations, suggested corrective
measures, reports acknowledging compliance with
regulations, authorizing signatures, and any related
supporting documentation and correspondence.

203118 | Occupational Exposure Monitoring AC+75 0 AC+75

This series documents employee exposure to
hazardous materials or agents. Records may include
but are not limited to: noise monitoring reports;
chemical exposure monitoring; personnel dosimetry
records; indoor air quality assessments; hygiene
monitoring; or any other type of monitoring that is
conducted to test an individual's exposure to
hazardous conditions or materials.

AC = Termination of employment.

A4-12 | 203116 C

A4-13 | 203118 C

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal

Archival Codes (Field 8)
| - Retain in Archives

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

SLR 122 Rev. 02/09



Texas
State Library
and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 3 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2032 BOF / EHS / Biological Safety Program
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.4 203123 |Lead Compliance Records 12 0 12 12 TAC 295.212(h). N
This series documents the efforts to monitor levels of
lead in water, paint, and other sources to ensure 40 CFR 141.91.
individuals are not exposed to levels higher than the o
required action level. The records may include but are CAUTION: If the result of monitoring and
not limited to: sampling data and analyses, testing confirms that there has been an
background information, testing method and device, exposure incident, SEE Records Series
assessments, reports, surveys, letters, evaluations, 307108 - Accident Reports and
results, state determinations, and other information Associated Documentation / Exposures
required by the Environmental Protection Agency and 307108 - Employee Health Records.
(EPA) to demonstrate compliance with requirements
for lead monitoring, testing, and results in water, paint,
and other sources. Also includes objective data and
calculations that demonstrate that employees have
not been exposed to lead at or above the action
level.
5.4 203124 | Occupational Safety Incident Reports AC+75 0 AC+75 AC = Termination of employment N
This series documents incidents that involve
employee safety concerns or exposure to hazardous
agents. Records may include but are not limited to:
incident reports, withess documentation or interview,
evidence of incident, date of incident, and any
additional supporting documentation or
correspondence related to the incident.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted

AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

O - Review Required Before Disposal

C - Changed

SLR 122 Rev. 02/09



Texas
State Library

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

and Archives 1. Page 4 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2032 BOF / EHS / Biological Safety Program
4. Records [5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12,
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.4 203220 | Select Agents and Toxins Records AC+3 0 AC+3 AC = Until superseded, or select agents A2-16 [203220| C
Records may include but are not limited to: inventories and toxins are destroyed or removed
for select agents and toxins held in long-term storage. from inventory.
This includes: name and characteristics, quantity, date
of acquisition and source, storage location, tracking of CAUTION: Does not include export
time of movement and by whom, which agent used, shipping records. SEE Records Series
purpose of use, quantity used, and by whom. Records for records that involve exporting.
also must include date, sender, and recipient for intra-
entity transfers. Also includes any records that 42 CFR 73.17(c).
document the shipment and receipt of select agents or 7 CFR 331.17(c).
toxins. If destroyed, include quantity of toxin 9 CFR 121.17(c).
destroyed, date and by whom, a list of all individuals 42 CFR73.15.
granted access approval from the Health and Human
Services secretary or administrator, information about
all entries into areas containing select agents (must
include name of individual, name of escort, date and
time), and written explanations of any discrepancies.
54 203225 |Hazardous Material Shipping Records 5 0 5 CAUTION: SEE Records Series 203220 N

This series documents records created by and for all
parties involved in the shipping or exporting of
hazardous materials including biologicals, exempt
human/animal specimens, Category A and B
infectious substances, etc. This series may include but
is not limited to: export control documents, Bill of
Landing, financial records of shipment, boycott
documents, shippers declarations, shipping receipts,
transportation documents, certificates of origin,
compliance documents, or any other correspondence
or supporting documentation related to the shipment.

for retention requirements for shipping
select agent and toxins. SEE Records
Series 203512 for retention requirements
for shipping hazardous waste.

15 CFR 30.10(a).

15 CFR 762.6.

22 CFR 122.5.

49 CFR 172.201(e).

49 CFR 175.30(a)(2).

IATA Regulations.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New

Amendment Codes (Field 12)

D - Deleted

C - Changed

SLR 122 Rev. 02/09




Texas

State Library
and Archives
Commission

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

1. Page 5 of 42

2. Agency
Code 723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
RMAN: 2033 BOF / EHS / Radiation Safety

4. Records | 5. Agency
Series Iltem
Iltem No. Number

Record Series Title

7. Retention Period

8. Archival

10.

Agency

Storage

Total

9. Remarks

11. Current 12.
Schedule Amend.

106 No. [Pg No. [AIN Type

5.4 203226

Dual Use Research Concern (DURC) Records

Dual Use Research of Concern (DURC), or life
sciences research that, based on current
understanding, can be reasonably anticipated to
provide knowledge, information, products, or
technologies that could be directly misapplied to pose
a significant threat with broad potential consequences
to public health and safety, agricultural crops and
other plants, animals, the environment, material, or
national security. This series covers all documents
that should be evaluated by institutions for possible
risks, as well as benefits, in all domains, to ensure that
risks are appropriately managed and benefits realized.
Records may include but are not limited to:
Identification that research involves one or more of the
15 agents or toxins; assessment of agents or toxins;
Principal Investigator (PI) and Institutional Review
Entity (IRE) working papers; institutional review
documents for assessing if research uses one or more
of the 15 toxins/agents; determination and
assessment of the seven effects; DURC
determination; risk assessment; identification of
anticipated benefits; risk mitigation plan; evaluation
and review of mitigation plan; results notification of the
review by the National Institute of Health (NIH) or
United States Government (USG) funding agency;
DURC training; IRE reviews of active risk mitigation
plans; notification of change in status to a DURC
project and details of change; and any other
supporting information or related correspondence.

AC

0

AC

AC = Term of the research grant or
contract complete plus three years, or
eight years, whichever is longer.

United States Government Policy for
Institutional Oversight of Life Sciences
Dual Use Research of Concern.

Retention Codes (Field 7)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives

AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09




Texas

State Library
and Archives
Commission

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

1. Page 6 of 42

2. Agency
Code 723

RMAN: 2038 University Police

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON

4. Records | 5. Agency
Series ltem

Iltem No. Number

Record Series Title

7. Retention Period

8. Archival

HO. 11. Current 12.

Agency

Storage

Total

9. Remarks

Schedule Amend.
Pg No. |AIN Type

106 No.

5.4 203319

5.4 203320

5.4 203321

Unescorted Access Authorization - Approved

This series documents the process of ensuring the
physical protection of category 1 and 2 radioactive
materials and the areas on campus that hold them.
Records may include but are not limited to:
certification that each individual employee's
identification was properly reviewed and all of the
documents that were used for that review; trustworthy
and reliability report; fingerprint reports; criminal
history records; background checks; any other
reference/history check; verification of approval from a
service provider licensee; confirmation of receipt for
the right to correct background check notice;
background or criminal history check consent form;
any other necessary supporting documentation or
related correspondence.

Unescorted Access Authorization - Denied

This series documents the denied access
authorizations to category 1 and 2 radioactive
materials and the areas on campus that hold them.
Records may include but are not limited to:
Certification that each individual employee's
identification was properly reviewed and the
documents used to review; trustworthy and reliability
report; fingerprint reports; criminal history records;
background checks; any other reference/history
check; confirmation of receipt for the right to correct
background check notice; background or criminal
history check consent form; any other necessary
supporting documentation or related correspondence.

Approved Unescorted Access List

To document a current list of all employees who have
been approved and granted authorization to have
unescorted access to category 1 and 2 radioactive
materials and the areas where they are located.
Records include a list of authorized staff.

AC+3

AC+3

US+3

0

AC+3

AC+3

US+3

AC = Date the individual no longer
requires unescorted access.

25 TAC 289.252(mm).
10 CFR Part 37.
CAUTION: At a minimum, individual's

access should be reinvestigated every
10 years.

AC = Date access denied.
25 TAC 289.252(mm).

10 CFR Part 37.

10 CFR 37.23(h)(3).

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

Amendment Codes (Field 12)
N - New D - Deleted

O - Review Required Before Disposal |C - Changed

SLR 122 Rev. 02/09



Texas
State Library
and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 7 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2078 University Conferences And Events / Catering
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 203843 |Professional Committee Working Files AC 0 AC AC = Termination of service on N
Internal and external professional committees and committee, disbanding of committee, or
work groups. Includes notes, work papers, reference records of committee no longer
materials, research, committee appointments, administratively valuable to the
charters, and any other supporting documentation. university.
CAUTION: If the committee is funded by
a grant, records must be retained in
accordance with individual guidelines of
the grant or cooperative agreement.
1.3.001 203844 | State Publications AC+2 0 AC+2 AC = Until superseded or obsolete. N
One copy of each state publication as defined on
page xi of the introduction of this schedule, except a CAUTION: Many state publications must
publication that is subject to a different retention be submitted to the Texas State
period in this schedule. For example, a meeting Publications Depository Program, Texas
agenda (see item number 1.1.058) also meets the State Library and Archives Commission,
definition, but it must be retained permanently; item by law (Government Code 441.101-
numbers 1.1.004, 1.1.055, 1.1.066, 1.1.068, and 441.106). The Texas State Library and
4.5.003, which also meet the definition, are closely Archives Commission will retain a copy
associated with the appropriations process and must of all state publications submitted to it on
be retained AC + 6. a continuing basis, subject to periodic
evaluation to determine if the publication
merits further retention. For additional
information and requirements concerning
state publications made available to the
public through the Internet, consult the
administrative rules of the Texas State
Publications Depository Program of the
Texas State Library and Archives
Commission (13 TAC 3.1-3.16).
1.3.002 203845 |Publication Development Files AV 0 AV N
Background material, copy (drafts), original artwork,
photo negatives, prints, flats, etc. This includes all
work performed both inside and outside the agency.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted

AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

O - Review Required Before Disposal

C - Changed

SLR 122 Rev. 02/09




Texas
State Library
and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 8 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3017 Nursing Program Development
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.3 207813 |Procurement Card Records FE+3 0 FE+3 N
A record of purchases made with a University of
Texas Medical Branch Procurement Card. This
records series may include but is not limited to:
Procurement Card Transaction Log, original charge
slip, sales receipt, packing slip, invoice, or any other
information related to the purchase.
3.4.006 300713 | Time Cards and Time Sheets 1 4 5 40 TAC 815.106(i). 335 300713 C
A record of the number of hours worked and the
number of hours taken as leave, may include Time 42 CFR 489.20(r)(1).
Adjustment Forms as required by I.H.O.P. 3.7.1.
Retention is based on department policy.
300728 |Medical Logs 5 0 5 42 CFR 489.20(r)(1). N
Medical logs in this records series may include but are o )
not limited to: patient information, appointment, Retention is based on department policy.
admission, transport, dispatch, census, discharge,
patient photo, type of service rendered, equipment
freezer, master schedule sheets / research studies,
etc.
4.1.001 300822 | Accounts Payable Information FE 9 FE+9 UTMB policy based on requirements for A2-44 |300822| C
This series documents an agency's expenditures and auditing of federal grant recipients and
purchases. Records may include but are not limited to: federal cost report guidelines for
departmental purchase orders, contract release hospitals receiving Medicare
orders, balance sheets, bills, invoices, invoice reimbursement. Currently data needed
vouchers, journal voucher/entry forms, and related to support these requirements are co-
documentation and correspondence. mingled with data from non-federal
sources. Until a technological solution
exists that allows UTMB to parse out the
data based upon funding sources, UTMB
will need to keep all data within this
record series.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End

AV - Administrative Value

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09




Texas
State Library
and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 9 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3017 Nursing Program Development
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
3.3.030 301721 | Training Administration Records US+2 0 US+2 CAUTION: Does not include hazardous N
Instructional materials and other records associated material training records. SEE item
with in-house training of agency personnel on number 5.4.007.
personnel policies and procedures and other policies
and procedures that govern an agency's programs,
services, or projects.
4.5.002 301722 |Internal Fiscal Management Reports FE+3 0 FE+3 Monthly reconciliation and approval of N
Includes agency monthly budget reports to monitor expenses required by internal audit.
and track expenses. This records series may include
but is not limited to: worksheets used to check
expenses for legitimacy and accuracy, monthly
reports, and signed verifications.
4.7 301723 | Grants, Federal And Other Sponsored Grants And AC+4 0 AC+4 AC = Term of grant. N

Contracts

This records series consists of any of the following
sponsored grants and contracts that have been
awarded: federal, state, local, Industry (non-clinical
trials or regulated research), and Foundation grants
and contracts. Records may include but are not limited
to: award letter/notice, proposal, protocols,
correspondence, equipment inventory (final), effort
certification, reports - including final report, etc.

CAUTION: Grants have individual
guidelines for retention. Records must be
retained in accordance with individual
guidelines of the grant or cooperative
agreement. Federal grant records should
comply with the record retention
requirements set forth in OMB circular A-
110, subpart C. Federal contract records
should comply with the policies and
procedures for retention of records by
contractors as stated in the Federal
Acquisition Regulation (FAR) Subpart
4.7. Foundation grants have individual
guidelines for retention and must be
retained in accordance with individual
guidelines of the Foundation grant.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
US - Until Superseded

AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New
C - Changed

D - Deleted

SLR 122 Rev. 02/09




Texas
State Library
and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 10 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3034 Hospital Transportation Service
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
301724 |Placement Records AC+2 0 AC+2 AC = After placement. N
This series documents the written reference history of
a student to be forwarded to potential employers or
professional schools. Records may include but are not
limited to: credentials records showing where, when,
and cost of letters sent; release of information form
which includes a listing of the reference letters to be
sent; reference letters; student teaching reports;
professional program certificates; personal data
sheets and resumes; College Interview Forms; and
related documentation and correspondence.
4.6.002 303011 |Reconciliations FE+3 0 FE+3 375 303011 D
1.1.038 303016 |Customer Surveys AC 0 AC AC = Final disposition of summary N
Surveys returned by the customers or clients of an report.
agency, and the statistical data maintained rating an
agency'’s performance. SEE item number 1.1.067 for summary
reports compiled from customer surveys.
5.1.014 303406 |Office Procedures US+1 0 US+1 378 |303406 (¢}
Any internally distributed manual, guidelines, or similar
records that establish standard office procedures for
an agency; for example, agency style manuals,
telephone protocols, mail room procedures, print shop
and photocopy ordering instructions.
3.4.005 303407 | Overtime Schedules 2 0 2 379 | 303407 D
3.4.007 303409 |Time Off and/or Sick Leave Requests FE+3 0 FE+3 379 |303409 D
This records series may include but not be limited to
Leave Request Forms and other supporting
documentation.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted

AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

O - Review Required Before Disposal
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3036 Health Information Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.1.002 303410 |Billing Detail FE 9 FE+9 UTMB policy based on requirements for 379 |303410 D
Provides itemized billing record for services rendered. auditing of federal grant recipients and
federal cost report guidelines for
hospitals receiving Medicare
reimbursement. Currently data needed
to support these requirements are co-
mingled with data from non-federal
sources. Until a technological solution
exists that allows UTMB to parse out the
data based upon funding sources, UTMB
will need to keep all data within this
record series.
CAUTION: Does not include long
distance telephone billing detail. SEE
item numbers 5.5.001, 5.5.006, and
5.5.007.
4.5.002 303411 |Internal Fiscal Management Reports FE+3 0 FE+3 Monthly reconciliation and approval of 379 | 303411 C
Includes agency monthly budget reports to monitor expenses required by internal audit.
and track expenses. This records series may include
but is not limited to: worksheets used to check
expenses for legitimacy and accuracy, monthly
reports, and signed verifications.
5.1.003 303412 |Delivery Reports 2 0 2 379 1303412 D
1.1.064 303413 | Agency Performance Measures Documentation FE+3 0 FE+3 CAUTION: The FE+3 retention period N
Any records of an agency needed for the overrides any shorter retention period for
documentation of output, outcome, efficiency, and a records series in this schedule if the
explanatory measures in an agency’s appropriations records series is needed for
request or strategic plan, and for performance documentation of agency performance
measures used to manage the agency. measures.

Retention Codes (Field 7)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives

AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3036 Health Information Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
303626 |Patient Records / Acquired AC+10 0 AC+10 AC = Last date of service. If minor, when 391 | 303626 C
This records series consists of patient records patient turns 21, or AC+10, whichever
obtained in the acquisition of a facility, hospital or longer.
clinic.
22 TAC 165.1 and Texas Government
Code Section 441.187.
303628 | Unit Medical Record - Electronic PM 0 PM CAUTION: This records series is only for 393 | 303628 C

This records series consists of original patient care
documents for every patient seeking care or service
from The University Of Texas Medical Branch. The
Unit Medical Record (UMR) is designed to contain
written interpretations of all significant clinical
information gathered for a given patient, whether as
an inpatient, outpatient, or emergency care patient.

The UMR may contain information listed in the
Inpatient and Outpatient Filing Order Guides
maintained by the Health Information Management
department.

Inpatient Filing Order may include the following
examples: Deficiency Sheet, Data Sheet, Discharge
Summary, Discharge Progress Note, Record of
Sensitivity, Final Discharge Note; Physician Orders,
Admission documents; History and Physical
documents; Surgical records; Progress Notes;
Consultation Reports; Laboratory and ancillary
reports; X-ray interpretation records; interpretations of
the EEG, EKG and fetal heart monitor tracings;
Nurses Notes; Other Records not covered in any other
section for the Inpatient Filing Order Guide; Consent
Forms; and Advance Directives, for example, Medical
Power of Attorney, Directive to Physicians Out of
Hospital.

records being maintained in the
Electronic Medical Record. SEE Records
Series 303631 for all UMR information
maintained in a paper format.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3058 Clear Lake Campus / Laboratory
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
303631 | Unit Medical Record - Paper AC+10 0 AC+10 AC = Date of last treatment for adults. If N
This records series consists of original patient care minor, records must be held until the
documents for every patient seeking care or service child turns 21 or 10 years after the date
from The University Of Texas Medical Branch. The of last treatment, whichever longer.
Unit Medical Record (UMR) is designed to contain
written interpretations of all significant clinical 22 TAC 165.1(b).
information gathered for a given patient, whether as
an inpatient, outpatient, or emergency care patient. 42 CFR 422.504(d).
The UMR may contain information listed in the CAUTION: This records series is only for
Inpatient and Outpatient Filing Order Guides records being maintained in the Paper
maintained by the Health Information Management Medical Record. SEE Records Series
department. 303628 for all UMR information
maintained in an electronic format.
Inpatient Filing Order may include the following
examples: Deficiency Sheet, Data Sheet, Discharge
Summary, Discharge Progress Note, Record of
Sensitivity, Final Discharge Note; Physician Orders,
Admission documents; History and Physical
documents; Surgical records; Progress Notes;
Consultation Reports; Laboratory and ancillary
reports; X-ray interpretation records; interpretations of
the EEG, EKG and fetal heart monitor tracings;
Nurses Notes; Other Records not covered in any other
section for the Inpatient Filing Order Guide; Consent
Forms; and Advance Directives, for example, Medical
Power of Attorney, Directive to Physicians Out of
Hospital.
1.1.065 305204 [Reports and Studies (Non-Fiscal) - Raw Data AV 0 AV CAUTION: Does not include source 437 |305204| D
Information or data collected and compiled for the documentation used for information or
purpose of producing non-fiscal reports. data included in or directly related to
another records series in this schedule.
SEE especially item number 1.1.064.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3058 Clear Lake Campus / Laboratory
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 305801 |Meeting Agenda and Minutes - Committee 6 0 6 O | ARCHIVES NOTE: Maintain for 6 years N
A record of actions and transactions taken by then review for historical information.
University ad-hoc committees, councils and similar Any historical information should be
groups. Typically includes minutes, agendas, notes, transferred to University Archives for
reports, etc. permanent retention. Some information
may be exempt from public disclosure.
1.1 305802 | Accreditation Records US+3 0 US+3 | O| ARCHIVES NOTE: Review for historical N
This records series documents the process and status information and transfer any historical
of becoming accredited and/or activities associated information to the University Archives for
with the reaffirmation of accreditation and required permanent retention.
follow-up reports to document adherence to criteria.
May include self study report by institution, report by CAUTION: Accreditation records have
external accrediting team, review schedule, individual guidelines for retention.
correspondence and supporting documents regarding Records must be retained in accordance
accreditation. with individual guidelines of the
accreditation.
1.1 305803 |Professional Committee Working Files AC 0 AC AC = Termination of service on N

Internal and external professional committees and
work groups. Includes notes, work papers, reference
materials, research, committee appointments,
charters, and any other supporting documentation.

committee, disbanding of committee, or
records of committee no longer
administratively valuable to the
university.

CAUTION: If the committee is funded by
a grant, records must be retained in
accordance with individual guidelines of
the grant or cooperative agreement.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3058 Clear Lake Campus / Laboratory
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.007 305804 |Correspondence - Administrative 4 0 4 O | ARCHIVES NOTE: Only the N
Incoming/outgoing and internal correspondence administrative correspondence of
pertaining to the formulation, planning, executive staff, board or commission
implementation, interpretation, modification, or members, division directors and program
redefinition of the programs, services, or projects of an heads require archival review. Contact
agency and the administrative regulations, policies, the University Archives when these
and procedures that govern them. records have met their retention periods.
CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series
on the agency’s approved schedule. For
example, a memorandum that
documents an appropriations request
must be retained for the minimum
retention period prescribed by item
number 1.1.004; a letter concerning an
audit for that prescribed by item number
1.1.002, etc. SEE ALSO item number
1.1.011.
1.1.008 305805 | Correspondence - General 2 0 2 SEE comment to item number 1.1.007. N
Non-administrative incoming/outgoing and internal SEE ALSO item number 1.1.010.
correspondence, in any media, pertaining to or arising
from the routine operations of the policies, programs,
services, or projects of an agency.

AV - Administrative Value

Retention Codes (Field 7)
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3058 Clear Lake Campus / Laboratory
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.013 305806 |Calendars, Appointment Books And ltinerary Records CE+1 0 CE+1 O | ARCHIVES NOTE: Only the calendars, N
Calendars, appointment books or programs, and appointment, and itinerary records of
scheduling or itinerary records, purchased with state elected officials, executive staff, board or
funds or maintained by staff during business hours commission members, division directors,
that document appointments, itineraries and other and program heads require archival
activities of agency officials or employees. review. Contact the University Archives
when these records have met their
retention periods.
CAUTION: A record of this type
purchased with personal funds, but used
by a state official or employee to
document his or her work activities may
be a state record and subject to this
retention period. See Open Records
Decision 635 issued in December 1995
by the Attorney General.
1.1.023 305807 | Organization Charts us 0 us I | Major administrative units of senior N
Reflects the organizational structure of UTMB and its leadership: Until superseded then
departments. Information includes a diagram which transfer to University Archives.
shows a systematic and symbolic arrangement of the
departments and program areas by name and Departments below senior leadership:
function. AC = Until superseded.
1.1.024 305808 [Plans and Planning Records AC+3 0 AC+3 | O| AC = Decision made to implement or not N
Plans and records relating to the process of planning to implement result of planning process.
new or redefined programs, services, or projects of an )
agency that are not included in or directly related to ARCHIVES NOTE: Data processing
other records series in this schedule. planning records are not archival.
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3058 Clear Lake Campus / Laboratory
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.057 305809 | Transitory Information AC 0 AC AC = Purpose of record has been N
Records of temporary usefulness that are not an fulfilled.
integral part of a records series of an agency, that are
not regularly filed within an agency’s recordkeeping CAUTION: Records management
system, and that are required only for a limited period officers should use caution in assigning
of time for the completion of an action by an official or this records series item number to
employee of the agency or in the preparation of an records of an agency to make certain
ongoing records series. they are not part of another records
series listed in this schedule or, for
Transitory records are not essential to the fulfillment of records series unique to an agency, are
statutory obligations or to the documentation of not part of a records series that
agency functions. Some examples of transitory documents the fulfillment of the statutory
information, which can be in any medium (voice mail, obligations of the agency or the
fax, email, hard copy, etc.) are routine messages; documentation of its functions. The
internal meeting notices; routing slips; incoming letters disposal of transitory information need
or memoranda of transmittal that add nothing of not be documented through destruction
substance to enclosures; and similar routine authorizations (1.2.001) or in records
information used for communication, but not for the disposition logs (1.2.010), but agencies
documentation, of a specific agency transaction. should establish procedures governing
disposal of these records as part of its
records management plan (1.2.014).
1.1.063 305810 | Staff Meeting Minutes And Notes 1 0 1 N
Minutes or notes, and supporting documentation
taken at internal agency staff meetings.
1.1.067 305811 |Reports and Studies (Non-Fiscal) 3 0 3 O | ARCHIVES NOTE: For agencies that N
Annual, sub-annual, or special reports or studies on have had an archival appraisal, separate
non-fiscal aspects of an agency's programs, services, this records series by each type of
or projects compiled by agency personnel, by advisory archival coding, | or O.
committees, or by consultants under contract with an
agency that are not noted elsewhere in this schedule.
Includes reports distributed either internally or to other
entities.
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3058 Clear Lake Campus / Laboratory
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.069 305812 |Reports - Activity 1 0 1 CAUTION: SEE item number 1.1.064. N
Reports compiled by agency personnel on a daily or
other periodic basis pertaining to workload monitoring,
task completion times, number of public contacts, and
similar activities.
1.1.070 305813 | Agency Rules, Policies, and Procedures - Final AC+3 0 AC+3 AC = Completion or termination of N
Manuals, guidelines, administrative rules, or similar program, rules, policies or procedures.
records distributed internally for the use of employees o
or externally to the public or those individuals or SEE ALSO: Agency Rules, Policies and
entities regulated by an agency that sets out the rules, Procedures - Working Files, item number
policies, and procedures that govern an agency’s 1.1.071.
programs, services, or projects.
3.3.020 305814 | Work Schedules / Assignments 1 0 1 N
Work, duty, shift, crew, or case schedules, rosters, or
assignments.
3.3.027 305815 | Aptitude and Skills Tests US+2 0 US+2 29 CFR 1602.49 (State Universities). N
Aptitude or skills tests required of job applicants or of
current personnel to qualify for promotion or transfer. CAUTION: One copy of each different
test (different in terms of either questions
or administration procedures) should be
retained for the period indicated.
3.3.028 305816 |Aptitude and Skills Tests (Test Papers) 2 0 2 29 CFR 1602.49 (State Universities). N
Aptitude and skills test papers of job applicants or of
current personnel taking a test to qualify for promotion
or transfer.
3.4.006 305817 |Time Cards and Time Sheets FE+4 0 FE+4 40 TAC 815.106(i). N
A record of the number of hours worked and the
number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3058 Clear Lake Campus / Laboratory
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
3.4.007 305818 | Time Off and/or Sick Leave Requests FE+3 0 FE+3 N
This records series may include but not be limited to
Leave Request Forms and other supporting
documentation.
4.2.005 305819 |Purchase Vouchers FE+9 0 FE+9 UTMB policy based on requirements for N
Requisitions, receiving reports, invoices, or auditing of federal gra_nt r_ecipients and
statements, change orders, best value determinations, federal cost report guidelines for
etc. hospitals receiving Medicare
reimbursement. Currently data needed
to support these requirements are co-
mingled with data from non-federal
sources. Until a technological solution
exists that allows UTMB to parse out the
data based upon funding sources, UTMB
will need to keep all data within this
record series.
4.5.002 305820 |Internal Fiscal Management Reports FE+3 0 FE+3 Monthly reconciliation and approval of N
Includes agency monthly budget reports to monitor expenses required by internal audit.
and track expenses. This records series may include
but is not limited to: worksheets used to check
expenses for legitimacy and accuracy, monthly
reports, and signed verifications.
5.1.004 305821 | Mail and Telecommunications Listings us 0 us Minor changes to the listings may occur N
Any mailing address, telephone or fax number, or e- as often as daily, disposition logs may be
mail address records maintained by an agency on its completed at the end of the fiscal year.
employees or on entities or persons it serves.
5.2.005 305822 | Calibration Records (Equipment or Instrument) 10 0 10 N
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3058 Clear Lake Campus / Laboratory
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.2.008 305823 |Equipment History File LA+3 0 LA+3 For service agreements or contracts N
Includes requests for installation, moves, service, etc.; related to equipment repairs and service,
and service / repair logbooks, etc. retain in accordance with item number
5.1.001.
5.2.009 305824 |Equipment Inventory Detail Report Forms FE+3 0 FE+3 N
Updates agency portion of the inventory listing and
adds, changes, transfers, or deletes items from
inventory.
5.2.010 305825 |Equipment Manuals / Manufacturer LA 0 LA Manufacturer equipment manuals must N
A document created by the manufacturer of a device be maintained for life of the equipment
that provides detailed installation and operation but do NOT need to be documented
instructions. through destruction authorizations or on
university records disposition logs.
Manufacturer equipment manuals
for items that require prior approval of
sale that is coordinated by the University
Purchasing Department should
accompany the device when processed
as surplus equipment or
decommissioned.
5.2.011 305826 |Equipment Warranties AC+1 0 AC+1 AC = Expiration of warranty. N
5.4.007 305827 |Hazardous Materials Training Records 5 0 5 Texas Health and Safety Code, N
Records of training given to employees in an agency 502.009(g).
hazard communications program.
5.4.009 305828 |Workplace Chemical Lists 30 0 30 Texas Health and Safety Code, N
502.005(d).
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Code 723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
RMAN: 3058 Clear Lake Campus / Laboratory
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Series ltem

Iltem No. Number
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8. Archival

10.

Agency Storage
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9. Remarks

106 No. [Pg No. [AIN Type

11. Current 12.
Schedule Amend.

5.4.010 305829

305830

305831

305832

Material Safety Data Sheets

Medical Logs

Medical logs in this records series may include but are
not limited to: patient information, appointment,
admission, transport, dispatch, census, discharge,
patient photo, type of service rendered, equipment
freezer, master schedule sheets / research studies,
etc.

Laboratory Test Requests

This records series consists of all requisitions
authorizing a laboratory to perform tests on a sample.
This series may include but is not limited to: the
patient's name or identification number, the name or
identifier of who ordered the test, the date and time of
the specimen collection, the source of the specimen,
the patient's gender and age or date of birth,
physician's signature, and pertinent clinical
information. Test results received from external
reference labs may be included.

Quality Assurance Records / Blood Bank

This records series includes the management and
effectiveness review of the blood bank quality system.
Records may include but are not limited to:
organization, resources, equipment, supplier and
customer issues, process control, documents and
records, deviations non conformances and adverse
events, internal and external assessments, process
improvement through corrective and preventive action,
facilities and safety, and related correspondence.

AC 0

10 0

AC

10

AC = After sheets are updated or
hazardous chemical no longer stored by
agency, as applicable.

Retention is based on American
Association of Blood Bank (AABB) and
Standards for Blood Banks and
Transfusion Services (BB/TS), Current
Edition reference standard 6.2c -
Retention of Donor / Unit Records.

AV - Administrative Value
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2. Agency
Code

723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
RMAN: 3058 Clear Lake Campus / Laboratory

4. Records
Series

Iltem No.

5. Agency
ltem
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Record Series Title

7. Retention Period

8. Archival 10.

Agency

Storage

Total

9. Remarks 106 No. [Pg No. [AIN Type

11. Current 12.
Schedule Amend.

305833

305834

305835

305836

Licensure Records / Blood Bank

This series documents the professional and regulatory
issuance of credentials to facilities providing services
within the blood center. This series may include but is
not limited to: license applications, FDA482,
FDA356H, and FDA356.7 and related
correspondence.

Quality Assurance Records / Health Services

This series documents the setting of measurable
standards and procedures for health systems and
professional quality by professionals on staff. This
series may include but is not limited to: documentation
of equipment monitoring, checks of quality control
items, and any necessary corrections, reports by the
staff, quality assurance committee notes, staff reviews
and related correspondence.

Final Laboratory Test Reports

This records series consists of the legally reproduced
copies of each test result and preliminary reports on
pathology testing. Documentation includes all the
information recorded on the test requisition plus the
specimen's accession number, the date and time the
lab received the specimen, the condition and
disposition of samples which do not meet the lab's
acceptance standards, the records and dates of
performance of each step in the patient testing leading
to and including the final report.

Laboratory Case Log

The records series consists of a log of specimens
received daily from patients which records the
accession number, name of patient, requesting
doctor, collection date, patient type, birth date, patient
number.

PM

FE+3

10

0

PM

FE+3

10

42 CFR 493.1101.
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2. Agency
Code 723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
RMAN: 3058 Clear Lake Campus / Laboratory

4. Records | 5. Agency
Series Iltem
Iltem No. Number

Record Series Title

7. Retention Period

8. Archival

10.

Agency

Storage

Total

9. Remarks

11. Current
Schedule

106 No. |Pg No. |AIN

12.
Amend.
Type

305837

305838

305839

Processing Records: Blood Bank

This records series consists of blood bank records
which monitor the process by which blood products
are made available for use. Processing records
include: blood processing, including the results and
interpretation of all infectious disease tests and re-
tests; component preparation, including all relevant
dates and times; separation and pooling of recovered
plasma; the centrifugation and pooling of source
plasma; and the labeling of the product including the
initials of the processor.

Solid Organ And Tissue Tracking Records

Records related to the receipt and disposition of all
deceased donor and external living non-university
donor organs and tissues transplanted within the
hospital. The record may include but is not limited to:
solid organ or tissue type, the donor id number, the
name and license number of the procurement or
distribution facility which supplied the tissue/organ,
recipient name and id number, name of transplanting
doctor, date the organ/tissue was received by the
hospital, and the date of the transplant. This
information may be provided quarterly to an organ or
tissue procurement service.

Requests For Blood Component and Lab Tests

This series documents physician orders for laboratory
tests in order to obtain blood components. This series
may include but is not limited to: name of patient,
unique identifiers, date; physician's signature, test(s)
ordered and results, and cord blood testing.

10

30

10

0

10

30

10

21 CFR 606.151.

Retention is based on American
Association of Blood Bank (AABB) and
Standards for Blood Banks and
Transfusion Services (BB/TS), Current
Edition reference standard 6.2b and 21
CFR 606.160.
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2. Agency
Code 723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
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4. Records | 5. Agency
Series Iltem
Iltem No. Number

Record Series Title

7. Retention Period

8. Archival 10.

Agency

Storage

Total

11. Current 12.
Schedule Amend.

9. Remarks 106 No. [Pg No. [AIN Type

305840

305841

4.6.002 3088189

5.1.014 309507

Source Data / Medical

This records series includes health information stored
in any original media. Examples of this series may
include but are not limited to: paper diagnostic tests or
tools, x-rays, videotapes, ultrasounds, fetal monitor
strips, photographs (either conventional photos or
digital images), EKG strips, and ancillary or supporting
systems (e.g. pharmacy information systems and
radiation oncology information systems). The Unit
Medical Record (UMR) must contain a written
interpretation of all Source Data. Source Data is
distinct from the written interpretations of significant
clinical information that has been forwarded to the
UMR.

Serologic Problems
This records series includes but is not limited to:
records related to transfusion reactions, antibody
workups, special transfusion requirements, and
difficulty in blood typing.

Reconciliations

Office Procedures

Any internally distributed manual, guidelines, or similar
records that establish standard office procedures for
an agency; for example, agency style manuals,
telephone protocols, mail room procedures, print shop
and photocopy ordering instructions.

FE+5

10

FE+3

US+1

0

FE+5

10

FE+3

US+1

Retention is based on American
Association of Blood Bank (AABB) and
Standards for Blood Banks and
Transfusion Services (BB/TS), Current
Edition reference standard 6.2c -
Retention of Donor / Unit Records.

542 | 308819 D

557 | 309507 C
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3139 Ambulatory Operations
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.006 313902 | Complaint Records AC+2 0 AC+2 AC = Final disposition of the complaint. 629 |[313902| D
Complaints received by the agency from the public )
concerning the agency and records pertaining to the CAUTION: If a complaint becomes the
resolution of the complaint. subject of litigation, it must be included in
and is subject to the minimum retention
period of item number 1.1.048 (litigation
files).
1.1.023 313906 | Organization Charts us 0 us I | Major administrative units of senior 630 |[313906 D
Reflects the organizational structure of UTMB and its leadership: Until superseded then
departments. Information includes a diagram which transfer to University Archives.
shows a systematic and symbolic arrangement of the
departments and program areas by name and Departments below senior leadership:
function. Until superseded.
1.1.038 313908 | Customer Surveys AC 0 AC AC = Final disposition of summary A3-154 [ 313908 D
Surveys returned by the customers or clients of an report.
agency, and the statistical data maintained rating an
agency’s performance. SEE item number 1.1.067 for summary
reports compiled from customer surveys.
1.1.070 313916 |Agency Rules, Policies, and Procedures - Final AC+3 0 AC+3 | O| AC = Completion or termination of 633 | 313916 D
Manuals, guidelines, administrative rules, or similar program, rules, policies or procedures.
records distributed internally for the use of employees
or externally to the public or those individuals or SEE ALSO: Agency Rules, Policies and
entities regulated by an agency that sets out the rules, Procedures - Working Files, item number
policies, and procedures that govern an agency’s 1.1.071.
programs, services, or projects.
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Commission 1. Page 26 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3139 Ambulatory Operations
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.3.001 313917 | State Publications AC+2 0 AC+2 AC = Until superseded or obsolete. 633 313917 D
One copy of each state publication as defined on
page xi of the introduction of this schedule, except a CAUTION: Many state publications must
publication that is subject to a different retention be submitted to the Texas State
period in this schedule. For example, a meeting Publications Depository Program, Texas
agenda (see item number 1.1.058) also meets the State Library and Archives Commission,
definition, but it must be retained permanently; item by law (Government Code 441.101-
numbers 1.1.004, 1.1.055, 1.1.066, 1.1.068, and 441.106). The Texas State Library and
4.5.003, which also meet the definition, are closely Archives Commission will retain a copy
associated with the appropriations process and must of all state publications submitted to it on
be retained AC + 6. a continuing basis, subject to periodic
evaluation to determine if the publication
merits further retention. For additional
information and requirements concerning
state publications made available to the
public through the Internet, consult the
administrative rules of the Texas State
Publications Depository Program of the
Texas State Library and Archives
Commission (13 TAC 3.1-3.16).
1.3.002 313918 |Publication Development Files AV 0 AV (0] 633 |313918 D
Background material, copy (drafts), original artwork,
photo negatives, prints, flats, etc. This includes all
work performed both inside and outside the agency.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3139 Ambulatory Operations
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
2.1.009 [ 313919 [Technical Documentation AC 0 AC AC = Until electronic records are A3-154 [ 313919| D
Records adequate to specify all technical transferred to and made usable in a new
characteristics necessary for reading or processing of hardware or software environment with
electronic records and their timely, authorized new documentation or there are no
disposition including documentation describing how a electronic records being retained to meet
system operates and necessary for using the system an approved retention period that require
such as user guides, system or sub-system the documentation to be retrieved and
definitions, system specifications, input and output read.
specifications, and system flow charts; program
descriptions and documentation such as program 13 TAC 6.94.
flowcharts, program maintenance logs, change
notices, and other records that document CAUTION: Software needed for access
modifications to computer programs; and data to electronic records must be retained for
documentation necessary to access, retrieve, the period of time required to access the
manipulate and interpret data in an automated system records.
such as a data element dictionary, file layout, code
book or table, and other records that explain the
meaning, purpose, structure, logical relationships, and
origin of the data elements.
3.3.027 313921 | Aptitude and Skills Tests US+2 0 US+2 29 CFR 1602.49 (State Universities). 634 |313921 D
Aptitude or skills tests required of job applicants or of
current personnel to qualify for promotion or transfer. CAUTION: One copy of each different
test (different in terms of either questions
or administration procedures) should be
retained for the period indicated.
3.3.028 313922 | Aptitude and Skills Tests (Test Papers) 2 0 2 29 CFR 1602.49 (State Universities). 634 (313922 D
Aptitude and skills test papers of job applicants or of
current personnel taking a test to qualify for promotion
or transfer.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
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Commission 1. Page 28 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3139 Ambulatory Operations
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
3.3.030 313923 | Training Administration Records US+2 0 US+2 CAUTION: Does not include hazardous 635 |313923 D
Instructional materials and other records associated material training records. SEE item
with in-house training of agency personnel on number 5.4.007.
personnel policies and procedures and other policies
and procedures that govern an agency's programs,
services, or projects.
3.4.006 313924 | Time Cards and Time Sheets FE+4 0 FE+4 40 TAC 815.106(i). 635 |313924 D
A record of the number of hours worked and the
number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.
4.1 313925 |Service Center Business Plan FE+7 0 FE+7 635 |313925 D
A plan for providing specialized service to the
University community. The plan may contain but not
be limited to: a statement defining the purpose of the
service center, a description of each chargeable
service, approximate mix of customers, and a
description of the billing mechanism.
4.2.002 313926 |Cash Receipts FE+3 0 FE+3 635 |313926 C
Includes receipts for fees (permits, licenses, renewals,
etc.)
4.2.003 313927 |Daily Cash Receipts Logs FE+3 0 FE+3 635 |313927 D
5.2.008 313930 |Equipment History File LA+3 0 LA+3 For service agreements or contracts A3-154 | 313930 D
Includes requests for installation, moves, service, etc.; related to equipment repairs and service,
and service / repair logbooks, etc. retain in accordance with item number
5.1.001.
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Commission 1. Page 29 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3139 Ambulatory Operations
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.2.010 313931 |Equipment Manuals / Manufacturer LA 0 LA Manufacturer equipment manuals must 636 |313931 D
A document created by the manufacturer of a device be maintained for life of the equipment
that provides detailed installation and operation but do NOT need to be documented
instructions. through destruction authorizations or on
university records disposition logs.
Manufacturer equipment manuals
for items that require prior approval of
sale that is coordinated by the University
Purchasing Department should
accompany the device when processed
as surplus equipment or
decommissioned.
5.2.011 313932 |Equipment Warranties AC+1 0 AC+1 AC = Expiration of warranty. A3-154 1313932 D
5.2.026 313933 |Facilities Reservation Logs 2 0 2 636 |313933 D
Reservation logs or similar records relating to the use
of agency facilities such as meeting rooms,
auditoriums, etc.
5.3.007 313934 | Bid Documentation - FY16 Or Later AC+7 0 AC+7 AC = Expiration or termination of the A3-155 [ 313934 D
Includes bid requisition/authorizations, invitations to instrument according to its terms or
bid or propose, bid specifications, successful and decision not to proceed with bid.
unsuccessful bids, and bid tabulation/evaluations.
5.3.009 313935 |Requests for Information AC 0 AC AC = Decision not to proceed with the A3-155 | 313935 D
Requests for information preliminary to the procurement.
procurement of goods or services by direct purchase
or bid. CAUTION: If the request for information
leads to request for proposal or bid, the
request for information documentation
should be retained in accordance with
item number 5.3.007.
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5.4.009 313937

313938

1.1 313938

5.3.007 313940

Workplace Chemical Lists

Source Data / Medical

This records series includes health information stored
in any original media. Examples of this series may
include but are not limited to: paper diagnostic tests or
tools, x-rays, videotapes, ultrasounds, fetal monitor
strips, photographs (either conventional photos or
digital images), EKG strips, and ancillary or supporting
systems (e.g. pharmacy information systems and
radiation oncology information systems). The Unit
Medical Record (UMR) must contain a written
interpretation of all Source Data. Source Data is
distinct from the written interpretations of significant
clinical information that has been forwarded to the
UMR.

Accreditation Records

This records series documents the process and status
of becoming accredited and/or activities associated
with the reaffirmation of accreditation and required
follow-up reports to document adherence to criteria.
May include self study report by institution, report by
external accrediting team, review schedule,
correspondence and supporting documents regarding
accreditation.

Bid Documentation - FY15 or Earlier

Includes bid requisitions / authorizations, invitations to
bid or propose, bid specifications, successful and
unsuccessful bids, and bid tabulation / evaluations
associated with a contract executed, renewed, or
amended on or before August 31, 2015

30

FE+1

US+3

FE+3

0

30

FE+5

US+3

FE+3

]

Texas Health and Safety Code,
502.005(d).

ARCHIVES NOTE: Review for historical
information and transfer any historical
information to the University Archives for

permanent retention.

CAUTION: Accreditation records have
individual guidelines for retention.
Records must be retained in accordance

with individual guidelines of the
accreditation.

637 |313937 D

637 313938 D

A1-72 | 313939 D

A3-155 | 313940 D

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

| - Retain in Archives

Archival Codes (Field 8)

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09




Texas
State Library

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

and Archives
Commission 1. Page 31 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4014 AS / Graduate School of Biomedical Sciences
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.3.007 313941 |Bid Documentation - Unsuccessful Bids AC+2 0 AC+2 AC = Date of notification of denial or A3-155 | 313941 D
This record series consists of information relative to date of withdrawl, as applicable.
bids that were not awarded. These records may
include but is not limited to: legal advertisements,
requests for proposal, technical specifications,
invitations to bid, bid tabulations, bid responses and
related correspondence.
3.4.006 400107 | Time Cards and Time Sheets FE+4 0 FE+4 40 TAC 815.106(i). 743 | 400107 D
A record of the number of hours worked and the
number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.
3.4.007 400108 | Time Off and/or Sick Leave Requests FE+3 0 FE+3 743 1400108 D
This records series may include but not be limited to
Leave Request Forms and other supporting
documentation.
1.1 400214 |Memberships - Professional Organizations AV 0 AV N
This series documents institutional-paid individual
memberships and activities in professional
organizations. These records may include but are not
limited to: applications for membership; certification of
membership; documentation of activities; and related
correspondence.
1.1 401401 | Accreditation Records us 3 US+3 | O| ARCHIVES NOTE: Review for historical 792 401401 D
This records series documents the process and status !nformat!on and transfer any histqrical
of becoming accredited and/or activities associated information to the University Archives for
with the reaffirmation of accreditation and required permanent retention.
follow-up reports to document adherence to criteria. o
May include self study report by institution, report by _CA}JTION: Accreditation records have
external accrediting team, review schedule, individual guidelines f(_)r ret_entlon.
correspondence and supporting documents regarding Records must be retained in accordance
accreditation. with individual guidelines of the
accreditation.
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This series documents the applications process for
individuals that have been denied admission to the
University or to participate in a specialized practice.
Records may include but are not limited to: admission
applications, academic transcripts from other
institutions, test scores, letters of admittance, and
related documentation and correspondence.

and Archives
Commission 1. Page 32 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4014 AS / Graduate School of Biomedical Sciences
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
3.3.023 401406 |Reimbursable Activities, Requests And Authorizations FE+3 0 FE+3 793 | 401406 D
To Engage In
Requests and authorizations for travel; participation in
educational programs, workshops, or college classes;
or for other work-related activities for which the
expenses of the employee are defrayed or
reimbursed.
401412 | Admissions Records / Accepted AC 5 AC+5 AC = Graduation or date of last 794 |401412( D
This series documents the application process for attendance.
individuals seeking admission to the institution or to
participate in a specialized practice. Records may
include but are not limited to: admission applications,
academic transcripts from other institutions, test
scores, letters of admittance, and related
documentation and correspondence.
401413 | Admissions Records / Denied AC 1 AC+1 AC = After application term. 795 |401413 D
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401420

401421

International Student Records / Accepted

This series documents institution assistance to
international students who have been admitted to
academic programs. These records primarily concern
institution admissions, immigration issues, and other
non-academic matters. Records may include but are
not limited to: copies of visas, scholarship information,
institution admissions forms, graduate school
applications, transcripts of previous college work,
grade reports of prior college work, grade reports from
institutional courses, international student advisors'
notes, degree completion certificates, explanations for
student withdrawals, recommendations and
evaluations of students, and related documentation
and correspondence.

International Student Records / Denied

This series documents institution assistance to
international students who have failed to enroll in
academic programs. These records primarily concern
institution admissions, immigration issues, and other
non-academic matters. Records may include but are
not limited to: copies of visas, scholarship information,
institution admissions forms, graduate school
applications, transcripts of previous college work,
grade reports of prior college work, grade reports from
institutional courses, international student advisors'
notes, degree completion certificates, explanations for
student withdrawals, recommendations and
evaluations of students, and related documentation
and correspondence.

AC

AC

7

AC+7

AC+2

AC = After last enrollment.

AC = After term.

797 | 401420 D

797 401421 D
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Pg No. [AIN Type

401422

401429

1.1 401432

1.1 401502

Name Changes Records

This series documents students' or applicants’' name
changes reported to the admissions or registrar's
offices by students. Records may include but are not
limited to: letters requesting change in name; name
change forms; lists or reports of students with
changed names; and related documentation and
correspondence.

Theses and Dissertations Records

This series documents the completion and academic
acceptance of graduate theses and dissertations
presented to colleges in fulfilment of requirements for
graduate degrees. This series includes final and
accepted copies of theses and dissertations.

Committee Election and Appointment Records

This series documents the appointment to and the
election of faculty to committees. This series may
include but is not limited to: ballots, tabulations,
letters of appointment, committee membership
rosters, and related documentation and
correspondence.

Accreditation Records

This records series documents the process and status
of becoming accredited and/or activities associated
with the reaffirmation of accreditation and required
follow-up reports to document adherence to criteria.
May include self study report by institution, report by
external accrediting team, review schedule,
correspondence and supporting documents regarding
accreditation.

PM

AC+6

AV

US+3

0

PM

AC+6

AV

US+3

]

AC = After degree awarded.

ARCHIVES NOTE: Review for historical
information and transfer any historical
information to the University Archives for
permanent retention.

CAUTION: Accreditation records have
individual guidelines for retention.
Records must be retained in accordance
with individual guidelines of the
accreditation.

798 |401422 D

800 |401429 D

A1-86 | 401502 D

AV - Administrative Value

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New
C - Changed

D - Deleted

SLR 122 Rev. 02/09



Texas
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and Archives
Commission

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

1. Page 35 of 42

2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4015 Office Of The Executive Vice President And Provost Dean / School Of Medicine
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 401505 | Memberships - Professional Organizations AV 0 AV 802 |401505 D
This series documents institutional-paid individual
memberships and activities in professional
organizations. These records may include but are not
limited to: applications for membership; certification of
membership; documentation of activities; and related
correspondence.
1.1.043 401511 | Training Materials US+1 0 US+1 A3-182 | 401511 D
Instructional materials developed by an agency for
training entities or individuals it regulates or serves.
5.1.014 401516 | Office Procedures US+1 0 US+1 805 |401516 C
Any internally distributed manual, guidelines, or similar
records that establish standard office procedures for
an agency; for example, agency style manuals,
telephone protocols, mail room procedures, print shop
and photocopy ordering instructions.
3.1.018 401522 | Grievance Records AC+2 0 AC+2 AC = Final decision on the grievance. A1-87 401522 D
Records relating to the review of employee grievances )
against personnel policies, working conditions, etc. CAUTION: Does not include formal
complaints filed by an agency employee
with the Equal Employment Office (EEO)
of the U. S. Department of Labor. SEE
item number 1.1.048.
3.4.006 401523 | Time Cards and Time Sheets FE+4 0 FE+4 40 TAC 815.106(i). 807 |401523 D
A record of the number of hours worked and the
number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.
5.1.004 401527 |Mail and Telecommunications Listings us 0 us Minor changes to the listings may occur 808 |401527 D
Any mailing address, telephone or fax number, or e- as often as daily, disposition _Iogs may be
mail address records maintained by an agency on its completed at the end of the fiscal year.
employees or on entities or persons it serves.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New

Amendment Codes (Field 12)

D - Deleted

C - Changed

SLR 122 Rev. 02/09




Texas

State Library
and Archives
Commission

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

1. Page 36 of 42

2. Agency

Code 723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
RMAN: 4024 Office Of Clinical Simulation

4. Records
Series
Iltem No.

5. Agency
ltem

Number

Record Series Title

7. Retention Period

8. Archival

10.

Agency

Storage

Total 9. Remarks

106 No.

11. Current
Schedule

Pg No. |AIN

12.
Amend.
Type

5.2.008 401528

401530

401532

401636

Equipment History File

Includes requests for installation, moves, service, etc.;

and service / repair logbooks, etc.

Program And Course Development Records

This records series documents the development,
approval, and the implementation of undergraduate,
graduate, and professional degree programs and any
other reorganizations or changes to established
programs. Records may include but are not limited to:
working papers, final reports, related course
descriptions, outlines, sample examinations, textbook
lists, etc.

Student Grievance Records

This series documents grievances brought forward by
students against the institution which do not result in
litigation. Grievances may pertain to academic issues,
housing, affirmative action and equal opportunity,
student conduct, and other issues. Records may
include but are not limited to: notices of grievance,
informal discussion notes, grievance responses,
formal hearing notes (including audio tapes), final
summary statements, settlement agreements, appeals
documentation, and related records.

Student Misconduct Records

This series is used to provide a record of accusations
of misconduct brought forward by faculty, students,
and individuals external to the institution relating to
student misconduct. Records may include but are not
limited to: accusation statements, inquiry committee
findings, copies of subpoenas, attorney notes, court
judgments, and related correspondence.

LA+3

AC+3

AC+6

0

LA+3 For service agreements or contracts
related to equipment repairs and service,
retain in accordance with item number

5.1.001.

AC+3 AC = After resolution.

AC+6 AC = After completion of investigation.

A3-182 | 401528 D

808 401530 D

809 401532 D

819 |401636 C

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09



Texas
State Library

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

This records series consists of all requisitions
authorizing a laboratory to perform tests on a sample.
This series may include but is not limited to: the
patient's name or identification number, the name or
identifier of who ordered the test, the date and time of
the specimen collection, the source of the specimen,
the patient's gender and age or date of birth,
physician's signature, and pertinent clinical
information. Test results received from external
reference labs may be included.

and Archives
Commission 1. Page 37 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4041 SOM / Dermatology
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
402424 | Test Questions And Examinations AC 2 AC+2 AC = After graduation or date of last A5-25 | 402424 C
Records may include but are not limited to: attendance.
examinations and answers; quizzes and answers;
course papers; term papers; and essay assignments.
This series does not include graduate student
qualifying or comprehensive examinations.
404111 | Grade Reports AC+1 0 AC+1 AC = Date distributed. 881 | 404111 D
This series documents grades received by students ) )
for the term. The series includes but is not limited to: Information may be exempt from public
course numbers and titles, grades awarded, grade disclosure.
point average, student name, and social security
number.
404114 |Laboratory Test Requests 1 6 7

882 404114 C

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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STATE OF TEXAS
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SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 38 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4089 OB/GYN / Maternal Fetal Medicine / Ultrasound
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
404116 | Source Data / Medical FE+1 4 FE+5 883 |404116 D
This records series includes health information stored
in any original media. Examples of this series may
include but are not limited to: paper diagnostic tests or
tools, x-rays, videotapes, ultrasounds, fetal monitor
strips, photographs (either conventional photos or
digital images), EKG strips, and ancillary or supporting
systems (e.g. pharmacy information systems and
radiation oncology information systems). The Unit
Medical Record (UMR) must contain a written
interpretation of all Source Data. Source Data is
distinct from the written interpretations of significant
clinical information that has been forwarded to the
UMR.
5.2.010 406213 | Equipment Manuals / Manufacturer LA 0 LA Manufacturer equipment manuals must 967 |406213 D
A document created by the manufacturer of a device be maintained for life of the equipment
that provides detailed installation and operation but do NOT need to be documented
instructions. through destruction authorizations or on
university records disposition logs.
Manufacturer equipment manuals
for items that require prior approval of
sale that is coordinated by the University
Purchasing Department should
accompany the device when processed
as surplus equipment or
decommissioned.
4.5.002 406216 |Internal Fiscal Management Reports FE+3 0 FE+3 Monthly reconciliation and approval of N
Includes agency monthly budget reports to monitor expenses required by internal audit.
and track expenses. This records series may include
but is not limited to: worksheets used to check
expenses for legitimacy and accuracy, monthly
reports, and signed verifications.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

and Archives
Commission 1. Page 39 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4094 SOM / Ophthalmology And Visual Sciences
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.067 408911 |Reports and Studies (Non-Fiscal) 3 0 3 O | ARCHIVES NOTE: For agencies that N
Annual, sub-annual, or special reports or studies on have had an archival appraisal, separate
non-fiscal aspects of an agency's programs, services, this (ecords §eries by each type of
or projects compiled by agency personnel, by advisory archival coding, | or O.
committees, or by consultants under contract with an
agency that are not noted elsewhere in this schedule.
Includes reports distributed either internally or to other
entities.
1.2.003 408912 |Forms History File AC+1 0 AC+1 AC = Discontinuance of use of form. N
Print masters of original version and all subsequent
revisions to an agency form, including any associated
design or design modification requests.
5.1.004 408913 |Mail and Telecommunications Listings us 0 us Minor changes to the listings may occur N
Any mailing address, telephone or fax number, or e- as often as daily, disposition logs may be
mail address records maintained by an agency on its completed at the end of the fiscal year.
employees or on entities or persons it serves.
5.1.004 409409 |Mail and Telecommunications Listings us 0 us Minor changes to the listings may occur 1056 | 409409 D
Any mailing address, telephone or fax number, or e- as often as daily, disposition logs may be
mail address records maintained by an agency on its completed at the end of the fiscal year.
employees or on entities or persons it serves.
5.2.010 409410 | Equipment Manuals / Manufacturer LA 0 LA Manufacturer equipment manuals must 1057 |409410 D
A document created by the manufacturer of a device be maintained for life of the equipment
that provides detailed installation and operation but do NOT need to be documented
instructions. through destruction authorizations or on
university records disposition logs.
Manufacturer equipment manuals
for items that require prior approval of
sale that is coordinated by the University
Purchasing Department should
accompany the device when processed
as surplus equipment or
decommissioned.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)
| - Retain in Archives

US - Until Superseded

O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New
C - Changed

D - Deleted

SLR 122 Rev. 02/09
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

1. Page 40 of 42

2. Agency

Code 723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON

RMAN: 4198 Office of County Affairs

4. Records
Series
Iltem No.

5. Agency
Iltem
Number

Record Series Title

7. Retention Period

8. Archival

10.

Agency

Storage

Total

9. Remarks

106 No.

11. Current
Schedule

12.
Amend.

Pg No. [AIN Type

409418

411313

4.7 413511

Ophthalmology Patient Records

Professional examinations conducted by a medical
doctor (MD) or osteopathic doctor (DO) who
specializes in eye and vision care. Includes eye
exams, diagnosis and treatment of disease,
medication prescriptions, eye glasses and contact
lense prescriptions, and performing eye surgery.

Source Data / Medical

This records series includes health information stored
in any original media. Examples of this series may
include but are not limited to: paper diagnostic tests or
tools, x-rays, videotapes, ultrasounds, fetal monitor
strips, photographs (either conventional photos or
digital images), EKG strips, and ancillary or supporting
systems (e.g. pharmacy information systems and
radiation oncology information systems). The Unit
Medical Record (UMR) must contain a written
interpretation of all Source Data. Source Data is
distinct from the written interpretations of significant
clinical information that has been forwarded to the
UMR.

Grant or Contract Records Which Include NIH or

Industry Sponsored Clinical Trials / Drug Studies
This records series consists of administrative as well
as research data and documentation gathered or
created in the course of a clinical trial. May include but
is not limited to: contract or grant, subject enroliment
logs, drug accountability logs, source documentation,
case report forms, study protocol and amendments,
informed consent documents, FDA forms (Form 1571,
Conflict of Interest disclosure), adverse event reports,
serious adverse events reports, Investigator licenses
and CVs, other documentation relating to study
protocols.

AC+7

FE

AC

0

15

AC+7

FE+5

AC+15

AC = Last date of service, or if minor,
when patient turns 21, whichever longer.

25 TAC 37.23.

CAUTION: These records are
maintained separately from item number
8.1.001.

AC = Close of study.

CAUTION: Grants have individual
guidelines for retention. Records must be
retained in accordance with individual
guidelines of the grant or cooperative
agreement.

A3-224 | 409418 D

A4-88 |411313 C

1207 | 413511 C

AV - Administrative Value

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New
C - Changed

D - Deleted

SLR 122 Rev. 02/09
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STATE OF TEXAS
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Form SLR 105C must
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and Archives
Commission 1. Page 41 of 42
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4200 SOM / Sealy Center For Environmental Health And Medicine
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 419833 | Events Administration Records FE+3 0 FE+3 | O| ARCHIVES NOTE: Maintain for FE+3 N
This series documents facilities, services and other years then review for historical
accommodations provided by the institution for events. information. Any historical information
Records may include: room reservation lists; customer should be transferred to University
and room occupancy lists; catering services orders; Archives for permanent retention.
purchase and supply records; financial and billing
records; customer evaluations; summary reports; and CAUTION: If there is a facilities
related correspondence. reservation agreement, SEE item
number 5.1.001.
1.1 419834 | Professional Committee Working Files AC 0 AC AC = Termination of service on N
Internal and external professional committees and committee, disbanding of committee, or
work groups. Includes notes, work papers, reference records of committee no longer
materials, research, committee appointments, administratively valuable to the
charters, and any other supporting documentation. university.
CAUTION: If the committee is funded by
a grant, records must be retained in
accordance with individual guidelines of
the grant or cooperative agreement.
1.1 419835 | Training Attendance And Evaluation Records FE+3 0 FE+3 CAUTION: If attendance or evaluation N
Includes registration, class rosters, class evaluations, records are to be maintained as a part of
schedules/agendas, sign-in sheets, and other records a CEU administration program, Joint
that document the administration of training and Commission, accreditation, a grant, to
offered for internal employees and external individuals provide supporting documentation for an
we regulate and serve. employee's evaluation, or any other
reason, the retention period may be
longer. Be sure to verify program or
training requirements.

AV - Administrative Value

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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1. Page 42 of 42

2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4200 SOM / Sealy Center For Environmental Health And Medicine
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.1.001 420008 | Accounts Payable Information FE 9 FE+9 UTMB policy based on requirements for 1376 |420008| D
This series documents an agency's expenditures and auditing of federal grant recipients and
purchases. Records may include but are not limited to: federal cost report guidelines for
departmental purchase orders, contract release hospitals receiving Medicare
orders, balance sheets, bills, invoices, invoice reimbursement. Currently data needed
vouchers, journal voucher/entry forms, and related to support these requirements are co-
documentation and correspondence. mingled with data from non-federal
sources. Until a technological solution
exists that allows UTMB to parse out the
data based upon funding sources, UTMB
will need to keep all data within this
record series.
4.1.002 420009 |Billing Detail FE+9 0 FE+9 UTMB policy based on requirements for 1377 | 420009 D

Provides itemized billing record for services rendered.

auditing of federal grant recipients and
federal cost report guidelines for
hospitals receiving Medicare
reimbursement. Currently data needed
to support these requirements are co-
mingled with data from non-federal
sources. Until a technological solution
exists that allows UTMB to parse out the
data based upon funding sources, UTMB
will need to keep all data within this
record series.

CAUTION: Does not include long
distance telephone billing detail. SEE
item numbers 5.5.001, 5.5.006, and
5.5.007.

Retention Codes (Field 7)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives

AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded

Archival Codes (Field 8)

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted

C - Changed

SLR 122 Rev. 02/09
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January 15, 2019

Mr. Robert Norwood

Director, Records Management Compliance
University of Texas Medical Branch at Galveston
301 University Blvd.

Galveston, TX 77555-0918

Re: Agency records retention schedule amendment approved for use.
Dear Mr. Norwood:

Amendment 5 to your agency’s 7 recertification of your records retention schedule is
approved for use as of January 11, 2019 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
recardkeeping 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, Gina Cervantes at 512-463-
6623 or gcervantes@tsl.texas.gov.

Sincerely,

Craig Kelso
Director and State Records Administrator

cc: Agency head

RO1:723



and Archives
Commission

SLR 105C

Form SLR 105 or SLR 122

* STATE OF TEXAS
AN Records Retention Schedule Certification must accompany ail

submissions of this form.

Section 1. Agency Information
{Submilting agencies complete this section only)

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

Agency Code 723
Universily of Texas Medical
Agency Name Branch at Galveston

{Check one)
O Initial Certification - Form SLR 105
[ Recertification - Form SLR 105
X Amendment - Form SLR 122
I hereby certify that this records retention schedule was
prepared in accordance with Texas Govarnment Code,
Chapler 441, Subchapter L.
(Check one)
(] Agency Head

(XJ Records Management Officer

State Auditor's Office
{For the exclusive use of the State Auditor’s Office)

Not Required at This Time

Signature

Name (Print or type)

Date

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

Signature )&[91(_ M (ﬁ“\/

i - /
Name (Print or type) 6/ A& pMereo

Date VAIVAY)

Signature ngj“/ /?MAQ

Name (Print or type) _Robert Norwood

Date 12/14/2018

Cert/Recert No. 7 Amendment No. 5

SLR 105C
Rev. 9111




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 1it.

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.

3 State and Local Records Management Division
Texas State Library and Archives Commission
pione (Rev. 2/11)
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STATE OF TEXAS
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SLR 122

Form SLR 105C must
accompany this form

1. Page 1 of 38

2. Agency
Code

723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON

RMAN: 1001 Office Of The President

4. Records
Series
Item No.

5. Agency
Iltem
Number

Record Series Title

7. Retention Period

8. Archival [10.

Agency Storage

Total

9. Remarks

106 No.

11. Current
Schedule

Pg No. |AIN

12.
Amend.

Type

100120

100121

100122

Honors / Awards / Eligibility And History
This series documents the process of selecting
institutional faculty, staff, students and alumni to
receive awards, fellowships, and scholarships based
on merit or achievement. The series may include but
is not limited to: eligibility terms and selection criteria,
award history and information on funding sources,
award notifications, summary lists of winners,
biographies of winners, and press releases.

Honors And Awards / Applications - Not Awarded
This series documents the nomination or applications

of students for honors or awards that are not awarded.

Honors / Awards / Supporting Documentation

Records that document the process of selecting
honors and award winners. Records may include but
are not limited to: applications, nomination letters,
recommendations, letters of award notification or
denial, letters accepting or declining awards, vote
tallies, transcripts, CV's, essays, course evaluations,
ranking sheets, and related documentation and
correspondence.

PM 0

AC+2 0

FE+3 0

PM

AC+2

FE+3

AC = After completion of application
process.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)

| - Retain in Archives
O - Review Required Before Disposal

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

SLR 122 Rev. 02/09




rary

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

and Archives 1. Page 2 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 1010 HPLA / Health Outcomes
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 101012 |Professional Committee Working Files AC 0 AC AC = Termination of service on N
Internal and external professional committees and committee, disbanding of committee, or
work groups. Includes notes, work papers, reference records of committee no longer
materials, research, committee appointments, admini§tratively valuable to the
charters, and any other supporting documentation. university.
CAUTION: If the committee is funded by
a grant, records must be retained in
accordance with individual guidelines of
the grant or cooperative agreement.
1.1 101013 [Consulting Files AC+1 0 ACH+1 AC = Project or task completed or N

Anything that documents consulting assistance
provided by an individual or department to other
internal departments that request assistance on a
specific task or project and does not fall under a
separate, more specific series on this schedule. May
include correspondence, meeting notes, research,
project plans, drafts, convenience copies of project/
task work, and any other records that document the
consulting assistance provided.

terminated.

CAUTION: The department providing
consulting assistance does not hold the
official project records. Please reference
each department’s retention schedule for
minimum retention requirements for
official project files.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End

AV - Administrative Value

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09




i

number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.

Retention Codes (Field 7)

STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
é?)mnﬁcssizis 1. Page 3 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 1014 University Conferences And Events / Administration
4. Records [ 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
3.4.006 101408 | Time Cards and Time Sheets FE+4 0 FE+4 40 TAC 815.106(i). 47 | 101408 D
A record of the number of hours worked and the

SLR 122 Rev. 02/09

FE - Fiscal Year End

MO - Months

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

Archival Codes (Field 8)
| - Retain in Archives

US - Until Superseded | O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted

C - Changed




i

taken at internal agency staff meetings.

STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
é?)mnﬁcssizis 1. Page 4 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 1015 University Conferences And Events / University Events
4. Records [5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.063 101507 |Staff Meeting Minutes And Notes 1 0 1 51 101507 D
Minutes or notes, and supporting documentation

SLR 122 Rev. 02/09

Retention Codes (Field 7)

FE - Fiscal Year End

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded | O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted

C - Changed
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

auditing of federal grant recipients and
federal cost report guidelines for
hospitals receiving Medicare
reimbursement. Currently data needed
to support these requirements are co-
mingled with data from non-federal
sources. Until a technological solution
exists that allows UTMB to parse out the
data based upon funding sources, UTMB
will need to keep all data within this
record series.

é?)mcsgzis 1. Page 5 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2022 OLRA / Office Of Legal And Regulatory Affairs
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 202232 |Meeting Agenda and Minutes - Committee 6 0 6 O | ARCHIVES NOTE: Maintain for 6 years N
A record of actions and transactions taken by then review for historical information.
University ad-hoc committees, councils and similar Any historical information should be
groups. Typically includes minutes, agendas, notes, transferred to University Archives for
reports, etc. permanent retention. Some information
may be exempt from public disclosure.
4.4.001 202233 |General and Subsidiary Ledgers FE+9 0 FE+9 UTMB policy based on requirements for N

Retention Codes (Field 7)

AV - Administrative Value

FE - Fiscal Year End

MO - Months

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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State Library

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

hazardous chemical no longer stored by
agency, as applicable.

d Archi
é?)mnﬁ(;sizis 1. Page 6 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2025 BOF / Supply Chain / ADMC / Materials Management Hospital Operations
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.043 202504 |Training Materials US+1 0 US+1 A3-30 | 202504 D
Instructional materials developed by an agency for
training entities or individuals it regulates or serves.
5.4.010 202510 |Material Safety Data Sheets AC 0 AC AC = After sheets are updated or A3-32 |202510 D

Retention Codes (Field 7)

FE - Fiscal Year End

MO - Months

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted

C - Changed

SLR 122 Rev. 02/09
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Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

This series documents a building by building survey
and plan to correct asbestos material hazards. This
series may include but is not limited to: surveys,
monitoring tests and reports, data forms, building
plans, correction checklists, removal job records, and
related documentation and correspondence.

and Archlvs
Commission 1. Page 7 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2031 BOF / EHS / Occupational Safety
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.4 203115 |Respirator Fit Test AC 3 AC+3 AC = Until next fit test is administered or A4-12 | 203115 C
A test done to assess the seal between the employee separation.
respirator's facepiece and the face of the employee
wearing it. These tests are done to ensure that 29 CFR 1910.134.
personnel are medically able to wear a respirator and
that the respirator fits properly and can protect
employees from exposure to hazardous substances.
Record includes: qualitative and quantative fit tests;
name of employee tested; type of fit test performed;
specific make, model, and size of respirator tested;
date test administered; results of test, or fit factor and
strip chart (or other) recording of the test results, as
applicable.
54 203117 |Asbestos Records AV PM PM 25 TAC 295.62(a). A4-12 | 203117 C

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives

AV - Administrative Value FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

of an unusual or adverse event involving a minor
patient or visitor that does not result in a claim or
lawsuit. The records series may include but is not
limited to: reports documenting unusual or adverse
event occurrence, intake sheet, investigative notes,
participant narratives, summary timeline of medical
record, and other supporting documentation or related
correspondence.

Commission 1. Page 8 of 38

2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2036 Quality And Healthcare Safety / Risk Management

4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type

54 203610 [Unusual Event Reports / Minors AC 3 AC+3 AC = Minor's 18th birthday. 190 |203610 C
This records documents investigations and summaries

Retention Codes (Field 7)

AV - Administrative Value
SLR 122 Rev. 02/09

MO - Months

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives
O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New D - Deleted
C - Changed




i

Manuals, guidelines, administrative rules, or similar
records distributed internally for the use of employees
or externally to the public or those individuals or
entities regulated by an agency that sets out the rules,
policies, and procedures that govern an agency’s
programs, services, or projects.

AC+3

0

AC+3

O | AC = Completion or termination of
program, rules, policies or procedures.

SEE ALSO: Agency Rules, Policies and
Procedures - Working Files, item number
1.1.071.

STATE OF TEXAS SLR 122
. Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
é?)mnﬁcssizis 1. Page 9 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2040 Research Services And Office Of Sponsored Programs / Administration
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.070 204011 |Agency Rules, Policies, and Procedures - Final

211 | 204011 D

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)
| - Retain in Archives

US - Until Superseded | O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New D - Deleted
C - Changed

SLR 122 Rev. 02/09
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Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Includes registration, class rosters, class evaluations,
schedules/agendas, sign-in sheets, and other records
that document the administration of training and
offered for internal employees and external individuals
we regulate and serve.

é?)mcsgzis 1. Page 10 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2046 OLRA / Records Management Compliance
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 204631 |Photographs And Negatives - Historically Significant AV 0 AV | N
Documents the collection of photographs or negatives
created by or for an agency. Includes events that
document the agency's organization, special
ceremonies, occasions, events and facilities. May
include commercially available material.
1.1 204632 |Training Attendance And Evaluation Records FE+3 0 FE+3 CAUTION: If attendance or evaluation N

records are to be maintained as a part of
a CEU administration program, Joint
Commission, accreditation, a grant, to
provide supporting documentation for an
employee's evaluation, or any other
reason, the retention period may be
longer. Be sure to verify program or
training requirements.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

US - Until Superseded | O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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between an agency's budgets.

A record of budget entries and transfers of funds

d Archive:

é?)mnﬁ(;sizis 1. Page 11 of 38

2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2083 Finance / Clinical Accounting

4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.2.006 208313 | General Journal Vouchers FE+1 8 FE+9 UTMB policy based on requirements for A4-25 1208313 C

auditing of federal grant recipients and
federal cost report guidelines for
hospitals receiving Medicare
reimbursement. Currently data needed
to support these requirements are co-
mingled with data from non-federal
sources. Until a technological solution
exists that allows UTMB to parse out the
data based upon funding sources, UTMB
will need to keep all data within this
record series.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New D - Deleted
C - Changed

SLR 122 Rev. 02/09



% STATE OF TEXAS

report.
agency, and the statistical data maintained rating an

agency’s performance. SEE item number 1.1.067 for summary
reports compiled from customer surveys.

SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
Commission 1. Page 12 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2087 Office Of The Executive Vice President / Business And Finance
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.038 208705 |Customer Surveys AC 0 AC AC = Final disposition of summary A3-68 | 208705 D
Surveys returned by the customers or clients of an

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

SLR 122 Rev. 02/09

Archival Codes (Field 8)
| - Retain in Archives

FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted

C - Changed




S STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
Commission. 1. Page 13 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3008 ADMC / Administration
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.2.014 300834 |Inventory - Annual Physical FE+3 0 FE+3 N
Property, equipment, and supply verification.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed
SLR 122 Rev. 02/09
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STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
Commiinsion. 1. Page 14 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3012 ADMC / Surgical Services
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
301209 |Surgical Instrument Sterilization Records FE 3 FE+3 A4-37 |301209 C
This series documents the sterilization of surgical
instruments. This series may include but is not limited
to: autoclave recording charts and log sheets
indicating date, load number, items sterilized, and
temperature / time settings.
5.2.018 301210 [Quality Control Reports 2 0 2

AV - Administrative Value

Retention Codes (Field 7)

SLR 122 Rev. 02/09

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End MO - Months

Archival Codes (Field 8)
| - Retain in Archives

US - Until Superseded | O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New D - Deleted
C - Changed
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122
Form SLR 105C must

accompany this form
State Library
d Archi
Commission. 1. Page 15 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3030 Nursing Services / Nursing Support
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type

303013 |Medical Logs

Medical logs in this records series may include but are
not limited to: patient information, appointment,

admission, transport, dispatch, census, discharge,
patient photo, type of service rendered, equipment

freezer, master schedule sheets / research studies,
etc.

1 2 3

376 | 303013 C

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

Archival Codes (Field 8)
| - Retain in Archives

FE - Fiscal Year End MO - Months US - Until Superseded

O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New D - Deleted
C - Changed

SLR 122 Rev. 02/09
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Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Annual, sub-annual, or special reports or studies on
non-fiscal aspects of an agency's programs, services,
or projects compiled by agency personnel, by advisory
committees, or by consultants under contract with an
agency that are not noted elsewhere in this schedule.
Includes reports distributed either internally or to other
entities.

Commission 1. Page 16 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3037 Quality And Healthcare Safety
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 303703 [Meeting Agenda and Minutes - Committee 1 5 6 O | ARCHIVES NOTE: Maintain for 6 years 394 |303703| C
A record of actions and transactions taken by then review for historical information.
University ad-hoc committees, councils and similar Any historical information should be
groups. Typically includes minutes, agendas, notes, transferred to University Archives for
reports, etc. permanent retention. Some information
may be exempt from public disclosure.
1.1.002 | 303705 |Audits AC 7 AC+7 AC = Publication or release of final audit 395 |303705| C
Audits and reviews performed by or on behalf of an findings. The record copy of any audit
agency, including the working papers that support the performed by the State Auditor's Office is
audit. Also includes audits performed on the agency. retained permanently by UTMB's Internal
Audit Services Consulting And
Investigation.
1.1.067 303716 [Reports and Studies (Non-Fiscal) 1 2 3 O | ARCHIVES NOTE: For agencies that 398 |303716| C

have had an archival appraisal, separate
this records series by each type of
archival coding, | or O.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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= Form SLR 105C must
Records Retention Schedule Amendment aocompany this form
State Library
d Archi
é?)mnﬁ(;sizis 1. Page 17 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3045 Nursing Services / Cardiopulmonary Resuscitation Lab
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Iltem No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.2.003 304508 |Daily Cash Receipts Logs FE+3 0 FE+3 407 | 304508 D
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed
SLR 122 Rev. 02/09
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Texas

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122
Form SLR 105C must

accompany this form
State Library
d Archi
Commission. 1. Page 18 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3079 Rehabilitation Services / Administration
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type

307936 |Medical Logs

Medical logs in this records series may include but are
not limited to: patient information, appointment,

admission, transport, dispatch, census, discharge,
patient photo, type of service rendered, equipment

freezer, master schedule sheets / research studies,
etc.

3 0 3

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

Archival Codes (Field 8)
| - Retain in Archives

FE - Fiscal Year End MO - Months US - Until Superseded

O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New D - Deleted
C - Changed

SLR 122 Rev. 02/09
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and Archives
Commission 1. Page 19 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3095 Ambulatory Operations / Access Center
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.065 309505 |Reports and Studies (Non-Fiscal) - Raw Data AV 0 AV CAUTION: Does not include source 557 | 309505 D
Information or data collected and compiled for the documentation used for information or
purpose of producing non-fiscal reports. data included in or directly related to
another records series in this schedule.
SEE especially item number 1.1.064.
2.2.016 309508 |Software Registrations, Warranties And License LA+3 0 LA+3 557 |309508 D
Agreements
3.1.027 309511 |Training and Educational Achievement Records AC+5 0 AC+5 AC = Termination of employment. 558 | 309511 D
(Individual)
Certificates of completion, transcripts, test scores, or
similar records documenting the training, testing, or
continuing education achievements of an employee.
3.4.007 309513 | Time Off and/or Sick Leave Requests FE+3 0 FE+3 558 1309513 D
This records series may include but not be limited to
Leave Request Forms and other supporting
documentation.
5.1.004 309514 [ Mail and Telecommunications Listings us 0 us Minor changes to the listings may occur 558 | 309514 D
Any mailing address, telephone or fax number, or e- as often as daily, disposition logs may be
mail address records maintained by an agency on its completed at the end of the fiscal year.
employees or on entities or persons it serves.
5.5.003 309515 | Station Activity Reports AV 0 AV 558 309515 D
Internal listing of all incoming/outgoing telephone
activity to individual telephone stations.
5.5.004 309516 |System Activity Reports AV 0 AV 559 309516 D
Internal listing of all incoming/outgoing agency
telephone activity.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New

D - Deleted

C - Changed

SLR 122 Rev. 02/09




rary

and Archlvs

STATE OF TEXAS
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SLR 122
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utilizing modern technology and telecommunications
to treat and diagnosis remote patients live over video
for immediate care. May include but is not limited to:
video/still images, patient data, consults, referrals,
clinic notes and related correspondence.

or if patient is minor, patient's 21st
birthday.

Commission 1. Page 20 of 38

2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3095 Ambulatory Operations / Access Center

4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type

309517 |Telemedicine Records AC+10 0 AC+10 AC = Date the patient was last treated, 559 | 309517 D
This records series documents interactive healthcare

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

SLR 122 Rev. 02/09

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted

C - Changed




rary

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Industry Sponsored Clinical Trials / Drug Studies

This records series consists of administrative as well
as research data and documentation gathered or
created in the course of a clinical trial. May include but
is not limited to: contract or grant, subject enrollment
logs, drug accountability logs, source documentation,
case report forms, study protocol and amendments,
informed consent documents, FDA forms (Form 1571,
Conflict of Interest disclosure), adverse event reports,
serious adverse events reports, Investigator licenses
and CVs, other documentation relating to study
protocols.

d Archive:
é?)mnﬁcssizis 1. Page 21 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3111 SOM / Sealy Center On Aging
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.7 311118 | Grant or Contract Records Which Include NIH or AC+15 0 AC+15 AC = Close of study. N

CAUTION: Grants have individual
guidelines for retention. Records must be
retained in accordance with individual
guidelines of the grant or cooperative
agreement.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)

| - Retain in Archives
O - Review Required Before Disposal

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

SLR 122 Rev. 02/09



rary

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

and Archives 1. Page 22 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3113 ADMC / Cardiopulmonary / Respiratory
4. Records [ 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
311316 |Patient Billing 1 9 10 42 CFR 422.504(d). N
Provides itemized billing record for medical services
rendered. Records may include but are not limited to:
patient demographic information; electronic billing
reports; copies of all monthly aged trail balance
reports; physical logs detailing patient or insurance
payments; copies of checks, ledgers, or any other
information that details specific payments; insurance
vouchers from Medicare, Medicaid, or any other entity
with which the hospital has specific contracts; any
contact from patients disputing any portion of their
hospital bills for which the billing department has kept
the original document, related correspondence.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed

SLR 122 Rev. 02/09




i

Texas
State Library
and Archives

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

etc.

Records related to threatened or asserted medical
litigation or investigation. This series may include but
is not limited to: discovery, legal counsel work-
products, evidence files, exposure records, exhibits,
final judgments, correspondence, financial records,

Commission 1. Page 23 of 38

2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3138 Nursing Services / Critical Care Management

4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.048 313803 |Medical Liability Claims And Litigation Files AC+1 19 AC+20 | O| AC = After closed. All statutes of 626 |313803 C

limitation must be met before file is
closed.

ARCHIVES NOTE: Review before
disposal; some cases that set legal
precedent may merit a review by
University Archivist for historical reasons.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09



S STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment aocompany this form
State Library
d Archi
Commission 1. Page 24 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3158 Nursing Services / WIC / Labor And Delivery (J3C,JSA3,J3A)
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Iltem No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.2.005 315812 | Calibration Records (Equipment or Instrument) 2 8 10 688 |315812 C
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed
SLR 122 Rev. 02/09




examinations and answers; quizzes and answers;
course papers; term papers; and essay assignments.
This series does not include graduate student
qualifying or comprehensive examinations.

Retention Codes (Field 7)

attendance.

STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
rary
é?)mcsgzis 1. Page 25 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4024 Office Of Clinical Simulation
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
3.4.006 402423 | Time Cards and Time Sheets FE+4 0 FE+4 40 TAC 815.106(i). N
A record of the number of hours worked and the
number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.
402424 | Test Questions And Examinations AC+2 0 AC+2 AC = After graduation or date of last N
Records may include but are not limited to:

AV - Administrative Value
SLR 122 Rev. 02/09

FE - Fiscal Year End MO - Months

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N -

Amendment Codes (Field 12)

New D - Deleted
C - Changed




% STATE OF TEXAS SLR 122

= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
Commission. 1. Page 26 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4033 SON / MSN Program
4. Records [5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
403312 | Physicians In Training AC+50 0 AC+50 AC = Completion of training. A2-100 | 403312 C
Provides a comprehensive record of accepted

physicians in training. Used to verify completion of
residency education requirements. Records may
include but are not limited to: evaluations, letters of
recommendation, contract renewals for training and
employment, Certification of Residency, completion of
resident program, and related correspondence.

Retention Codes (Field 7)

Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent

| - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed
SLR 122 Rev. 02/09
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 27 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4064 SOM / Internal Medicine / Geriatrics
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.7 406419 | Grant And Contract Proposals (Not Awarded) AC+2 0 AC+2 AC = After notification. 978 406419 D
This records series consists of grants, federal and
other sponsored grants and contracts that have been
applied for but not awarded.
4.7 406420 | Grant or Contract Records Which Include NIH or AC+15 0 AC+15 AC = Close of study. 979 | 406420 D
Industry Sponsored Clinical Trials / Drug Studies
This records series consists of administrative as well CAUTION: Grants have individual
as research data and documentation gathered or guidelines for retention. Records must be
created in the course of a clinical trial. May include but retained in accordance with individual
is not limited to: contract or grant, subject enrollment guidelines of the grant or cooperative
logs, drug accountability logs, source documentation, agreement.
case report forms, study protocol and amendments,
informed consent documents, FDA forms (Form 1571,
Conflict of Interest disclosure), adverse event reports,
serious adverse events reports, Investigator licenses
and CVs, other documentation relating to study
protocols.
4.7 406421 | Grants, Federal And Other Sponsored Grants And AC+4 0 AC+4 AC = Term of grant. 979 | 406421 D

Contracts
This records series consists of any of the following
sponsored grants and contracts that have been
awarded: federal, state, local, Industry (non-clinical
trials or regulated research), and Foundation grants
and contracts. Records may include but are not limited
to: award letter/notice, proposal, protocols,
correspondence, equipment inventory (final), effort
certification, reports - including final report, etc.

CAUTION: Grants have individual
guidelines for retention. Records must be
retained in accordance with individual
guidelines of the grant or cooperative
agreement. Federal grant records should
comply with the record retention
requirements set forth in OMB circular A-
110, subpart C. Federal contract records
should comply with the policies and
procedures for retention of records by
contractors as stated in the Federal
Acquisition Regulation (FAR) Subpart
4.7. Foundation grants have individual
guidelines for retention and must be
retained in accordance with individual
guidelines of the Foundation grant.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09



rary

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Contracts
This records series consists of any of the following
sponsored grants and contracts that have been
awarded: federal, state, local, Industry (non-clinical
trials or regulated research), and Foundation grants
and contracts. Records may include but are not limited
to: award letter/notice, proposal, protocols,
correspondence, equipment inventory (final), effort
certification, reports - including final report, etc.

d Archive:
Commission. 1. Page 28 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4068 SHP / Clinical Laboratory Sciences
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.7 406816 | Grants, Federal And Other Sponsored Grants And AC 4 AC+4 AC = Term of grant. 994 | 406816 C

CAUTION: Grants have individual
guidelines for retention. Records must be
retained in accordance with individual
guidelines of the grant or cooperative
agreement. Federal grant records should
comply with the record retention
requirements set forth in OMB circular A-
110, subpart C. Federal contract records
should comply with the policies and
procedures for retention of records by
contractors as stated in the Federal
Acquisition Regulation (FAR) Subpart
4.7. Foundation grants have individual
guidelines for retention and must be
retained in accordance with individual
guidelines of the Foundation grant.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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Commission 1. Page 29 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4072 SOM / Neurology
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.007 407202 | Correspondence - Administrative 4 0 4 O | ARCHIVES NOTE: Only the 1012 | 407202 D
Incoming/outgoing and internal correspondence administrative correspondence of
pertaining to the formulation, planning, executive staff, board or commission
implementation, interpretation, modification, or members, division directors and program
redefinition of the programs, services, or projects of an heads require archival review. Contact
agency and the administrative regulations, policies, the University Archives when these
and procedures that govern them. records have met their retention periods.
CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series
on the agency’s approved schedule. For
example, a memorandum that
documents an appropriations request
must be retained for the minimum
retention period prescribed by item
number 1.1.004; a letter concerning an
audit for that prescribed by item number
1.1.002, etc. SEE ALSO item number
1.1.011.
3.4.006 407208 | Time Cards and Time Sheets FE+4 0 FE+4 40 TAC 815.106(i). 1014 | 407208 D
A record of the number of hours worked and the
number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.
3.4.007 407209 | Time Off and/or Sick Leave Requests FE+3 0 FE+3 1014 | 407209 D
This records series may include but not be limited to
Leave Request Forms and other supporting
documentation.
5.2.005 407212 | Calibration Records (Equipment or Instrument) 10 0 10 1015 | 407212 D

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)
D - Deleted

N - New
C - Changed

SLR 122 Rev. 02/09
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reports, etc.

A record of actions and transactions taken by
University ad-hoc committees, councils and similar
groups. Typically includes minutes, agendas, notes,

then review for historical information.
Any historical information should be
transferred to University Archives for
permanent retention. Some information
may be exempt from public disclosure.

Commission 1. Page 30 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4077 OB/GYN / Residency Education
4. Records | 5. Agency 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 407701 | Accreditation Records US+10 0 US+10 | O| ARCHIVES NOTE: Review for historical A1-109 | 407701 C
This records series documents the process and status information and transfer any historical
of becoming accredited and/or activities associated information to the University Archives for
with the reaffirmation of accreditation and required permanent retention.
follow-up reports to document adherence to criteria. o
May include self study report by institution, report by CAUTION: Accreditation records have
external accrediting team, review schedule, individual guidelines for retention.
correspondence and supporting documents regarding Records must be retained in accordance
accreditation. with individual guidelines of the
accreditation.
Retention is based on department policy.
1.1 407703 | Meeting Agenda and Minutes - Committee 10 0 10 O | ARCHIVES NOTE: Maintain for 6 years 1031 [407703| C

Retention Codes (Field 7)

AV - Administrative Value

MO - Months

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent

FE - Fiscal Year End US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09



This series documents the history, development, and
policies of student sponsored organizations. Records
may include but are not limited to: registration forms,
constitutions and bylaws, and risk management
acknowledgement forms.

Retention Codes (Field 7)

STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
rary
é?)mcsgzis 1. Page 31 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4122 SOM / Pharmacology And Toxicology
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
412218 | Grade Reports AC+1 0 AC+1 AC = Date distributed. N
This series documents grades received by students
for the term. The series includes but is not limited to: Information may be exempt from public
course numbers and titles, grades awarded, grade disclosure.
point average, student name, and social security
number.
412219 | Student Organization Administrative Records / Student AC+5 0 AC+5 | O AC = Life of the organization. N
Sponsored

AV - Administrative Value
SLR 122 Rev. 02/09

MO - Months

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent

FE - Fiscal Year End US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted




S STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
and Archives
Commission 1. Page 32 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4123 SHP / Physical Therapy
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.5.002 412319 |Internal Fiscal Management Reports FE+3 0 FE+3 Monthly reconciliation and approval of N
Includes agency monthly budget reports to monitor expenses required by internal audit.
and track expenses. This records series may include
but is not limited to: worksheets used to check
expenses for legitimacy and accuracy, monthly
reports, and signed verifications.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months

SLR 122 Rev. 02/09

US - Until Superseded

O - Review Required Before Disposal |C - Changed




This series is used to provide a record of the
administration of student internship, practicum, clinical
rotation, and cooperative education programs.
Programs may be within the institution or off campus
and for class credit and/or pay. Records may include
but are not limited to: applications for internships
inside and external to the institution, agreements with
departments, postings/notices, student resumes,
transcripts, copies of contracts, proposed institution
listings, notes, and related documentation and
correspondence.

STATE OF TEXAS SLR122
. Form SLR 105C must
Records Retention Schedule Amendment aocompany this form
rary
d Archir
Commission. 1. Page 33 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4128 SON/ Graduate Program Administration
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12,
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
412820 | Internship Program Records AC+5 0 AC+5 AC = After graduation or date of last

attendance.

A2-126 | 412820 D

Retention Codes (Field 7)

AV - Administrative Value

MO - Months

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End

Archival Codes (Field 8)
| - Retain in Archives

US - Until Superseded | O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New D - Deleted
C - Changed

SLR 122 Rev. 02/09



Any internally distributed manual, guidelines, or similar
records that establish standard office procedures for
an agency; for example, agency style manuals,
telephone protocols, mail room procedures, print shop
and photocopy ordering instructions.

S STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
Commiinsion. 1. Page 34 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4150 Student Life
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.1.004 415017 |Mail and Telecommunications Listings us 0 us Minor changes to the listings may occur 1231 | 415017 D
Any mailing address, telephone or fax number, or e- as often as daily, disposition logs may be
mail address records maintained by an agency on its completed at the end of the fiscal year.
employees or on entities or persons it serves.
5.1.014 415018 | Office Procedures US+1 0 US+1

1231 | 415018 D

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)

| - Retain in Archives
O - Review Required Before Disposal

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

SLR 122 Rev. 02/09



i

Early childhood intervention records that may include
but not be limited to: intake information, assessments,
releases, diagnoses, plans, and progress notes of
intervention by all staff, including occupational
therapists, physical therapists, speech pathologists,
nutritionists, early intervention specialists, and social
workers. May also contain medical or other
intervention records from other Early Childhood
Intervention programs.

40 TAC 108.237, 22 TAC 781.204(f), 22
TAC 781.209(4), and 22 TAC 741.43.

STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment aocompany this form
State Library
d Archi
Commission. 1. Page 35 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4165 SOM / Pediatrics Early Childhood Intervention / LAUNCH
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
416514 | Early Childhood Intervention Records AC 5 AC+5 AC = Discharge date. 1253 | 416514 D

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives
O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New D - Deleted
C - Changed

SLR 122 Rev. 02/09



S STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
Commission. 1. Page 36 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4174 John Sealy Memorial Endowment Fund For Biomedical Research
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.5.006 417405 | Annual Operating Budgets FE+3 0 FE+3 1279 | 417405 D
Required by the General Appropriations Act.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

SLR 122 Rev. 02/09

FE - Fiscal Year End MO - Months

US - Until Superseded

| - Retain in Archives

O - Review Required Before Disposal

N - New D - Deleted
C - Changed




% STATE OF TEXAS

SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
Commission. 1. Page 37 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4187 Office Of Clinical Education - Galveston & Office Of Regional Medical Education Austin Program
4. Records [5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
418722 | Student Folders -- Visiting Students AC 6 AC+6 | | AC = Date of last attendance.
A record of students who are pursuing a degree from

1310 |418722 C
another institution but who take some University

courses, do a clerkship, or research studies at the
University.

Retention Codes (Field 7)

Archival Codes (Field 8)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

Amendment Codes (Field 12)
FE - Fiscal Year End MO - Months

| - Retain in Archives N - New D - Deleted
O - Review Required Before Disposal |C - Changed

US - Until Superseded
SLR 122 Rev. 02/09




S STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
é?)mcsgzis 1. Page 38 of 38
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 4205 Primary Care Services
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.063 420511 | Staff Meeting Minutes And Notes 1 0 1 N
Minutes or notes, and supporting documentation
taken at internal agency staff meetings.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed
SLR 122 Rev. 02/09
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78711-2927
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Preserving yesterday
Informing today
Inspiring tomorrow

March 15, 2018

M. Robert Norwood

Director, Records Management Compliance

The University of Texas Medical Branch at Galveston
301 University Blvd.

Galveston, TX 77555-0918

Re: Agency records retention schedule amendment approved for use.
Dear Mr. Norwood:

Amendment 4 to your agency's 7th recertification of your records retention schedule is
approved for use as of March 12, 2018 Your currently approved records retention
schedule and all amendments are available on our website at

https://www.tsl.texas.gov/sIrm/state/schedules.html. Please maintain this amendment

with your currently approved schedule so that it can be easily referenced.

We appreciate your efforts in maintaining an up-to-date schedule. Making additions
and changes to your schedule as you identify them not only ensures the integrity of your
recordkeeping practices, but keeps your agency in compliance with state regulations (13
TAC §6.4) requiring the submission of any needed amendments to a retention schedule
during its certification period to keep the information in the schedule current.

We will notify you of the date your schedule is due for recertification. Any additional
approved amendments to your schedule, such as this one, should be incorporated into
your main retention schedule prior to submitting it for recertification.

Thank you again for your commitment to complying with state records management
laws and regulations. If we can provide any assistance to you, please contact the
Government Information Analyst assigned to your agency, Gina Cervantes at 512-463-
6623 or gcervantes@tsl.texas.gov.

Sincerely,

Cl—

Craig Kelso
Director and State Records Administrator

cc: Agency head

RO1/723



and Archives
Commission

STATE OF TEXAS
Records Retention Schedule Certification

SLR 105C

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

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

Section 2. Approvals
{Submitting agencies do not write in this seclion)

Agency Code 723
The University of Texas
Agency Name _Medical Branch at Galveston

(Check one})
{1 nitial Certification - Form SLR 105
[ Recertification - Form SLR 105
Amendment - Form SLR 122
| hereby certify that this records retention schedule was
prepared in accordance with Texas Government Code,
Chapter 441, Subchapter L.
{Check one)
(3 Agency Head

& Records Management Officer

Signature W M/4JM‘}$\

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

Signalure

Name (Print or type) Not Required at This Time

Date

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

74(@":( ’0\%/\47,
Signature
[e— A

Name (Print or type) ébf La_ M‘O’\ &2 _

s 3/12./1 8

Name (Print or type} Robert Norwood

Date 12/8/2017

Cert/Recert No. Amendment No. 4

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 1it.

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.

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



and Archives
Commission

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

1. Page 1 of 99

2. Agency
Code

723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
RMAN: 1001 Office Of The President

4. Records
Series
Item No.

5. Agency
Iltem
Number

Record Series Title

7. Retention Period

8. Archival

0. 11. Current 12.

Agency

Storage

Total

9. Remarks

Schedule
Pg No. |AIN

Amend.
Type

106 No.

1.1

1.1

1.1

1.1

100112

100116

100117

100118

Films, Videotapes, and Sound Recordings

This series provides visual and/or aural
documentation of institutional activities and events
including students, faculty, and staff with significant
relevance to either the institution's or individual unit's
function and mission.

Photographs And Negatives - Historically Significant

Documents the collection of photographs or negatives
created by or for an agency. Includes events that
document the agency's organization, special
ceremonies, occasions, events and facilities. May
include commercially available material.

Events Administration Records

This series documents facilities, services and other
accommodations provided by the institution for events.
Records may include: room reservation lists; customer
and room occupancy lists; catering services orders;
purchase and supply records; financial and billing
records; customer evaluations; summary reports; and
related correspondence.

Committee Election and Appointment Records

This series documents the appointment to and the
election of faculty to committees. This series may
include but is not limited to: ballots, tabulations,
letters of appointment, committee membership
rosters, and related documentation and
correspondence.

AV

AV

FE+3

AV

AV

AV

FE+3

AV

0}

ARCHIVES NOTE: Maintain for FE+3
years then review for historical
information. Any historical information
should be transferred to University
Archives for permanent retention.

CAUTION: If there is a facilities
reservation agreement, SEE item
number 5.1.001.

A1-01 | 100112 D

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent

AV - Administrative Value FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New D - Deleted
C - Changed

SLR 122 Rev. 02/09



i

STATE OF TEXAS

SLR 122

Plans and records relating to the process of planning
new or redefined programs, services, or projects of an
agency that are not included in or directly related to
other records series in this schedule.

to implement result of planning process.

ARCHIVES NOTE: Data processing
planning records are not archival.

. Form SLR 105C must
Records Retention Schedule Amendment aocompany this form
State Library
d Archi
é?)mnﬁcssizis 1. Page 2 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 1001 Office Of The President
4. Records | 5. Agency 6. 7. Retention Period 8. Archival 10. 11. Current 12,
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.024 100119 |Plans and Planning Records AC+3 0 AC+3 | O| AC = Decision made to implement or not N

Retention Codes (Field 7)

AV - Administrative Value

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent

Archival Codes (Field 8)
| - Retain in Archives

FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New D - Deleted
C - Changed

SLR 122 Rev. 02/09



% STATE OF TEXAS SLR 122

= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
é?)mnﬁcssizis 1. Page 3 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 1016 HPLA / Osher Lifelong Learning Institute
4. Records [5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.2.002 101619 | Cash Receipts FE 3 FE+3 101619 C
Includes receipts for fees (permits, licenses, renewals,

etc.)

Retention Codes (Field 7)

Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed

SLR 122 Rev. 02/09




i

Annual, sub-annual, or special reports or studies on

non-fiscal aspects of an agency's programs, services,
or projects compiled by agency personnel, by advisory
committees, or by consultants under contract with an
agency that are not noted elsewhere in this schedule.
Includes reports distributed either internally or to other
entities.

have had an archival appraisal, separate
this records series by each type of
archival coding, | or O.

STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment aocompany this form
State Library
d Archi
é?)mnﬁcssizis 1. Page 4 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2004 Audit Services Consulting And Investigation
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.067 200413 |Reports and Studies (Non-Fiscal) 3 0 3 O | ARCHIVES NOTE: For agencies that N

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)
| - Retain in Archives

US - Until Superseded | O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted

C - Changed

SLR 122 Rev. 02/09



and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 5 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2013 Finance / Controller / Asset Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Iltem No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.5.003 | 201309 |Annual Financial Reports AC+6 0 AC+6 | I [ AC = September 1 of odd-numbered 93 (201309 C
Required by the General Appropriations Act (100 Day calendar years.
Report).
CAUTION: If an agency does not
produce a biennial or annual narrative
report as described in item number
1.1.066, then these annual financial
reports must be marked with Archival
Code I. The archival requirement, when
a biennial or annual narrative report is
not produced, is met by sending the
required copies of the reports to the
Texas State Publications Depository
Program, Texas State Library and
Archives Commission.
4.6.002 201310 |Reconciliations FE+3 0 FE+3 93 201310 C
5.1.001 201312 [Contracts and Leases AC+7 0 AC+7 AC = Expiration or termination of the A3-14 201312 C
Contracts, leases, and agreements include general instrument according to its terms. SEE
obligation, land lease, utilities, and construction item numbers 3.1.035 for performance
except for buildings. Documents include bonds, 5.3.007 for bid documentation,
specifications, affidavits of publication of calls for bids, 5.2.028 for building construction
performance bonds, contracts, purchase orders, contracts, and 5.1.017 for contract logs.
inspection reports, and correspondence. May also
include other applicable documentation in the master 45 CFR §164.530(j)(2).
contract file per Texas Comptroller of Public Accounts
Contract Management Guide. Government Code, 441.1855.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed

SLR 122 Rev. 02/09



and Archives
Commission

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

1. Page 6 of 99

2. Agency
Code

723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
RMAN: 2014 Finance / Controller / General Accounting

4. Records
Series

Item No.

5. Agency
Iltem
Number

Record Series Title

7. Retention Period

8. Archival

10.

Agency

Storage

Total

9. Remarks

106 No.

11. Current 12.
Schedule Amend.

Pg No. [AIN Type

1.1.068

4.1

4.7

5.2

201411

201417

201430

201435

Reports on Performance Measures

Quarterly and annual reports on agency performance
measures submitted to executive and legislative
offices.

Unclaimed Accounts Payable And Payroll Checks

This record series consists of returned checks due to
an incorrect address for the intended person or
agency.

Information Request Records

This record series consists of statistical and
operational responses to inquiries from internal
departments and external organizations seeking a
variety of information. Records may include but are
not limited to: survey material, data references,
internal studies with supporting information, job
information, benchmarking data, other records related
to the study of internal operations, related
correspondence, and the final computation of the data
into a report.

Disaster Validation / Mitigation Reimbursement Records

This series documents the events and damages to
institutional property due to a storm or disaster related
event affecting facilities and equipment within the
jurisdiction of the institution. This series may include
but is not limited to: a scope of work and cost to repair
back to pre-storm condition, an executive summary,
storm history, system or building description, damage
validation methodology, damage validation
conclusion, numerous exhibits including photographs,
specifications, location or plan drawings and Rebuild
in Kind project worksheets detailing associated costs,
related documentation and correspondence.

AC+6

FE+10

FE+3

AC

0

AC+6

FE+10

FE+3

AC+3

AC = September 1 of odd-numbered
calendar years.

Texas Property Code 74.103(b).

AC = Date FEMA closes Disaster 1791.

98 201411 D

100 | 201417 C

103 | 201430 D

A3-15 | 201435 C

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives

AV - Administrative Value FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09



i

Minutes or notes, and supporting documentation
taken at internal agency staff meetings.

Retention Codes (Field 7)

STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
Commission 1. Page 7 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2017 Marketing And Communications
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.063 201721 | Staff Meeting Minutes And Notes 1 0 1

AV - Administrative Value

SLR 122 Rev.

02/09

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent

FE - Fiscal Year End MO - Months

Archival Codes (Field 8)
| - Retain in Archives

US - Until Superseded | O - Review Required Before Disposal |C - Changed

Amendment Codes (Field 12)
N - New D - Deleted




rary

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Includes registration, class rosters, class evaluations,
schedules/agendas, sign-in sheets, and other records
that document the administration of training and
offered for internal employees and external individuals
we regulate and serve.

records are to be maintained as a part of
a CEU administration program, Joint
Commission, accreditation, a grant, to
provide supporting documentation for an
employee's evaluation, or any other
reason, the retention period may be
longer. Be sure to verify program or
training requirements.

é?)mcsgzis 1. Page 8 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2031 BOF / EHS / Occupational Safety
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 203101 |Meeting Agenda and Minutes - Committee 6 0 6 O | ARCHIVES NOTE: Maintain for 6 years N
A record of actions and transactions taken by then review for historical information.
University ad-hoc committees, councils and similar Any historical information should be
groups. Typically includes minutes, agendas, notes, transferred to University Archives for
reports, etc. permanent retention. Some information
may be exempt from public disclosure.
1.1 203102 |Training Attendance And Evaluation Records FE+3 0 FE+3 CAUTION: If attendance or evaluation N

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives

AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded

Archival Codes (Field 8)

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted

C - Changed

SLR 122 Rev. 02/09



and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 9 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2031 BOF / EHS / Occupational Safety
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Iltem No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.007 203103 |Correspondence - Administrative 4 0 4 O | ARCHIVES NOTE: Only the N
Incoming/outgoing and internal correspondence administrative correspondence of
pertaining to the formulation, planning, executive staff, board or commission
implementation, interpretation, modification, or members, division directors and program
redefinition of the programs, services, or projects of an heads require archival review. Contact
agency and the administrative regulations, policies, the University Archives when these
and procedures that govern them. records have met their retention periods.
CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series
on the agency’s approved schedule. For
example, a memorandum that
documents an appropriations request
must be retained for the minimum
retention period prescribed by item
number 1.1.004; a letter concerning an
audit for that prescribed by item number
1.1.002, etc. SEE ALSO item number
1.1.011.
1.1.008 203104 [Correspondence - General 2 0 2 SEE comment to item number 1.1.007. N
Non-administrative incoming/outgoing and internal SEE ALSO item number 1.1.010.
correspondence, in any media, pertaining to or arising
from the routine operations of the policies, programs,
services, or projects of an agency.
1.1.067 203105 |Reports and Studies (Non-Fiscal) 3 0 3 O | ARCHIVES NOTE: For agencies that N
Annual, sub-annual, or special reports or studies on have had an archival appraisal, separate
non-fiscal aspects of an agency's programs, services, this records series by each type of
or projects compiled by agency personnel, by advisory archival coding, | or O.
committees, or by consultants under contract with an
agency that are not noted elsewhere in this schedule.
Includes reports distributed either internally or to other
entities.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09



and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 10 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2031 BOF / EHS / Occupational Safety
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Iltem No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.070 203106 |Agency Rules, Policies, and Procedures - Asbestos PM 0 PM O | SEE ALSO: Agency Rules, Policies and N
This records series consists of asbestos awareness Procedures - Working Files, item number
information and may include but not be limited to 1.1.071.
manuals, policies, procedures, or similar records and
related correspondence. Retention is based on department policy
when dealing with asbestos materials.
1.1.070 203107 |Agency Rules, Policies, and Procedures - Final AC+3 0 AC+3 | O| AC = Completion or termination of N
Manuals, guidelines, administrative rules, or similar program, rules, policies or procedures.
records distributed internally for the use of employees
or externally to the public or those individuals or SEE ALSO: Agency Rules, Policies and
entities regulated by an agency that sets out the rules, Procedures - Working Files, item number
policies, and procedures that govern an agency’s 1.1.071.
programs, services, or projects.
1.3.001 203108 |State Publications AC+2 0 AC+2 AC = Until superseded or obsolete. N

One copy of each state publication as defined on
page xi of the introduction of this schedule, except a
publication that is subject to a different retention
period in this schedule. For example, a meeting
agenda (see item number 1.1.058) also meets the
definition, but it must be retained permanently; item
numbers 1.1.004, 1.1.055, 1.1.066, 1.1.068, and
4.5.003, which also meet the definition, are closely
associated with the appropriations process and must
be retained AC + 6.

CAUTION: Many state publications must
be submitted to the Texas State
Publications Depository Program, Texas
State Library and Archives Commission,
by law (Government Code 441.101-
441.106). The Texas State Library and
Archives Commission will retain a copy
of all state publications submitted to it on
a continuing basis, subject to periodic
evaluation to determine if the publication
merits further retention. For additional
information and requirements concerning
state publications made available to the
public through the Internet, consult the
administrative rules of the Texas State
Publications Depository Program of the
Texas State Library and Archives
Commission (13 TAC 3.1-3.16).

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09




and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 11 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2031 BOF / EHS / Occupational Safety
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.3.002 203109 |Publication Development Files AV 0 AV 0 N
Background material, copy (drafts), original artwork,
photo negatives, prints, flats, etc. This includes all
work performed both inside and outside the agency.
3.1.027 203110 |Training and Educational Achievement Records AC+5 0 AC+5 AC = Termination of employment. N
(Individual)
Certificates of completion, transcripts, test scores, or
similar records documenting the training, testing, or
continuing education achievements of an employee.
3.3.030 203111 | Training Administration Records US+2 0 US+2 CAUTION: Does not include hazardous N
Instructional materials and other records associated material training records. SEE item
with in-house training of agency personnel on number 5.4.007.
personnel policies and procedures and other policies
and procedures that govern an agency's programs,
services, or projects.
5.1.010 203112 |Licenses and Permits for Non-vehicles AC+2 0 AC+2 AC = Expiration date of license or permit. N
Does not include licenses and permits issued by an
agency as part of its statutory responsibilities.
5.2.005 203113 | Calibration Records (Equipment or Instrument) 10 0 10 N
5.3.005 203114 [Packing Slips 2 0 2 49 CFR 172.201(e) N
This series documents the receipt of equipment, o )
supplies, other items, and services from vendors. The Retention is based on department policy.
series includes: packing slips, shipping and container
lists, and bills of lading.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed

SLR 122 Rev. 02/09




and Archives
Commission

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

1. Page 12 of 99

2. Agency
Code

723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON

RMAN: 2031 BOF / EHS / Occupational Safety

4. Records
Series
Item No.

5. Agency
Iltem
Number

Record Series Title

7. Retention Period

8. Archival [10.

Agency Storage

Total

9. Remarks 106 No. [Pg No. [AIN Type

11. Current 12.
Schedule Amend.

54

54

5.4

203115

203116

203117

Respirator Fit Test

A test done to assess the seal between the
respirator's facepiece and the face of the employee
wearing it. These tests are done to ensure that
personnel are medically able to wear a respirator and
that the respirator fits properly and can protect
employees from exposure to hazardous substances.
Record includes: qualitative and quantative fit tests;
name of employee tested; type of fit test performed;
specific make, model, and size of respirator tested;
date test administered; results of test, or fit factor and
strip chart (or other) recording of the test results, as
applicable.

Inspection Records - Biological

This series documents inspections done by Biological
Safety in the course of routine business, and is used
by the institution to correct and analyze safety
problems and to document compliance with
regulations. This series may include but is not limited
to: inspection sheets which show date of inspection,
notation of violations, and suggested corrective
measures, reports acknowledging compliance with
regulations, authorizing signatures, and any related
information, documentation and correspondence.

Asbestos Records

This series documents a building by building survey
and plan to correct asbestos material hazards. This
series may include but is not limited to: surveys,
monitoring tests and reports, data forms, building
plans, correction checklists, removal job records, and
related documentation and correspondence.

AC+3 0

AC+3 0

PM 0

AC+3

AC+3

PM

AC = Until next fit test is administered or
employee separation.

29 CFR 1910.134.

AC = Inspection Superseded, deficiency
corrected, or research terminated.
CAUTION: Does not include inspection
reports of building construction. SEE
item number 5.2.028.

25 TAC 295.62(a).

AV - Administrative Value

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives
FE - Fiscal Year End MO - Months

Archival Codes (Field 8)

US - Until Superseded | O - Review Required Before Disposal

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

SLR 122 Rev. 02/09



and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 13 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2031 BOF / EHS / Occupational Safety
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.4 203118 [Medical Surveillance Records AC+30 0 AC+30 AC = After separation for records N
This series documents the medical history of documenting persons contacting or
employees working in positions with exposure to high removing hazardous materials.
risk hazardous conditions such as Class B and C
carcinogenic compounds, asbestos, lead, or
excessive noise. Medical examinations of workers are
made at the beginning and termination of institution
employment and periodically throughout the career
course as well as immediately following an accident or
potential exposure incident. This series may include
but is not limited to: physician medical statement;
laboratory test records and results; and related
documentation and correspondence.
5.4.007 203119 |Hazardous Materials Training Records 5 0 5 Texas Health and Safety Code, N
Records of training given to employees in an agency 502.009(g).
hazard communications program.
5.4.008 203120 |Hazard Communication Plans us+5 0 us+5 Texas Health and Safety Code, N
502.009(g).
5.4.009 203121 |Workplace Chemical Lists 30 0 30 Texas Health and Safety Code, N
502.005(d).
5.4.010 203122 |Material Safety Data Sheets AC 0 AC AC = After sheets are updated or N
hazardous chemical no longer stored by
agency, as applicable.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent

AV - Administrative Value FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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Form SLR 105C must
accompany this form

Commission 1. Page 14 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2035 BOF / EHS / Environmental Protection Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.4 203513 | Environmental Regulations Records AV PM PM 40 CFR §262.40, 30 TAC 326, 30 TAC 185 |203513 C
This series documents institutional compliance with 122.144, 30 TAC 290.45 (b)(2)(H), 30
environmental laws and guidelines of federal, state, or TAC 290.45 (5)(C), 30 TAC 290.46 (f)(3).
local governments. These records include
communications with the Environmental Protection
Agency (EPA) of the federal government and also the
Texas Commission on Environmental Quality (TCEQ).
This series may include but is not limited to: Title V Air
Discharge Permits, Air Quality Reports, Waste Water
Discharge Permit Applications, Waste Water
Discharge Permits, Municipal Separate Storm Sewer
System Permits, Water Quality Reports, Waste Water
Discharge Records, Notice of Intent and Not of
Termination records for construction sites and
Municipal Solid Waste (medical waste reporting),
Notices of Violation, Notices of Non-compliance, and
related documentation and correspondence.
5.4.003 203515 |Inspection Records AC+1 6 AC+7 AC = Inspection, or date of the correction 186 |203515 C
Fire, safety, and other inspection records of agency of the deficie_nc_:y if the inspection report
facilities and equipment. reveals a deficiency.
CAUTION: Does not include inspection
reports of building construction. SEE
item number 5.2.028.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed

SLR 122 Rev. 02/09
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Texas

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must

Accident or occupational disease reports (by

supervisors and employees) and other associated

reports required to be submitted to the Texas
Workers' Compensation Commission or its

predecessors or maintained internally on accident

frequency.

of Insurance retains copies of the reports
submitted to it for 50 years..

accompany this form
State Library
d Archi
Commission. 1. Page 15 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2037 HR / Employee Injury And lliness Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.4.001 203710 |Accident Reports and Associated Documentation / Non CE+3 2 CE+5 29 CFR 1904.33. The Texas Department A1-21 | 203710 C
Exposures

Retention Codes (Field 7)

AV - Administrative Value

MO - Months

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent

FE - Fiscal Year End US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted

C - Changed

SLR 122 Rev. 02/09
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Annual, sub-annual, or special reports or studies on

non-fiscal aspects of an agency's programs, services,
or projects compiled by agency personnel, by advisory
committees, or by consultants under contract with an
agency that are not noted elsewhere in this schedule.
Includes reports distributed either internally or to other
entities.

have had an archival appraisal, separate
this records series by each type of
archival coding, | or O.

Commission 1. Page 16 of 99

2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2038 University Police

4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.067 203842 |Reports and Studies (Non-Fiscal) 3 0 3 O | ARCHIVES NOTE: For agencies that N

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded

O - Review Required Before Disposal

Amendment Codes (Field 12)
D - Deleted

N - New
C - Changed

SLR 122 Rev. 02/09
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Contracts
This records series consists of any of the following
sponsored grants and contracts that have been
awarded: federal, state, local, Industry (non-clinical
trials or regulated research), and Foundation grants
and contracts. Records may include but are not limited
to: award letter/notice, proposal, protocols,
correspondence, equipment inventory (final), effort
certification, reports - including final report, etc.

CAUTION: Grants have individual
guidelines for retention. Records must be
retained in accordance with individual
guidelines of the grant or cooperative
agreement. Federal grant records should
comply with the record retention
requirements set forth in OMB circular A-
110, subpart C. Federal contract records
should comply with the policies and
procedures for retention of records by
contractors as stated in the Federal
Acquisition Regulation (FAR) Subpart
4.7. Foundation grants have individual
guidelines for retention and must be
retained in accordance with individual
guidelines of the Foundation grant.

Commission 1. Page 17 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2075 HPLA / Community Relations
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.7 207511 | Grants, Federal And Other Sponsored Grants And AC 4 AC+4 AC = Term of grant. 283 | 207511 C

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New
C - Changed

D - Deleted

SLR 122 Rev. 02/09
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SLR 122

Form SLR 105C must
accompany this form

and Archlvs
Commission 1. Page 18 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2079 Finance / Budgeting and Analysis
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
3.3.030 207906 |Training Administration Records US+2 0 US+2 CAUTION: Does not include hazardous 290 | 207906 D
Instructional materials and other records associated material training records. SEE item
with in-house training of agency personnel on number 5.4.007.
personnel policies and procedures and other policies
and procedures that govern an agency's programs,
services, or projects.
41 207907 |Service Center Business Plan FE+1 6 FE+7 290 |207907 D
A plan for providing specialized service to the
University community. The plan may contain but not
be limited to: a statement defining the purpose of the
service center, a description of each chargeable
service, approximate mix of customers, and a
description of the billing mechanism.
4.6.002 207910 |Reconciliations FE+3 0 FE+3 290 |207910 D
1.1.002 207911 |Audits AC+7 0 AC+7 AC = Publication or release of final audit N
Audits and reviews performed by or on behalf of an findings. The record copy of any audit
agency, including the working papers that support the performed by the State Auditor's Office is
audit. Also includes audits performed on the agency. retained permanently by UTMB's Internal
Audit Services Consulting And
Investigation.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed

SLR 122 Rev. 02/09
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Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 19 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2079 Finance / Budgeting and Analysis
4. Records [ 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.007 207912 |Correspondence - Administrative 4 0 4 O | ARCHIVES NOTE: Only the N
Incoming/outgoing and internal correspondence administrative correspondence of
pertaining to the formulation, planning, executive staff, board or commission
implementation, interpretation, modification, or members, division directors and program
redefinition of the programs, services, or projects of an heads require archival review. Contact
agency and the administrative regulations, policies, the University Archives when these
and procedures that govern them. records have met their retention periods.
CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series
on the agency’s approved schedule. For
example, a memorandum that
documents an appropriations request
must be retained for the minimum
retention period prescribed by item
number 1.1.004; a letter concerning an
audit for that prescribed by item number
1.1.002, etc. SEE ALSO item number
1.1.011.
1.1.024 207913 |Plans and Planning Records AC+3 0 AC+3 | O| AC = Decision made to implement or not N
Plans and records relating to the process of planning to implement result of planning process.
new or redefined programs, services, or projects of an )
agency that are not included in or directly related to ARCHIVES NOTE: Data processing
other records series in this schedule. planning records are not archival.
1.1.043 207914 | Training Materials US+1 0 US+1 N
Instructional materials developed by an agency for
training entities or individuals it regulates or serves.
1.1.063 207915 | Staff Meeting Minutes And Notes 1 0 1 N
Minutes or notes, and supporting documentation
taken at internal agency staff meetings.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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Includes agency monthly budget reports to monitor
and track expenses. This records series may include
but is not limited to: worksheets used to check
expenses for legitimacy and accuracy, monthly
reports, and signed verifications.

é?)mcsgzis 1. Page 20 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2079 Finance / Budgeting and Analysis
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.067 207916 |Reports and Studies (Non-Fiscal) 3 0 3 O | ARCHIVES NOTE: For agencies that N
Annual, sub-annual, or special reports or studies on have had an archival appraisal, separate
non-fiscal aspects of an agency's programs, services, this (ecords §eries by each type of
or projects compiled by agency personnel, by advisory archival coding, | or O.
committees, or by consultants under contract with an
agency that are not noted elsewhere in this schedule.
Includes reports distributed either internally or to other
entities.
4.5.002 207917 |Internal Fiscal Management Reports FE+3 0 FE+3 Monthly reconciliation and approval of N

expenses required by internal audit.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

US - Until Superseded | O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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Form S

accompany this form

22
LR 105C must

Audits and reviews performed by or on behalf of an
agency, including the working papers that support the
audit. Also includes audits performed on the agency.

findings. The record copy of any audit
performed by the State Auditor's Office is
retained permanently by UTMB's Internal
Audit Services Consulting And
Investigation.

é?)mcsgzis 1. Page 21 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2083 Finance / Clinical Accounting
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 208301 |Reports And Studies - Special Activity 10 0 10 O | ARCHIVES NOTE: Review for historical N
This series documents the activities of a University information and transfer any historical
department. Examples may include the completion of information to the University Archives for
surveys and questionnaires, compilation of special permanent retention.
studies for professional or academic associations, and
special mailings. This series may include but is not
limited to: arrangements documentation; working
papers; questionnaires; survey forms; study designs;
reports; and related documentation and
correspondence.
1.1.002 208302 |Audits AC+7 0 AC+7 AC = Publication or release of final audit N

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New

Amendment Codes (Field 12)

C - Changed

D - Deleted

SLR 122 Rev. 02/09
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Commission 1. Page 22 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2083 Finance / Clinical Accounting
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Iltem No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.007 208303 |Correspondence - Administrative 4 0 4 O | ARCHIVES NOTE: Only the N
Incoming/outgoing and internal correspondence administrative correspondence of
pertaining to the formulation, planning, executive staff, board or commission
implementation, interpretation, modification, or members, division directors and program
redefinition of the programs, services, or projects of an heads require archival review. Contact
agency and the administrative regulations, policies, the University Archives when these
and procedures that govern them. records have met their retention periods.
CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series
on the agency’s approved schedule. For
example, a memorandum that
documents an appropriations request
must be retained for the minimum
retention period prescribed by item
number 1.1.004; a letter concerning an
audit for that prescribed by item number
1.1.002, etc. SEE ALSO item number
1.1.011.
1.1.008 208304 |Correspondence - General 2 0 2 SEE comment to item number 1.1.007. N
Non-administrative incoming/outgoing and internal SEE ALSO item number 1.1.010.
correspondence, in any media, pertaining to or arising
from the routine operations of the policies, programs,
services, or projects of an agency.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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1. Page 23 of 99

2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2083 Finance / Clinical Accounting
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.013 208305 |Calendars, Appointment Books And ltinerary Records CE+1 0 CE+1 O | ARCHIVES NOTE: Only the calendars, N
Calendars, appointment books or programs, and appointment, and itinerary records of
scheduling or itinerary records, purchased with state elected officials, executive staff, board or
funds or maintained by staff during business hours commission members, division directors,
that document appointments, itineraries and other and program heads require archival
activities of agency officials or employees. review. Contact the University Archives
when these records have met their
retention periods.
CAUTION: A record of this type
purchased with personal funds, but used
by a state official or employee to
document his or her work activities may
be a state record and subject to this
retention period. See Open Records
Decision 635 issued in December 1995
by the Attorney General.
1.1.040 208306 |Speeches, Papers and Presentations AC 0 AC O | AC = Termination of service at the N
Notes or text of speeches, papers, presentations, or university for senior leadership,
reports delivered in conjunction with agency work. (president, provost, and vice presidents).
Departments below senior leadership:
AC = Until superseded or no longer
needed for reference.
1.1.043 208307 | Training Materials US+1 0 US+1 N
Instructional materials developed by an agency for
training entities or individuals it regulates or serves.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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Commission 1. Page 24 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2083 Finance / Clinical Accounting
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.057 208308 | Transitory Information AC 0 AC AC = Purpose of record has been N
Records of temporary usefulness that are not an fulfilled.
integral part of a records series of an agency, that are
not regularly filed within an agency’s recordkeeping CAUTION: Records management
system, and that are required only for a limited period officers should use caution in assigning
of time for the completion of an action by an official or this records series item number to
employee of the agency or in the preparation of an records of an agency to make certain
ongoing records series. they are not part of another records
series listed in this schedule or, for
Transitory records are not essential to the fulfillment of records series unique to an agency, are
statutory obligations or to the documentation of not part of a records series that
agency functions. Some examples of transitory documents the fulfillment of the statutory
information, which can be in any medium (voice mail, obligations of the agency or the
fax, email, hard copy, etc.) are routine messages; documentation of its functions. The
internal meeting notices; routing slips; incoming letters disposal of transitory information need
or memoranda of transmittal that add nothing of not be documented through destruction
substance to enclosures; and similar routine authorizations (1.2.001) or in records
information used for communication, but not for the disposition logs (1.2.010), but agencies
documentation, of a specific agency transaction. should establish procedures governing
disposal of these records as part of its
records management plan (1.2.014).
1.1.063 208309 | Staff Meeting Minutes And Notes 1 0 1 N
Minutes or notes, and supporting documentation
taken at internal agency staff meetings.
1.1.068 208310 |Reports on Performance Measures AC+6 0 AC+6 AC = September 1 of odd-numbered N
Quarterly and annual reports on agency performance calendar years.
measures submitted to executive and legislative
offices.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End

AV - Administrative Value

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09
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é?)ngzis 1. Page 25 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2083 Finance / Clinical Accounting
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
3.2.003 208311 |Federal Tax Records AC+6 0 AC+6 AC = Tax due date, date claim is filed, or N
This series provides a summary record of data date tax is paid whichever is later.
reported on the annual wage and tax statements for
agency employees, corrections to these statements, 26 CFR 31.6001-1(e)(2).
and a record of transmittal to the federal government.
Records include print-outs from the agency by year in IRC Section 6531 Title 26-Internal
social security number order which include names, Revenue Code.
social security numbers, tax subject earnings, other
data required by law, summary transmittal forms, and
FICA records. Forms may include IRS forms W-2, W-
2C, W-3, W-3C and 990-T.
41 208312 [Unclaimed Accounts Payable And Payroll Checks FE+10 0 FE+10 Texas Property Code 74.103(b). N
This record series consists of returned checks due to
an incorrect address for the intended person or
agency.
4.2.006 208313 | General Journal Vouchers FE+9 0 FE+9 UTMB policy based on requirements for N

A record of budget entries and transfers of funds
between an agency's budgets.

auditing of federal grant recipients and
federal cost report guidelines for
hospitals receiving Medicare
reimbursement. Currently data needed
to support these requirements are co-
mingled with data from non-federal
sources. Until a technological solution
exists that allows UTMB to parse out the
data based upon funding sources, UTMB
will need to keep all data within this
record series.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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2. Agency
Code

723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON

RMAN: 2083 Finance / Clinical Accounting

4. Records
Series
Item No.

5. Agency
Iltem
Number

Record Series Title

7.

Retention Period

8. Archival [10.

Agency Storage

Total

9. Remarks

106 No.

11. Current
Schedule

Pg No. |AIN

12.
Amend.

Type

4.5 208314

4.5.002 208315

4.5.005 208316

4.5.006 208317

4.7.002 208318

Building Depreciation Ledgers
This records series consists of depreciation logs for
buildings owned by the institution. This records series
may include but is not limited to: depreciation
calculations for all buildings, supporting
documentation showing the accumulated depreciation
has been calculated appropriately, depreciation of
buildings for Medicare cost reporting, and all ledgers
associated with building depreciation.

Internal Fiscal Management Reports
Includes agency monthly budget reports to monitor
and track expenses. This records series may include
but is not limited to: worksheets used to check
expenses for legitimacy and accuracy, monthly
reports, and signed verifications.

External Fiscal Reports

Special purpose - i.e. federal financial reports, salary
reports, etc. Includes HUB Reports.

Annual Operating Budgets
Required by the General Appropriations Act.

Bank Statements
Records that list deposits, withdrawals, checks paid,
interest earned, and service charges or penalties
incurred on an account. Statements show the
cumulative effect of these transactions the account's
balance.

AC+7 0

FE+3 0

FE+3 0

FE+3 0

FE+3 0

AC+7

FE+3

FE+3

FE+3

FE+3

AC = Until building is demolished.

Monthly reconciliation and approval of
expenses required by internal audit.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)

| - Retain in Archives
O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New
C - Changed

D - Deleted
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This series documents the provision of health-related
services, for example: cholesterol screening, blood
pressure testing, etc. This series may include but is
not limited to: tests, goals and objectives, diagnostic
reports, questionnaires, permission to forward the
information to the patient's primary care physician,
and related data.

Commission 1. Page 27 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 2085 HR / Business Operations
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.008 208503 |Correspondence - General 1 1 2 SEE comment to item number 1.1.007. 295 208503 C
Non-administrative incoming/outgoing and internal SEE ALSO item number 1.1.010.
correspondence, in any media, pertaining to or arising
from the routine operations of the policies, programs,
services, or projects of an agency.
4.5.002 208522 |Internal Fiscal Management Reports FE 3 FE+3 Monthly reconciliation and approval of 300 |208522 C
Includes agency monthly budget reports to monitor expenses required by internal audit.
and track expenses. This records series may include
but is not limited to: worksheets used to check
expenses for legitimacy and accuracy, monthly
reports, and signed verifications.
8.1 208531 |Health Assessment AC 5 AC+5 N

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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Commission 1. Page 28 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3003 Finance / Financial Planning And Performance Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.007 300301 |Correspondence - Administrative 4 0 4 O | ARCHIVES NOTE: Only the A3-70 | 300301 N
Incoming/outgoing and internal correspondence administrative correspondence of
pertaining to the formulation, planning, executive staff, board or commission
implementation, interpretation, modification, or members, division directors and program
redefinition of the programs, services, or projects of an heads require archival review. Contact
agency and the administrative regulations, policies, the University Archives when these
and procedures that govern them. records have met their retention periods.
CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series
on the agency’s approved schedule. For
example, a memorandum that
documents an appropriations request
must be retained for the minimum
retention period prescribed by item
number 1.1.004; a letter concerning an
audit for that prescribed by item number
1.1.002, etc. SEE ALSO item number
1.1.011.
1.1.008 | 300302 [Correspondence - General 2 0 2 SEE comment to item number 1.1.007. A3-70 300302 N
Non-administrative incoming/outgoing and internal SEE ALSO item number 1.1.010.
correspondence, in any media, pertaining to or arising
from the routine operations of the policies, programs,
services, or projects of an agency.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09



and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 29 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3003 Finance / Financial Planning And Performance Management
4. Records [ 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.013 300303 |Calendars, Appointment Books And ltinerary Records CE+1 0 CE+1 O | ARCHIVES NOTE: Only the calendars, A3-71 | 300303 N
Calendars, appointment books or programs, and appointment, and itinerary records of
scheduling or itinerary records, purchased with state elected officials, executive staff, board or
funds or maintained by staff during business hours commission members, division directors,
that document appointments, itineraries and other and program heads require archival
activities of agency officials or employees. review. Contact the University Archives
when these records have met their
retention periods.
CAUTION: A record of this type
purchased with personal funds, but used
by a state official or employee to
document his or her work activities may
be a state record and subject to this
retention period. See Open Records
Decision 635 issued in December 1995
by the Attorney General.
1.1.023 300304 | Organization Charts us 0 us I | Major administrative units of senior A3-71 | 300304 N

Reflects the organizational structure of UTMB and its
departments. Information includes a diagram which
shows a systematic and symbolic arrangement of the
departments and program areas by name and
function.

leadership: Until superseded then
transfer to University Archives.

Departments below senior leadership:
AC = Until superseded.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09
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Commission 1. Page 30 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3003 Finance / Financial Planning And Performance Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.057 | 300305 |Transitory Information AC 0 AC AC = Purpose of record has been A3-72 | 300305 N
Records of temporary usefulness that are not an fulfilled.
integral part of a records series of an agency, that are
not regularly filed within an agency’s recordkeeping CAUTION: Records management
system, and that are required only for a limited period officers should use caution in assigning
of time for the completion of an action by an official or this records series item number to
employee of the agency or in the preparation of an records of an agency to make certain
ongoing records series. they are not part of another records
series listed in this schedule or, for
Transitory records are not essential to the fulfillment of records series unique to an agency, are
statutory obligations or to the documentation of not part of a records series that
agency functions. Some examples of transitory documents the fulfillment of the statutory
information, which can be in any medium (voice mail, obligations of the agency or the
fax, email, hard copy, etc.) are routine messages; documentation of its functions. The
internal meeting notices; routing slips; incoming letters disposal of transitory information need
or memoranda of transmittal that add nothing of not be documented through destruction
substance to enclosures; and similar routine authorizations (1.2.001) or in records
information used for communication, but not for the disposition logs (1.2.010), but agencies
documentation, of a specific agency transaction. should establish procedures governing
disposal of these records as part of its
records management plan (1.2.014).
1.1.063 300306 |Staff Meeting Minutes And Notes 1 0 1 A3-72 | 300306 N
Minutes or notes, and supporting documentation
taken at internal agency staff meetings.
1.1.067 300307 |Reports and Studies (Non-Fiscal) 3 0 3 O | ARCHIVES NOTE: For agencies that A3-72 | 300307 N
Annual, sub-annual, or special reports or studies on have had an archival appraisal, separate
non-fiscal aspects of an agency's programs, services, this records series by each type of
or projects compiled by agency personnel, by advisory archival coding, | or O.
committees, or by consultants under contract with an
agency that are not noted elsewhere in this schedule.
Includes reports distributed either internally or to other
entities.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End

AV - Administrative Value

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New
C - Changed

D - Deleted
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3003 Finance / Financial Planning And Performance Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
3.3.023 300308 |Reimbursable Activities, Requests And Authorizations FE+3 0 FE+3 A3-73 | 300308 N
To Engage In
Requests and authorizations for travel; participation in
educational programs, workshops, or college classes;
or for other work-related activities for which the
expenses of the employee are defrayed or
reimbursed.
4.5.002 300310 |Internal Fiscal Management Reports FE+3 0 FE+3 Monthly reconciliation and approval of N
Includes agency monthly budget reports to monitor expenses required by internal audit.
and track expenses. This records series may include
but is not limited to: worksheets used to check
expenses for legitimacy and accuracy, monthly
reports, and signed verifications.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed

SLR 122 Rev. 02/09
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Commission. 1. Page 32 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3006 Pastoral Care
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
300625 |Prayer Requests AV 0 AV 331 | 300625 C
Documents requests for prayers made by individuals
to Pastoral Care.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed
SLR 122 Rev. 02/09
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é?)mcsgzis 1. Page 33 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3009 Revenue Cycle Operations
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
2.2.013 300935 | Quality Assurance Records AC 0 AC AC = No longer needed as an audit trail N
Information verifying the quality of system, hardware, for any records modified.
or software operations including records of errors or
failures and the loss of data resulting from such
failures, documentation of abnormal termination and
of error free processing, checks of changes put into
production, transaction histories, and other records
needed as an audit trail to evaluate data accuracy.
3.4.006 300936 | Time Cards and Time Sheets FE+4 0 FE+4 40 TAC 815.106(i). N
A record of the number of hours worked and the
number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.
3.4.007 300937 | Time Off and/or Sick Leave Requests FE+3 0 FE+3 N

This records series may include but not be limited to
Leave Request Forms and other supporting
documentation.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)

| - Retain in Archives
O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New
C - Changed

D - Deleted

SLR 122 Rev. 02/09
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Commission. 1. Page 34 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3010 Nursing Services / Medical Surgical Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Iltem No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.2.005 301012 | Calibration Records (Equipment or Instrument) 10 0 10 N
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed
SLR 122 Rev. 02/09
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2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3012 ADMC / Surgical Services
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 301201 |Meeting Agenda and Minutes - Committee 6 0 6 O | ARCHIVES NOTE: Maintain for 6 years N
A record of actions and transactions taken by then review for historical information.
University ad-hoc committees, councils and similar Any historical information should be
groups. Typically includes minutes, agendas, notes, transferred to University Archives for
reports, etc. permanent retention. Some information
may be exempt from public disclosure.
1.1.007 301202 |Correspondence - Administrative 4 0 4 O | ARCHIVES NOTE: Only the N
Incoming/outgoing and internal correspondence administrative correspondence of
pertaining to the formulation, planning, executive staff, board or commission
implementation, interpretation, modification, or members, division directors and program
redefinition of the programs, services, or projects of an heads require archival review. Contact
agency and the administrative regulations, policies, the University Archives when these
and procedures that govern them. records have met their retention periods.
CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series
on the agency’s approved schedule. For
example, a memorandum that
documents an appropriations request
must be retained for the minimum
retention period prescribed by item
number 1.1.004; a letter concerning an
audit for that prescribed by item number
1.1.002, etc. SEE ALSO item number
1.1.011.
1.1.008 | 301203 [Correspondence - General 2 0 2 SEE comment to item number 1.1.007. N
Non-administrative incoming/outgoing and internal SEE ALSO item number 1.1.010.
correspondence, in any media, pertaining to or arising
from the routine operations of the policies, programs,
services, or projects of an agency.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded

O - Review Required Before Disposal

Amendment Codes (Field 12)
D - Deleted

N - New
C - Changed
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Instructional materials developed by an agency for
training entities or individuals it regulates or serves.

Commission 1. Page 36 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3012 ADMC / Surgical Services
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.013 301204 |Calendars, Appointment Books And ltinerary Records CE+1 0 CE+1 O | ARCHIVES NOTE: Only the calendars, N
Calendars, appointment books or programs, and appointment, and itinerary records of
scheduling or itinerary records, purchased with state elected officials, executive staff, board or
funds or maintained by staff during business hours commission members, division directors,
that document appointments, itineraries and other and program heads require archival
activities of agency officials or employees. review. Contact the University Archives
when these records have met their
retention periods.
CAUTION: A record of this type
purchased with personal funds, but used
by a state official or employee to
document his or her work activities may
be a state record and subject to this
retention period. See Open Records
Decision 635 issued in December 1995
by the Attorney General.
1.1.043 301205 |Training Materials US+1 0 US+1 N

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent

AV - Administrative Value FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted
C - Changed
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Commission 1. Page 37 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3012 ADMC / Surgical Services
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.057 301206 |Transitory Information AC 0 AC AC = Purpose of record has been N
Records of temporary usefulness that are not an fulfilled.
integral part of a records series of an agency, that are
not regularly filed within an agency’s recordkeeping CAUTION: Records management
system, and that are required only for a limited period officers should use caution in assigning
of time for the completion of an action by an official or this records series item number to
employee of the agency or in the preparation of an records of an agency to make certain
ongoing records series. they are not part of another records
series listed in this schedule or, for
Transitory records are not essential to the fulfillment of records series unique to an agency, are
statutory obligations or to the documentation of not part of a records series that
agency functions. Some examples of transitory documents the fulfillment of the statutory
information, which can be in any medium (voice mail, obligations of the agency or the
fax, email, hard copy, etc.) are routine messages; documentation of its functions. The
internal meeting notices; routing slips; incoming letters disposal of transitory information need
or memoranda of transmittal that add nothing of not be documented through destruction
substance to enclosures; and similar routine authorizations (1.2.001) or in records
information used for communication, but not for the disposition logs (1.2.010), but agencies
documentation, of a specific agency transaction. should establish procedures governing
disposal of these records as part of its
records management plan (1.2.014).
1.1.063 301207 |Staff Meeting Minutes And Notes 1 0 1 N
Minutes or notes, and supporting documentation
taken at internal agency staff meetings.
3.4.006 301208 |Time Cards and Time Sheets FE+4 0 FE+4 40 TAC 815.106(i). N
A record of the number of hours worked and the
number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.
8.1 301209 |Surgical Instrument Sterilization Records FE+3 0 FE+3 N
This series documents the sterilization of surgical
instruments. This series may include but is not limited
to: autoclave recording charts and log sheets
indicating date, load number, items sterilized, and
temperature / time settings.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted
C - Changed
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iy 1. Page 38 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3013 ADMC / ER / Trauma
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 301301 |Meeting Agenda and Minutes - Committee 6 0 6 O | ARCHIVES NOTE: Maintain for 6 years N
A record of actions and transactions taken by then review for historical information.
University ad-hoc committees, councils and similar Any historical information should be
groups. Typically includes minutes, agendas, notes, transferred to University Archives for
reports, etc. permanent retention. Some information
may be exempt from public disclosure.
1.1 301302 | Accreditation Records US+3 0 US+3 | O| ARCHIVES NOTE: Review for historical N
This records series documents the process and status information and transfer any historical
of becoming accredited and/or activities associated information to the University Archives for
with the reaffirmation of accreditation and required permanent retention.
follow-up reports to document adherence to criteria. o
May include self study report by institution, report by CAUTION: Accreditation records have
external accrediting team, review schedule, individual guidelines for retention.
correspondence and supporting documents regarding Records must be retained in accordance
accreditation. with individual guidelines of the
accreditation.
1.1 301303 |Professional Committee Working Files AC 0 AC AC = Termination of service on N

Internal and external professional committees and
work groups. Includes notes, work papers, reference
materials, research, committee appointments,
charters, and any other supporting documentation.

committee, disbanding of committee, or
records of committee no longer
administratively valuable to the
university.

CAUTION: If the committee is funded by
a grant, records must be retained in
accordance with individual guidelines of
the grant or cooperative agreement.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End

AV - Administrative Value

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded

O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted
C - Changed
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Commission 1. Page 39 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3013 ADMC / ER / Trauma
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.007 301304 |Correspondence - Administrative 4 0 4 O | ARCHIVES NOTE: Only the N
Incoming/outgoing and internal correspondence administrative correspondence of
pertaining to the formulation, planning, executive staff, board or commission
implementation, interpretation, modification, or members, division directors and program
redefinition of the programs, services, or projects of an heads require archival review. Contact
agency and the administrative regulations, policies, the University Archives when these
and procedures that govern them. records have met their retention periods.
CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series
on the agency’s approved schedule. For
example, a memorandum that
documents an appropriations request
must be retained for the minimum
retention period prescribed by item
number 1.1.004; a letter concerning an
audit for that prescribed by item number
1.1.002, etc. SEE ALSO item number
1.1.011.
1.1.008 301305 [Correspondence - General 2 0 2 SEE comment to item number 1.1.007. N
Non-administrative incoming/outgoing and internal SEE ALSO item number 1.1.010.
correspondence, in any media, pertaining to or arising
from the routine operations of the policies, programs,
services, or projects of an agency.
1.1.040 301306 | Speeches, Papers and Presentations AC 0 AC O | AC = Termination of service at the N
Notes or text of speeches, papers, presentations, or unive_rsity for senior Ieade.rship, .
reports delivered in conjunction with agency work. (president, provost, and vice presidents).
Departments below senior leadership:
AC = Until superseded or no longer
needed for reference.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New
C - Changed

D - Deleted
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Commission 1. Page 40 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3013 ADMC / ER / Trauma
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.057 301307 | Transitory Information AC 0 AC AC = Purpose of record has been N
Records of temporary usefulness that are not an fulfilled.
integral part of a records series of an agency, that are
not regularly filed within an agency’s recordkeeping CAUTION: Records management
system, and that are required only for a limited period officers should use caution in assigning
of time for the completion of an action by an official or this records series item number to
employee of the agency or in the preparation of an records of an agency to make certain
ongoing records series. they are not part of another records
series listed in this schedule or, for
Transitory records are not essential to the fulfillment of records series unique to an agency, are
statutory obligations or to the documentation of not part of a records series that
agency functions. Some examples of transitory documents the fulfillment of the statutory
information, which can be in any medium (voice mail, obligations of the agency or the
fax, email, hard copy, etc.) are routine messages; documentation of its functions. The
internal meeting notices; routing slips; incoming letters disposal of transitory information need
or memoranda of transmittal that add nothing of not be documented through destruction
substance to enclosures; and similar routine authorizations (1.2.001) or in records
information used for communication, but not for the disposition logs (1.2.010), but agencies
documentation, of a specific agency transaction. should establish procedures governing
disposal of these records as part of its
records management plan (1.2.014).
1.1.063 301308 | Staff Meeting Minutes And Notes 1 0 1 N
Minutes or notes, and supporting documentation
taken at internal agency staff meetings.
1.1.067 301309 |Reports and Studies (Non-Fiscal) 3 0 3 O | ARCHIVES NOTE: For agencies that N
Annual, sub-annual, or special reports or studies on have had an archival appraisal, separate
non-fiscal aspects of an agency's programs, services, this records series by each type of
or projects compiled by agency personnel, by advisory archival coding, | or O.
committees, or by consultants under contract with an
agency that are not noted elsewhere in this schedule.
Includes reports distributed either internally or to other
entities.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End

AV - Administrative Value

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New
C - Changed

D - Deleted
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é?)mcsgzis 1. Page 41 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3013 ADMC / ER / Trauma
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.070 301310 |Agency Rules, Policies, and Procedures - Final AC+3 0 AC+3 | O| AC = Completion or termination of N
Manuals, guidelines, administrative rules, or similar program, rules, policies or procedures.
records distributed internally for the use of employees
or externally to the public or those individuals or SEE ALSO: Agency Rules, Policies and
entities regulated by an agency that sets out the rules, Procedures - Working Files, item number
policies, and procedures that govern an agency’s 1.1.071.
programs, services, or projects.
3.4.006 301311 | Time Cards and Time Sheets FE+4 0 FE+4 40 TAC 815.106(i). N
A record of the number of hours worked and the
number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.
3.4.007 301312 | Time Off and/or Sick Leave Requests FE+3 0 FE+3 N
This records series may include but not be limited to
Leave Request Forms and other supporting
documentation.
4.5.002 301313 |Internal Fiscal Management Reports FE+3 0 FE+3 Monthly reconciliation and approval of N
Includes agency monthly budget reports to monitor expenses required by internal audit.
and track expenses. This records series may include
but is not limited to: worksheets used to check
expenses for legitimacy and accuracy, monthly
reports, and signed verifications.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed

SLR 122 Rev. 02/09
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Commission 1. Page 42 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3013 ADMC / ER / Trauma
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.7 301314 | Grants, Federal And Other Sponsored Grants And AC+4 0 AC+4 AC = Term of grant. N
Contracts
This records series consists of any of the following CAUTION: Grants have individual
sponsored grants and contracts that have been guidelines for retention. Records must be
awarded: federal, state, local, Industry (non-clinical retained in accordance with individual
trials or regulated research), and Foundation grants guidelines of the grant or cooperative
and contracts. Records may include but are not limited agreement. Federal grant records should
to: award letter/notice, proposal, protocols, comply with the record retention
correspondence, equipment inventory (final), effort requirements set forth in OMB circular A-
certification, reports - including final report, etc. 110, subpart C. Federal contract records
should comply with the policies and
procedures for retention of records by
contractors as stated in the Federal
Acquisition Regulation (FAR) Subpart
4.7. Foundation grants have individual
guidelines for retention and must be
retained in accordance with individual
guidelines of the Foundation grant.
5.2.010 301315 | Equipment Manuals / Manufacturer LA 0 LA Manufacturer equipment manuals must N
A document created by the manufacturer of a device be maintained for life of the equipment
that provides detailed installation and operation but do NOT need to be documented
instructions. through destruction authorizations or on
university records disposition logs.
Manufacturer equipment manuals
for items that require prior approval of
sale that is coordinated by the University
Purchasing Department should
accompany the device when processed
as surplus equipment or
decommissioned.
5.2.018 301316 [Quality Control Reports 2 0 2 N

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
US - Until Superseded

AV - Administrative Value

FE - Fiscal Year En

d MO - Months

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New
C - Changed

D - Deleted
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é?)mcsgzis 1. Page 43 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3013 ADMC / ER / Trauma
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.4.007 301317 |Hazardous Materials Training Records 5 0 5 Texas Health and Safety Code, N
Records of training given to employees in an agency 502.009(g).
hazard communications program.
5.4.009 301318 | Workplace Chemical Lists 30 0 30 Texas Health and Safety Code, N
502.005(d).
8.1 301319 |Medical Logs 3 0 3 N
Medical logs in this records series may include but are
not limited to: patient information, appointment,
admission, transport, dispatch, census, discharge,
patient photo, type of service rendered, equipment
freezer, master schedule sheets / research studies,
etc.
8.1 301320 |Source Data / Medical FE+5 0 FE+5 N

This records series includes health information stored
in any original media. Examples of this series may
include but are not limited to: paper diagnostic tests or
tools, x-rays, videotapes, ultrasounds, fetal monitor
strips, photographs (either conventional photos or
digital images), EKG strips, and ancillary or supporting
systems (e.g. pharmacy information systems and
radiation oncology information systems). The Unit
Medical Record (UMR) must contain a written
interpretation of all Source Data. Source Data is
distinct from the written interpretations of significant
clinical information that has been forwarded to the
UMR.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)

| - Retain in Archives
O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted
C - Changed
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This series documents facilities, services and other
accommodations provided by the institution for events.
Records may include: room reservation lists; customer
and room occupancy lists; catering services orders;
purchase and supply records; financial and billing
records; customer evaluations; summary reports; and
related correspondence.

years then review for historical
information. Any historical information
should be transferred to University
Archives for permanent retention.

CAUTION: If there is a facilities
reservation agreement, SEE item
number 5.1.001.

Commission 1. Page 44 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3035 Office Of Graduate Medical Education
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
4.5.002 303514 | Internal Fiscal Management Reports FE 3 FE+3 Monthly reconciliation and approval of 384 |303514 C
Includes agency monthly budget reports to monitor expenses required by internal audit.
and track expenses. This records series may include
but is not limited to: worksheets used to check
expenses for legitimacy and accuracy, monthly
reports, and signed verifications.
4.6.002 303515 |Reconciliations FE 3 FE+3 384 | 303515 C
1.1 303521 |Events Administration Records FE+3 0 FE+3 ARCHIVES NOTE: Maintain for FE+3 N

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted
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Commission. 1. Page 45 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3037 Quality And Healthcare Safety
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Item Schedule Amend.
Iltem No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.2.018 303727 |Quality Control Reports 2 0 2 N
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed
SLR 122 Rev. 02/09
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Commission 1. Page 46 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3054 SHP / Clinical Laboratory Sciences / Specialty in Blood Banking Program
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1 305401 | Accreditation Records US+10 0 US+10 | O| ARCHIVES NOTE: Review for historical 446 (305401 D
This records series documents the process and status information and transfer any historical
of becoming accredited and/or activities associated information to the University Archives for
with the reaffirmation of accreditation and required permanent retention.
follow-up reports to document adherence to criteria. o
May include self study report by institution, report by CAUTION: Accreditation records have
external accrediting team, review schedule, individual guidelines for retention.
correspondence and supporting documents regarding Records must be retained in accordance
accreditation. with individual guidelines of the
accreditation.
Retention is based on Blood Banking
Accreditation Requirements.
1.1 305402 | Meeting Agenda and Minutes - Committee 6 0 6 O | ARCHIVES NOTE: Maintain for 6 years 446 (305402 D
A record of actions and transactions taken by then review for historical information.
University ad-hoc committees, councils and similar Any historical information should be
groups. Typically includes minutes, agendas, notes, transferred to University Archives for
reports, etc. permanent retention. Some information
may be exempt from public disclosure.
1.1.008 | 305403 |Correspondence - General 2 0 2 SEE comment to item number 1.1.007. 446 |[305403| D
Non-administrative incoming/outgoing and internal SEE ALSO item number 1.1.010.
correspondence, in any media, pertaining to or arising
from the routine operations of the policies, programs,
services, or projects of an agency.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
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Commission 1. Page 47 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3054 SHP / Clinical Laboratory Sciences / Specialty in Blood Banking Program
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.057 | 305404 | Transitory Information AC 0 AC AC = Purpose of record has been 447 |305404| D
Records of temporary usefulness that are not an fulfilled.
integral part of a records series of an agency, that are
not regularly filed within an agency’s recordkeeping CAUTION: Records management
system, and that are required only for a limited period officers should use caution in assigning
of time for the completion of an action by an official or this records series item number to
employee of the agency or in the preparation of an records of an agency to make certain
ongoing records series. they are not part of another records
series listed in this schedule or, for
Transitory records are not essential to the fulfillment of records series unique to an agency, are
statutory obligations or to the documentation of not part of a records series that
agency functions. Some examples of transitory documents the fulfillment of the statutory
information, which can be in any medium (voice mail, obligations of the agency or the
fax, email, hard copy, etc.) are routine messages; documentation of its functions. The
internal meeting notices; routing slips; incoming letters disposal of transitory information need
or memoranda of transmittal that add nothing of not be documented through destruction
substance to enclosures; and similar routine authorizations (1.2.001) or in records
information used for communication, but not for the disposition logs (1.2.010), but agencies
documentation, of a specific agency transaction. should establish procedures governing
disposal of these records as part of its
records management plan (1.2.014).
3.3.020 305405 [Work Schedules / Assignments 5 0 5 Retention is based on American 447 |[305405| D
Work, duty, shift, crew, or case schedules, rosters, or Association of Blood Banks.
assignments.
305406 |Admissions Records / Accepted AC+5 0 AC+5 AC = Graduation or date of last 447 | 305406 D
This series documents the application process for attendance.
individuals seeking admission to the institution or to
participate in a specialized practice. Records may
include but are not limited to: admission applications,
academic transcripts from other institutions, test
scores, letters of admittance, and related
documentation and correspondence.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End
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1. Page 48 of 99

2. Agency
Code

723

3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON

RMAN: 3054 SHP / Clinical Laboratory Sciences / Specialty in Blood Banking Program

4. Records
Series
Item No.

5. Agency
Iltem
Number

Record Series Title

7. Retention Period

8. Archival

10.

Agency Storage

Total

9. Remarks

106 No.

11. Current
Schedule

Pg No. |AIN

12.
Amend.

Type

305407

305408

305408

Non-Institution Student Records

This records series documents the administrative
activities of special instructional and support programs
directed to serve elementary through high school and
non-institution students belonging to special groups.
The series may include but is not limited to: policy and
program planning and development documentation;
evaluations of courses, support services, and
instructors; program course outlines; attendance
records; reports; statistical reports; working papers;
and related documentation and correspondence.

Student Research Projects

This records series includes all records related to
research projects undertaken by students in the
course of their education at UTMB. Records may
include but are not limited to: applications for
research, protocols, research progress, lab
notebooks, final reports, evaluations by faculty, IRB or
IACUC approval and monitoring, and related
correspondence and documentation.

Test Questions And Examinations
Records may include but are not limited to:
examinations and answers; quizzes and answers;
course papers; term papers; and essay assignments.
This series does not include graduate student
qualifying or comprehensive examinations.

AC+1 9

AC+10 0

AC+2 0

AC+10

AC+10

AC+2

0]

AC = Completion or date of last
attendance.

Retention is based on Blood Banking

accreditation requirements and
department policy.

AC = Completion of the project.

AC = After graduation or date of last
attendance.

448 | 305407

448 |305408

448 | 305409

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent

AV - Administrative Value FE - Fiscal Year End
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US - Until Superseded
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N - New
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D - Deleted
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This series documents the applications process for
individuals that have been denied admission to the
University or to participate in a specialized practice.
Records may include but are not limited to: admission
applications, academic transcripts from other
institutions, test scores, letters of admittance, and
related documentation and correspondence.

and Archives
Commission 1. Page 49 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3054 SHP / Clinical Laboratory Sciences / Specialty in Blood Banking Program
4. Records [ 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.1.001 305410 | Contracts and Leases AC+7 0 AC+7 AC = Expiration or termination of the A3-95 | 305410 D
Contracts, leases, and agreements include general instrument according to its terms. SEE
obligation, land lease, utilities, and construction item numbers 3.1.035 for performance
except for buildings. Documents include bonds, 5.3.007 for bid documentation,
specifications, affidavits of publication of calls for bids, 5.2.028 for building construction
performance bonds, contracts, purchase orders, contracts, and 5.1.017 for contract logs.
inspection reports, and correspondence. May also )
include other applicable documentation in the master 45 CFR §164.530(j)(2).
contract file per Texas Comptroller of Public Accounts
Contract Management Guide. Government Code, 441.1855.
305411 | Admissions Records / Denied AC+1 0 AC+1 AC = After application term. A1-48 |305411 D

Retention Codes (Field 7)

AV - Administrative Value

MO - Months

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent

FE - Fiscal Year End US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

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

SLR 122 Rev. 02/09



i

This series documents the setting of measurable
standards and procedures for health systems and
professional quality by professionals on staff. This
series may include but is not limited to: documentation
of equipment monitoring, checks of quality control
items, and any necessary corrections, reports by the
staff, quality assurance committee notes, staff reviews
and related correspondence.

STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
é?)mcsgzis 1. Page 50 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3062 Pathology / Anatomic Pathology / Surgical Pathology
4. Records [5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
8.1 306213 |Quality Assurance Records / Health Services FE 3 FE+3

A3-114 | 306213 C

Retention Codes (Field 7)

FE - Fiscal Year End

MO - Months

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

Archival Codes (Field 8)
| - Retain in Archives

US - Until Superseded | O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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Medical logs in this records series may include but are
not limited to: patient information, appointment,

admission, transport, dispatch, census, discharge,
patient photo, type of service rendered, equipment

freezer, master schedule sheets / research studies,
etc.

accompany this form
State Library
é?)mcsgzis 1. Page 51 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3065 Neurodiagnostics
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
8.1 306511 |Medical Logs 3 0 3

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

Archival Codes (Field 8)
| - Retain in Archives

FE - Fiscal Year End MO - Months US - Until Superseded

O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New D - Deleted
C - Changed
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Aptitude and skills test papers of job applicants or of
current personnel taking a test to qualify for promotion
or transfer.

S STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
Commission. 1. Page 52 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3079 Rehabilitation Services / Administration
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
3.3.027 307934 | Aptitude and Skills Tests US+2 0 US+2 29 CFR 1602.49 (State Universities). N
Aptitude or skills tests required of job applicants or of
current personnel to qualify for promotion or transfer. CAUTION: One copy of each different
test (different in terms of either questions
or administration procedures) should be
retained for the period indicated.
3.3.028 307935 |Aptitude and Skills Tests (Test Papers) 2 0 2 29 CFR 1602.49 (State Universities). N

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded

Archival Codes (Field 8)

| - Retain in Archives
O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New

C - Changed

D - Deleted
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Medical logs in this records series may include but are
not limited to: patient information, appointment,
admission, transport, dispatch, census, discharge,
patient photo, type of service rendered, equipment
freezer, master schedule sheets / research studies,
etc.

Retention is based on U.S. Code 42
U.S.C. § 1395dd.

Commission 1. Page 53 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3086 Patient Placement Center
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
3.4.006 308608 |Time Cards and Time Sheets FE+4 0 FE+4 40 TAC 815.106(i). 531 308608 D
A record of the number of hours worked and the
number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.
3.4.007 308609 | Time Off and/or Sick Leave Requests FE+3 0 FE+3 532 |308609 D
This records series may include but not be limited to
Leave Request Forms and other supporting
documentation.
5.2.008 308612 |Equipment History File LA+3 0 LA+3 For service agreements or contracts A3-129 | 308612 D
Includes requests for installation, moves, service, etc.; related to equipment repairs and service,
and service / repair logbooks, etc. retain in accordance with item number
5.1.001.
308613 | Medical Logs / Transfer AC 5 AC+5 AC = Date of transfer. A1-60 | 308613 C

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives
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C - Changed
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Commission 1. Page 54 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON

Code 723 RMAN: 3109 Respiratory Care Services
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.

Series ltem Schedule Amend.

Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type

1.1.070 310904 |Agency Rules, Policies, and Procedures - Final AC+3 0 AC+3 O | AC = Completion or termination of 584 | 310904 D

Manuals, guidelines, administrative rules, or similar program, rules, policies or procedures.
records distributed internally for the use of employees o
or externally to the public or those individuals or SEE ALSO: Agency Rules, Policies and
entities regulated by an agency that sets out the rules, Procedures - Working Files, item number
policies, and procedures that govern an agency’s 1.1.071.
programs, services, or projects.
3.4.006 310906 |Time Cards and Time Sheets FE+4 0 FE+4 40 TAC 815.106(i). A1-66 | 310906 C
A record of the number of hours worked and the
number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.
3.4.007 310907 | Time Off and/or Sick Leave Requests FE+3 0 FE+3 A1-66 | 310907 C
This records series may include but not be limited to
Leave Request Forms and other supporting
documentation.

5.2.018 310909 |Quality Control Reports 2 0 2 585 310909 C
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives N - New D - Deleted
AV - Administrative Value FE - Fiscal Year End MO - Months US - Until Superseded | O - Review Required Before Disposal |C - Changed

SLR 122 Rev. 02/09



rary

and Archlvs

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

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

administrative correspondence of
executive staff, board or commission
members, division directors and program
heads require archival review. Contact
the University Archives when these
records have met their retention periods.

CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series
on the agency’s approved schedule. For
example, a memorandum that
documents an appropriations request
must be retained for the minimum
retention period prescribed by item
number 1.1.004; a letter concerning an
audit for that prescribed by item number
1.1.002, etc. SEE ALSO item number
1.1.011.

Commission 1. Page 55 of 99

2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3109 Respiratory Care Services

4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.007 310914 |Correspondence - Administrative 4 0 4 O | ARCHIVES NOTE: Only the N

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives

AV - Administrative Value Superseded | O - Review Required Before Disposal

FE - Fiscal Year End MO - Months US - Until

Archival Codes (Field 8)

Amendment Codes (Field 12)
N - New D - Deleted

C - Changed

SLR 122 Rev. 02/09



rary

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

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

as often as daily, disposition logs may be
completed at the end of the fiscal year.

and Archlvs
Commission 1. Page 56 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3112 SOM / Willed Body Program
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.065 311206 |Reports and Studies (Non-Fiscal) - Raw Data AV 0 AV CAUTION: Does not include source 593 |311206 D
Information or data collected and compiled for the documentation used for information or
purpose of producing non-fiscal reports. data included in or directly related to
another records series in this schedule.
SEE especially item number 1.1.064.
5.1.004 311210 | Mail and Telecommunications Listings us 0 us Minor changes to the listings may occur 594 |[311210] D

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)
D - Deleted

N - New
C - Changed

SLR 122 Rev. 02/09



i

Retention Codes (Field 7)

cards, building passes, passwords,
or similar instruments of access to agency facilities,

equipment, or automated systems.

signed statements

expiration, or date of termination,
whichever sooner.

STATE OF TEXAS SLR122
. Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
Commission. 1. Page 57 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3135 BOF / Supply Chain / Hospital Operations Materials Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.4.012 313514 |Security Access Records AC+2 0 AC+2 AC = Until superseded, date of 616 | 313514 D
Records relating to the issuance of keys, identification

AV - Administrative Value

SLR 122 Rev.

02/09

FE - Fiscal Year End MO - Months

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent

Archival Codes (Field 8)
| - Retain in Archives

US - Until Superseded | O - Review Required Before Disposal

Amendment Codes (Field 12)
N - New D - Deleted

C - Changed




rary

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

This series documents the setting of measurable
standards and procedures for health systems and
professional quality by professionals on staff. This
series may include but is not limited to: documentation
of equipment monitoring, checks of quality control
items, and any necessary corrections, reports by the
staff, quality assurance committee notes, staff reviews
and related correspondence.

é?)mcsgzis 1. Page 58 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3139 Ambulatory Operations
4. Records [ 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.3.005 313942 [Packing Slips AV 0 AV N
This series documents the receipt of equipment,
supplies, other items, and services from vendors. The
series includes: packing slips, shipping and container
lists, and bills of lading.
8.1 313943 | Quality Assurance Records / Health Services FE+3 0 FE+3 N

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)

| - Retain in Archives
O - Review Required Before Disposal

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

SLR 122 Rev. 02/09
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Texas

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122
Form SLR 105C must

Medical logs in this records series may include but are
not limited to: patient information, appointment,

admission, transport, dispatch, census, discharge,
patient photo, type of service rendered, equipment

freezer, master schedule sheets / research studies,
etc.

accompany this form
State Library
d Archi
Commission. 1. Page 59 of 99

2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3157 Nursing Services / WIC / Pediatric Med/Surg And PICU (J10AB)

4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type

315713 |Medical Logs 1 2 3

684 |315713 C

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

Archival Codes (Field 8)
| - Retain in Archives

FE - Fiscal Year End MO - Months US - Until Superseded

O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New D - Deleted
C - Changed

SLR 122 Rev. 02/09



and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 60 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3165 Finance / Clinical Enterprise / Healthcare Financial Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.002 | 316501 |Audits AC+7 0 AC+7 AC = Publication or release of final audit 712 | 316501 D
Audits and reviews performed by or on behalf of an findings. The record copy of any audit
agency, including the working papers that support the performed by the State Auditor's Office is
audit. Also includes audits performed on the agency. retained permanently by UTMB's Internal
Audit Services Consulting And
Investigation.
1.1.007 316502 | Correspondence - Administrative 4 0 4 O | ARCHIVES NOTE: Only the 712 | 316502 D
Incoming/outgoing and internal correspondence administrative correspondence of
pertaining to the formulation, planning, executive staff, board or commission
implementation, interpretation, modification, or members, division directors and program
redefinition of the programs, services, or projects of an heads require archival review. Contact
agency and the administrative regulations, policies, the University Archives when these
and procedures that govern them. records have met their retention periods.
CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series
on the agency’s approved schedule. For
example, a memorandum that
documents an appropriations request
must be retained for the minimum
retention period prescribed by item
number 1.1.004; a letter concerning an
audit for that prescribed by item number
1.1.002, etc. SEE ALSO item number
1.1.011.
1.1.008 | 316503 [Correspondence - General 2 0 2 SEE comment to item number 1.1.007. 712 |316503| D
Non-administrative incoming/outgoing and internal SEE ALSO item number 1.1.010.
correspondence, in any media, pertaining to or arising
from the routine operations of the policies, programs,
services, or projects of an agency.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09



and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 61 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3165 Finance / Clinical Enterprise / Healthcare Financial Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Iltem No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.013 316504 |Calendars, Appointment Books And ltinerary Records CE+1 0 CE+1 O | ARCHIVES NOTE: Only the calendars, 713 | 316504 D
Calendars, appointment books or programs, and appointment, and itinerary records of
scheduling or itinerary records, purchased with state elected officials, executive staff, board or
funds or maintained by staff during business hours commission members, division directors,
that document appointments, itineraries and other and program heads require archival
activities of agency officials or employees. review. Contact the University Archives
when these records have met their
retention periods.
CAUTION: A record of this type
purchased with personal funds, but used
by a state official or employee to
document his or her work activities may
be a state record and subject to this
retention period. See Open Records
Decision 635 issued in December 1995
by the Attorney General.
1.1.024 316505 [Plans and Planning Records AC+3 0 AC+3 | O| AC = Decision made to implement or not 713 |316505| D
Plans and records relating to the process of planning to implement result of planning process.
new or redefined programs, services, or projects of an )
agency that are not included in or directly related to ARCHIVES NOTE: Data processing
other records series in this schedule. planning records are not archival.
1.1.040 316506 | Speeches, Papers and Presentations AC 0 AC O | AC = Termination of service at the 713 |[316506| D
Notes or text of speeches, papers, presentations, or university for senior leadership,
reports delivered in conjunction with agency work. (president, provost, and vice presidents).
Departments below senior leadership:
Until superseded or no longer needed for
reference.
1.1.043 316507 |Training Materials US+1 0 US+1 A3-172 | 316507 D
Instructional materials developed by an agency for
training entities or individuals it regulates or serves.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End

AV - Administrative Value

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded

O - Review Required Before Disposal

N -
C-

New
Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09



and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 62 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3165 Finance / Clinical Enterprise / Healthcare Financial Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.057 | 316508 | Transitory Information AC 0 AC AC = Purpose of record has been 714 |316508| D
Records of temporary usefulness that are not an fulfilled.
integral part of a records series of an agency, that are
not regularly filed within an agency’s recordkeeping CAUTION: Records management
system, and that are required only for a limited period officers should use caution in assigning
of time for the completion of an action by an official or this records series item number to
employee of the agency or in the preparation of an records of an agency to make certain
ongoing records series. they are not part of another records
series listed in this schedule or, for
Transitory records are not essential to the fulfillment of records series unique to an agency, are
statutory obligations or to the documentation of not part of a records series that
agency functions. Some examples of transitory documents the fulfillment of the statutory
information, which can be in any medium (voice mail, obligations of the agency or the
fax, email, hard copy, etc.) are routine messages; documentation of its functions. The
internal meeting notices; routing slips; incoming letters disposal of transitory information need
or memoranda of transmittal that add nothing of not be documented through destruction
substance to enclosures; and similar routine authorizations (1.2.001) or in records
information used for communication, but not for the disposition logs (1.2.010), but agencies
documentation, of a specific agency transaction. should establish procedures governing
disposal of these records as part of its
records management plan (1.2.014).
1.1.063 316509 | Staff Meeting Minutes And Notes 1 0 1 714 | 316509 D
Minutes or notes, and supporting documentation
taken at internal agency staff meetings.
1.1.067 316510 |Reports and Studies (Non-Fiscal) 3 0 3 O | ARCHIVES NOTE: For agencies that 714 1316510 D
Annual, sub-annual, or special reports or studies on have had an archival appraisal, separate
non-fiscal aspects of an agency's programs, services, this records series by each type of
or projects compiled by agency personnel, by advisory archival coding, | or O.
committees, or by consultants under contract with an
agency that are not noted elsewhere in this schedule.
Includes reports distributed either internally or to other
entities.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
FE - Fiscal Year End

AV - Administrative Value

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

Amendment Codes (Field 12)

N - New
C - Changed

D - Deleted

SLR 122 Rev. 02/09




rary

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

and Archlvs
Commission 1. Page 63 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3165 Finance / Clinical Enterprise / Healthcare Financial Management
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.070 316511 | Agency Rules, Policies, and Procedures - Final AC+3 0 AC+3 | O| AC = Completion or termination of 715 | 316511 D
Manuals, guidelines, administrative rules, or similar program, rules, policies or procedures.
records distributed internally for the use of employees
or externally to the public or those individuals or SEE ALSO: Agency Rules, Policies and
entities regulated by an agency that sets out the rules, Procedures - Working Files, item number
policies, and procedures that govern an agency’s 1.1.071.
programs, services, or projects.
4.5.002 316512 |Internal Fiscal Management Reports FE+3 0 FE+3 Monthly reconciliation and approval of 715 [316512| D
Includes agency monthly budget reports to monitor expenses required by internal audit.
and track expenses. This records series may include
but is not limited to: worksheets used to check
expenses for legitimacy and accuracy, monthly
reports, and signed verifications.
4.5.006 316513 | Annual Operating Budgets FE+3 0 FE+3 715 1316513 D

Required by the General Appropriations Act.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent | - Retain in Archives
US - Until Superseded | O - Review Required Before Disposal

AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

Amendment Codes (Field 12)
N - New D - Deleted

C - Changed

SLR 122 Rev. 02/09
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STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 64 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3167 Nursing Services / WIC / Gynecology / Oncology
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.007 316701 | Correspondence - Administrative 4 0 4 O | ARCHIVES NOTE: Only the 723 | 316701 D
Incoming/outgoing and internal correspondence administrative correspondence of
pertaining to the formulation, planning, executive staff, board or commission
implementation, interpretation, modification, or members, division directors and program
redefinition of the programs, services, or projects of an heads require archival review. Contact
agency and the administrative regulations, policies, the University Archives when these
and procedures that govern them. records have met their retention periods.
CAUTION: This records series and item
number 1.1.008 should be used only for
correspondence that is not included in or
directly related to another records series
on the agency’s approved schedule. For
example, a memorandum that
documents an appropriations request
must be retained for the minimum
retention period prescribed by item
number 1.1.004; a letter concerning an
audit for that prescribed by item number
1.1.002, etc. SEE ALSO item number
1.1.011.
1.1.008 | 316702 |Correspondence - General 2 0 2 SEE comment to item number 1.1.007. 723 |316702| D
Non-administrative incoming/outgoing and internal SEE ALSO item number 1.1.010.
correspondence, in any media, pertaining to or arising
from the routine operations of the policies, programs,
services, or projects of an agency.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09



STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

and Archives
Commission 1. Page 65 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3167 Nursing Services / WIC / Gynecology / Oncology
4. Records [ 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.013 316703 |Calendars, Appointment Books And ltinerary Records CE+1 0 CE+1 O | ARCHIVES NOTE: Only the calendars, 724 | 316703 D
Calendars, appointment books or programs, and appointment, and itinerary records of
scheduling or itinerary records, purchased with state elected officials, executive staff, board or
funds or maintained by staff during business hours commission members, division directors,
that document appointments, itineraries and other and program heads require archival
activities of agency officials or employees. review. Contact the University Archives
when these records have met their
retention periods.
CAUTION: A record of this type
purchased with personal funds, but used
by a state official or employee to
document his or her work activities may
be a state record and subject to this
retention period. See Open Records
Decision 635 issued in December 1995
by the Attorney General.
1.1.063 316704 | Staff Meeting Minutes And Notes 1 0 1 724 316704 D
Minutes or notes, and supporting documentation
taken at internal agency staff meetings.
3.4.006 316705 | Time Cards and Time Sheets FE+4 0 FE+4 40 TAC 815.106(i). 724 1316705 D
A record of the number of hours worked and the
number of hours taken as leave, may include Time
Adjustment Forms as required by I.H.O.P. 3.7.1.
3.4.007 316706 | Time Off and/or Sick Leave Requests FE+3 0 FE+3 724 | 316706 D
This records series may include but not be limited to
Leave Request Forms and other supporting
documentation.
5.1.004 316707 |Mail and Telecommunications Listings us 0 us Minor changes to the listings may occur 724 |316707| D
Any mailing address, telephone or fax number, or e- as often as daily, disposition logs may be
mail address records maintained by an agency on its completed at the end of the fiscal year.
employees or on entities or persons it serves.

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

Archival Codes (Field 8)

| - Retain in Archives
US - Until Superseded

O - Review Required Before Disposal

N - New

Amendment Codes (Field 12)

D - Deleted

C - Changed

SLR 122 Rev. 02/09




and Archives

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form

Commission 1. Page 66 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3167 Nursing Services / WIC / Gynecology / Oncology
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series Iltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
5.2.005 316708 |Calibration Records (Equipment or Instrument) 10 0 10 724 |316708 D
316709 |Medical Logs 1 2 3 A2-78 [316709 D
Medical logs in this records series may include but are
not limited to: patient information, appointment,
admission, transport, dispatch, census, discharge,
patient photo, type of service rendered, equipment
freezer, master schedule sheets / research studies,
etc.
1.1.057 316710 | Transitory Information AC 0 AC AC = Purpose of record has been A1-82 | 316710 D

Records of temporary usefulness that are not an
integral part of a records series of an agency, that are
not regularly filed within an agency’s recordkeeping
system, and that are required only for a limited period
of time for the completion of an action by an official or
employee of the agency or in the preparation of an
ongoing records series.

Transitory records are not essential to the fulfillment of
statutory obligations or to the documentation of
agency functions. Some examples of transitory
information, which can be in any medium (voice mail,
fax, email, hard copy, etc.) are routine messages;
internal meeting notices; routing slips; incoming letters
or memoranda of transmittal that add nothing of
substance to enclosures; and similar routine
information used for communication, but not for the
documentation, of a specific agency transaction.

fulfilled.

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

Retention Codes (Field 7)

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent
AV - Administrative Value

FE - Fiscal Year End

MO - Months

US - Until Superseded

Archival Codes (Field 8)
| - Retain in Archives

O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted

SLR 122 Rev. 02/09




i

agency’s performance.

agency, and the statistical data maintained rating an

SEE item number 1.1.067 for summary
reports compiled from customer surveys.

STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment aocompany this form
State Library
d Archi
Commission. 1. Page 67 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3168 Multi-Share Plan
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Current 12.
Series ltem Schedule Amend.
Item No. Number Record Series Title Agency Storage Total 9. Remarks 106 No. |Pg No. |AIN Type
1.1.038 316819 [Customer Surveys AC 0 AC AC = Final disposition of summary N
Surveys returned by the customers or clients of an report.

Retention Codes (Field 7)

AV - Administrative Value

SLR 122 Rev. 02/09

FE - Fiscal Year End

AC - After Closed, Terminated, Completion, Expiration, Settled CE - Calendar Year End LA - Life Of Asset PM - Permanent

MO - Months

Archival Codes (Field 8)
| - Retain in Archives

US - Until Superseded | O - Review Required Before Disposal

N - New
C - Changed

Amendment Codes (Field 12)
D - Deleted




S STATE OF TEXAS SLR 122
= Form SLR 105C must
Records Retention Schedule Amendment accompany this form
State Library
d Archi
Commission. 1. Page 68 of 99
2. Agency 3. Agency THE UNIVERSITY OF TEXAS MEDICAL BRANCH AT GALVESTON
Code 723 RMAN: 3169 Hospital Administration / Community Health Program
4. Records | 5. Agency | 6. 7. Retention Period 8. Archival 10. 11. Curre