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January 6, 2017

Mr. Anthony Bly

Manager, Asset Management

UT Southwestern Medical Center
5323 Harry Hines Bivd.

Dallas, TX 75390-9056

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

Amendment 7 to your agency’s 6th recertification of your records retention schedule is
approved for use as of January 3, 2017. Your currently approved records retention
schedule and all amendments are available on our website at

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

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

We appreciate your efforts in maintaining an up-to-date schedule. Making additions
and changes to your schedule as you identify them not only ensures the integrity of your
recordkeeping practices, 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. |f we can provide any assistance to you, please contact the
Government Information Analyst assigned to your agency, Erica Wilson at 512-463-6627
or ewilson@tsl.texas.gov.

Sincerely,

(1

Craig Kelso
Director and State Records Administrator

cc: Agency head; State Auditor
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SLR 105C
* STATE OF TEXAS
- - e - Form SLR 105 or SLR 122
L\ Records Retention Schedule Certification e
exas submissions of this form.
and Archives
Commission

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

Agency Code 729
UTSOUTHWESTERN
Agency Name MEDICAL CENTER

{(Check one)
[] Initial Certification - Form SLR 105
[J 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)
(] Agency Head

X Records Management Officer

Section 2. Approvals
(Submitting agencies do not write in this section)
State Auditor’s Office
(For the exclusive use of the State Auditor’s Office)

L) e

N\

R
Signature “;\566%
<
Name (Print or type) &O\Q‘
>

Date

Texas State Library and Archives Commission

(For the exclusive use of the State Library and Archives Commission)
Signature L W @‘@W‘

T~

Name (Printor type) "\ W\ ew QM __

Date \\ﬁ\\_)

El ‘? ‘;
Signature - /& /(é_’{ '

Name (Print or type)  Anthony Bly

Date August 25, 2016

Cert/Recert No. (-p Amendment No. ‘7

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)



| Texas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |1of13
Commission
2. Agency 3. Agency
Code 729 Name UT Southwestern Medical Center
7. 10. 11.
4. 5. 6. Current [12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
ltem No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
Government Code, 441.1855 49 | 31.013 C
Employment Contracts X
3.1.013 31.013a Including Faculty, Administrative and ACH AC = Expiration or termination of
. ) the contract according to its terms.
Professional appointment letters executed on or
after September 1, 2015.
Government Code, 441.1855 49 |31.013 C
Employment Contracts X
31013  [31.013b [|Including Faculty, Administrative and AC+4 AC = Expiration or termination of
. . the contract according to its terms.
Professional appointment letters executed on
or before August 31, 2015.

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

E — Electronic
P — Paper
M - Microfilm

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

Archival Codes (Field 8)

I — Transfer to University
Archives

O — Review by University RMO
Prior to disposal.

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09




exas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |20f13
Commission
2. Agency 3. Agency
Code 729 Name UT Southwestern Medical Center
7. 10. 11.
4. 5. 6. Current [12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
ltem No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
53 |31.035 C
Performance Bonds Government Code, 441.1855
Executed on or after September 1, 2015.
AC = Expiration or termination of
the bond according to its terms.
3.1.035 31.035a Bonds posted by employees and individuals or AC+7
entities under contract with an agency for the CAUTION: Does not include
performance of the duties of a position or the construction or architectural surety
terms of a contract with the agency. bonds. SEE item number 5.2.028.
SEE related item 5.1.001 Contracts
and Leases.
53 |31.035 C
Government Code, 441.1855
Performance Bonds
Executed on or before August 31, 2015 AC = Expiration or termination of
the bond according to its terms.
3.1.035 31.035b Bonds posted by employees and individuals or
entities under contract with an agency for the AC+4 CAUTION: Does not include
performance of the duties of a position or the construction or architectural surety
terms of a contract with the agency. bonds. SEE item number 5.2.028.
SEE related item 5.1.001 Contracts
and Leases.

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

E — Electronic
P — Paper
M - Microfilm

Archival Codes (Field 8)

I — Transfer to University
Archives

O — Review by University RMO
Prior to disposal.

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |30f13
Commission
2. Agency 3. Agency
Code 729 Name UT Southwestern Medical Center
7. 10. 11.
4. 5. 6. Current [12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
ltem No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
Leave Records 59 |[33.033 C
Family Medical Leave Act Files including and
not limited to:
e Military Leave or USERRA
e Parental Leave
33.033 e Sick Leave Donations (from one FE+4 Paper and Electronic Records
employee to another, not from the
pool)
e  Catastrophic Sick Leave (from the sick
leave pool)
e Leave Without Pay
e Emergency Leave
Purchase Vouchers including: 62 |42.005 C
Government Code, 441.1855
e Requisitions
4.2.005 42,005 . Recejving reports AC = Expiration or te.rminat_ion of
e Invoices FE +3 the instrument accor_dlng to its
e  Statements terms. SEE related item 5.1.001
e Change Orders Contracts and Leases.
e Best Value determinations

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

E — Electronic
P — Paper
M - Microfilm

Archival Codes (Field 8)

I — Transfer to University
Archives

O — Review by University RMO
Prior to disposal.

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |40f13
Commission
2. Agency 3. Agency
Code 729 Name UT Southwestern Medical Center
7. 10. 11.
4. 5. 6. Current [12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
ltem No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
Grant Records: Federal and Non-Federal Grant 65 [47.008A C
applications and Awards: Awarded Government Code, 441.1855
AC= Satisfaction of all Uniform
Administrative Requirements for Grants and
This series documents state and federal grant Cooperative Agreements to State and Local
projects participated in or administered by state i(iogi; Tamce?rtcsugt:reAciTom?eeRgE)é 2 z‘zatf%dr
4.7.008 47.008A agencies. It_ |nclude§ gran? authorization X AC+3 further clarification of retention period.
records, which provide evidence of the award of
grants to or by agencies; grant/project financial CAUTION: Retention requirements may
or performance reports which are periodic vary depending on the specific funding
reports of financial activity and/or program 2?:?;);'n’:‘gefgf'ﬁfe”;;;trggﬁ‘;i ﬁg?;;ﬁgzrds
performance related to grants received or made period
by agencies
Building and Procurement Commission 68 |[47.011 C
Statements.
4.7.011 47.011 FE+3
Charge or bill statements received by agencies
for services provided.

Retention Codes (Field 7)

AC — After Closed, Terminated,

Completed, Expired,
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

Settled

E — Electronic

P — Paper

M - Microfilm

Archival Codes (Field 8)

I — Transfer to University
Archives

O — Review by University RMO
Prior to disposal.

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09
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State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |50f13
Commission
2. Agency 3. Agency
Code 729 Name UT Southwestern Medical Center
7. 8. 10. 11.
4, 5. 6. Current |12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
ltem No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
Contracts and Leases 69 |51.001 c
Executed on or after September 1, 2015. Government Code, 441.1855
Cor)tra(_:ts, leases, agreemgqts include genera}l AC = Expiration or termination of
obligation, land lease, utilities and construction . . .
L . the instrument according to its
except for buildings. Documents include S lated i b
specifications, affidavits of publication of calls AC+7 terms. SEE related item numbers
5.1.001 51.001a . ' L 3.1.036 Performance Bonds,
for bids, successful and unsuccessful bids;
4.2.005 Purchase Vouchers, and
performance bonds, contracts, PURCHASE : ;
. : 5.3.007 Bid Documentation. SEE
ORDERS, inspection reports and ; oo
. item number 5.2.028 for building
correspondence. May also include other - .
: SN construction contracts and item
applicable documentation in the master contract number 5.1.017 for contract loas
file per Texas Comptroller of Public Accounts - gs.
Contract Management Guide.

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

E — Electronic
P — Paper
M - Microfilm

Archival Codes (Field 8)

I — Transfer to University
Archives

O — Review by University RMO
Prior to disposal.

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09




Texas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |60f13
Commission
2. Agency 3. Agency
Code 729 Name UT Southwestern Medical Center
7. 10. 11.
4, 5. 6. Current |12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
ltem No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
Contracts and Leases 69 |51.001 c
Executed on or before August 31, 2015 Government Code, 441.1855
Cor)tra(_:ts, leases, agreemgqts include genera}l AC = Expiration or termination of
obligation, land lease, utilities and construction . . .
s . the instrument according to its
except for buildings. Documents include S lated i b
specifications, affidavits of publication of calls terms. SEE related item numbers
5.1.001 51.001b . ' L AC+4 3.1.036 Performance Bonds,
for bids, successful and unsuccessful bids;
4.2.005 Purchase Vouchers, and
performance bonds, contracts, PURCHASE : ;
. : 5.3.007 Bid Documentation. SEE
ORDERS, inspection reports and ; oo
. item number 5.2.028 for building
correspondence. May also include other - .
: SN construction contracts and item
applicable documentation in the master contract number 5.1.017 for contract loas
file per Texas Comptroller of Public Accounts - gs.
Contract Management Guide.
Insurance Policies for Vehicles and Equipment, Government Code, 441.1855 70 [51.013 C
etc. X
5.1.013 51.013a AC+7 AC = Expiration or termination of
Executed on or after September 1, 2015. the policy according to its terms

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

E — Electronic
P — Paper
M - Microfilm

Archival Codes (Field 8)

I — Transfer to University
Archives

O — Review by University RMO
Prior to disposal.

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09
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Records Retention Schedule Amendment

STATE OF TEXAS

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |70f13
Commission
2. Agency 3. Agency
Code 729 Name UT Southwestern Medical Center
7. 8. 10. | 11.
4. 5. 6. Current [12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
ltem No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
Insurance Policies for Vehicles and Equipment, X Government Code, 441.1855 70 151.013 ¢
5.1.013 51.013b etc. AC = Expiration or termination of
Executed on or before August 31, 2015. ACH the policy according to its terms
72 | 52.008 C
Equipment History File For service agreements or contracts
Equipment Service Agreements relat_ed to eq_uipment repairs anq
Executed on or after September 1, 2015 service, retain in accordance with
Agency Item Number 51.001
LA+7
5.2.008 52.008a Includ ts for installati
ncludes requests for installation, moves, CAUTION NOTE: Medical
service, etc. and service/repair logbooks, equipment records are required to
etc. be retained for 25 years, based on
FDA/JCAHO requirement.

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

E — Electronic
P — Paper
M - Microfilm

Archival Codes (Field 8)

I — Transfer to University
Archives

O — Review by University RMO
Prior to disposal.

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09




| Texas
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |80f13
Commission
2. Agency 3. Agency
Code 729 Name UT Southwestern Medical Center
7. 8. 10. 11.
4. 5. 6. Current [12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
ltem No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
72 |52.008 C
Equipment History File For service agreements or contracts
Equipment Service Agreements related to (iq_uu_)ment repalrs a”_‘ih
service, retain in accordance wi
Executed on or before August 31, 2015 Agency Item Number 51,001
5.2.008 52.008b . . LA +4
Incll_Jdes requests for_lnstalla'glon, moves, CAUTION NOTE: Medical
service, etc. and service/repair logbooks, equipment records are required to
etc. be retained for 25 years, based on
FDA/JCAHO requirement.

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

E — Electronic
P — Paper
M - Microfilm

Archival Codes (Field 8)

I — Transfer to University
Archives
O — Review by University RMO

Prior to disposal.

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09
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State Library

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |90f13
Commission
2. Agency 3. Agency
Code 729 Name UT Southwestern Medical Center
7. 8. 10. 11.
4, 5. 6. Current |12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
ltem No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
Bid Documentation: 77 |53.007 (o
AC = Expiration or termination of
Includes bid requisition/authorizations, AC+HT the instrument according to its
invitations to bid or propose, bid terms or decision not to proceed
specifications successful and unsuccessful with the bid.
5.3.007 53.007a |bids and bid tabulation/evaluations.
Associated with a contract executed,
renewed or amended on or after
September 1, 2015.

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

E — Electronic
P — Paper
M - Microfilm

Archival Codes (Field 8)

I — Transfer to University
Archives

O — Review by University RMO
Prior to disposal.

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09




| Texas
State Library

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |100f 13
Commission
2. Agency 3. Agency
Code 729 Name UT Southwestern Medical Center
7. 8. 10. 11.
4. 5. 6. Current [12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
ltem No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
Bid Documentation: 77| 53.007 ¢
AC = Expiration or termination of
Includes bid requisition/authorizations, AC+4 the instrument according to its
invitations to bid or propose, bid terms or decision not to proceed
specifications successful and unsuccessful with the bid.
5.3.007 53.007b |bids and bid tabulation/evaluations.
Assocated with a contract executed,
renewed, or amended on or before
August 31, 2015.

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

E — Electronic
P — Paper
M - Microfilm

Archival Codes (Field 8)

I — Transfer to University
Archives

O — Review by University RMO
Prior to disposal.

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

| Texas
State Library

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |11o0f 13
Commission
2. Agency 3. Agency
Code 729 Name UT Southwestern Medical Center
7. 8. 10. 11.
4. 5. 6. Current [12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
ltem No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
Bid Documentation: 77 |53.007 (o
Includes bid requisition/authorizations,
invitations to bid or propose, bid
specifications successful and unsuccessful
bids and bid tabulation/evaluations. AC+2
AC = Date of notification of denial
5:3.007 53.007¢ Unsuccessful bids that do not meet or date of withdrawal, as
agency submission requirements and applicable.
are not inculded in bid evaluation
process (e.g. withdrawn, missed
submissin deadling, incomplete
submission, etc.)

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

E — Electronic
P — Paper
M - Microfilm

Archival Codes (Field 8)

I — Transfer to University
Archives

O — Review by University RMO
Prior to disposal.

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |12 of 13
Commission
2. Agency 3. Agency
Code 729 Name UT Southwestern Medical Center
7. 8. 10. 11.
4. 5. 6. Current [12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
ltem No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
AC = Decision not to proceed with 77 |53.009 C
the procurement as applicable.
Requests for Information CAUTION: If the request for
5.3.009 53.009 Requests for information prel_lmlnary t_o the AC information leads to request for
procurement (_)f goods or services by direct proposal or bid, the request for
purchase or bid. information documentation should
be retained in accordance with
Agency Item Number 53.007.
57.020 |Lost and Stolen Property Reports 86 |57.020 D

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

E — Electronic
P — Paper
M - Microfilm

Archival Codes (Field 8)

I — Transfer to University
Archives

O — Review by University RMO
Prior to disposal.

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |13 0of 13

Commission

2. Agency 3. Agency

Code 729 Name UT Southwestern Medical Center
7. 8. 10. 11.
4. 5. 6. Current [12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
Item No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
Accreditation Records & Affiliation N
Agreements— Working Papers and
Supporting Documentation
Physician Credentialing AC= Termination of Agreement.
Parkland/CUH
CAUTION:
Including but not limited to records that Accreditation records have individual
document the accreditation process for the guidelines for retention, records must be
11 82.202  |University, School, Units and related programs. AC+4 O |retained in accordance with individual

Reports, suggestions and recommendations guidelines of the accreditation.
concerning organizational structure and Departments/Divisions should check with
administration received from study committees their accrediting agency to determine
of accrediting associations. Information on retention requirements for accreditation.
mission, finance, educational programs,
departments/divisions; faculty CV’s and
licensure records; working papers;
correspondence; and other related records.

Retention Codes (Field 7)

AC — After Closed, Terminated,

Completed, Expired,
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

Settled

E — Electronic
P — Paper
M - Microfilm

Archival Codes (Field 8)

I — Transfer to University
Archives

O — Review by University RMO
Prior to disposal.

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives Page |14 of 13
Commission
2. Agency 3. Agency
Code 729 Name UT Southwestern Medical Center
7. 8. 10. 11.
4. 5. 6. Current [12.
Retention Period Archival Schedule
Records Agency
Series Item 9. 106 |page | Agency |Amend.
ltem No. No. Record Series Title Vital Total Retention Remarks No. [ No. |ltemNo.| Type
SLR 122

Rev. 2/09




TmTTTEY

e
LIBRARY

ARCHIVES

State and Local
Records Management

P.O. Box 12927
Austin, Texas
78711.2927

4400 Shoal Creek Blvd.
Austin, Texas
78756

www.tsl.texas.gov

Commission Chairman
Michael C. Waters

Members

Sharon T. Carr
Martha Doty Freeman
F. Linwood Givens
Larry G. Holt

Wm. Scott McAffee
Sandra J. Pickett

Director and Librarian
Mark Smith

Asiistant State Librarian
Edward Seidenberg

Preserving  yesterday,
informing today,
inspiring lomorrow.

February 10, 2016

Mr. Charles Cobb

AVP Materials Management

UT Southwestern Medical Center
5323 Harry Hines Blvd

Dallas, TX 75390-9056

Re: Agency records retention schedule amendment approved for use

Dear Mr. Cobb:

Amendment 6 to your agency’s 6th recertification of your records retention schedule is approved for
use as of Wednesday, February 3, 2016. 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, Erica Wilson, at 512-463-6627

or ewilson@tsl.texas.gov.

Sincerely,

f I—

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Daniel K Podolsky

R01.729/729
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xAS
LI C Librany
and Archives
{Commission:

SLR 105C
STATE OF TEXAS
Records Retention Schedule Certification e

submissions of this form.

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

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

Agency Code 729
UT Southwestern Medical
Agency Name Center

(Check one)
(] 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 Government Code,
Chapter 441, and Subchapter L.

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

. s'{\‘“e’
Signature 4o\ N
et
Name (Print or type) Qe
Oov”™
Date

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

(Check one) Signature
[] Agency Head Name (Print or type) \Do Y\ \(\Ce_ %“ <o
X Records Management Offiger \ \
Zya Date & ?) \ (°
' /
Signature ( /

Name (Print or type) Charles Cobb

Date 10/12/2015

Cert/Recert No. (ﬂ Amendment No. ( é

SLR 105C
-Rev. 2/09




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)



STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
1.10F5
2. Agency 3. Agency
Code 729 Name UT SOUTHWESTERN MEDICAL CENTER
4, 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series ltem 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
ﬁféﬁﬂg rlgftreli appointing individuals to serve AC = End of appointment R61A N ©
1.1 11.000 . . AC+3 AC+3 or end of term served on
on internal and external advisory boards and b .
. oard or committee.
committees.
FICA Records: Payroll and Accounting 55 | 32.003 C
(Federal Tax Records). Includes 1099, W2, AC = Tax due date, date
941, Federal Insurance Contributions Act claim is filed, date tax is
32003 32003 (FICA), Employee Wa_ge and Tax Statements, ACH AC+H paid or after cIose_ of the
Internal Revenue Service (IRS), Employers calendar year, whichever
Quarterly Federal Tax Return, IRS Wage Levy is later. 26 CFR 31.6001-
Documents, any applicable supporting 1 (E) (2).
documentation and other tax records.
. . P&E 60 | 34.006 C
3.4.006 34.006 Time Cards and Time Sheets 4 Years 4 Years 40 TAC 815.106 (i)
Police Incident Reports — Non-Criminal AC = Date of last report 82 |[57.000 C
57.000A Incidents that department investigates that AC+3 AC+3 supplement
involve adults. PP
AC = Destroy N
immediately for non-
Police Offense Reports — Juvenile referred cases. For
57.000B Non-Criminal incidents that department AC AC referred cases, destroy
investigates that involve juveniles. when juvenile reaches the
age of 18. Family Code
58.001(c).
SLR 122

Rev. 2/09




Records Retention Schedule Amendment

STATE OF TEXAS

SLR 122

Form SLR 105C must
accompany this form.

1.20F5
2. Agency 3. Agency
Code 729 Name UT SOUTHWESTERN MEDICAL CENTER
4, 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series ltem 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
NOTES: Cases not 82 | 57.001 C
cleared by the conviction
Police Offense Reports / Felonies er rz:?eﬂt(t)?l C?Ietjhebpetrﬁgn
Documents offenses, except murder, dismissal of cha,rggs
manslaughter or sexual assault that occur against the person, or by
within the University Police Department’s the entry on the re’cord of
57.001 primary jurisdiction that violate state laws or 10 10 a court by a prosecuting
regulation. Record series includes without attorney of a nolle
limitation the case number, type of report, r i should be
date, time, complainant or victim, address and prosequi she
details of report. reta!neq until the
expiration of the statute
of limitations for all
offenses.
SLR 122

Rev. 2/09




Records Retention Schedule Amendment

STATE OF TEXAS

SLR 122

Form SLR 105C must
accompany this form.

1.30F5
2. Agency 3. Agency
Code 729 Name UT SOUTHWESTERN MEDICAL CENTER
4, 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series ltem 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
NOTES: Cases not 83 | 57.002 C
cleared by the conviction
or acquittal of the person
Police Offense Reports / Felonies (Murder, gzge;}:ga?;?:ﬁg,r bg/sthe
Manslaughter, or Sexual Assault) acainst the ersog orb
Documents offenses of murder, manslaughter, g P ’ y
) the entry on the record of
or sexual assault that occur within the a court by a prosecuting
57.002 _Un.lve_r5|_ty Police _Department S primary 75 75 attorney of a nolle
jurisdiction that violate state laws and roseaui should be
regulations. Record series includes without Fr)etaingd until the
limitation the case number, type of report, expiration of the statute
date, time, complainant or victim, address, ofFI)imitations for all
fingerprints and details of report.
offenses.
Local Schedule PS
PS4125-02
SLR 122

Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1.4 0F5

2. Agency
Code

729

3. Agency
Name

UT SOUTHWESTERN MEDICAL CENTER

4.

Records
Series
Item No.

Agency
Iltem
No.

6.

Record Series Title

Retention Period

8.

Archival

Agency | Storage

Total

9.
Remarks

10.

106 No.

11. 12.
Current

Schedule

Page | Agency Amend.
No. |ltem No.| Type

57.003

Police Offense Reports / Misdemeanors
Documents misdemeanor offenses that occur
within the University Police Department’s
primary jurisdiction that violate state or local
laws and regulation. Record series includes
without limitation the case number, type of
report, date, time, complainant or victim,
address and details of report.

AC

AC

AC = date of arrest or citation and are
based on the highest classification of
offense for which a person is arrested
and charged or, if applicable, the highest
classification of offense for which a
person is tried, whichever the lesser
classification.

Class C misdemeanors and unclassified
violations of state law or local ordinance
punishable by fine only (including arrest
reports and citations: 6 months.

Class A and B misdemeanors and state
jail felonies: 2 years.

Second and third-degree felonies: 10
years.

First-degree and capital felonies: 75
years.

Driving while intoxicated offenses: 10
years.

Or for any classification of offense:

Date of death of individual, if known.

AV = Copies of documents in offense
investigation records the originals of
which are maintained by, filed with, or
returned to a court of other state or local
law enforcement agency need to be
retained only as long as
administratively valuable.

Exceptions are copies of notices or other
process that provide certain knowledge
to the law enforcement agency of the
pretrial or adjudicated disposition of a
case.

83 |[57.003 c

SLR 122
Rev. 2/09




Texas
State Library

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1.50F5

2. Agency
Code

729

3. Agency
Name

UT SOUTHWESTERN MEDICAL CENTER

4.

Records
Series
Item No.

Agency
Iltem
No.

6.

Record Series Title

Retention Period

8. 10. 11. 12.
Current

Archival Schedule

Agency

Storage

Total

Amend.
Type

9 Page

. Agency
Remarks 106 No. No.

Item No.

57.003A

Police Offense Reports — Juvenile
Documents offenses that occur within the
University Police Department’s primary
jurisdiction that violate state or local laws and
regulations and involve juvenile offenders.
Record series includes without limitation the
case number, type of report, date, time,
complainant or victim, address and details of
report.

PM

PM

Records involve juveniles adjudicated for N
delinquent conduct (Class A or B misdemeanor
or any felony). The record is a permanent
record that is not destroyed or erased unless the
record is eligible for sealing and the child or the
child's family hires a lawyer to file a petition in
court to have the record sealed. Records are
generally confidential, but can be accessed by
police, sheriff's officers, prosecutors, probation
officers, correctional officers, and other criminal
and designed to limit access to juvenile records
after the offender reaches 21 years of age if they
do not commit criminal offenses after becoming
17 years of age. The system is called "Automatic
Restriction of Access to Records," where
records are not destroyed or sealed, remaining in
place, but are under restricted access and are
available only to criminal justice agencies for
criminal justice purposes, such as investigating
and prosecuting crimes juvenile justice officials
in Texas and elsewhere. The record may be
available to employers, educational institutions,
licensing agencies, and other organizations when
the person applies for employment or
educational programs.

57.080

Criminal History Checks

AC

AC

87 |57.080 D

SLR 122
Rev. 2/09
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ARCHIVES

State and Local
Records Management

P.O. Box 12927
Austin, Texas
78711.2927

4400 Shoal Creek Blvd.
Austin, Texas
78756

www.tsl.texas.gov

Commission Chairman
Michael C. Waters

Members

Sharon T. Carr
Martha Doty Freeman
F. Linwood Givens
Larry G. Holt

Wm. Scott McAffee
Sandra J. Pickett

Director and 1 sbrarian
Mark Smith

Assistant State 1 ibrarian
Edward Seidenberg

Preserving yesterday,
informing today,
inspiring lomorrow.

February 17, 2015

Mr. Paul Belew

Assistant Vice President Materials Management
UT Southwestern Medical Center

5323 Harry Hines Blvd

Dallas, TX 75390-9056

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

Amendment 5 to your agency’s 6th recertification of your records retention schedule is approved for
use as of Tuesday, February 10, 2015. Your currently approved records retention schedule and all
amendments are available on our website at

https://www.tsl.texas.gov/slrm/state/schedules.html. Please maintain this amendment with your
currently approved schedule so that it can be easily referenced.

We appreciate your efforts in maintaining an up-to-date schedule. Making additions and changes to
your schedule as you identify them not only ensures the integrity of your recordkeeping practices,
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, Erica Wilson, at 512-463-6627

or ewilson@tsl.texas.gov.

Sincerely,

O l—

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Daniel K Podolsky

R01.729/729



ICommission|

STATE OF TEXAS
Records Retention Schedule Certification must accompany all

SLR 105C

Form SLR 105 or SLR 122

submissions of this form.

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

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

Agency Code 729

UT Southwestern Medical
Agency Name Center

(Check one)
[ Initial Certification - Form SLR 105
O Recertification - Form SLR 105

X Amendment - Form SLR 122

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

(Check one)
(] Agency Head

X Records Management Officer

Signature ﬂ?'/u / My/’

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

Signature

Name (Print or type)

Date

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

Signature ég\l\\éw\

Name (Print or type)

Date 61’(0’(‘)/

Name (Print or type) PAUL D. BELEW

Date 12/17/2014

Cert/Recert No. (ﬂ Amendment No. ‘ )

SLR 105C
Rev. 2/09




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)



STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

Texas
State Library
1.Page 01 of 06
2. Agency 3. Agency
Code 729 Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
Category 6: Medical
Section 65: Pharmacy & Pharmaceuticals
65.000 Licensure Records US+2 usS+2 See 22 TAC§283 for detailed licensing N
Texas State Board of Pharmacy License. requirements for Pharmacists.
This series documents the professional and
regulatory issuance of credentials to facilities
providing pharmaceutical services at the
university. This series may include, but is not
limited to: license applications; Texas State
Board of Pharmacy License and inspection
reports; Drug Enforcement Administration
(license); Department of Public Safety (license;
and related correspondence
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months | — Transfer to UTSW Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent O — Review by UTSW RMO C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




Records Retention Schedule Amendment

STATE OF TEXAS

SLR 122

Form SLR 105C must
accompany this form.

1. Page 02 of 06
2. Agency 3. Agency
Code 729 Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
1.1.069 65.001 Generated Daily Prescription Reports AC+2 AC+2 AC = The later of the date that the record N
Hospital and Campus Retail Pharmacy was required to be created, the record was
actually created, or the prescription was last
Inventory and other records of the purchase, filled. 21 CFR 1304.04(a); Health and
Acquisition, expired, disposal, or dispensation of Safety Code, Section 481.067(c); 37 TAC
drugs as required by federal law and 13.207.
regulations, state law, and the rules of the
Texas State Board of Pharmacy. See 22 TAC8291for detailed destruction
regulations.
Campus Pharmacy:
Aston Building All inventory records and forms of
Clinical Oncology Pharmacy: disposed drugs shall be maintained for two
Seay Biomedical Building years from the date of transfer, disposal, or
Retail Pharmacies on UTSW Campus destruction and be available for inspection
The Apothecary Shop by an agent of the board, Texas Department
Bass Admin and Clinical Center of Public Safety, Drug Enforcement
Walgreens Administration, or any other agent
POB1 authorized to inspect such records.
CAUTION: By federal regulation,
inventories and records of all controlled
substances must be maintained separately
from all other records of the pharmacy.
(See 65.003)
(See 70.012 for retention of Medical Logs)
SLR 122

Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1. Page 03 of 06
2. Agency 3. Agency
Code 729 Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
65.002 Drug Recall Notices 5 5 (See 70.012 for retention of Medical Logs) N
Food and Drug Administration (FDA) and
Manufacturer recalls on drugs. This records
series may include but not be limited to,
reportable occurrences of drug use, recalls
through the manufacturer and responses by
departments.
SLR 122

Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1. Page 04 of 06

2. Agency
Code

729

3. Agency
Name

UT SOUTHWESTERN MEDICAL CENTER

4.

Records
Series
Item No.

Agency
Iltem
No.

6.

Record Series Title

Retention Period

8.

Archival

10.

Agency

Storage

Total

9

Remarks 106 No.

11.
Current
Schedule

Page | Agency
No. Item No.

12.

Amend.
Type

65.003

Controlled Substance Records

Consists of records that document the use and
disposition of controlled substances. Including

but not limited to: audits, inventories, and

transfers between pharmacies, prescriptions, and

dispositions of controlled substances, night
medication sheets, and proof of use sheets.

AC+2

AC+2

PorE

AC = The later of the date that the record was required
to be created, the record was actually created, or the
prescription was last filled. Retention based on
Federal and Texas drug laws: 22 TAC Part 15 291.75;
Texas Medical Board Rules 169.7; 21 CFR Ch. 11
1304.04; 37 TAC Part 1 13.207

CAUTION: By federal regulation, paper prescriptions
for Schedule 11 controlled substances shall be
maintained in a separate prescription file. Paper
prescriptions for Schedules 111, 1V, and V controlled
substances shall be maintained either in a separate
prescription file for Schedules 111, 1V, and VV
controlled substances only or in such form that they
are readily retrievable from the other prescription
records of the pharmacy. Electronic records must be
readily retrievable at the registered location if
requested by the Drug Enforcement Administration
(DEA) or other law enforcement agent. An electronic
application storing prescription data must be capable
of printing out or transferring the records in a format
that is readily understandable to a DEA or other law
enforcement agent at the registered location.

Electronic copies of prescription records must be
sortable by prescriber name, patient name, drug
dispensed, and date filled.

(See 70.012 for retention of Medical Logs)

SLR 122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1. Page 05 of 06
2. Agency 3. Agency
Code 729 Name UT SOUTHWESTERN MEDICAL CENTER
4, 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
65.004 MEDICARE Part D: AC+2 AC+2 AC = Termination date of the Provider N
Prescription Dispensation Records Agreement, final date of any Part D Plan
/Outpatient Sponsor's contract with Caremark (CMS) to
offer a Medicare Part D Plan, or after the
This series is used to provide an individual, daily date of completion of any CMS audit of a
summary, and annual summary record of initial Part D Plan Sponsor, whichever is later.
drug dispensation and refills administered by the Retention is based on Medicare part D
Department as required by the Texas State prescription insurance plans.
Pharmacy Board. This series may include but is
not limited to: furlough and discharge (See 70.012 for retention of Medical Logs)
prescriptions; in-house computer-generated Rx
registers; controlled substance reports; and data See 22 TAC8291.75 for detailed retention
base purge reports. regulations.
65.005 MEDICARE Part D: AC+2 AC+2 AC = Termination date of the Provider N
Prescription Dispensation Records/Patient Agreement, final date of any Part D Plan
Sponsor's contract with Caremark (CMS) to
This series is used to provide an individual, daily offer a Medicare Part D Plan, or after the
summary, and annual summary record of initial date of completion of any CMS audit of a
drug dispensation and refills administered by the Part D Plan Sponsor, whichever is later.
Department as required by the Texas State Retention is based on Medicare part D
Pharmacy Board. This series may include but is prescription insurance plans.
not limited to: prescription slips; in-house
computer-generated Rx registers; controlled (See 70.012 for retention of Medical Logs)
substance reports; and data base purge reports.
See 22 TAC8§291.75 for detailed retention
regulations.
SLR 122

Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1. Page 06 of 06

2. Agency 3. Agency
Code 729 Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type
65.006 Prescription Dispensation Records AC+2 AC+2 AC = 2 years after date of initial N
dispensing or last refilling,
This series is used to provide an individual, daily whichever later. Health and Safety
summary, and annual summary record of initial Code Sec. 481.075(f)(2) and (1)(2),
drug dispensation and refills administered by the and 483.023. 22TAC8§291.75
Department as required by the Texas State
Pharmacy Board. This series may include but is NOTE: 37 TAC 13.207 includes
not limited to: paper prescription slips or specific requirements for
electronic prescription records; in-house prescription records maintained in a
computer-generated Rx registers; controlled data processing system.
substance reports; and data base purge reports.
CAUTION: By federal regulation, records
of all controlled substances must be
maintained separately from all other
records of the pharmacy. (See 65.003)
(See 70.012 for retention of Medical Logs)
SLR 122

Rev. 2/09




February 17, 2015
A o

Mr, Paul Belew
* Assistant Vice President Materials Management
UT Southwestern Medical Center

LI B RA Fiv 5323 Harry Hines Blvd
ARCHIVES bDallas, TX 75390-9056

Re: (< r retention ndm roved f
State and Local e: Agency records retention schedule amendment approved for use

Records Management

Dear Mr. Belew:

Amendment 4 to your agency’s 6th recertification of your records retention schedule is approved for

P.O. Box 12927 use as of Tuesday, February 10, 2015. Your currently approved records retention schedule and all

Austin, Texas amendments are available on our website at

78711.2927 e s . .
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.

4400 Shoal Creek Blvd.

Austin, Texas We appreciate your efforts in maintaining an up-to-date schedule. Making additions and changes to

78756 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.

www.tsl.texas.gov
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

o ) schedule prior to submitting it for recertification.
Commission Chatrman

Michael C. Waters . . . .
Thank you again for your commitment to complying with state records management laws and

Members regulations. If we can provide any assistance to you, please contact the Government Information
Sharon T. Carr Analyst assigned to your agency, Erica Wilson, at 512-463-6627
Martha Doty Freeman  or ewilson@tsl.texas.gov.

F. Linwood Givens
Larry G. Holt

Wm. Scott McA ffee Sincerely,
Sandra J. Pickett
I?{in’]:(tosr arlzi1 Librarian Craig Kelso

ark Smi . .

Director and State Records Administrator

Assistant State Librarian
Edward Seidenberg cc: State Auditor, State Archivist, Daniel K Podolsky
Preserving yesterday,
informing today,

inspiring tomorrow. R01.729/729



VAR

SLR 105C
STATE OF TEXAS
Records Retention Schedule Certification mustaccompany all

{e Librany

submissions of this form.

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

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

Agency Code 729

UT Southwestern Medical
Agency Name _Center

(Check one)
[] initial Certification - Form SLR 105
[J Recertification - Form SLR 105
X] Amendment - Form SLR 122
I hereby certify that this records retention schedule was
prepared in accordance with Texas Government Code,
Chapter 441, and Subchapter L.
(Check one)
[ ] Agency Head

X Records Management Officer

Signature io(’u, ,// / Mu}"

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

Signature

Name (Print or type)

Date

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

¢ Gl m\

Name (Print or type)

Date 0:’-40’/{

Name (Print or type) PAUL D. BELEW

Date 11/17/2014

Cert/Recert No. (0 Amendment No. 4[

SLR 105C
Rev. 2/09




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

STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives 1.Page |10f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
1.1.000 11.000 External Commltt_ee_Membershlp, Advisory AV AV N
Boards and Associations
. . . AC=Conclusion or N
11000 [11.001  [SPecial Events, Functions, Projects and AC+5 AC+5 | |termination of event,
Initiatives . S
project or initiative
ARCHIVES NOTE: Archival 22 [11.007A C
review is required only for
the administrative
correspondence of the Office of
the President, senior and vice
presidents, the Provost's
. . Office, Legal Counsel, Internal
Correspondence — Administrative Au(;it, andgother ﬂpper
Incoming/outgoing and internal correspondence Executive Staff members. This
pertaining to the formulation, planning, record ser(ijes als? includtla(s
H H H H H 4 H correspondence from tas|
1.1.007 11.007B |mple_m_e_ntat|on, interpretation, mpdlflcatlon or 4 4 O |forces, University committees,
redefinition of the programs, services or - and Faculty Senate Committee.
projects of an agency and the administrative
regulations, policies and procedures that govern See Policies ORG-251, ORG-
them 252 and ORG-253 UT
’ Southwestern Institutional
Policies and Operating
Procedures Handbook for a
complete listing of current UT
Southwestern Committees and
Faculty Councils.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
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STATE OF TEXAS

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

and Archives 1.Page |20f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
See Policies ORG-251, 31 |11.058 C
ORG-252 and ORG-253
Meeting Agenda and Minutes ut S oqthwester-n .
. . Institutional Policies and
Official agenda and minutes of state boards, Overating Procedures
1.1.058 11.058 committees, commissions, and councils that PM PM [P g
. . Handbook for a complete
conduct open meetings as required by S
listing of current UT
Government Code, Chapter 551.
Southwestern
Committees and Faculty
Councils.
AC= Approval of the N
formal minutes by the
governing body.
See Policies ORG-251,
Meeting Notes ORG-252 and ORG-253
Notes taken during open meetings of state AC+90 AC+90 UT Southwestern
1.1.061 11.061 . : . oo .
boards, commissions, committees, and councils | Days Days Institutional Policies and
from which written minutes are prepared. Operating Procedures
Handbook for a complete
listing of current UT
Southwestern
Committees and Faculty
Councils.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives 1.Page |30f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
Meeting Supporting Documentation gee Policies ORG-251, N
- : RG-252 and ORG-253
Documents submitted at meetings of state UT Southwestern
boards, commissions, committees and councils Institutional Policies and
including exhibit items, documentation for Operating Procedures
1.1.062 11.062 agenda items, etc. This supporting FE+2 FE+2 | | Handbook for a complete
documentation also includes documents sent in listing of current UT
advance of meetings for briefing purposes, Southwestern
some of which may not be submitted at an .
actual mesting. Comm_lttees and Faculty
Councils.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1.Page |40f30

2. Agency
Code

3. Agency
Name

4. 5. 6.

Records
Series
Item No.

Agency
Iltem
No.

Record Series Title

Retention Period

8. 10.

Archival

Storage| Total

Agency

9.
Remarks

106 No.

11.
Current
Schedule

Agency
Item No.

12.

Amend.

Page
Type

No.

1.1.063 11.063A

bylaws,

Staff Meeting Minutes and Notes
Committee Meeting Agenda and Minutes

A record of actions and transactions taken by
University committees, councils, Faculty Senate 6 6
Committee and similar groups. Typically
includes minutes, agendas, notes, reports,

etc.

ARCHIVES NOTE:
Maintain for 6 years 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.

See Policies ORG-251,
ORG-252 and ORG-253
UT Southwestern
Institutional Policies and
Operating Procedures
Handbook for a complete
listing of current UT
Southwestern
Committees and Faculty
Councils.

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End
LA — Life of Asset

MO — Months
PM — Permanent
US — Until Superseded

Archival Codes (Field 8)

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

Amendment Codes (Field 12)

N — New
C — Changed
D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS
Records Retention Schedule Amendment
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Form SLR 105C must
accompany this form.

and Archives 1.Page |50f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
Internal Destruction 36 | 12.001 C
Form documenting
destruction of records
maintained by Records
Management, are retained
Agency Destruction Authorizations in Records Management,
Agency level documents authorizing final with copy sent to
1.2.001 12.001 disosition of records under a certified records | FE+3 FE+3 department by Records
retention schedule. Record Series includes Custodian.
UTSouthwestern Internal Destruction Form.
Internal Destruction
Form documenting
destruction of records
within a department, are
retained in department.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives 1.Page |60f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
Agency Approved Records Retention 36 |12.005 C
Schedule Guideline (RRS)
Agency Copy. Formerly Form RMD
105/105C. Includes the current approved Original is retained by
1.2.005 12.005 retention schedule (Form SLR105), signature Us Us the SLRM Division of
approval page (Form SLR105C), any TSLAC
amendments (Form SLR122), all '
administrative correspondence to/from SLRM
and any additional forms designated by the
State Records Administrator
Records Transmittal Forms Qjct:;o?iit:ti?)fn for 36 | 12.006 ¢
1.2.006 12.006 Agency Form indicates records transferred to | AC+2 AC+2 .
destruction, permanent
storage or a transfer of legal custody.
transfer from storage.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
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and Archives 1.Page |70f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
Originals retained in 37 |12.010 C
department. Do not send
copy of form to Records
Records Disposition Logs Management.
Logs listing paper or electronic records
1.2.010 12.010 destroyed by UT Southwestern Departments. 10 10 Records Management
Form shows records series title, dates of documents yearly purge
records and date destroyed. of records in X-Building
Document Storage and
does not send copy of
form to departments.

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End
LA — Life of Asset

MO — Months
PM — Permanent
US — Until Superseded

Archival Codes (Field 8)

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

Amendment Codes (Field 12)

N — New
C — Changed
D — Deleted

SLR 122
Rev. 2/09
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Form SLR 105C must
accompany this form.

and Archives 1.Page |80f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
] . AC = Termination of N
GRANTED: Appointment, Promotion, and Employment.
Tenure Records. )
Documents for appointments,
. . o promotions, and tenure that are
This series documents the periodic not approved are kept for 1 year.
consideration of Faculty who are eligible for VP for Academic, Faculty &
L . Student Affairs keeps lists of
promotion in rank a_nd change in tenure initial appointments, promation
status, faculty appointments, and and/or tenure actions, and post
compliance with UT Southwestern regulations tenure and other faculty reviews
. . and copies of review reports.
for periodic performance evaluation of Tenured Human Resources keep
: AC+10 AC+10 uTe -
3.1.000 31.000 faculty. Records may include, but are not documentation in the Individual
limited to, appointment, promotion and tenure Feﬁ?:zﬁldF.:ﬁ.;?rfapcrﬁwmn and
propo§als submitted by D_epartment for review; appointment packets.
committee recommendations and approvals; and Departments and/or Deans keep
documentation of post tenure review documentation for faculty
. . reviews. UT Southwestern
recomm_engjatlons. Proposals may include, but Institutional Policies and
are not limited to, Chair's letter of proposal, Operating Procedures Handbook.
department or school committee's letter of Policy FAC-401 states all
. R documentation related to Faculty
recommenda_tlon, Iett_ers of evaluation and tenure processes. Documentation
Current curriculum vitae. will be maintained as a
confidential file in the department.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment
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SLR 122

Form SLR 105C must
accompany this form.

and Archives 1.Page |90f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
NOT GRANTED: ) N
. . Documents for appointments,
Appointment, Promotion, and Tenure promotions, and tenure that are
Records. not approved are kept for 1 year.

This series documents the periodic
consideration of Faculty who are eligible for
promotion in rank and change in tenure

status, faculty appointments, and

compliance with UT Southwestern regulations
for periodic performance evaluation of Tenured

VP for Academic, Faculty &
Student Affairs keeps lists of
initial appointments, promotion
and/or tenure actions, and post
tenure and other faculty reviews
and copies of review reports.
Human Resources keep
documentation in the Individual

3.1.000 31.000B faculty. Records may include, but are not 1YR 1YR Personnel File for promotion and
. ) tenure and initial faculty

limited to, appointment, promotion and tenure appointment packets.

proposals submitted by Department for review; (?:fuarggigttfoin?o/?;aliﬁir;s keep

committee recommendations and approvals; and reviews. UT Southwestern

documentation of post tenure review Institutional Policies and

recommendations. Proposals may include, but S§|?£aupngg-rggid;:te:sg?r fbooke

are not limited to, Chair's letter of proposal, docu%emaﬂon related to Faculty

department or school committee's letter of tenure processes. Documentation

recommendation, letters of evaluation and will be maintained as a

Current curriculum vitae. confidential file in the department.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New

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

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

SLR 122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment
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State Library

SLR 122

Form SLR 105C must
accompany this form.

and Archives 1.Page |100f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
AC=Date of Application 47 |31.001 Cc
3.1.001  [31.001 Applications for Employment — Not Hired AC+2 AC+2 i\%gn':c'?egozsl (State
29 CFR1602.49(a) (State
Universities)
AC=Separation or 48 | 31.004 C
Individual Personnel File Termination of
3.1.004 31.004 AC+5 AC+5 Employment
P&E
AC=Termination of 49 |31.011A C
Employment or
retirement.
CAUTION: Documents
3.1.011 31.011A Employee Insurance Records AC+50 AC+50 that serve as payroll
deduction authorizations
must be maintained for
the retention period
prescribed for item
number 3.2.001
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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Form SLR 105C must
accompany this form.

and Archives 1.Page |110f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
Employment Contracts. AC = Expiration or 49 | 31.013 C
3.1.013 31.013 Includes faculty, administrative and AC+9 AC+9 termination of contract
professional appointment letters. according to its terms.
Employee Selection Records AC= Termination of 50 | 31.014 C
Includes notes of interviews with Employment.
candidates, questions asked of applicants,
audio and videotapes of job interviews, 29 CFR1602.31
driving record and previous injury checks, (State Agencies),
3.1.014 31.014 pre-employment physical examinations AC+2 AC+2 29 CFR 1602.49(2)
. ' (State Universities)
pre-employment drug screening, test
results, polygraph examination results, and CAUTION: Does not
all other records that document the include criminal history
selection process. checks. SEE Item
3.1.026
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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Records Retention Schedule Amendment
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Form SLR 105C must
accompany this form.

and Archives 1.Page |120f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
AC = Recruitment date. N
Employment Selection Records - Deans Office keeps
Faculty and Executive Committee faculty recruitment
Members. Includes notes of reports 75 years.
interviews with candidates; questions
asked of applicants; audio and All records for Fellows
videotapes of job interviews; driving are held by individual
record and previous injury checks; pre- departments with
3.1 31.015 employment physical examinations; AC+3 AC+3 notification to Deans
polygraph examination results; Office.
sanction checks; waiver requests;
special circumstance requests; President's office may
selection of candidate forms; cover retain records for
sheets for faculty appointments; and applicants for executive
all other records that document the Committee members and
selection process. Department chairs for as
long as they are
administratively valuable.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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Form SLR 105C must
accompany this form.

and Archives 1.Page |130f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
AC = Date of hiring N
decision; 29 CFR
1602.49(a)
. . Candidate search
3.1 31016  |EMPloyment Selection Records: AC+2 AC+2 | |originates in the
Faculty/Post-Doc Candidate Search Records
department. Human
Resources does not get
involved until candidate
submits an employment
application.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives [N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS
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Form SLR 105C must
accompany this form.

and Archives | 1.Page |140f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
AC=Termination of 53 |31.029 C
Employment
CAUTION: Federal
regulation requires that
INS 1-9 forms be retained
Employment Eligibility Documentation: for 3 years from date of
hire or 1 year after
Verification of Federal Reporting Form separation of the
3.1.029 31.029 (INS 1-9) ACH5 ACH5 employee, whlchever
later. Agencies should
Citizenship Documentation Federal Reporting make certain that the INS
Form 1-9 forms for employees
(INS9) who terminate from an
agency less than 3 years
from date of hire are kept
for the 3 year retention
period. 8 CFR
27a.2(b)(2)(i)(A) and
©2).
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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Records Retention Schedule Amendment

STATE OF TEXAS

SLR 122

Form SLR 105C must
accompany this form.

and Archives | 1.Page |150f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Iltem _ _ 9. Page | Agency Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
Retain documents in Research 65 |47.008A C
Grants and Contracts Office,
and then transfer to Retention
for 3 years. Unless otherwise
required or defined in a grant or
in a State or Federal regulation,
transitory data that are interim
to final results may be purged or
deleted after it has met their
Federal G Applicati 4 A q administrative value as
ederal Grant Applications and Awards: determined by the investigator.
4.7.008 47.008A Awarded AC+4 AC+4 AC = Term of Grant
Federal Grants records should
comply with Uniform
Administrative Requirements
for Grants and Cooperative
Agreements to State and Local
Governments as stated in OMB
Circular A-110.
NOTE: see CFR24.42 for
further clarification of retention
period.
AC= Term of Grant 66 |47.008B C
47.008  |47.008B x\?vr;ﬁjiqe'ma%‘é‘gt Applications and AC+4 AC+4 | |See CFR24.42 for
) clarification of retention
period.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives [N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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Form SLR 105C must
accompany this form.

and Archives | 1.Page |160f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
AC=Satisfaction of all 66 |47.008C C
Uniform Administrative
Requirements for Grants
C and Cooperative
4.7.008 47.008C /I:I\\?vr;—g(:aepted Grant Applications: Not AC AC Agreements to State and
Local Governments (the
common rule). All Non-
accepted/not awarded
grants are purged.
Necessary for historical N
5.1.000 51.000A Maps of University owned properties LA LA value.
Education Code 66.77
5.1.000 51.000B Maps of University leased properties us us N
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives | 1.Page |170f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
AC= Last date of service N
was provided to patient.
NOTE: These contracts
are for individual patient
cases that have various
lengths of time needed
for access, due to special
Letters of Agreement (LOA’s) AC+6 AC+6 Eirrlglljrgs?;]r?ces Six vear
63.001A Contracts between provider and patient or See See tonti b y
Managed Care Plan Remark Remark retention may be
extended for contract
purposes with approval
from MSRDP
Contracting. Examples
include Pediatric patients
and Medicare Advantage,
and LOAs for transplants
that require 10 year
retention.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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and Archives 1.Page |180f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
The human tissue N
collection is owned by
UTSW and is not tied to
Tissue Donor Records — a SpF:C'f'C §tudy. Use of
Human Brain Tissue the tissue in future
Completed bequeathal forms and cadaver Z?d;relz;% r:]o,:r%
information for people who have donated their cor% lete and accurate
64.002 bodies or organs or other body parts to the PM PM retenption of the tissue
University. Series includes donated Human documentation. The
Brain Tissue Records and Research Brain donated Humaﬁ Brain
Tissue Collaborator Logs. Tissue is owned and - A
collected by Department of Psychiatry T_|ssue collection is .
' different from the Willed
Body Program. See
64.001 regarding Willed
Body Program Records.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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and Archives 1.Page |190f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
NOTE: These records N
Tissue Donor Records — are kept by the
Animal Brain Tissue Deparf[ment of .
Psychiatry, but audited
64.003 Records and logs used to document the history PM PM by the ARC.
and genetic mz_ikeup (_)f ammal brain tissue in the SEE: 60.001B regarding
UTSW collection. Tissue is collected and .
- retention of research data
owned by Department of Psychiatry. - ;
from using animal
subjects
NOTE: HIPAA N
Adult Mental Health Provider Authorization regulations require
for Release of Psychiatric Medical Records forms be kept for current
fiscal year
Series includes Psychiatry Release of plus six years. However,
Information Workflow Sheets, Psychiatry this record
70.013 Release of Information _Coyer Sheej[; service FE+6 FE+6 series may be kept in the
memos, referrals, benefits information, patient record and
psychological reviews, psychiatric reviews, discarded when that
mental health assessments, medication logs, record is discarded.
progress notes, care plans, reviews, service
payments, case correspondence and related Records are retained in
records. the Department of
Psychiatry.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives 1.Page |200f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
Record series may be N
70.013A Patient Authorization for Release of Health US US kept in the patient record
Records and discarded when that
record is discarded.
Record series may be N
Patient Authorization for Release of Mental kept in the patient record
700138 Health Records US US and discarded when
record is discarded.
Disclosure of Protected Health Information. NOTE:. HIPAA . N
: . . regulations require
This record series documents disclosure of forms be kent for current
Protected Health Information (PHI) in : ptor
. . fiscal year plus six years.
accordance with HIPPA compliance hi q
regulations. May include and not limited to the Hoyvever,t IS recor
70.014 Lo FE+6 FE+6 series may be kept in the
following: disclosures of Protected Health -
- . . patient record and
Information, service memos, referrals, benefits ;
. . L discarded when that
information, medication logs, progress notes, A
. . record is discarded.
care plans, reviews, service payments, case
correspondence and related records.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives 1.Page |210f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
Continuing Education Course Files 110 | 81.393 C
Medical Students, Residents or Providers.
Courses that help those in the medical field ACCME’s Standard 98-
maintain competence and learn about new and B-08
11 81393 developlng areas of thel_r flelds. I_:lles 6 6 o
documenting course training sessions, Records are retained in
including; but not limited to: course outlines, Department of
reference materials and correspondence, Continuing Education
feedback and any other files related to the
course.
Continuing Education Course Files N
O_ther than Me:dlcal, Dentali or Nur5|_ng Record Series includes
Files documenting course training sessions. Clinical Safety and
11 81.393A Including, but not limited to the following: 5 5 ; y
- . Effectiveness course
course outlines, reference materials and :
- documentation.
correspondence, feedback, and any other files
related to the course.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09




STATE OF TEXAS
Records Retention Schedule Amendment
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State Library

SLR 122

Form SLR 105C must
accompany this form.

and Archives 1.Page |220f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
ACCME’s Standard 98- 110 | 81.394 C
B-08
An accredited provider
must have mechanisms in
place to record and, when
Continuing Education Participant Files authorized by the
Medical Students, Residents or Providers. participating physician,
Includes registration, class rosters, class verify participation for
1.1 81.394 . o 6 6 .
evaluations, schedules/agendas, sign-in six years from the date of
sheets and other records that document the the CME activity. The
participation of training or workshop. accredited provider is
free to choose whatever
registration method
works best for their
organization and learners.
The ACCME does not
require sign-in sheets.
Continuing Education Participant Files N
Other than Medical, Dental or Nursing: Record Series includes
11 81.394A Include_s registration, class rosters, clgss 5 5 Clinicgl Safety and
evaluations, schedules/agendas, sign-in Effectiveness course
sheets and other records that document the documentation.
participation of training or workshop.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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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 |230f30

2. Agency
Code

3. Agency
Name

4. 5.

Records Agency
Series ltem
Item No. No.

6.

Record Series Title

Retention Period

8.

Archival

Agency | Storage| Total

9.
Remarks

10.

106 No.

11. 12.
Current

Schedule

Page | Agency
No. Item No.

Amend.
Type

81.396

Postdoctoral Training Records

10 10

Departments should keep
track of postdoctoral
training students as
Registrar only records
grades and attendance for
registered UTSW
students. Records may
be filed in personnel file
for Residents/Fellows
and kept longer than 10
years for certification
purposes.

3.3.033 81.397

Training Administration Records
Instructional videos of surgical procedures and
associated with in-house training of UT
Southwestern Health Care Professionals.

US+2 US+2

See 33.030 for training
administration records
including attendance.

CAUTION: Does not
include hazardous
materials training
records. SEE Item
Number 54.007A for
more information.

Retention Codes (Field 7)

AC — After Closed, Terminated,

Completed, Expired,

Settled

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End
LA — Life of Asset

MO — Months
PM — Permanent
US — Until Superseded

Archival Codes (Field 8)

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

Amendment Codes (Field 12)

N — New
C — Changed
D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives 1.Page |240f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
P & E Records: N
Graduate Medical Education CA‘;T'ONZ The AEG_’V'E ‘f’oes
ACGME Training Certifications. fhobietbdiiictioticl
Doc_:u_me_ntation for review by resident and _ advice of legal expert’s, the
verification of competency. Records contain, ACGME retain verification
but are not limited to: documentation for seven (7)
e Biographical information, including gfﬁéiggﬁf trfs[ﬁi'ggﬂi may
Degree and Medical School Specifics defer to their own retention
e  Program Name and ACGME Number, Sétgrédaf& 2008 ACGME
: [P : August e-
82.001 Specialty, Institution, Start and End PM PM Bulletin and UT Southwestorn
Dates o . Graduate Medical Education
e Photo ID, Official Medical School Policies and Procedures on
Transcript, Diploma Copy GMEC Endorsements for
o Case Logs clarification of file content and
retention.
e All Certificates of Special Training NOTE: UTSW adopted
e Summative resident evaluation rﬁ?&}'ﬁg rule to include non-
. Y programs.
. Regords of corrective/disciplinary Records are retained in the
actions Office of the Associate Dean for
Graduate Medical Education.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives 1.Page |250f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
Faculty Accreditation Records N
Southern Association of Colleges & Schools D handl
Commission on Colleges (SACSCOC). Aeansd_fr:_ ef thei
Records contained in this record series c;]crel 'S |ontor tEIIZ
document the process and status of becoming ?gcgr?jé foip(?(;ur?seer; Zn;"Ep
accredited and/or activities associated with the .
. . e - . + +
82.002 reaffirmation of accreditation and required US+5 US+5 gwatelr |alsdthﬁy hhave o
follow-up reports to document adherence to eve g_pe q L at have been
criteria. May include self-study report by accrec 'F Y various
University, report by external accrediting team, associations.
review schedule, correspondence and
supporting documents regarding accreditation.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

and Archives 1.Page |260f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
The American N
Psychological
Psychiatry Academic Records '::S':gﬁggﬂa%zwgltﬁes
Individual record of each graduate student, these documents tocg)e
fellow and external trainee (POI), which may retained between site
82200 contain gnd is not limited to part|C|p_at|on and AC+8 AC+8 visits. Site Visits occur
completion records, photos, evaluations, every 8 vears
application materials, dissertations, CV’s, y o years.
?glrltg;lvc_%t;scgr] tcg;r;pletlon, and post completion AC = APAC review date.
See 31.004 for Employee
File retention guidelines.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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Form SLR 105C must
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and Archives 1.Page |270f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
The American N
Psychological
Association Committee
on Accreditation requires
Graduate Medical Education these documents to be
Psychiatry Academic Course Materials retained between site
Series includes and is not limited to syllabus, visits. Site visits occur
82201 readmgs;_lecture notes/power_ point AC+8 AC+8 every 8 years.
presentations, course evaluations, exams and
grades. Accreditation materials including pre AC = APAC review date.
and post site visit documentation,
correspondence and reports. See: 82.001 for Graduate
Medical Education
ACGME Training
verifications and
documentation.
Student Academic Advising Records. ':;,gn:dlgjﬂ semester N
83.006 Senior Faculty Advisor Checklist from semi- AC+5 AC+5 '
annual meeting with Junior Faculty Advisee.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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Records Retention Schedule Amendment
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Form SLR 105C must
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and Archives 1.Page |280f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
AC= After graduation or N
last day of attendance;
does not include records
retained by the Office of
Departmental Student Records — the Registrar.
Undergraduate and Graduate Student —
Caution: Accrediting
83.007 Includ_es d_epartmental/progra_m _appllc.atlon ACH5 ACH5 agencies may require
materials including, but not limited to: letters of longer retention periods
recommendation, videotaped certification for professional
sessions for students who matriculate, advising, certification record.
and student tracking and status records. Refer to accrediting
agency to determine the
term of the certification
period.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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Form SLR 105C must
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and Archives 1.Page |290f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
AC= Graduation or date N
of last attendance, refer to
83.009 for student
Student Certification Records — Academic — Egg;«?(sjzlonal certification
83.008 Includes certificate programs offered by ACH AC+5 . .
L . Caution: Transcript notes
University academic programs . .
regarding academic
certification awarded are
maintained permanently
by the Registrar.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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SLR 122

Form SLR 105C must
accompany this form.

and Archives 1.Page |300f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
AC= End of certification N
period. This series
documents the
preparation of students
earning degrees and/or
certification for licenses
Student Professional Certification Records — or certlflcates to enter a
profession and forms the
May include: applications for admission to a EZ?tlisl‘i?:;ihoenlBm::(ternal
program; registration for practicum hours and entities for va%ous
83.009 evidence of completion of the practicum; AC+1 AC+1 .
transcripts; narrative evaluations on practicum; processions.
notice of completion of hours required for Caution: Accrediting
certification; recommendations and evaluations; L .
and related correspondence. ?genmes may require
onger retention periods
for professional
certification record.
Refer to accrediting
agency to determine the
term of the certification
period.
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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and Archives 1.Page |310f30
Commission |
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item _ _ 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |[Storage| Total Remarks 106 No. No. |ltemNo.| Type
ADD TO ABBREVIATION LIST:
ACGME Amerlqan College of Graduate Medical 09 N/A N
Education
SACSCOC Southe_rn _Assomatlon of Colleges and Schools 09 N/A N
Commission on Colleges
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE — Calendar Year End MO — Months A — Transfer to State Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent R — Review by State Archivist | C — Changed
AV — Administrative Value LA — Life of Asset US — Until Superseded D — Deleted

SLR 122
Rev. 2/09
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Assistant State Librarian
Edward Seidenberg

Preserving yesterday,
informing today,
inspiring lomorrow.

May 23, 2014

Mr. Paul Belew

Assistant Vice President Materials Management
UT Southwestern Medical Center

5323 Harry Hines Blvd

Dallas, TX 75390-9056

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

Amendment 3 to your agency’s 6th recertification of your records retention schedule is approved for
use as of Thursday, May 22, 2014. Your currently approved records retention schedule and all
amendments are available on our website at

https://www.tsl.texas.gov/slrm/state/schedules.html. Please maintain this amendment with your
currently approved schedule so that it can be easily referenced.

We appreciate your efforts in maintaining an up-to-date schedule. Making additions and changes to
your schedule as you identify them not only ensures the integrity of your recordkeeping practices,
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, Erica Wilson, at 512-463-6627

or ewilson@tsl.texas.gov.

Sincerely,

=

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Daniel K Podolsky

R01.729/729



BV

SLR 105C
STATE OF TEXAS
Records Retention Schedule Certification et ooy T 122

submissions of this form.

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

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

Agency Code 729

UT Southwestern Medical
Agency Name Center

(Check one)
(7 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 Government Code,
Chapter 441, and Subchapter L.

(Check one)

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

Signature 10k
e

Name (Print or type)

Date

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

é&Mm\

[] Agency Head Name (Print or type)
-
X Records Management Officer
Date 0 5- 2Z-/ L’F

Signature %14 V4 %——-
Name (Print or type) PAUL D. BELEW
Date 03/18/2014 Cert/Recert No. (0 Amendment No. 5
SLR 105C

Rev. 2/09




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)



STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1.Page 01 of 05
2. Agency 3. Agency
Code 729 Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. 8. 10. 11. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.

Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type

Medical Records C

81.000 81.318 - Immunizations AC+5 AC+5 AC = last attend date 106 |(81.318
- Pre-Admission Testing
Me_dlcal SR;ESZ::SI I'“ﬁ;g:lt AC = last attend date N
81.318A _ Not including Adult Student Mental AC+10 AC+10 Refer to 81.318C for retention of Adult
Health Reco? ds Student Mental Health Records
AC = Date patient reaches 18 plus 5 years N
. i or Date of last visit plus 10 years,
Medical Records“ Child AC+5/ AC+5/ whichever is longer
graeg | - Swdentlliness - or or
- Not including Child Student Mental 10 10
Health Records Refer to 81.318D for retention of Child
Student Mental Health Records
Retention Codes (Field 7) Archival Codes (Field 8) Amendment Codes (Field 12)
AC — After Closed, Terminated, CE - Calendar Year End MO — Months | — Transfer to UTSW Archives |N — New
Completed, Expired, Settled FE — Fiscal Year End PM — Permanent O — Review by UTSW RMO C - Changed

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

SLR 122
Rev. 2/09




STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1. Page 2 of

05

2. Agency
Code

729

3. Agency
Name

UT SOUTHWESTERN MEDICAL CENTER

4.

Records
Series
Item No.

Agency
Iltem
No.

6.

Record Series Title

Retention Period

8.

Archival

Agency

Storage

Total

9.
Remarks

10.

106 No.

11.
Current
Schedule

Page | Agency
No. Item No.

12.

Amend.
Type

81.318C

Adult Student Mental Health Records
- Psychiatry

- Psychotherapy

- Progress notes

- Psychological Cognitive test data

- Assessment

- Diagnostic information

Treatment Information provided by mental
health professionals which may include:

- Psychiatrist

- Psychologist

- LCSW (Social Worker)

- LMFT (Marriage/Family Therapy)

- Professional Counseling

- Psychology

- Behavioral Health

AC+10

AC+10

AC = Date of last visit

SLR 122
Rev. 2/09
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SLR 122

Form SLR 105C must
accompany this form.

1. Page 3 of

05

2. Agency
Code

729

3. Agency
Name

UT SOUTHWESTERN MEDICAL CENTER

4.

Records
Series
Item No.

Agency
Iltem
No.

6.

Record Series Title

Retention Period

8.

Archival

10.

Agency

Storage

Total

9.
Remarks

106 No.

11.

Current
Schedule

12.

Page
No.

Agency
Item No.

Amend.

Type

81.318D

Child Student Mental Health Records
- Psychiatry

- Psychotherapy

- Progress notes

- Psychological Cognitive test data

- Assessment

- Diagnostic information

Treatment Information provided by mental
health professionals which may include:

- Psychiatrist

- Psychologist

- LCSW (Social Worker)

- LMFT (Marriage/Family Therapy)

- Professional Counseling

- Psychology

- Behavioral Health

AC+5/
Or
10

AC+5/
Or
10

AC = Date patient reaches 18 plus 5 years
or Date of last visit plus 10 years,
whichever is longer

3.4.006

62

CATEGORY 6: MEDICAL

SECTION 62: MSRDP FINANCE
ADMINISTRATION & DEPARTMENT
BILLING GROUPS

NOTE: Document ownership is to include
individual UTSW Hospital and Clinic
Billing Administration Offices

94

62

67

CATEGORY 6: MEDICAL

SECTION 67: MENTAL HEALTH TESTING

AND PROTOCOLS

SLR 122
Rev. 2/09
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1. Page 4 of 05

2. Agency
Code

729

3. Agency
Name

UT SOUTHWESTERN MEDICAL CENTER

4.

Records
Series
Item No.

Agency
Iltem
No.

6.

Record Series Title

Retention Period

8.

Archival

Agency

Storage

Total

9.
Remarks

10.

106 No.

11.
Current
Schedule

Page | Agency
No. Item No.

12.

Amend.
Type

70.005C

Adult Mental Health Records

- Psychiatry

- Psychotherapy

- Progress notes

- Psychological Cognitive test data
- Assessment

- Diagnostic information

Treatment Information provided by mental
health professionals which may include:

- Psychiatrist

- Psychologist

- LCSW (Social Worker)

- LMFT (Marriage/Family Therapy)

- Professional Counseling

- Psychology

- Behavioral Health

AC

10

AC+10

AC = Date of last visit

104

70.005C

SLR 122
Rev. 2/09




SLR 122
STATE OF TEXAS
Form SLR 105C must

Records Retention Schedule Amendment accompany this form.

1. Page 5 of 05

2. Agency 3. Agency
Code 729 Name UT SOUTHWESTERN MEDICAL CENTER

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

Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
Iltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |ltemNo.| Type

Child Mental Health Records

- Psychiatry

- Psychotherapy

- Progress notes

- Psychological Cognitive test data
- Assessment

- Diagnostic information

AC = Date child reaches 18 plus 5 years, or 71 006C
date of last visit plus 10 years, whichever is | 104 | ™

longer C

Treatment Information provided by mental AC+5/ AC+5/
health professionals which may include: Or 10 Or 10
- Psychiatrist

- Psychologist

- LCSW (Social Worker)

- LMFT (Marriage/Family Therapy)
- Professional Counseling

- Psychology

- Behavioral Health

71.006C

Texas State Board of Examiners of Psychologists (TSBEP) is the state agency authorized by state law to regulate the practice of
psychology in the state of Texas.

SLR 122
Rev. 2/09




State Library

and Archives
Commission

State and Local
Records Management

P.O. Box 12927
Austin, Texas
78711.2927

4400 Shoal Creek Blvd.

Austin, Texas
78756

www.tsl.texas.gov

Commission Chatrman
Michael C. Waters

Members

Sharon T. Carr
Martha Doty Freeman
F. Linwood Givens
Larry G. Holt

Wm. Scott McAffee
Sandra J. Pickett

Director and Librarian
Mark Smith

Assistant State Librarian
Edward Seidenberg

Preserving yesterday,
informing today,

inspiring tomorrow.

March 17, 2014

Mr. Paul Belew

Assistant Vice President Materials Management
UT Southwestern Medical Center

5323 Harry Hines Blvd

Dallas, TX 75390-9056

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

Amendment 2 to your agency’s 6th recertification of your records retention schedule is approved for
use as of Monday, March 10, 2014. Your currently approved records retention schedule and all
amendments are available on our website at

https://www.tsl.texas.gov/slrm/state/schedules.html. Please maintain this amendment with your
currently approved schedule so that it can be easily referenced.

We appreciate your efforts in maintaining an up-to-date schedule. Making additions and changes to
your schedule as you identify them not only ensures the integrity of your recordkeeping practices,
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, Erica Wilson, at 512-463-6627

or ewilson@tsl.texas.gov.

Sincerely,

Glb—

Craig Kelso
Director and State Records Administrator

cc: State Auditor, State Archivist, Daniel K Podolsky

R01.729/729
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SLR 105C
STATE OF TEXAS
A Records Retention Schedule Certification Al

State Libraty
and Archives|
|Commission,

submissions of this form.

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

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

Agency Code 729

UT Southwestern Medical
Agency Name Center

(Check one)
(] initial Certification - Form SLR 105
[[] Recertification - Form SLR 105

XJ Amendment - Form SLR 122

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

(Check one)
(] Agency Head

& Records Management Officer

Signature W a.a// M,u/

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

e (V&
.
Signature o \S"

. > o
Name (Print or type) N Q?ﬁ\“ﬁu}
NoH"

Date

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

Signature // C\A(&p\)\aﬂ/\-b\\

Name (Print or type)

Date 03’10 /20/"‘

Name (Print or type) PAUL D. BELEW

Date 01/17/2014

Cert/Recert No. LO Amendment No. 1

SLR 105C
Rev. 2/09




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)



STATE OF TEXAS

Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1.Page 01 of 01

2. Agency 3. Agency
Code 729 Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. 8. 10. 1. 12.
Current
Records Agency Retention Period Archival Schedule
Series Item 9. Page | Agency |Amend.
ltem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. No. |itemNo.| Type
Medical Logs: Medical logs in this record N
series may include, but are not limited to:
Patient Check In, Admission, Transport, All logs are maintained in the
70.012 Dispatch, Census, Discharge, Patient Photo,| 3 3 originating clinical or hospital
Patient Service, Expired Drug Disposal, departments.
Crash Cart, First Aid Cart, Medicine, and
Refrigerator.

Retention Codes (Field 7)

AC - After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

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

MO - Months
PM -~ Permanent
US — Until Superseded

Archival Codes (Field 8)

| — Transfer to UTSW Archives
O — Review by UTSW RMO

Amendment Codes (Field 12)

N — New
C - Changed
D — Deleted

SLR122
Rev. 2/09




texas o
State Library
and Archives
Commission

State and Local
Records Management

P.O. Box 12927
Austin, Texas
78711.2927

4400 Shoal Creek Blvd.

Austin, Texas
78756

www.tsl.texas.gov

Commission Chatrman
Michael C. Waters

Members

Sharon T. Carr
Martha Doty Freeman
F. Linwood Givens
Larry G. Holt

Wm. Scott McAffee
Sandra J. Pickett

Director and Librarian
Mark Smith

Assistant Stave Librarian
Edward Seidenberg

Preserving yesterday,

informing today,
inspiring tomorrow.

January 6, 2014

Mr. Paul Belew

Assistant Vice President Materials Management
UT Southwestern Medical Center

5323 Harry Hines Blvd

Dallas, TX 75390-9056

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

Amendment 1 to your agency’s 6th recertification of your records retention schedule is approved for
use as of Monday, December 23, 2013. Your currently approved records retention schedule and all
amendments are available on our website at

https://www.tsl.texas.gov/slrm/state/schedules.html. Please maintain this amendment with your
currently approved schedule so that it can be easily referenced.

We appreciate your efforts in maintaining an up-to-date schedule. Making additions and changes to
your schedule as you identify them not only ensures the integrity of your recordkeeping practices,
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, Erica Wilson, at 512-463-6627

or ewilson@tsl.texas.gov.

Sincerely,

Craig Kelso
Director and State Records Administrator

Enclosure

cc: State Auditor, State Archivist
cc: (without enclosure) Daniel K Podolsky

R01.729/729



Texas
State Library

STATE OF TEXAS
Records Retention Schedule Certification must accompany all

SLR 105C

Form SLR 105 or SLR 122

submissions of this form.

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

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

Agency Code 729
UT Southwestern Medical
Agency Name Center

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

X Records Management Officer

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

.
s ™
a2l

Signature ;
o

Name (Print or type) a1 n\Y‘eo‘

Date

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

Signature // QNW M
e \

Name (Print or type)

Date IZ’ZS"ZO/B

Name (Print or type) PAUL D. BELEW

Date 11/06/2013

Cert/Recert No. ‘ 2 Amendment No. |

SLR 105C
Rev. 2/09




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)



Texa

Xas
State Library

STATE OF TEXAS
Records Retention Schedule Amendment

SLR 122

Form SLR 105C must
accompany this form.

1.Page 01 of 02

2. Agency
Code 729

3. Agency
Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6.

Records
Series
Item No.

Agency
Iltem
No.

Record Series Title

Retention Period

8. 10.

Archival

Agency |Storage| Total

9.
Remarks

106

11.
Current
Schedule

Page
No.

12.

Amend.
Type

Agency

No. Item No.

81.393

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

PM PM

American Association of
Collegiate Registrars and
Admissions Officers guidelines

original copies of Copyright
Disclaimers, Listings of Schools,
Reports on Final Oral

for Approval of
Dissertation/ Thesis Research
Proposal and Supervising
Committee, Notifications of
Admission to Candidacy and
Petitions for Admission to

dissertations are retained by
departments and the library.

is offered to archives, special
collections or library.

suggest a retention period of PM.

The Registrar’s Office retains the

Examination, Recommendations

Candidacy. Copies of theses and

ARCHIVES NOTE: Official copy

Retention Codes (Field 7)

AC — After Closed, Terminated,
Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End
LA — Life of Asset

MO — Months
PM — Permanent
US — Until Superseded

Archival Codes (Field 8)

| — Transfer to UTSW Archives
O — Review by UTSW RMO

Amendment Codes (Field 12)

N — New
C — Changed
D — Deleted

SLR 122
Rev. 2/09




Records Retention Schedule Amendment

STATE OF TEXAS

SLR 122

Form SLR 105C must
accompany this form.

1. Page 02 of 02

2. Agency
Code

729

3. Agency
Name

UT SOUTHWESTERN MEDICAL CENTER

4.

Records
Series
Item No.

Agency
Iltem
No.

6.

Record Series Title

Retention Period

8.

Archival

10.

Agency

Storage

Total

9.
Remarks

106 No.

11. 12.
Current
Schedule

Page
No.

Amend.

Agency
Type

Item No.

82.100

Credentialing and Privileging Records for

Medical Staff.

AC+75

AC+75

Includes Credential files; Records,
discussions, and deliberations
relating to credentialing and peer
quality review and

improvement activities; Quality
assurance files specific to
medical staff members;
Committee, department, and
general staff meeting minutes
related to Credentialing and
Privileging only; Other documents
pertinent to the medical staff
organization including records
that may be needed to defend the
hospital against legal action;
Privileging files that outline
privileges granted and any issues
with reduced privileges (includes
physicians and other licensed
practitioners as PA’s, NP’s, and
Psychology PhD’s, Podiatrists,
and Dentists.)

AC=TERMINATION OF
EMPLOYMENT.

SLR 122
Rev. 2/09




ﬂ:‘ L o
State Library
and Archives
Commission

State and Local
Records Management

P.O. Box 12927
Austin, Texas
78711.2927

4400 Shoal Creek Blvd.

Austin, Texas
78756

www.tsl.state.tx.us

Compmission Chairman
Michael C. Waters

Members

Sharon T. Carr
Martha Doty Freeman
F. Linwood Givens
Larry G. Holt

Wm. Scott McAffee
Sandra J. Pickett

Interim
Director and Librarian
Edward Seidenberg

Preserving yesterday,

informing today,
inspiring tomorrow.,

July 17, 2013

Mr. Paul Belew

Assistant Vice President Materials Management
UT Southwestern Medical Center at Dallas
5323 Harry Hines Blvd

Dallas, TX 75390-9056

RE: UT Southwestern Medical Center at Dallas
Retention schedule approved for use

Dear Mr. Belew:

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

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

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

Your efforts in maintaining an up-to-date records retention schedule are appreciated. It not only
helps to ensure the integrity of your recordkeeping practices, but it is also essential to the success of
your records management program. Your schedule will be due for recertification on the last
working day of July 2016. If you have any questions, call the information analyst assigned to your
agency, Erica Wilson, at 512-463-6627.

Sincerely,

ér‘aig Kelso

Director and State Records Administrator

Enclosure
cc: State Auditor, State Archivist
cc: (without enclosure) Daniel K Podolsky

R01.729/729
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SLR 105C
STATE OF TEXAS
- . - Form SLR 105 or SLR 122
Records Retention Schedule Certification must accompany all
submissions of this form.

and Arcives
Commission
Section 1. Agency Information Section 2. Approvals
Submitting agencies complete this section only) {Submitting agencies do not write in this section)
Agency Code 729 State Auditor's Office

(For the exclusive use of the State Auditor's Office)
Agency Name _UT Southwestern Medical Center o @gg;.a

e’V

(Check one) - -5'3"“

Signature S, =,

I o | . . -F \ 9/ W
[ initial Certification - Form SLR 105 Name (Print or type) Qo
»
X Recertification - Form SLR 105
Date
/

[J Amendment - Form SLR 122

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

(Check one)
[J Agency Head

X Records Management Officer

Signature /)/-/,, / /j&gu/

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

Signature JQ@W (QL@@/@ML

Name (Print or type) Do N ngorv\.e/
Date T L \‘0/\\3

Name (Print or type)  Paul Belew

Date January 02, 2013

Cert/Recert No. (Z Amendment No.

SLR 105C
Rev. 9/11




UNIVERSITY OF TEXAS
SOUTHWESTERN MEDICAL CENTER

RECORDS RETENTION SCHEDULE
Recertification May 2013

PLEASE REFER TO THE CAUTION NOTICE ON PAGE 5 FOR DESTRUCTION DETAILS

INVENTORY CONTROL
RECORDS MANAGEMENT OFFICE
214.648.6084

Page 1 of 112
UTSW Retention Schedule RESUBMISSION MAY 2013



TABLE OF CONTENTS

Caution Notice
Explanation of Fields & Terms
Explanation of Codes
Abbreviations

CATEGORY 1: ADMINISTRATIVE FILES

Section 10 Gift Records/Development
Section 10.1,10.2 & 10.3 IRB, IACUC, REA, ARC & COI
Section 11: General
Section 12: Records Management
Section 12.2: Legal Affairs
Section 13: State Publications

CATEGORY 2: ELECTRONIC DATA PROCESSING RECORDS

Section 21.: Automated Applications
Section 22: Computer Operations and Technical Support

CATEGORY 3: PERSONNEL RECORDS

Section 31: Employee

Section 32: Payroll

Section 33: Personnel Administration

Section 33.1: Personnel Administration: International Files

Section 34: Time and Leave
Page 2 of 112

UTSW Retention Schedule RESUBMISSION MAY 2013



UTSW Retention Schedule

Section 41:
Section 42:
Section 43:
Section 44:
Section 45:
Section 46:
Section 47:

Section 51:
Section 52:
Section 53:
Section 54:
Section 55:
Section 56:
Section 57:

Section 60:
Section 61:
Section 62:
Section 63:
Section 64:

CATEGORY 4: FISCAL RECORDS

Worksheets, Detail Information on Financial Event or Transaction
Documents of Original Entry

Journals or Registers

Ledgers

Reports

Documents Showing Compliance with System of Internal Control
Other Fiscal

CATEGORY 5: SUPPORT SERVICES RECORDS

General

Facilities Management
Purchasing

Risk Management
Telecommunications
Vehicles

University Police Department

CATEGORY 6: MEDICAL

Medical Research, Animal & Human Protocols
MSRDP Billing

MSRDP Finance Administration

MSRDP Business Operations

Willed Body

Page 3 of 112

RESUBMISSION MAY 2013



CATEGORY 7: PATIENT MEDICAL RECORDS

Section 70: Patient Medical Records
Mental Health Psychiatry Records

CATEGORY 8: STUDENT RECORDS & MEDICAL RESIDENT RECORDS

Section 80: Non-Matriculating Students

Section 81: Matriculating Students and UTSW Continuing Education

Section 82: Medical Resident Records
Page 4 of 112
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CAUTION:

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

2. 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. A state record, whose retention period is outlined in a contract or agreement to be held longer
than stated in the RRS, may not be destroyed until contract obligations have been fulfilled.

4. If a state record is not subject to either Paragraphs 1, 2 or 3, it is University policy to authorize
that the record be destroyed at the end of its retention period, as stated in this policy.

Page 5 of 112
UTSW Retention Schedule RESUBMISSION MAY 2013



EXPLANATION OF FIELDS & TERMS

RECORDS SERIES ITEM
NUMBER

Group of identical or related records created by TSLAC, that are normally used and filed as a unit and
are evaluated as a unit for retention scheduling purposes.

RECORDS SERIES TITLE

The most general titles possible have been chosen. Explanations are provided for those titles which are
not self-explanatory. Created by TSLAC.

AGENCY ITEM NUMBER

Group of identical or related records created by UTSW that are filed together as a unit.

VITAL RECORDS

Vital records are those that are essential to resume business or continue an organization to recreate an
agency’s financial or legal position or to preserve the rights of employees and citizens. Records Series
commonly regarded as vital have been so designated, but are not made mandatory by this schedule.
The records management officer in each agency is responsible for determining which Records Series of
the agency are vital. Records Series unique to the agency may be vital and some Records Series
designated as vital in this schedule may not be so in the agency, depending on the nature of its internal
recordkeeping systems.

ARCHIVAL

Records retained permanently for their lasting historical value and use for research and reference by
University offices and the general public.

TOTAL RETENTION

Retention is expressed in years unless otherwise noted. Retention codes are listed in footer of each
page.

COMMENTS

This column contains citations to applicable federal or state laws or regulations or other information
regarding records retention requirements.

CONVENIENCE COPY

A non-original copy used for general information purposes only. Copy is disposed of once
Administrative Value has been met.

RECORD COPY

The document kept on file as the original or valid record. Distinct from the “working copy” or
“‘convenience copy”.

RECORDS RETENTION
CENTER (RRC)

Stores records for University offices on a temporary basis. NOT A PERMANENT STORAGE
FACILITY.

UTSW Retention Schedule
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STATE PUBLICATION

Information in any format that is produced by the authority of or at the total or partial expense of a state
agency or is required to be distributed under law by the agency, and is publicly distributed. The term
does not include information the distribution of which is solely limited to contractors with or grantees
of the agency, staff persons within the agency or within other government agencies, or members of the
public under a request made under the Public Information Act, Government Code, and Chapter 552.
The term includes but is not limited to: a publication distributed in print; on microform; as audiovisual
material; as interactive media or on electronic external storage device; as an on-line publication; which
is an index to other on-line publications; as one or more text, graphic or other digital file; or as a user
interface to a computer database.

nolle prosequi

Referred to in Record Series
Numbers: 57.001, 57.002 &
57.003

No-lay pro-say-kwee: Latin for “we shall no longer prosecute,” which is a declaration made to the
judge by a prosecutor in a criminal case (or by a plaintiff in a civil lawsuit) either before or during trial,
meaning the case against the defendant is being dropped. The statement is an admission that the
charges cannot be proved, that evidence has demonstrated either innocence or a fatal flaw in the
prosecution’s claim or the district attorney has become convinced the accused is innocent.

UTSW Retention Schedule
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EXPLANATION OF CODES

ARCHIVAL

CODES:

I The records must be transferred to the Records Retention Center (RRC) of UT Southwestern. The RRC is NOT a
permanent storage facility for all documents. Only documents deemed Archival will be retained permanently at this
facility.

@) The Records Management Officer must be contacted for an archival review of the records before disposition. Those
records determined to be archival must be transferred to the UT Southwestern Records Retention Center for long-term
preservation.

Special Note: Records Management Officer (RMO) will conduct archival appraisals on an as-needed-basis. Documents
found to lack sufficient archival value to merit transfer to Archives will be disposed of according to UT Southwestern
Destruction Policies.

RETENTION All numbers used with retention periods are expressed in years unless otherwise indicated

CODES:

AC After Closed: or terminated, completed, expired or settled. The record is related to a function or activity with a finite
closure date.

AV As long as Administratively Valuable. The immediate purpose for which the record was created has been fulfilled and any
subsequent need for the record to conduct the operations of the agency, if any, has been satisfied.

CE Calendar Year End: December 31

FE Fiscal Year End: August 31

LA Life of Asset: The record is retained until the disposal of the asset.

PM Permanent: A record that possesses enduring legal, fiscal or administrative value and must be preserved permanently by
the agency.

us Until Superseded: The record is replaced by an updated version. If a record subject to this retention period is
discontinued or is no longer required by law, the state of supersession is the date the decision to discontinue the record is
made or the law takes effect. If the record relates to an employee, the date of supersession is the date of termination or the
last date the record is needed with reference to the employee, as applicable. For example, an authorization for direct
deposit (see Records Series 3.2.008) would be superseded on the date the last deposit is made under the authorization.

P Paper Records

E Electronic Records

M Microfilm/Microfiche

UTSW Retention Schedule
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ABBREVIATIONS USED IN THIS RETENTION SCHEDULE

AAMC Association of American Medical Colleges

ACCME Accreditation Council for Continuing Medical Education

ADA Americans with Disabilities Act

ADP Automatic Data Processing (Time Clocks)

AG Attorney General’s Office, State of Texas

BA Billing Area

BCBS Blue Cross Blue Shield

BIS Bureau of Industry and Security

BOR Board of Regent’s Office, The University of Texas System

CAE Council for Aid Education

CDR Clinical Data Repository

CER Code of Federal Regulations: Regulations of federal agencies adopted under authority of laws enacted by
the U .S. Congress.

CMC Children’s Medical Center

COl Conflict of Interest

DPS Department of Public Safety

EAP Employee Assistance Program

EAR Export Administration Regulation Bureau of Industry and Security

EFT Electronic Funds Transfer

EOB Explanation of Benefits

EO Office of Equal Opportunity & Minority Affairs

EOI Evidence of Insurability

EPIC Electronic Medical Information and Practice Management System

ESI Eligibility Services, Inc.

FDA Food and Drug Administration

FERPA Family Education Rights and Privacy Act

JCAHO Joint Commission on Accreditation of Healthcare Organizations

FAR Federal Acquisition Regulation

FICA Federal Insurance Contributions Act

FMLA Family and Medical Leave Act

FWA Federal Wide Assurance

GASB Governmental Accounting Standards Board

GOV Governor’s Office, State of Texas

UTSW Retention Schedule
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ABBREVIATIONS Continued

GTL Guaranteed Trust Life Insurance
HIM Health Information Management
HIPAA Health Insurance Portability and Accountability Act
HMO Health Management Organization
HRIS Human Resources Information System
HUB Historically Underutilized Business
IACUC Institutional Animal Care & Use Committee
IDR Inter-Departmental Requisition
GE/IDX Outgoing Claim System
IDN Investigational New Drug
INS Immigration and Naturalization Services
IRB Institutional Review Board
JV’s Journal Vouchers
LBB Legislative Budget Board, State of Texas
LOA Letters of Agreement
LRL Legislative Reference Library of Texas
NFPA National Fire Protection Association
MSRDP Medical Service Research and Development Plan
ND New Drug
NDA New Drug Approval
OLAW Office of Laboratory Animals Welfare
OMB Office of Management & Budget
ORP Optional Retirement Program
PACS Picture Archive Communi_cations' System
Software used to store radiology images on computer from November 2001 - Present.
PHS Public Health Service
PUB Publication Clearinghouse of the Texas State Library
REA Institutional Review Board: Administrative
REFC Removal of Equipment From Campus Form
RMD State and local Records Management Division of the Texas State Library and Archives Commission
RMO Record Management Officer
RRC Record Retention Center
RRS UT Southwestern Record Retention Schedule

UTSW Retention Schedule
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ABBREVIATIONS Continued

RVU Relative Value Unit

SAB State Anatomical Board

TAC Texas Administrative Code: Regulations of state agencies adopted under authority of laws enacted by the
Texas Legislature.

TDI Texas Department of Insurance

TES Transaction Edit System

TEX-AN The centralized telecommunications system for the state of Texas.

TRS Teachers Retirement System of Texas

TSA Tax Sheltered Annuity

TWC Texas Workforce Commission

USAS Uniform Statewide Accounting System

UTMKCS Clinical Space Cost Survey

WAF Work Assignment Form

WCI Workers Compensation Insurance

UTSW Retention Schedule
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2. Agency Code 729
1. Page 12 of 112 | 3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
Category 1: Administrative Records
Section 10: Gift Records/Development
Gift Records — Hard copies of gift
documents such as method of payment, p
10.000 donor correspondence, acknowledgment PM PM | | Gift Records
letters and cash/check transmittals as
available
Gift Records — Gift Records Database E
10.001 (ADVANCE) - Electronic record of Gift PM PM | | Gift Records
and biographical information.
Estate Files — Copies of wills and
Correspondence relating to bequests for Gift Records
10.002 the Benefit of UT Southwestern Medical PM PM TP
Center
CAE (Council for Aid to Education) —
10.003 Survey of the institutional giving by Fiscal | PM PM | I |P Gift Records
Year
Endowment Compliance — Reports,
10.004 Minutes and correspondence PM PM1 TP Gift Records
GASB 33 Report — Report of pledges to
10.005 UT Southwestern Medical Center PM PM1 TP Gift Records
Logs: Donor Report Log, Development
10.006 Activity Log, Pending Funding Requests 1 1 Development
Log
Databases: Event RSVP and Solicitation Development
10.007 . 3 3
Database Information
10.008 Progress qnd Financial Reports on current PM PM P and E Development
purpose gifts.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent - ;ﬁgift?érfocgtse\r/v
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 13 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Solicitation Packets including Brochures Development
10.009 and Samples of Campaign Records PM PM Pand E
(solicitations, donor lists, giving levels)
10.010 Grant_HoIders and Applicants, Collateral PM PM P Development
Materials
Reports: AAMC Survey Reports, Development
10.011 Chronicle of Philanthropy Reporting and 3 3 P
Chancellor’s Council Reports
Category 1: Administrative Records
Sections 10.1, 10.2 & 10.3: IRB, IACUC, REA, ARC & COI
P IRB
11 10.100A | IRB Study Information Files AC+6 AC+6 AC = date investigator requests file
be closed with IRB
10.100B IRB Study Information Files PM PM E IRB
N P IRB
10.101 'FF;ISSSt“dy Post Approval Monitoring | ¢ AC+6|  |AC = date investigator requests file
be closed with IRB (IRB SOP)
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

CE - Calendar Year End
FE — Fiscal Year End

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

LA — Life of Asset

MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 14 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series Item 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
E IRB
45CFR46.115(a)(2)
Minutes of IRB meetings which
shall be in sufficient detail to show
. . attendance at the meeting; actions
:\I/Qliiull/(leieitrllggumlr\nuii‘ords of attendance taken by the IRB; the vote on these
10.102A I g reco | PM PM actions including the number of
activities of the committee, and : .
. ) . members voting for, against, and
committee deliberations S . g
abstaining; the basis for requiring
changes in or disapproving research;
and a written summary of the
discussion of controverted issues
and their resolution.
P IRB
45CFR46.115(a)(2)
IRB Meeting minutes. Minutes including Delineates the six year retention
10.102B records of attendance, activities of the AC+ 6 AC+6 period
committee, and committee deliberations 45CFR 164.528
AC = date investigator requests file
be closed with IRB
IRB Institutional Records. Including IRB
Federal wide Assurance (FWA) records, ﬁ;é;?; %&;(a)(S-G) and 46CFR
10.103 accreditation records IRB membership AC+3 AC+3
records,_of[her federal agency records, and AC = date of expiration.
IRB policies

Retention Codes (Field 7)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

M — Microfilm
P — Paper

CE — Calendar Year End

FE — Fiscal Year End

E - Electronic
LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 15 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
E records kept PM IACUC
IACUC Study Irjfor_matlon Files: AC = Date the Study is Closed,
Records of applications, proposals, and Expired. or Terminated
10.201 proposed significant changes in the care | AC+3 AC+3 pired,
anrlé?/zf\tvzzlTSLSnaQ?V\é\;?ﬁfEZfJ IACUC (PHS Policy on the Humane Care
PP g and Use of Animals IV, E. & 9 CFR,
Part 2, Subpart C, 2.35)
E records kept PM IACUC
IACUC Meeting Minutes: minutes AC = Date the Minutes are
10.202 including rec_ords of attendan_ce, activities AC+3 AC+H3 Completed
of the committee, and committee
deliberations (PHS Policy on the Humane Care
and Use of Animals IV, E. & 9 CFR,
Part 2, Subpart C, 2.35)
E records kept PM IACUC
. AC = Date the OLAW- Approved
10.203 PHS approved Animal Welfare Assurance AC+3 AC+3 Assurance Statement Expires
Statements.
(PHS Policy on the Humane Care
and Use of Animals IV, E.)
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1.Page 16 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
E records kept PM IACUC
Semiannual Program Review Documents. AC = Date the Semiannual Program
Records of semiannual IACUC reports Review is submitted to the
10.204 and recommendations (including minority | AC+ 3 AC+3 Institutional Official
views) as forwarded to the Institutional
Official (PHS Policy on the Humane Care
and Use of Animals IV, E. & 9 CFR,
Part 2, Subpart C, 2.35)
E records kept PM IACUC
10.205 Regulqtgry Corresponde_nce._ Records of ACH 3 AC+ 3 AC = Date of the Correspondence
accrediting body determinations
(PHS Policy on the Humane Care
and Use of Animals 1V, E.)
E records kept PM ARC
10.205A | Records on Acquired Live Dogs/Cats ~ |AC*3 AC+3 AC = Acquisition Date
Or Offspring.
(9 CFR, Part 2, Subpart C, 2.35)
E records kept PM ARC
102058 | Records on Dogs/Cats AC+3 AC+3 AC = Date the Animal was
' Transported/Sold/Euthanized Transported, Sold, or Euthanized
(9 CFR, Part 2, Subpart C, 2.35)
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent

US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1.Page 17 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
Records of Research Misconduct Legal Affairs
Proceedings
Records related to any actions concerning
alleged research misconduct, including 42 CFR Part 93, Sections 93.309(c)
without limitation allegation assessments, and 93.317
10.207 inquiries, investigations, Office of AC+7 AC+7 '
Resgarch Integrl_ty ov_er5|ght reviews, AC = Termination of Proceedings
hearings, administrative appeals, research
records, and documentation of any
decision not to conduct an investigation
of a particular matter.
(PHS Policy on the Responsibility of | COI Office
. . Applicants for Promoting
of Fnancial Intereay nactve Faoully Objectiviy in Research, 42 CFR
COl Files ’ y Part 50, Subpart F, 50.604(e))
Information provided by investigators _ .
10.300 concerning financial interests which may AC+3 AC+3 @Sm_.nt;%:]agi ?i]:ea) fa:ﬁ?u;)nb,rg?ss'on
be related to the investigator’s research Ninatl e g (submissi
interests or other University of flnal_ expenditure rgpc_)rt) or_c) .
responsibilities resolution of any audit, investigation
or similar action whichever is
longest.
Conflict of Interest Review or AC = three years from th(_e date the | COI Office
Management Documentation final e_:xpendltures report is
Includes documentation of reviews of Zmegslde t?r?ri Z?}iroéég?ere
10.301 fiscal disclosure statements and any AC+3 AC+3 ppiicable,
management recommendations specified in 45 CFR 74.53(b) and
. . . 92.42 (b) for different situations.
concerning actual or potential conflicts of
Interest (42 CFR, Part 50, Subpart F, 50.604(¢))
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AV — Administrative Value

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

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 18 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Outside Employment Requests and COl Office
?ni%?&r;t?gnlj?g\gﬁzgtgu?‘gcuI ¢ AC = creation/receipt of a record or
10.302 supportin re? Uests for)(/)utsi dey AC+2 AC+2 personnel action involved whichever
pporting req : is later. 29 CFR 1602.31
employment and documentation of
review/approval of requests
10.303 Conflict of Interest Annual Reports AV AV COI Office
AC = three years from the date the | COI Office
final expenditures report is
submitted to the PHS or, where
applicable, from other dates
specified in 45 CFR 74.53(b) and
10.304 IRB Meeting Worksheets and Protocols | AC+3 AC+3 92.42 (b) for different situations.
42 CFR, Part 50, Subpart F,
50.604(e)
Category 1: Administrative Records
Section 11: General
AUDITS
Audits and reviews performed by or on AC=Publication or release of final All
1.1.002 11.002 behal_]c of an agency, including the _ AC+T AC+T aud_lt f|nd|r_1gs. The Stfate Au_dltor s Departments
working papers that support the audit. Office retains any copies of its audits
Also includes audits performed on the performed on Texas State Agencies
agency.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

| — Transfer to UTSW

PM — Permanent Retention Center

US — Until Superseded

O — Review by UTSW RMO

SLR 105




1. Page 19 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Payer Audits: PHYSICIAN PAYMENTS.
Audits performed by Providers on behalf
. 3 . UTSW
of payers including the working papers Health
1.1.002 11.003 that support the audit. Documents m_clude, AC+7 AC+7 AC = From date of audit request. System
but not limited to requests by: Medicare X .
; ) Financial
Comprehensive Error Rate Testing Affairs
(CERT); Office of Inspector General
(OIG); Recovery Audit Contractor (RAC).
Payer Audits: HOSPITAL PAYMENTS
Audits performed by Providers on behalf
. . . UTSW
of Payers including the working papers Hospital
1.1.002 | 11.003A | that support the audit. Documents AC+7 AC+7 AC = From date of audit request Finaﬁcial
include, but not limited to requests by Affairs
Medicare, Medicaid and Blue Cross Blue
Shield of Texas.
AC = September 1 of odd numbered Budget
calendar years
ARCHIVES NOTE: The archival
requirement is met by sending the
1.1.004 11.004 Legislative Budgets, Legislative Budget AC 6 | ACs6] 1 required copies o_f th_e requests to the
Changes Texas State Publications Depository
Program, Texas State Library and
Archives Commission. Only copies of
supporting documentation submitted
to the Legislative Budget Board are
archival.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 20 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itse(r?”ﬁ%. l:\?on.1 Department] Center | Total SFaelemarks O\?IONREKFB{ISNH)IP Anﬁﬁ'ﬁd
Office of Equal Opportunity Internal EO
Complaint Records
Internal complaints alleging
11006 | 11.006A discrimination or retaliation under state or PM PM
federal law received by or referred to the
Office of Equal Opportunity and records
pertaining to the resolution of the
complaint.
Office of Equal Opportunity External EO
Complaint Records
External complaints alleging
11006 | 110068 discrimination or retaliation under state or PM PM
federal law received by or referred to the
Office of Equal Opportunity and records
pertaining to the resolution of the
complaint.
AC= Final disposition of the
COMPLAINT RECORDS: Internal or complaint. Office of
external complaints received by an agency CAUTION: Institutional
1.1.006 11.006C | from the public concerning the agency and| AC 2 | AC+2| | |If complaint becomes the subject of Compliance
records pertaining to the resolution of the litigation, it must be included and is (0C)
Complaint. subject to the minimum retention
period of item number 11.048.
Office of
COMPLAINT RECORDS: AC = Final Disposition of Complaint | Institutional
1.1.006 11.006D Complaints related to HIPPA Privacy AC 6 |ACH]I 45 CFR 164.530 (j)(1)-(2) Compliance
(¢[9)
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 21 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itse(:lﬁz. l:\?on.1 Department] Center | Total SFaelemarks O\?IONREKFB{ISNH)IP Anﬁﬁ'ﬁd

ARCHIVES NOTE: Only the
administrative correspondence of
executive staff, board or commission
members, division directors and President’s
program heads require archival Office
review for Permanent Retention.
PRESIDENT’S ADMINISTRATIVE PM PM
CORRESPONDENCE CAUTION: This records series and
Incoming/outgoing and internal item number 11.008 should be used
correspondence pertaining to the only for correspondence that is NOT
1.1.007 | 11.007A | formulation, planning, implementation, I |included in or directly related to
interpretation, modification or redefinition another records series on the agency’s
of the programs, services or projects of an approved schedule. For example, a
agency and the administrative regulations, memorandum that documents an
policies and procedures that govern them. appropriations request must be
retained for the minimum retention
period prescribed by item number
11.004; a letter concerning an audit for
that prescribed by item number
11.002, etc. SEE ALSO item number
11.011
Retention Codes (Field 7) M — Microfilm

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

AV — Administrative Value

P — Paper
CE - Calendar Year End
FE — Fiscal Year End

E - Electronic
LA — Life of Asset

MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




1. Page 22 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department| ~ Center Total Remarks (ORIGIN) No.
ARCHIVES NOTE: Only the
administrative correspondence of
executive staff, board or commission
members, division directors and
program heads require archival All
review for Permanent Retention. Departments
Corres_pondence_— ADM.INISTRATIVE CAUTION: This records series and
Incoming/outgoing and internal )
L item number 11.008 should be used
correspondence pertaining to the v f q hat i
formulation, planning, implementation only for correspondence that is NOT A4
1.1.007 | 11.007B | . L S N 4 4 {1 [included in or directly related to
interpretation, modification or redefinition : ,
. . another records series on the agency’s
of the programs, services or projects of an
o X approved schedule. For example, a
agency and the administrative regulations,
- memorandum that documents an
policies and procedures that govern them. L
appropriations request must be
retained for the minimum retention
period prescribed by item number
11.004; a letter concerning an audit for
that prescribed by item number
11.002, etc. SEE ALSO item number
11.011
PRESIDENT’S GENERAL President’s
CORRESPONDENCE Office
Non-administrative incoming/outgoing SEE comment to item number
1.1.008 | 11.008A | and internal correspondence in any media, FE 5 FE+5 11.007A. SEE ALSO item number
pertaining to or arising from the routine 11.010
operations of the policies, program
services or projects of an agency.
Retention Codes (Field 7) M — Microfilm

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

P

— Paper
CE — Calendar Year End

FE — Fiscal Year End

E - Electronic
LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 23 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
) ) ) 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department| Center | Total Remarks (ORIGIN) No.
Correspondence — GENERAL All
SEE commentto femupar | DAFATATS
1.1.008 | 11.008B e P! ym ’ 2 2 11.007A. SEE ALSO item number
pertaining to or arising from the routine 11.010
operations of the policies, program '
services or projects of an agency.
Directives
1.1.010 11.010 Apy documentatlon that officially US+1 US+1 All
initiates, rescinds or amends general Departments
office procedures
Executive Orders All
Any documentation that initiates, rescinds Departments
1.1.011 11.011 | or amends a regulation, policy or US+3 US+3 |l
procedure that governs the programs,
services or projects of an agency
Retention Codes (Field 7) M — Microfilm

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

AV — Administrative Value

P — Paper
CE — Calendar Year End
FE — Fiscal Year End

E - Electronic
LA — Life of Asset

MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 24 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itcse(:lﬁz. l:\?on.1 Department] Center | Total SFaelemarks O\?é)NRElcFB{ISNH)IP Anﬁﬁ'ﬁd
ARCHIVES NOTE: All
Only the calendars, appointment, and |Departments
itinerary records of elected officials,
executive staff, board or commission
members, division directors, and
Calendars, Appointment and Itinerary program heads require archival
Records review. Contact the State Archives
Calendars, appointment books or when these records have met their
programs and scheduling or itinerary retention periods.
1.1.013 | 11.013A | records, purchased with state funds or CE+1 CE+1 |O
maintained by staff during business hours CAUTION: A record of this type
that document appointments, itineraries purchased with personal funds, but
and other activities of agency officials or used by a state official or employee to
employees. 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.
Calendars, Appointment and Itinerary President’s
Records Office
Calendars, appointment books or
programs and scheduling or itinerary
1.1.013 | 11.013B | records, purchased with state funds or CE+5 CE+5|0O
maintained by staff during business hours
that document appointments, itineraries
and other activities of agency officials or
employees.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 25 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. : 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
Legal Op_lnlon_s and Advice CAUTION: Does not include legal Legal Affairs
From University legal counsel or the . Vi dered
Attorney General, including any requests OpINIONS Or advice rendered on a
1.1.014 11.014 s ) ; AV AV | O |matter in litigation or with regard to
eliciting the opinions and documentation, T
. X . pending litigation. SEE Agency ltem
in any media, related to opinions or
. . Number 12.300.
advice provided.
Public Relations Records Office 9f .
. Communicati
News, press releases, or any public ons
1.1.019 11.019 | relations files maintained or issued by an 2 2 | '
. . X Marketing
agency. Includes print, electronic, audio .
L and Public
and audiovisual records .
Affairs
Public Information Requests — Not Legal Affairs
Exempted AC = Date request fulfilled.
Includes all correspondence and CAUTION: When requests involve
1.1.020 11.020 | documentation relating to requests for AC+1 AC+1 exempted and non-exempted
records that are furnished to the public information use Agency Item Number
under Texas Public Information Act 10.290.
(Chapter 552, Texas Government Code)
Public Information Requests — Exempted Legal Affairs
Includes all correspondence and
11021 11.021 documentation relating to requests for AC+2 AC+2 AC = Date of notification that records
records that are exempt under Texas are exempt.
Public Information Act (Chapter 552,
Texas Government Code)
1.1.023 11.023 | Organization Charts us us |1 Al
Departments
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 26 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
PRESIDENTS PLANS AND President’s
PLANNING RECORDS Office
Plans and records relating to the process Strategic planning documents
1.1.024 | 11.024A | of planning new or redefined programs, PM PM | O |affecting new and/or redefined
services or projects of an agency that are programs of the institution
not included in or directly related to other
records series in this schedule.
Plans and Planning Records _ . .
Plans and records relating to the process ACI_ Decision Ito |]Enpilem_ent ornot to All
of planning new or redefined programs Implement result of planning process. Departments
11.024B services or projects of an agency that ar’e AC 3 |AC310
. Projects gency ARCHIVES NOTE: Data processing
not included in or directly related to other . .
AR planning records are not archival
records series in this schedule.
Policy & Procedure Manuals, Handbooks, All
1.1.070 11.025 | Standard of Conduct Guide & Code of US+3 Us+3| O Departments
Conduct
Texas Register Submissions: Copies of All
all proposed, withdrawn, emergency and _ T Departments
1.1.026 11.026 | adopted rules; open meetings notices; or AC+1 AC+1 AC N Date of Publication in the Texas
. Register
any other documents required by law to
be submitted to the Texas Register
AC = Final disposition of summary All
1.1.038 11.038 | Customer Surveys AC AC report. SEE |_tem 11.067 for summary | Departments
reports compiled from customer
surveys.
PRESIDENT’S SPEECHES, PAPERS President’s official speeches President’s
AND PRESENTATIONS resentations incIudiFr)1 PowérPoint Office
1.1.040 | 11.040A | Notes or text of speeches, papers, PM PM |0 [P . uaing Fe
. X . presentations, official white papers.
presentations, or reports delivered in
conjunction with agency work.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset -

MO — Months

PM — Permanent
US — Until Superseded

Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 27 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Speeches, Papers and Presentations AC = End of term in office or All
11.040B Notes or text of speeches, papers, - AC AC |1 termination of service in a state Departments
presentations, or reports delivered in position
conjunction with agency work.
Suggestion System Records All
1.1.041 11.041 | Suggestions submitted by agency 1 1 Departments
personnel and responses
Training Materials All
11043 | 11.043A Instructional mqterlals _d_eveloped_by an US+1 US+1 Departments
agency for training entities or individuals
it regulates or serves.
Training Materials o - EH
Instructional Materials developed for Dangerous GOOdS Shipping Training
1.1.043 |11.043B Environmental Health & Safet 3 3 Recordkeeping per
y 49CFRS§172.704(d)
Department.
Training Materials Office of VP
1.1.043 | 11.043C | Instructional Materials developed for US+7 US+7 for Human
Organizational Development Office Resources
Training Materials . University
1.1.043 | 11.043D | Instructional materials developed by an US+3 US+3 Cu_rr!culum and agenda for UTSW Hospitals
. training courses.
agency for Hospital Staff Development
BIOMED
Training Materials . . [HOSPITALS
1.1.043 | 11.043E | Instructional materials to maintain 25 YRS 25 YRS !:DA/J.CAHO requires documentation
. . ! is retained for 25 years.
Hospital equipment that comes in contact
with patients.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 28 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
AC = As applicable, decision of an Legal Affairs
agency not to file a lawsuit or decision
that a lawsuit will not be filed against
it on a matter; dismissal of a lawsuit
for want of prosecution or on a motion
Litigation Files of the plaintiff; or final decision of a
11048 | 11.048A All records crejated py_ oron behalf_of uT AC+10 Ac+10l O court (or of_a court on_appeal, if
Southwestern in anticipation of or in the applicable) in a lawsuit. All statutes
adjudication of a lawsuit of limitations also must be met before
file is closed.
ARCHIVES NOTE: Cases that set
legal precedent or exhibit historical
value will be evaluated by the
University RMO.
E/iliaeilcal Liability Claims and Litigation AC = All statutes of limitations must Legal Affairs
Records related to threatened or asserted be met before file is closed.
medical litigation or investigation. This ) .
1.1.048 | 11.048B | series includes without limitation; AC+20 AC+20| 0 |ARCHIVES NOTE: Review before
; disposal; some cases that set legal
discovery, legal counsel work-product, : .
! . " precedent may merit a review by
evidence files, exposure records, exhibits, S L
S University RMO for historical
final judgments, correspondence,
. . reasons.
financial records, etc.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 29 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department| Center | Total Remarks (ORIGIN) No.
AC = September 01 of odd-numbered | President’s
calendar years. Office
ARCHIVES NOTE: The archival
1.1.055 11.055 | Strategic Plans AC 6 | AC+6| I [requirement is met by sending the
required copies of the plans to the
Texas State Publications Depository
Program, Texas State Library and
Archives Commission.
ADA - Americans with Disabilities Act EO
Documentation
11.056 | 11.056A | Self-evaluations and plans documenting 3 3 28 CFR 35.105(C).
compliance with the requirements of the
Americans with Disabilities Act.
ADA - Accommodation Requests Under 28 C_FR 35'1(.)5(C)f' | " EO
Americans with Disabilities Act (ADA) AC = separation of emp oyment o
11.056 | 11.056B AC+3 AC+3 requestor (employees), graduation or
Includes requests for employees, students
o P i last contact (students) or date of last
and anyone visiting University facilities -
contact (visitors).
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




2. Agency Code 729

1. Page 30 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Réecc_)rds Aglltency Record Series Title Retention o DOCUMENT ONLY
eries em : OWNERSHIP | Amend
Item No. No. Department| ~ Center Total Remarks (ORIGIN) No.
AC = Purpose of record has been All
fulfilled. Departments
NOTE: Not all email can be classified
as transitory. The retention of email is
based on content and may need to be
Transitory Information retained for a longer period of time.
Records of temporary usefulness that are i
not an integral part of a records series of an gfﬁgeté?#du?ﬁﬁi?éa?tﬂﬁ%ﬁmem
agency, that are not regularly filed with an assianing this records series item
agency’s recordkeeping system, and that numgber ?0 records of an agency to
are required only for a limited period of make certain thev are notgart )c;f
time for the completion of an action by an another records s)gries Iisté)d in this
official or employee of the agency or in the . .
. . . schedule or, for records series unique
preparation of an ongoing record series.
. i to an agency, are not part of a records
Transitory records are not essential to the - .
. N series that documents the fulfillment
fulfillment of statutory obligations or to the of the statutory obliations of the
1.1.057 11.057 documentation of agency functions. Some AC AC - the)(;ocumgentation of its
examples of transitory information, which fSnctigns
can be in any medium (voice mail, fax, N . . .
email, hard copy, etc.) are routine The disposal of transitory information
messages; telephone message notifications; need no'g be d_ocumented through_
. . L . T destruction signoffs (1.2.001) or in
internal meeting notices; routing slips; . .
incoming letters or memoranda of recoro!s disposition Iog_s (1.2.010), but
transmittal that add nothing of substance to agig?:ﬁz sr:j(?sliseasltzt? ;EZSZr(r)gsgrlijr:Zs
enclosures; and similar routine information gart of itsgreccE)rds manaaement plan
used for communication, but not for the ?1 2.014) g P
documentation, of a specific agency - '
transaction.
Retention Cofdes (Field 7) M — Migcrofilm ) ]
P — Pdper E — Elettronic Archivdl Codes (Field 8)
AC — After Clpsed, Terminated, Completed, Expired, Settled CE — Caldndar Year End  |LA — Life of Asset PM — Permanent b= lgﬁgift?grfocgltse\r/v
AV — Administrative Value FE — Fiscal Year End MO — Manths US — Until Superseded O_F

Review by UTSW




2. Agency Code 729

1. Page 31 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series Item 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
ARCHIVES NOTE: Agency retains All
permanent record copy. The archival |Departments
requirement will be met by sending a
copy to the Archives and Information
Services Division, Texas State Library
and Archives Commission.
MEETING AGENDA AND MINUTES - CAUTION: This records series and
Official agenda and minutes of state item numbers 1.1.059, 1.1.060, A4
1.1.058 11.058 boards_, committees, commissions, and PM YRl 1.1.061, and 1.1.062 mus'_[ be used for
councils that conduct open meetings as those state boards, committees,
required by Government Code, Chapter commissions, and councils, which by
551. law or the biennial Appropriations
Act, are administered by another state
agency. These records and all others
related to the functions of any of these
dependent entities must be included in
the records retention schedule of the
administering agency.
R L N
OR TAPE RECORDINGS OF CLOSED invoFI)vin the rﬁeetin ) whichever is P
1.1.059 11.059 | - Certified agendas or tape recordings of | AC+2 AC+2 g g X
: later. Government Code, Section
closed meetings of state boards, .
o X . 551.104(a). SEE caution comment at
commissions, committees, and councils. :
item number 1.1.058.

Retention Codes (Field 7)

M — Microfilm
P — Paper

AC — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End

AV — Administrative Value

FE — Fiscal Year End

E - Electronic

MO — Months

US — Until Superseded

Archival Codes (Field 8)

LA — Life of Asset PM — Permanent | —Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 32 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Ittse(:lﬁz. l:\?on.1 Department] Center | Total cgelemarks O\?é)NRElcFB{ISNTP Anl\]lgrld

AC = Official approval of written
minutes of the meeting by the
governing body of an agency.
CAUTION: Minutes of state agencies
are permanent records. Audio and
MEETINGS, AUDIO OR VIDEOTAPES videotapes are not permanent media.
1.1.060 11.060 OF QPEN - Audio or videotape_s o_f open AC+ AC+ Sjtate agencies may not_ retain audio or
- ' meetings of state boards, commissions, 90 days 90 days videotapes of the meetings of
committees, and councils. governing bodies in lieu of written
minutes. The proceedings of all
meetings of state boards, committees,
commissions, and councils must be
reduced to writing. SEE ALSO
caution comment at item number
1.1.058.
Staff Meeting Minutes and Notes All
1.1.063 11.063 Minutes or notes and supporting 1 1 Departments
documentation, taken at internal agency
staff meetings.
Agency Performance Measures Planning and
Documentation CAUTION: The FE+3 retention Institutional
Any records of an agency needed for the period overrides any shorter retention Studies
11.064 11.064 dogu_mentation of output, outcome, _ FE+3 FE+3 period for_ a records series_in t_his
efficiency, and explanatory measures in schedule if the records series is needed
an agency's appropriations request or for documentation of agency
strategic plan, and for performance performance measures.
measures used to manage the agency.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life

MO — Months

PM — Permanent
US — Until Superseded

of Asset

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 33 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Itse(:lﬁz. l:\?on.1 Department] Center | Total SFaelemarks O\?é)NRElcFB{ISNH)IP Anﬁﬁ'ﬁd
CAUTION: Does not include source |Planning and
Reports and Studies (Non-Fiscal) Raw gocu_mentatior) used _for information or Institut_ional
Data ata included in or _dlr(?ctly_related to Studies
1.1.065 11.065 | Information or data collected and AV AV gr&oéhle{ Beé:frds series in this schedule.
compiled for the purpose of producing _— I.C i
non-fiscal reports Institutional Compliance
Operations Compliance Awareness
Survey
AC = September 1 of odd-numbered |Planning and
Reports: Biennial or Annual Agency calendar years Institutional
(Narrative) Studies
Biennial narrative reports to the Governor NOTE: The archival requirement is
1.1.066 11.066 | and legislature as required by an agency’s| AC 6 | AC+6| I [metby sending the required copies of
enabling statutes, including annual the reports to the Texas State
narrative reports if they are required by Publications Depository Program,
statute Texas State Library and Archives
Commission.
Reports and Studies (Non-Fiscal) Planning and
Annual, sub-annual, or special reports or Institutional
studies on non-fiscal aspects of an Studies
agency's programs, services, or projects ARCHIVES NOTE: For agencies that
11,067 11.067 corr_lpiled by agency personnel, by 3 3 0 have had an archival appraisal,
advisory committees, or by consultants separate this records series by each
under contract with an agency that are not type of archival coding, | or O
noted elsewhere in this schedule. Includes
reports distributed either internally or to
other entities.
Retention Codes (Field 7) M — Microfilm

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

AV — Administrative Value

P

— Paper
CE — Calendar Year End

FE — Fiscal Year End

E - Electron

LA — Life of Asset

MO — Months

ic
PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 34 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
Planning and
Reports: Performance & Fund Institutional
1.1.068 11.068 Management ACH6 ACH6 AC = September 1 of odd-numbered Studies
Quarterly and annual reports on agency calendar years.
performance measures submitted to
executive and legislative offices
Activity Reports: Employee Activity, All
1.1.069 11.069 production and other reports u.sed for 3 3 I [Security is open with Restrictions Departments
workload measures, time studies and
funding
Agency Rules, Policies and Procedures — All
Final _ Departments
- o AC =
Manuals, guidelines, administrative rules, .. .
L o . Revisions made to, completion of or
or similar records distributed internally ination of | lici
for the use of employees or externally to termination of program, rules, policies
1.1.070 11.070 . 0 2. AC+3 AC+3 | O |or procedures.
the public or those individuals or entities ) -
SEE ALSO: Agency Rules, Policies
regulated by an agency that sets out the q q i les. i
rules, policies, and procedures that govern and Proce ures —working Files, item
e . number Record Series No. 11.071
an agency’s programs, services or
projects.

Retention Codes (Field 7)

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

AV — Administrative Value

M — Microfilm

P

— Paper
CE — Calendar Year End

FE — Fiscal Year End

E - Electron

LA — Life of Asset

MO — Months

ic
PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 35 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4,
Records
Series
Item No.

5

Agency
Iltem
No.

Record Series Title

7. Retention Period

8. Archival

Department

Retention

Center

Total

9.
Remarks

10.
DOCUMENT
OWNERSHIP
(ORIGIN)

11.
TSLAC
ONLY
Amend

No.

1.1.071

11.071

Agency Rules, Policies and Procedures —
Working Files

Working files used in the development of
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

AC+3| 0O

AC = Completion or termination of
program, rules, policies or procedures.
See also Record Series No. 11.070

All
Departments

1.1.072

11.072

Public Information Reports

Reports made to the Office of the
Attorney General on an agency’s Public
Information Act activities

Legal Affairs

1.1.075

11.075

Alternative Dispute Resolutions — Final
Agreement

Final agreement described by
Government Code, 2009.054 (c),
associated with a matter conducted under
an alternative dispute resolution
procedure in which personnel of a state
agency participated as a party on the
agency’s behalf.

AC+4

AC+4

AC = Date of final agreement. Texas
Civil Practice and Remedies Code,
Chapter 154.071.

Legal Affairs

Retention Codes (Field 7)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

M — Microfilm
P — Paper

CE - Calendar Year End

FE — Fiscal Year End

E - Electron

LA — Life of Asset PM — Permanent

MO — Months

ic Archival Codes (Field 8)

US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 36 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Té&,_'\c
Records Agency Record Series Title Retention DOCUMENT ONLY
|tSe(rar:|EZ. lll[\?on:} Department]  Center Total %emarks O\?é)NREIEISNTP Arlr\]lghd

Category 1: Administrative Records
Section 12 — Records Management
Destruction Authorizations Records
12001 12,001 Agenc_y_level documents authorizi_ng final FE+3 FE+3 Management
disposition of records under a certified A4
records retention schedule.
Records Retention Schedule (SLR 105) Records
Agency copy. Formgrly RMD .1.05' ) Original is retained by the State and Management
Includes documentation of certification Local Records Management
1.2.005 12.005 | and approval - forms SLR 105C (formerly us us Divisi . A4
ivision, Texas State Library and
RMD 105C), and/or other forms Archives Commission
designated by the State Records '
Administrator.
AC = Date of authorization for Records
Records Transmittal Forms destruction, permanent transfer from |Management
Agency copy (includes RMD 101, Tx-R-5, storage, or transfer to the Archives
1.2.006 12.006 | 306-58-1, and Agency Storage Forms). AC+2 AC+2 and Information Services Division, A4
Forms indicate records transferred to Texas State Library and Archives
storage or a transfer of legal custody. Commission, by the agency records
management officer.
Original is retained by the State and Records
Request for Authority to Dispose of State Local Records Management Management
1.2.008 12.008 Records (RMD 102) Agency copy. FE+3 FE+3 Division, Texas State Library and
Archives Commission.
Retention Codes (Field 7) M — Microfilm

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

P — Paper

CE - Calendar Year End

FE — Fiscal Year End

E - Electronic
LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




1. Page 37 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. o 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
|tSe(rar:|E%. lll[\leon:‘ Department]  Center Total %emarks O\?é)NREI(EISNTP Anl:llgl..]d

Records Disposition Logs Records
Logs or similar records listing records Management
destroyed or transferred to the Archives
1.2.010 12.010 | and Information Services Division, Texas 10 10 A4
State Library and Archives Commission,
showing records series title, dates of
records, and date destroyed or transferred.
12011 12 011 Record Center Storage Approval Forms Us us Records
Agency copy. Management
Records
1.2.012 12.012 | Records Inventory Worksheets us us
Management
AC = When control aid is updated, Records
Records Control Locator Aids gXILSJe'I('jI,(;)lilno'l'lr?:sgee:er(]:?)?gzdhust Management
1.2.013 12.013 Includes indexes, card files, shelf lists, AC AC ’ . .
registers, guides, etc. carry the same retention period and
archival code of the records they
support.
Records Management Plans Records
Records management plans and similar Management
1.2.014 12.014 | records that establish the policies and US+1 US+1
procedures under which records and
information are managed in an agency.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




1. Page 38 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
Category 1: Administrative Records
Section 12.2: Legal Affairs
Technology
Patents, Trademarks and Copyrights Development
12.200 Includ_es issued patents, trademarks a_nd ACHT AC+7 AC = Expiration or abando_nment of (Patents)._
copyrights, applications, and supporting patent, trademark, or copyright. Legal Affairs
documentation (non-research). (Trademarks,
Copyrights)
Research Records Supporting Patents, Technology
. - Development
Trademarks and Copyrights Filings AC = Expiration or abandonment of | (Patents)
12.201 | Records series includes documents related | AC+20 AC+20 = BXp . ;
. patent, trademark, or copyright Legal Affairs
to patents, trademarks, or copyrights
) (Trademarks,
whether issued or not. .
Copyrights)
License Agreements or Other Agreements Technology
12,203 for Patents, Trademarks and Copyrights. AC+H7 AC+H7 AC = E)_(plratlon, termination, or Development
Includes related correspondence and completion of terms of agreement
financial documentation.
E Technology
Materials Transfer Agreements for either Eé(ce;rl:]tlgg cicr)]plle:socr)rrllql)éa:d erlg\);al Department
12.204 | the receipt or delivery of materials by the PM PM P .y g Ppro
institution (Form G: explanatory letter signed by
an institutional official to justify why
agreement should be approved.)
E Technology
. Execution copies only and any Department
12.205 Sponsored/ Collaboratlvg Resgarch . PM PM accompanying Form G approval (see
Agreements executed with third parties :
12.204 for explanation)
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 39 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

. . . 11.
4. 5. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
E Technology
Execution copies only and any Department
12 206 Confidential Disclosure _and Iflmlted_Use ACHT ACH 7 acco_mpanylng Form G approval.
Agreements executed with third parties. AC = Expiration, termination or
completion of terms or agreement
(see 12.204 for explanation)

Retention Codes (Field 7)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

M — Microfilm . .
P — Paper E - Electronic Archival Codes (Field 8)
CE - Calendar Year End LA — Life of Asset PM — Permanent - E;atgift?gr:ocgltse\:v
FE — Fiscal Year End MO — Months US — Until Superseded O — Review by UTSW RMO

SLR 105




1. Page 40 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
Category 1: Administrative Records
Section 13: State Publications
AC = Until superseded or obsolete. All
CAUTION: Many state publications |Departments
must be submitted to the Texas State
Publications Depository Program,
Texas State Library and Archives
N Commission, by law (Government
State Publications - Code 441.101-441.106). The Texas
One copy of each state publication as . .
; State Library and Archives
defined on page 7 of the table of contents L . .
. . Commission will retain a copy of all
of this schedule, except a publication that R . .
) ! ) i Lo state publications submitted to it on a
is subject to a different retention period in continuing basis. subiect to periodic
1.3.001 13.001 | this schedule. For example; item numbers| AC+2 AC+2 evaluatior? 0 det’ermijne if th%
11.004, 11.055, 11.066, 11.068, and " A .
. L publication merits further retention.
45,003, which also meet the definition, " . .
X . For additional information and
are closely associated with the ! i
e requirements concerning state
appropriations process and must be blicati q bl h
retained AC+6 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
83.1-3.16).
Publication Development Files All
Background material, copy (drafts), Departments
1.3.002 13.002 original artwqu, photo negatives, prints, AV AV | 0O
flats, etc. This includes all work
performed both inside and outside the
agency.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 41 of 112

2. Agency Code 729

3. Agency Name UT SOUTHWESTERN MEDICAL CENTER

4. 5.
Records Agency
Series Item
Item No. No.

6. 7. Retention Period

8. Archival

Record Series Title Retention

Department| Center

Total

9.
Remarks

10.
DOCUMENT
OWNERSHIP
(ORIGIN)

11.
TSLAC
ONLY
Amend

No.

Category 2: Electronic Data Processing Records
Section 21: Automated Applications

2.1.001 21.001

Processing Files

Machine-readable files used in the
creation, utilization, and updating of
master files.

AC

AC

AC = Completion of 3rd verification
cycle, or audit completion confirming
successful transaction processing, or
required audit trail maintenance, or
the ability to restore or migrate when
errors are detected or when hardware
or software changes occur.
CAUTION: Records management
officers must be certain before
assigning the retention period of AC
to agency automated processing files
that the files do not fall under records
series listed elsewhere.

All
Departments

2.1.002 21.002

Master Files

Relatively long-lived computer files
containing organized and consistent sets
of complete and accurate electronic
records. Examples include, but are not AC
limited to, data tables of relational
databases used by applications or
computer programs. Also included are
backup files.

AC

AC = Completion of 3rd verification
cycle, or audit completion confirming
successful transaction updates, or
required audit trail maintenance, or
the ability to restore or migrate when
errors are detected or when hardware
or software changes occur.
CAUTION: Records Management
Officers must be certain before
assigning the retention period of AC
to agency automated processing files
that the files do not fall under records
series listed elsewhere.

All
Departments

Retention Codes (Field 7)

M — Microfilm
P — Paper

AC — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End

AV — Administrative Value

FE — Fiscal Year End

E - Electronic
LA — Life of Asset PM — Permanent
MO — Months US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 42 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series Item 9. OWNERSHIP Amend
Item No. No. Department| ~ Center Total Remarks (ORIGIN) No.
AC = Until electronic records are All
transferred to and made usable ina | Departments
new software environment or there
are no electronic records being
Software Programs .
- retained to meet an approved
Automated software applications and retention period that require the
2.1.007 | 21.007 | operating system files including job AC AC P atreq
control language, program listing/source software to be retrieved and read.
code. etc ' 13 TAC 6.94.
T CAUTION: Software needed for
access to electronic records must be
retained for the period of time
required to access the records.
AC = Until electronic records are All
transferred to and made usable ina | Departments
. new hardware environment or there
Hardware Documentation . .
i . are no electronic records being
Records documenting operational and .
; . retained to meet an approved
maintenance requirements of computer retention eriod that require the
2.1.008 21.008 | hardware such as operating manuals, AC AC P i reg
; . hardware to be retrieved and read.
hardware/operating system requirements, 13 TAC 6.94
hardware configurations, and equipment CAUTION: Software needed for
control systems. .
access to electronic records must be
retained for the period of time
required to access the records.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 43 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Réecc_)rds Agllency Record Series Title Retention o DOCUMENT ONLY
eries tem : OWNERSHIP | Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
Technical Documentation All
Records adequate to specify all technical Departments
characteristics necessary for reading or
processing of electronic records and their
timely, authorized disposition including
documentation describing how a system AC = Until electronic records are
operates and necessary for using the .
. transferred to and made usable in a
system such as user guides, system or
o new hardware or software
sub-system definitions, system ) X .
A . environment with new documentation
specifications, input and output .
e ] or there are no electronic records
specifications, and system flow charts; . .
rogram descriptions and documentation belng.retalne'd to meet an -approved
2.1.009 21.009 | P AC AC retention period that require the
such as program flowcharts, program . .
. . documentation to be retrieved and
maintenance logs, change notices, and
other records that document modifications read. 13 TAC 6.94.
. CAUTION: Software needed for
to computer programs; and data .
. access to electronic records must be
documentation necessary to access, . . ;
. . . . retained for the period of time
retrieve, manipulate, and interpret data in .
required to access the records.
an automated system 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.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

| — Transfer to UTSW

PM — Permanent Retention Center

US — Until Superseded

O — Review by UTSW RMO

SLR 105




2. Agency Code 729

1. Page 44 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Réecc_)rds Agllency Record Series Title Retention o DOCUMENT ONLY
eries tem : OWNERSHIP | Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
Audit Trail Records All
Files needed for electronic data audits Departments
such as files or reports showing _ . .
2.1.010 21.010 | transactions accepted, rejected, AC AC AC = All audit requirements have
o been met.
suspended, and/or processed; history
files/tapes; records of on-line updates to
application files or security logs.
Finding Aids, Indexes, and Tracking ?C = Th(;e related records have been All
Systems estroyed. Departments
2.1.011 21.011 | Automated indexes, lists, registers, and AC AC CAUTION: These rgcords must
N . carry the same retention period and
other finding aids used to provide access d
archival code of the records they
to records.
support.
Category 2: Electronic Data Processing Records
Section 22: Computer Operations and Technical Support
System Monitoring Records All
Electronic files or automated logs created Departments
2.2.001 22.001 | to monitor computer systems such as print| AV AV
spool logs, console logs, tape activity
logs, etc.
Chargeback Records to Data Processing All
Services Users Departments
Records used to document, calculate
99002 99 002 costs, and bill program units fo_r computer FE+3 FE+3
usage and data processing services.
These records are also used for cost
recovery, budgeting, or administrative
purposes.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent b= ;ﬁgfﬁgr}ocgltse\r/v
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 45 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department]  Center Total Remarks (ORIGIN) No.
Computer Job Schedules and Reports All
Schedules or similar records showing Departments
2.2.004 22.004 | computer jobs to be run and other reports | 3 MO 3 MO
by computer operators or programmers of
work performed.
Data Processing Policies and Procedures All
Manugls,. guidelines, or s.lmllar qlo_cuments CAUTION: Does not include Departments
establishing data processing policies and . .
rocedures in an agency in such areas as technical documentation of .
2.2.010 22010 | P . US+3 US+3 procedures necessary for reading or
access and security, systems development, . .
. . . processing of electronic records.
data retention and disposition, data .
. - SEE item number 21.009.
ownership, production control, system
back-up, etc.
Batch Data Entry Control Recqrds AC = When reconciliation confirmed. Al
Forms and logs used to reconcile batches Departments
2.2.011 22.011 . . . AC AC
submitted for processing against batches
received and processed.
Output Records for Computer Production All
99012 99 012 Reports shoyvmg transactions that were AV AV Departments
accepted, rejected, suspended, and/or
processed.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 46 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department| Center | Total Remarks (ORIGIN) No.
Quality Assurance Records All
Information verifying the quality of Departments
system, hardware, or software operations
including records of errors or failures and
the loss of data resulting from such _ .
2.2.013 22.013 | failures, documentation of abnormal AC AC A(? = No longer needed as an audit
L . trail for any records modified.
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.
. The disposal of Internet cookies need All
Internet Cookies
. . not be documented through Departments
Data resident on hard drives that make . L
e . destruction authorizations (12.001) or
use of user-specific information in records disposition logs (12.010)
2.2.014 | 22.014 | transmitted by the Web server onto the AV AV  dIsp gs (.Le. ’
, X . but agencies should establish
user's computer so that the information : .
. . procedures governing disposal of
might be available for later access by .
. these records as part of its records
itself or other servers.
management plan (12.014).
The disposal of history files need not All
History Files - Web Sites be documented through destruction | Departments
A record of the documents visited during authorizations (12.001) or in records
99015 29015 | N Internet session t_hfat allows users to AV AV dISpOSfItlon logs (12.01_0), but
access previously visited pages more agencies should establish procedures
quickly or to generate a record of usage of governing disposal of these records
a state-owned computer. as part of its records management
plan (12.014).
99016 99 016 Spftware Registrations, Warranties and LA+3 LA+3 All
License Agreements Departments
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 47 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Ittse(:lﬁz. l:\?on.1 Department] Center | Total cgelemarks O\?é)NRElcFB{ISNTP Anﬁﬁ'ﬁd
Category 3: Personnel Records
Section 31: Employee
Applications For Employment — Not Office of
Hired Human
Applications, resumes, transcripts, letters AC = After close of the Calendar Resources
of reference, and similar documents Year (month of the current year of Ad
3.1.001 31.001 | whose submission by candidates for AC+2 AC+2 disposal)
vacant positions is required on the
application form, by application 29 CFR 1602.49(a)

procedures, or in the employment
advertisement.

Applications for Employment - Hired Office of
Applications, resumes, transcripts, letters Human
of reference, and similar documents Resources

whose submission by candidates for
vacant positions is required on the
application form, by application
procedures, or in the employment
advertisement.

3.1.002 31.002 AC+3 2 |AC+5 AC = Termination of employment

Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent b= ;reatgift?gr:ocgtse\rlv
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded O — Review by UTSW RMO

SLR 105



1. Page 48 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series Item 9. OWNERSHIP Amend
Item No. No. Department| Center | Total Remarks (ORIGIN) No.
Employee Files (content includes) Office of
Original resume, CV, Offer letters, hiring Human
forms, Orientation checklist, Standard of Resources
Conduct Acknowledgement form,
e o i
31.004 L . AC+3 2 |AC+5
Disciplinary Action forms, compensation P&E
forms, Change of Address forms,
Employment Verification forms,
Emergency Contact, Prior State Service
information, Certificates/Transcripts,
Licensure, Letters of recommendation.
Employee Counseling Records Office of
Notes, memoranda, or reports relating to Human
the counseling of an employee for work- Resources
3.1.006 31.006 related, personal, or substance abuse AC+3 AC+3 AC = Termination of counseling
problems. Usually maintained at the
supervisorial level except in those
agencies with counseling staff.
Employee Assistance Program (EAP) Office of
Records:' . Electronic EAP Records are Human
Electronic records containing notes, T X Resources
. maintained in a self-contained
memoranda, or reports relating to the database with permanent retention
31.006A | counseling of an EAP client for work- PM PM P '
related, p_ersonal, or subs_tan_ce abuse. EAP Client: Agency Employee and
Information contained within these . . !
S their family members using the EAP.
records are maintained separetly from the
employee files.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 49 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Employee Insurance Records AC = Termination of employment. Office of
Agency copies of information relating to Human
the selection by employees of life, CAUTION: Documents that serve as | Resources
3.1011 | 31.011A disability, health, and other types of AC+3 2 |ACHS payroll deduction authorizations must Ad
insurance offered by the State of Texas to be maintained for the retention period
its employees. prescribed for item number 3.2.001.
Employee Benefit Records Office of
Agency copies of information relating to Human
the selection by employees of life, Resources
disability, health, and other types of
insurance offered by the State of Texas to
its employees, Beneficiary Designation S
. AC = Termination of employment.
31011 | 31.011B form, Benefits Acknc_)wledgment form_, | aces > |acss
Enroliment form, Evidence of Insurability P&E
form, Maximum Exclusion Allowance
calculation, TRS, ORP and TSA
Acknowledgement form, Marriage
License/Divorce decrees, UT Flex
Agreement form, FMLA/EOI letters,
Change of Address information
Employment Opportunity 29 CER 1602.31 All
Announcements . Departments
[State Agencies]
Internal or external announcements or
3.1.012 31012 advertisements of job openings 2 2
: 0T Job openings, 29 CFR 1602.49 (a)
promotions, training programs or A
. . [State Universities]
opportunities for overtime..
31013 | 31.013 | Employment Contracts AC+4 AC+4| |AAC = Expiration or termination of All A4
contract according to its terms Departments
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 50 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itcse(:lﬁz. l:\?on.1 Department] Center | Total SFaelemarks O\?é)NRElcFB{ISNH)IP Anﬁﬁ'ﬁd
Employment Selection Records Office of
Includes notes of interviews with Human
candidates, questions asked of applicants, Resources
audio and videotapes of job interviews, : N
driving record and previous injury checks AC = Termination of employment A4
3.1.014 | 31014 pre-employment physical examinations | ACH2 AC+2
. : 29 CFR 1602.49(a)
pre-employment drug screening, test
results, polygraph examination results,
and all other records that document the
selection process.
AC = Termination of employment or | Office of
final decision on grievance, Human
whichever is longer. Resources
(R;erzfc:/riizcreeﬁ '?i(r:g?g the review of CAUTI_ON: _Does not include formal
3.1.018 31.018 ) . AC+3 2 |AC+5 complaints filed by an agency
employee grievances against personnel .
policies, working conditions, etc employee with th_e Equal
' T Employment Office (EEO) of the U.
S. Department of Labor. SEE item
number 1.1.048.
Office of
AC = Termination of employment. Human
3.1.019 31.019 | Performance Appraisals AC+3 2 |AC+5 Resources
29 CFR 1620.32(c) All
Departments
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 51 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
|t§?f?§%. Ill[\leOn:] Department]  Center Total %emarks O\?é)NREI(EISNTP Anljlgl..]d
AC = Termination of employment. Office of
Human
CAUTION: If, during the retention Resources
Personnel Corrective Action period of this records series, any part
Documentation of this series is used to document and All
31020 | 31.020 Corrective actions are those actions which AC+3 > |acss support personnel disciplinary action |Departments
do not affect pay, status, or tenure and are under item number 3.1.021, all
imposed to correct or improve an documentation from this series used
employee’s job performance. to support disciplinary action must be
retained for the minimum retention
period described by item number
3.1.021.
Personnel Disciplinary Action Office of
Documentation Human
Disciplinary actions are those actions Resources
which may affect pay, status, or tenure.
They are imposed to discipline an
employee whose conduct is harmful to the
best interests of the state, the agency, or
the employee work force; and for failure
3.1.021 31.021 | to improve performance or conduct AC+3 2 |AC+5 AC = Termination of employment.
following imposition of corrective action.
May include cause for demotion,
suspension, or dismissal, and the reasons
for failure to give written notice of
resignation. May also be used to
document evidence of employee self-
improvement efforts, as well as favorable
and unfavorable communciation.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729

1. Page 52 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Personnel Information or Action Forms Office of
Forms or similar records used to create or Human
change information concerning the AC = Termination of employment. Resources
3.1.022 31.022 | records of an employee including pay AC+3 2 |AC+5
grade, position classification, employee 29 CFR 1602.49(a)
number, evaluation date, and termination
of employment.
AC = until superseded or job All
3.1.023 31.023 | Position/Job Descriptions AC+4 AC+4 eliminated. Departments
40 TAC 815.106(i)
Phys-lcal Examlr!atlons/Mgdlcgl Reports AC = Until superseded or termination Al
Medical or physical examination reports of emplovment. does NOT include Departments
3.1.024 | 31.024 | or certificates of employees for whom AC+4 AC+4 ploy ’ .
- L . . pre-employment physical
periodic monitoring of health or fitness is -
. examinations.
required.
Cr!m!nal H_|story Check§ . AC = The criminal history record has Office of
Criminal history record information on served the immediate purnose for Human
3.1.026 | 31.026A | job applicants or agency employees AC AC L 1ate purp Resources
. . which it was obtained or at the
obtained from the Department of Public conclusion of the probationary term
Safety (DPS). P y '
Criminal History Checks EH
Criminal history record information on US NRC Order EA-07-305
3.1.026 | 31.026B employees obtained from the Federal AC AC AC = Termination of Employment
Bureau of Investigation
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 53 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Training and Educational Achievement AC = Termination of Employment Office of
Records (Individual) Employee record to include Human
31,027 31,027 Certlflcate_s o_f completion, transcripts, test ACH5 ACH5 Certificates of Completl_op and test Resources
scores or similar records documenting the scores for electronic training
training, testing, or continuing education programs taken on-line through the
achievements of an employee iAim system.
Employment Eligibility, Documentation Office of
or Verification of Federal reporting form _ A Human
3.1.029 31.029 (INS 1-9) Citizenship Documentation AC+3 2 |AC+5 AC = Termination of employment. RESOUICES A4
Federal Reporting Form INS9
AC = Termination of employment. Office of
Employee Benefits Human
31031 31031 Agency copies of |r!format|on r_elatmg to AC+3 5 |acss CAUTION: Dpcuments Fhat_serve as | Resources
the selection of available benefit options payroll deduction authorizations must
other than insurance. be maintained for the retention period
prescribed for item number 3.2.001.
Resumes — Unsolicited Office of
Retention period applies if any agency Human
3.1.034 | 31.034 | replies to the sender of a resume that it AV AV P&E Resources
will be kept on file should future job
openings occur.
Performance Bonds AC = Expiration or termination of the Office of
Bonds posted by employees and ) . Human
individuals or entities under contract with bond according to its terms Resources
3.1.035 | 31.035 AC+4 AC+4 CAUTION: Does NOT include
an agency for the performance of the . .
: " construction or architectural surety
duties of a position or the terms of a .
: bonds. SEE item 52.028.
contract with the agency
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

| — Transfer to UTSW

PM — Permanent Retention Center

US — Until Superseded

O — Review by UTSW RMO

SLR 105




1. Page 54 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itcse(:lﬁz. l:\?on.1 Department] Center | Total SFaelemarks O\?é)NRElcFB{ISNH)IP Anﬁﬁ'ﬁd

Apprenticeship Records Office of
Summary of applicant qualifications, Human
evaluation basis for selection or rejection, Resources
original applications, job assignments,
3.1.036 | 31.036 | Promotions, separations, layoffs, 5 5 29 CFR 30.8 (e).
terminations, compensation records,
conditions of work, time records, hours of
training provided (separate from labor),
minority status and gender of all selected
and rejected applicants
Employee Recognition Records L Office of
3.1.037 31.037 : . AC+5 AC+5 AC = Termination of employment Human
Awards, incentives, tenure, etc.
Resources
Public Access Option Form Office of
Form completed and signed by employee Human
or official, or former employee or official, Resources
31038 | 31038 | Slecting to keep home address, home Us US |  [SEE item number 33.011.
telephone number, social security number
and family information open or
confidential under the Public Information
Act, Government Code 552.024
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 55 of 112 | 3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10.
Records Agency Record Series Title Retention DOCUMENT
Series ltem 9. OWNERSHIP
Item No. No. Department| Center Total Remarks (ORIGIN)

11.
TSLAC
ONLY
Amend
No.

Category 3: Personnel Records
Section 32: Payroll

3.2 32.000 | W-2 Listing AC+4 AC+4 AC = After close of the calendar year | Payroll
3.2.001 32.001 | Employee Deduction Authorization AC+4 AC+4 AC = Termination of Employee Payroll
3.2.002 32.002 | Employee Earning Records 4 4 40 TAC 815.106(i) Payroll

AC = Tax due date, date claim is Payroll
3.2.003 | 32.003 | FICA Records AC+4 AC+4|  |filed, date tax is paid or after close of
the calendar year, whichever is later.
26 CFR31.6001-1 (E) (2)
Income adjustment authorization Payroll
32004 | 32.004 | documentused to make changestogross | 2 29 CFR 516.6(C)
pay, FICA, Retirement or in computation
of taxes.
3.2.005 | 32.005 | W-4 Listing US+4 US+4 26 CFR 31.6001-1(e)(2) Payroll
3.2.006 32.006 | Wage Rate Tables 2 2 26 CFR516.6(A)(2) Payroll
Unemployment Compensation Records Payroll
Workers Compensation Reports Office of
32007 | 32.007 | yo! records aiso include ancillary CE+5 CE+5| |CE = year of incident Fluman
ocuments, medical statements, claim Resources
correspondence, carrier documents, lost
time and wages forms.
32008 32008 Direct I_Dep_osit Applications and US US Payroll
Authorizations
Retention Codes (Field 7) M — Microfilm ) ]
P - Paper E - Electronic Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent - ;ﬁgift?érfocgltse\r/v
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded O — Review by UTSW RMO

SLR 105




1. Page 56 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itse(:lﬁz. l:\?on.1 Department] Center | Total SFaelemarks O\?IONREKFB{ISNH)IP Anﬁﬁ'ﬁd

AC = All accounts with a vendor or Payroll
vendors for the individual participant
have been closed. For instructions
regarding the determination of the
3.2.009 32.009 | State Deferred Compensation Records AC+5 AC+5 f;losure O.f accounts and for addl'_uonal
information regarding the retention
period see the most current edition of
the Benefits Coordinator Reference
Manual issued by the Employees
Retirement System of Texas.
Human Resources Information System Office of
3.2.010 | 32.010 | (HRIS) Reports FE+4 FE+4 Human
Includes supporting documentation Resources
Category 3: Personnel Records
Section 33: Personnel Administration
Affirmative Action Plans . . EO
3.3.001 33.001 | Affirmative action plans for both regular 5 5 gz)?ar?sFR 30.8 (e) for apprenticeship
employees and apprenticeship programs
Benefit Plans Office of
Employee benefit plans such as pension; Human
3.3.004 | 33.004 | life, health, and disability insurance; US+1 US+1 29 CFR 1627.3 (b) (2). Resources
deferred compensation; etc., including
amendments.
Labor Statistics Reports Office of
3.3.010 | 33.010 | Reports providing statistical information 3 3 Human
on labor force Resources
Retention Codes (Field 7) M — Microfilm

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

P — Paper

CE — Calendar Year End

FE — Fiscal Year End

E - Electronic
LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




2. Agency Code 729

1. Page 57 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. : 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Itse(:lﬁz. l:\?on.1 Department] Center | Total cgelemarks O\?IONREKFB{ISNH)IP Anﬁﬁ'ﬁd
Former Employee Verification Records Office of
Minimum information needed to verify AC Human
33011 | 33011 | EMployment includes name, social AC | 75 | + AC = Termination of employment | XeSOUrces
security number, exact dates of
75
employment, last known address and most
recent public access option form.
Positions/Job Classification Review File Office of
3.3.015 33.015 | Records relating to review and monitoring| US+3 US+3 Human
of job classifications within an agency Resources
Work Schedules/Assignments All
3.3.020 | 33.020 | Work, duty, shift, crew, or case schedules, 1 1 Departments
rosters, or assignments.
Texas Workforce Commission (TWC) Office of
Reports Human
3.3.022 33.022 Reports to the agency from TWC or its 3 3 Resources
predecessor pertaining to employees.
Reimbursable Activities, Requests, and Office of
Authorizations to Engage in Human
Requests and authorizations for travel, Resources
33023 33.023 participation in educational prlograms, FE+3 FE+3
workshops, or college classes; or for other
work-related activities for which the
expenses of the employee are defrayed or
reimbursed.
Personnel Policies and Procedures Office of
Any internally distributed manuals, Human
3.3.024 33.024 guidelines, or similar records that define US+3 US+3 Resources
agency wide policies and procedures
concerning the personnel of an agency.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset PM — Permanent
MO — Months US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105
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2. Agency Code 729
3. Agency Name
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4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itse(:lﬁz. l:\?on.1 Department] Center | Total SFaelemarks O\?IONREKFB{ISNH)IP Anﬁﬁ'ﬁd

Job Procedure Records Office of
33,025 33.025 Any documents de_ta_il_ir?g the procedural US+3 US+3 Human
duties and responsibilities of agency Resources
positions on a position-by-position basis.
Agency Staffing Reports Office of
Any reports compiled by an agency on Human
aspects of personnel staffing, including Resources
listings of all staff by program or name,
3.3.026 33.026 staff hired during a month, detailed US+3 US+3
listings of employees within its
organizational structure, position
vacancies, analyses of turnover rates and
seasonality of employment, etc.
29 CFR 1602.31 [State Agencies] Office of
29 CFR 1602.49 [State Universities] Human
Aptitude and Skills Tests Resources
33,027 33.027 Apti_tude or skills tests required of job US+2 US+2 C_AUTION: On_e copy qf each
applicants or of current personnel to different test (different in terms of
qualify for promotion or transfer. either questions or administration
procedures) should be retained for the
period indicated.
Training Administration Records Office of
Instructional materials and other records Human
associated with in-house training of CAUTION: Does not include Resources
3.3.030 | 33.030 | agency personnel on personnel policies US+2 US+2 hazardous material training records.
and procedures and other policies and SEE item number 5.4.007.
procedures that govern an agency’s
programs, services or projects.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105
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2. Agency Code 729
3. Agency Name
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4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itcse(:lﬁz. l:\?on.1 Department] Center | Total SFaelemarks O\?é)NRElcFB{ISNH)IP Anﬁﬁ'ﬁd

. 29 CFR 1602.32 EO
EEO Reports and Supportin
Documeﬂtation Pporting 29 CFR 1602.39
3.3.031 | 33.031 . 3 3 29 CFR 1602.41
Includes documentation used to complete
EEO Reports 29 CFR 1602.48
29 CFR 1602.50
Equal Pay Records Office of
Reports, studies, aggregated or summary Human
3.3.032 33.032 data, and similar documentation compiled 3 3 29 CFR 1620.32 Resources
to monitor and demonstrate compliance
with the Federal Equal Pay Act.
Leave Records Office of
33.033 - . . FE+4 FE+4 P Human
Family Medical Leave Act files
Resources
Category 3: Personnel Records
Section 33.1 — Personnel Administration: INTERNATIONAL FILES
AC = after separation from UT International
33.100 | International Files AC | 7 |ac+7| [Southwestern. Office

Used to track the visa history of
International Employees

Retention Codes (Field 7)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

M — Microfilm
P — Paper

CE - Calendar Year End

FE — Fiscal Year End

E - Electronic
LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 60 of 112 | 3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
Category 3: Personnel Records
Section 34: Time and Leave
Accumlated Leave Adjustments Requests All
Used to create employee leave balances, Departments
to transfer leave balances when an
3.4.001 34.001 employee transfers positions, to adjust FE+3 FE+3 E
carry-over balances on August 31, to
correct errors on leave accumulation, and
to close out leave accounts on separated
employees.
Leave Status Reports All
3.4.002 34002 Cumulative report is issued each pay FE+3 FE+3 E Departments
cycle and provides employee leave status
information for each position.
3.4.003 34003 Less Than Full-Time Worked Reports 4 4 40 TAC 815.106(i) All
Date and hours. Departments
3.4.004 34.004 | Overtime Authorizations 2 2 Al
Departments
3.4.005 34.005 | Overtime Schedules 2 2 Al
Departments
. . P&E All
3.4.006 34.006 | Time Cards and Time Sheets 4 4 40 TAC 815.106(i) Departments
3.4.007 34.007 | Time Off and/or Sick Leave Requests FE+3 FE+3 Al
Departments
Sick Leave Pool Documentation Office of
3.4.008 34.008 | Requests submitted, approvals, number of | FE+3 FE+3 P&E Human
hours transferred in and out, etc. Resources
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent - ;ﬁgift?érfocgltse\r/v
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded

O — Review by UTSW RMO

SLR 105
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2. Agency Code 729

3. Agency Name UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Té&,_'\c
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) rrr\]lgh
Category 4: Fiscal Records
Section 41: Worksheets, Detail Information on Financial Event or Transaction
4.1.001 | 41.001A | Accounts Payable Information FE+3 FE+3 Accounting
Accounts Payable Information AC = Expiration or abandonment of Legal Affairs
41.001B | Financial Records Supporting Patents, AC+20 AC+20 ate;t trgdemark or convriaht
Trademarks and Copyrights P ' ' pyngnt.
CAUTION: Does not include long Accounting
- . distance telephone billing detail. SEE
4.1.002 | 41.002 Billing Detail FE+3 FE+3 item numbers 5.5.001, 5.5.006, and
5.5.007.
4.1.003 41.003 Canceled Checks/Check Stubs FE+3 FE+3 Accounting
4.1.004 | 41.004 Encumbrance Detail FE+3 FE+3 Accounting
Inventory and other cost files, including Accounting
4,1.005 41.005 Production, job, labor, quotes, pricing, FE+3 FE+3
specifications, etc.
4.1.006 41.006 Investment Transaction Files FE+3 FE+3 Accounting
41.007 41.007 Transfers or Bnget Revisions: FE+3 FE+3 Accounting
Transfers or adjustment to budgets.
4.1.008 41.008 Electrqmc Fl_Jnd Transfers: Direct FE+3 FE+3 Accounting
Deposit Registers
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End | — Transfer to UTSW

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent

US — Until Superseded Retention Center

O — Review by UTSW RMO

SLR 105
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2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Category 4: Fiscal Records
Section 42: Documents of Original Entry
BuyCard
- Receipts
- Charge Slips
- Invoices
- Compliance Review
- Approved Exceptions by . -
4.2 42.000 Management FE+3 FE+3 \?Vu?gﬁﬁ:?;z:ﬁs dﬂi]r? &régéza;fﬁéﬁ All
- PGAB Reports for Transactions sent P Departments
to Accounting
- Fleet Fuel Card Bank Statements
and Invoices
- BuyCard Bank Statements
4.2.001 42.001 g?;? Deposit Vouchers: Cash deposit FE+3 FE+3 Accounting
42002 | 42002 | CashReceipts FE+3 FE+3 Al
Receipts Departments
4.2.003 42.003 Daily Cash Receipts Logs FE+3 FE+3 Accounting
42004 | 42.004 Encumbrance Vouchers: Orders, FE+3 FE+3 Accounting
statements, change orders, etc.
P and M: MICROFILMED Accounting
. AV AV RECORD.
4.2.005 42.005 Purchase Vouchers and Invoices. FE+3 FE+3 AV = Retention of Paper Records
FE+3 = Retention of Microfilm
Journals: General Journal, Trust Accounting
4.2.006 42.006 Voucher Journal, Journal of Accounts, FE+3 FE+3
Cash Transfer Journal
4.2.007 42.007 Expenditure Vouchers: Payroll, Travel FE+3 FE+3 Accounting
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




2.

Agency Code 729

1. Page 63 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Category 4: Fiscal Records
Section 43 — Journals or Registers
4.3 43.000 Supporting Documentation for Registers | FE+3 FE+3 Accounting
4.3.001 43.001 Sales Journals or Registers FE+3 FE+3 Accounting
4.3.002 43.002 Receipts Journals or Registers FE+3 FE+3 Accounting
Expenditure Journals or Registers: Accounting
4.3.003 43.003 Check Registers, Voucher Journals, FE+3 FE+3
Interdepartmental Requests
Category 4: Fiscal Records
Section 44: Ledgers
4.4.001 44.001 General and Subsidiary Ledgers FE+3 FE+3 Accounting
4.4.002 44.002 Accounts Receivable Ledgers FE+3 FE+3 Accounting
4.4.003 44.003 Accounts Payable Ledgers FE+3 FE+3 Accounting
Category 4: Fiscal Records
Section 45: Reports
Annual Finarllcial Report Work papers Accounting
including 13" month post-closing report.
45 45.000 Worksheets for preparing FISCAL FE+3 FE+3
Reports
WORKSHEETS FOR PREPARING Accounting
45.001 | 45.001 FISCAL REPORTS FE+3 FE+3
Internal Fiscal Management Reports: Accounting
45002 45002 GRANT REPORTS, Monthly Financial FE+3 FE+3
Reports, Employee Travel Expense
Reports

Retention Codes (Field 7)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

M — Microfilm

P — Paper

CE - Calendar Year End
FE — Fiscal Year End

E - Electronic
LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 64 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Annual Financial Reports: Required by /(:A;(I:e: difpt:;‘fer 1 of odd-numbered | Accounting
4.5.003 45.003 the General Appropriations Act (100 AC+6 AC+6 years. q
Day Report) Compone_znt retains PM Record Copy
send copies to PUB
External Fiscal Reports: Federal Accounting
4.5.005 | 45.005A | Financial Reports, Salary Reports, HUB | FE+3 FE+3
Reports
External Fiscal Reports: Federal External special purpose reports; President’s
45.005B | Financial Reports, Salary Reports, HUB PM PM Endowment Compliance; quarterly Office
Reports reports to UT System
45006 | 45.006A Annual Operating Bl_Jdgets: required by FE+3 FE+3 Accounting
the General Appropriations Act
45.006B Legislative Budget Requests FE+3 FE+3 | | [Specific Budget for Medical School Budget
4.5.007 45.007 USAS Reports — Daily AC+30 ACH 30 AC = after closing Accounting
Days Days
45008 | 45008 | USAS Reports — Monthly ACH AC* | IAC = after closing Accounting
12 mos. 12 mos.
4.5.009 45.009 USAS Reports — Annual FE+3 FE+3 Accounting
Category 4: Fiscal Records
Section 46: Documents Showing Compliance with System of Internal Control
4.6.001 46.001 Balancing Records — Monthly FE+3 FE+3 Accounting
4.6.002 46.002 Reconciliations FE+3 FE+3 Accounting
46003 | 46003 | CashCounts, Cash Refunds, Bank orders| oo, o FE+3 | |Records of Cash Refunded Accounting
for Cash, Weekly Cash Reports
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105
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Agency Code 729

1. Page 65 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Category 4: Fiscal Records
Section 47: Other Fiscal
4.7.001 47.001 f&%ﬂtmg Policies and Procedures US+3 US+3 Accounting
4.7.002 47.002 Bank Statements FE+3 FE+3 Accounting
. . .| Accounting
47004 | 47.004 | CAPITAL ASSET RECORDS LA | 3 |La+g| |Ret@inALL documentation regarding | "y ,- o o
asset for life of asset plus three years. Mgmt
4.7.005 47.005 Claim Files AC 3 |[AC+3 AC = Resolution of Claim Accounting
4.7.006 47.006 Comptroller Statements FE+3 FE+3 Accounting
4.7.007 47.007 Detail Ch_art of Accou_nts: One for all FE+3 FE+3 Accounting
accounts in use for a fiscal year.
Retain documents in Research Grants| Research
and Contracts Office, and then Grants and
transfer to Retention for 34 years. Contracts
Unless otherwise required or defined | Office/OPA
in a grant or in a State or Federal
regulation, transitory data that are
interim to final results may be purged
or deleted after it has met their Ad
4.7.008 | 47.008A | Federal Grant Proposals: Awarded AC+1 3 |AC+4 administrative value as determined
by the investigator.
AC = Term of Grant
Federal Grants records should
comply with Uniform Administrative
Requirements for Grants and
Cooperative Agreements to State and
Local Governments as stated in OMB
Circular A-110.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

CE — Calendar Year End
FE — Fiscal Year End

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

LA — Life of Asset

MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105
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2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series Item 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
AC = Term of Grant Research
Retain documents in Research Grants | Grants and
- : + + .
47.008B Non-Federal Grant Proposals: Awarded | AC+1 3 | AC+4 |l and Contracts Office, then transfer to | Contracts Ad
Retention for PM. Office/OPA
AC = Satisfaction of all Uniform Research
Administrative Requirements for Grants and
Grants and Cooperative Agreements | Contracts
4.7.008 | 47.008C | Non-Accepted Grants: Not Awarded AC AC to State and Local Governments (the | Office/OPA A4
Common Rule). All Non-
accepted/not awarded grants are
purged.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AV — Administrative Value

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

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105
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2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4,
Records
Series
Item No.

5

Agency
Iltem
No.

Record Series Title

7. Retention Period

8. Archival

Department

Retention

Center

Total

9.
Remarks

10.
DOCUMENT
OWNERSHIP
(ORIGIN)

11.
TSLAC
ONLY
Amend
No.

4.7.008

47.008D

Clinical Trials/Agreements Executed
Third Party

AC+1

14

AC+15

Grants for Clinical Trials/Drug
Studies must be maintained AC+2 in
accordance with 21 CFR 312.57,
Unless otherwise required or defined
in a grant or in a State or Federal
regulation, transitory data that are
interim to final results may be purged
or deleted after it has met their
administrative value as determined
by the investigator. Federal grant
records should comply with the
retention schedule requirements set
forth in OMB circular A-110, subpart
C. Federal contract records should
comply with the policies and
procedures in the Federal Acquisition
Regulations (FAR) Subpart 4.7. For
Clinical Trials

AC = study after completion or after
last contact with subject whichever is
later and upon receipt of New Drug
Approval (NDA) or Investigational
New Drug (IND) withdrawal.

Research
Grants and

Contracts
Office/OPA

4.7.009

47.009

Fixed Asset Sequential Number Logs

US+3

US+3

Inventory
Control

4.7.010

47.010A

Long-Term Liability Records (Bonds,
etc.)

AC+3

AC+3

AC = Retirement of Debt

Accounting

47.010B

Bond Insurances & Debt Services

AC+3

AC+3

AC = Until maturity of Issue

Accounting

47.010C

Bond Destruction Certificates

PM

PM

Accounting

Retention Codes (Field 7)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

M —
P -

Microfilm
Paper

CE — Calendar Year End

FE — Fiscal Year End

E - Electronic
LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105
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Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
47011 47011 Building and Procurement Commission FE+3 FE+3 Accounting
Statements
Signature Authorizations Contracts
Signature cards or similar records Management
establishing authority of an agency Us + Us +
4.7.012 47.012 employee to initiate or authorize FE+3 FE+3
financial transactions on behalf of an
agency.
Accounting
47013 Student Loans, Notes and Related ACHS ACHE AC = Date of Repayment S_,tuder_lt
Records Financial
Services
47.014 Bank Collateral Records FE+5 FE+5 Accounting

Retention Codes (Field 7)

M — Microfilm
P — Paper

AC — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End

AV — Administrative Value

FE — Fiscal Year End

E - Electronic
LA — Life of Asset PM — Permanent
MO — Months US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105
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2. Agency Code 729
3. Agency Name
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4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
Category 5: Support Services Records
Section 51: General
Contracts and Leases AC = Expiration/Termination Contracts
- o Management
Contracts, leases, and agreements according to contract terms; originals
include general obligation, land lease, retained in Accounting Purchasin
utilities, and construction except for NOTE: Medical Equipment records g
buildings. Documents also include: are required to be retained for 25 .
5.1.001 | 51.001 drawings, specifications, bonds, AC+4 AC+4 years, based on FDA/JJCAHO Physical
X Plant
purchase orders, HUB Subcontract requirements.
Plans, inspection reports, insurance Data Ohmeda bi-annually
I ) oo BIOMED
certifications, contract logs, purchase reviews/checks calibration of .
. ; UT Hospitals
order logs and correspondence. anesthesia machines.
Mail Services
Print Shop
5.1.003 51.003 | Delivery Reports 2 2 Receiving
Inventory
Control
Mail & Telecommunications Listings All
Any mailing address, telephone or fax Departments
5.1.004 51.004 | number or email address records us us
maintained by an agency on its employees
or on entities or persons it serves.
Postage Records All
5.1.005 51.005 | Records and reports of postage expenses, | FE+3 FE+3 Departments
including postal meter usage.
Requisitions for In-Agency, Inter-Agency All
51.007 51.007 Copy/Printing SerV|ce_ AV AV Departments
Includes word processing and data Print Shop
processing
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

CE - Calendar Year End
FE — Fiscal Year End

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

LA — Life of Asset
MO — Months

PM — Permanent

US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 70 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itse(r?”ﬁ%. l:\?on.1 Department] Center | Total SFaelemarks O\?IONREKFB{ISNH)IP Anﬁﬁ'ﬁd

Licenses and Permits for Non-vehicles All
51010 51010 !Z)oes not include licenses and pezrmits AC+2 AC+2 AC = Df;lte of Expiration of License |Departments
issued by an agency as part of it’s or Permit.
statutory responsibilities
51011 51011 Photocopier and Telefax Usage Logs & AV AV All
Reports Departments
Charge Schedules/Price Lists All
Schedules of processes charged by an Departments
5.1.012 51.012 | agency for services to the public or other | US+3 US+3
agencies, including any documentation
used to determine the charges
Office of
51013 51013 Insuranc_e Policies_ AC+4 AC+4 AC_= Expirat!on or jtermination of the Executi\{e VP
For Vehicles, equipment, etc. policy according to its terms. for Business
Affairs
Office Procedures All
Any internally distributed manual, Departments
guidelines or similar records that establish
51014 51014 standard office procedures for an agency; US+1 US+1
for example: agency style manuals,
telephone protocols, mail room
procedures, print shop and photocopy
ordering instructions
Correspondence Tracking Records Receiving
Any record created by an agency to track Mail Services
5.1.015 51.015 | any type of incoming and outgoing 1 1
correspondence or packages by the US
Postal Service or by private couriers
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

S

LR 105




2. Agency Code 729
1.Page 71 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Contract Log Contracts
List of agency contracts, leases and Management
5.1.017 51.017 | agreements including general obligation, FE+3 FE+3
land lease, utilities and construction
contracts.
Category 5: Support Services Records
Section 52: Facilities Management
Office of
5.2.001 | 52.001 Appraisals — Building or Property AV AV |O Business
Affairs
Building Construction Project Files Physical Plant
52002 | 52002 | Flanning, design and construction records, - | 19 | Act11| O |AC = Completion of Project Admin
accepted and rejected bids, contracts and
inspection correspondence
Building plans and specifications Physical Plant
52003 | 52003 IncIuQes archlt_ectural and engineering LA LA |o LIFE OF THE ASSET Admin
drawings, profiles and blueprints for new
& renovation
Office of
5.2.004 | 52004 | Building Space Request 1 1 Planning and
Institutional
Studies
NOTE: Medical Equipment records| BIOMED
Medical Equipment Calibration are required to be retained for 25 HOSPITAL
5.2.005 | 52.005A (Equipment or Instrument) 25 YRS 25 YRS years, based on FDA/JCAHO
requirements.
592005 | 52.0058 Calibration Records - Equipment or 10 10 EH
Instrument
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 72 of 112 | 3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itse(:lﬁz. l:\?on.1 Department] Center | Total SFaelemarks O\?é)NRElcFB{ISNH)IP Anﬁﬁ'ﬁd

52.005C | CAibration Records - Radiation 10 10 25 TAC 289.202(nn)(L) EH
onitoring Equipment
. - Inventory
5.2.006 | 52.006 Property Destruction Certificates FE+3 FE+3 Salvage/Scrap Control
Inventory
Damage Reports . Control
5.2.007 | 52.007 Reports of damage to state property. FE+3 FE+3 Damaged or Destroyed Equipment Al
Departments
Equipment History file, Equipment All
Service Agreements Departments
Agreements or contracts between the NOTE: Medical equipment records
agency and equipment vendor to provide are required to be retained for 25 BIOMED
5.2.008 | 52.008 maintenance service for equipment LA 3 | LA+3 years, based on FDA/JCAHO HOSPITALS
vendor to provide maintenance service for requirements.
equipment. Includes requests for
installation, moves, service, etc. and
service/repair logbooks, etc.
NOTE: Medical equipment records BIOMED
. . . are required to be retained for 25 HOSPITALS
5.2.009 | 52.009A Medical Equipment Inventory Detail 25 YRS 25 YRS years, based on FDA/JCAHO
requirements.
Updates agency portion of the Inventory
5.2.009 | 52.009B | Equipment Inventory Detail FE+3 FE+3 inventory listing anq adds, changes, Control
transfers or deletes items from
inventory.
NOTE: Medical equipment records BIOMED
. . ) HOSPITALS
52010 | 52010 Equment Manuals LA LA are required to be retained for 25
Hospital Equipment Manuals years, based on FDA/JCAHO All
requirements.
Departments
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End
AV — Administrative Value FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 73 of 112 | 3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department| Center | Total Remarks (ORIGIN) No.
BIOMED
AC = Expiration of warranty. HOSPITALS
5.2.011 | 52.011A Eqmpment V\_/arrantles AC+25 AC+25 NOTE: Medical equipment records
Medical Equipment . X
are required to be retained for 25
years, based on FDA/JCAHO
requirements.
5.2.011 | 52.011B | Equipment Warranties AC+1 AC+1 AC = Expiration of Warranty Al
Departments
52012 | 52012 Est!mate Files (Supply & Repair Cost 1 1 All
Estimates) Departments
Inventory
52014 | 52014 Annual Inven_tory Record o FE 3 | FE+3 Control
Property, equipment, supply verification All
Departments
5.2.015 | 52.015 Inventory, Notices of Equipment Removal| FE 3 | FE+3 REFC forms and loan agreements Irg:v(;e:ttr%rly
Inventory
:_r}\slﬁrr:togﬁgvz:ts{raljgﬂ?;?all changes AC = Date of system update Control
5.2.016 | 52.016 g onal, changes, AC | 1 | AC+l| |[transaction.
deletions and transfer times for the
monthly processing period.
Inventory
5.2.017 | 52.017 Lost & Stolen Property Reports FE 3 FE+3 Cpntrql
University
Police
5.2.018 | 52.018 Quality Control Reports 2 2 Physical Plant
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent - ;ﬁgift?érfocgtse\r/v
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded O — Review by UTSW RMO

SLR 105




1. Page 74 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Medical Equipment: Service Orders NOTE: Medical equipment records | BIOMED
Agency copy of forms completed by are required to be retained for 25 HOSPITALS
5.2.019 | 52.019A | mechanical service personnel for 25 YRS 25 YRS years, based on FDA/JCAHO
installation or repair. Includes billing requirements.
code, service, labor, parts and remarks.
Non-Medical: Service Orders Physical Plant
Agency copy of forms completed by
5.2.019 | 52.019B | mechanical service personnel for 1 1
installation or repair. Includes billing
code, service, labor, parts and remarks.
5.2.020 | 52.020 Supply Usage Reports FE+1 FE+1 Physical Plant
5.2.021 | 52.021 Surplus Property Sale Reports FE 3 | FE+3 Auction or Direct Sales "év(f:ttr%rly
5.2.022 | 52.022 Utility Usage Reports AV AV | AV AV = Administrative Value Physical Plant
Year-to-Date Activity Inventory: Adiustments to records not Inventory
5.2.023 | 52.023 Additions, Changes, Transfers and FE 3 | FE+3 Adjustment : Control
S ; . including disposals from inventory
Administrative Deletions.
52.024 Master Plans for Campus & Buildings LA LA Life of Asset Phyigzl]ilzlant
59 025 Physical Plant Maintenance: Outside PM PM E Physical -Plant
Contractor Admin
52 026 Physical Plant Maintenance: Inhouse Staff PM PM E Physical _Plant
Records Admin
Physical Plant
56.003 | 52027 Vehlcle Inspection, repair and LA 1| LA+l Admin
maintenance records All
Departments
Retention Codes (Field 7) M — Microfilm

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

P — Paper

CE — Calendar Year End

FE — Fiscal Year End

E - Electronic
LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 75 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. o 7. Retention Period 8. Archival 10, Tél_lA.C
Rgcc_)rds Agljtency Record Series Title Retention o DOCUMENT ONLY
eries em : OWNERSHIP | Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
Building Construction Contract and . . . . Physical Plant
Inspection Records: Review required prior to disposal. Admin
5.2.028 | 52.028 pec ; LA 10 | LA+10 (Il [SEE ALSO item numbers 5.2.002
Building Construction Contracts, surety
X X and 5.2.003.
bonds, and inspetion records.
5.6.005 | 52.029 Vehicle Mileage Reports FE+3 FE+3 Phyzgfratrllil;lant
. . Physical Plant
52.030 Vehicles Operations Log 1 1 Admin
Charge Schedules: Physical Plant
5.1.012 | 52.031 Price Lists including cost records, US+3 US+3 Admin
materials and overhead
56.004 | 52032 Vehicle Operators License and Driving us Us University
Record Check Police
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AV — Administrative Value

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

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset

MO — Months

PM — Permanent

US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 76 of 112 | 3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
|t§?nrlﬁi). “lz\?on:] Department]  Center Total %emarks O\?IONREIEISN|—)|IP Anl:llgl..]d

Category 5: Support Services Records
Section 53: Purchasing
5.3.002 [ 53.002A | Freight Bills FE 3 | FE+3 Receiving
AC = Receiving
(1) The export from the United States
of the item involved in the
transaction to which the records
pertain or the provision of financing,
transporting or other service for or on
behalf of end-users of proliferation
concern as described in
§736.2(b)(7)and 744.6 of the EAR,;
(2) Any known reexport,
5.3.002 | 53.002B | Freight Bills - International AC+1 4 | AC+5 transshipment, or diversion of such
item; (3) Any other termination of the
transaction, whether formally in
writing or by any other means; or
(4) In the case of records of
pertaining to transactions involving
restrictive trade practices or boycotts
described in part 760 of the EAR, the
date the regulated person receives the
Boycott-related request or
requirement.
5.3.003 53.003 Freight Claims AC+2 AC+2 AC = Resolution of claim Al
Departments
5.3.004 53.004 Order — Acknowledgements AV AV Al
Departments
. . All
5.3.005 | 53.005 Packing Slips AV AV Departments
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset PM — Permanent

MO — Months

| — Transfer to UTSW
Retention Center

US — Until Superseded

O — Review by UTSW RMO

SLR 105




1. Page 77 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

11.
4. S. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
CAUTION: If a formal written Purchasing
Bid Documentation: contract is the result of a successful
Includes bid requisition/authorizations, bid or request for proposal, the
53007 53007 invitations to bid or propose, requests for FE 3 | FE+3 Succ_essful bid or request for proposal
information, requests for qualifications, and its supporting documentation
bid specifications accepted and rejected must be retained for the same period
bids and bid tabulation/evaluations. as the contract. See item number
51.001 and 52.028.
Purchasing Logs All
53,008 53,008 Log, register, etc., providing a reco_rd of FE 3 | FE+3 Departments
purchase orders issued, orders received
and similar data on procurement status.
Requests for Information AC = Date of direct purchase, All
53,009 53.009 Requests for information prellmlr_lary to AC AC issuance of request for bld_s, or Departments
the procurement of goods or services by decision not to proceed with the
direct purchase or bid. procurement, as applicable
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




1. Page 78 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
|t§?nrlﬁz. “lz\?on:] Department]  Center Total %emarks O\?IONREIEISN|—)|IP Anl:llgl..]d

Category 5: Support Services Records
Section 54: Risk Management
Accident Reports and Associated All
Documentation: Departments
Accident or occupational disease reports 29 CER 1904.33 The Texas
(by supervisors and employees) and Department of Insurance retains
5.4.001 54.001 other associated reports required to be CE+5 CE+5 ies of the renorts submitted to it
submitted to the Texas Department of :c:oples 0 P
; or 50 years.
Insurance or its predecessors or
maintained internally on accident
frequency.
Evacuation Plans: All
5.4.002 54.002 Plans for evacuation of agency facilities us us Departments
in case of emergency.
AC = Date of inspection or date of Physical
5.4.003 | 54.003A Inspection Records AC+3 AC+3 the correction of the deficiency if the |Plant Admin
inspection report reveals a deficiency.
AC = Inspection, or date of the EH
correction of the deficiency if the
Inspection Records inspection report reveals a deficiency.
Fire, safety, and other inspection records NFPA 101, 2006 Ed
5:4.003 54.003B of UT Southwestern facilities and AC+3 AC+3 CAUTION: Does not include
equipment inspection reports of building
construction. SEE item number
52.028
Inspection Records AC = After registration or license EH
54.003C State Registration for X-ray producing AC AC termination or lesser requirement per
' devices and Licensing for Radioactive Department of State Health Services
Material 25TAC8289

5.4.004 54.004 Fire Orders PM PM EH
Retention Codes (Field 7) M — Microfilm ) ]

P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




2.

Agency Code 729

1. Page 79 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Hazardous Materials Training Records Texas Health and Safety Code, EH
5.4.007 54.007A Texas Hazardous Communications Act S S 502.009(g)
54.007B ngardous Materlals_ Training Records 3 3 42CFR§72.15 EH
Biosafety and Security
54008 | 54008 | Hazard Communication Plans USH+5 Us+s | |Texas Healthand Safety Code, EH
502.009(g)
5.4.009 54.009 Workplace Chemical Lists 30 years 30 yearg ;’(e);(aosolél(e(%lth and Safety Code, EH
5.4.010 54.010A | Material Safety Data Sheets uUs uUs Electronic Format on the web. EH
5.4.010 54.010B | Material Safety Data Sheets usS us Paper Format for Physical Plant to Physical
hand out to employees. Plant
Visitor Control Records Hospital
54011 54011 Logs, registers or S|m|Iar_re90rds 3 3 Materials
documenting visitors to limited access or Mgmt.
restricted areas of agency facilities.
Security Access Records University
Records relating to the issuance of keys, Police
identification cards, building passes, AC = Until superseded, date of
5.4.012 54.012 passwords, signed statements or similar | AC+2 AC+2 expiration, or date of termination,
instruments of access to agency whichever sooner.
facilities, equipment or automated
systems.
Business
54013 | 54013A Disaster Preparedness and Recovery US US Affairs
Plans All
Departments
Business
Disaster Recovery Service Transmittals Affairs
1.2.015 | 54.013B (RMD 109) FE+1 FE+1 All
Departments
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

FE — Fiscal Year End

CE - Calendar Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 80 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
. . Business
Disaster Recovery Service Approval _ . L .
12016 | 54.013C Form (RMD 113) AC AC AC = L_Jntll superseded or termination|  Affairs
Agency copy of Form of service Al
Departments
Category 5: Support Services Records
Section 55: Telecommunications
Billing Detail — Telexommunications IR
(Other Than TEX-AN) .
5.5.001 55.001 In addition to summary detail, includes FE+3 FE+3 SEE item ”.“mber 55'.006 for
. . - TEX-AN billing detail.
any accompanying detailed listing of
long distance calls
Long Distance Telephone Logs IR
Long distance logs created by agencies
5 5002 55 002 for internal dog:ur_nentatmn purposes. AV AV
Includes any similar logs created for
long distance facsimile or electronic
transmissions
Station Activity Reports IR
55003 55 003 Internal Ilstln_g pf mcpm!n_g/outgomg AV AV
telephone activity to individual
telephone stations.
System Activity Reports IR
5.5.004 55.004 Internal listing of all incoming/outgoing AV AV
agency telephone activity.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 81 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itse(:lﬁz. l:\?on.1 Department] Center | Total SFaelemarks O\?IONREKFB{ISNH)IP Anﬁﬁ'ﬁd
The billing agency will maintain all IR
long distance TEX-AN records and
Billing Detail - Telecommunications W'“ provide each using agency !ts
(TEX-AN) bill summary of centrall_zed cgpltol
5.5.006 55.006 In addition to summary detail, includes FE+3 FE+3 complex_telephone service W'thOUt
any accompanying detailed listing of call deta_ll records_. For these bill
long distance calls summaries, SEE item number 47_.011.
' SEE item number 55.001 for billing
detail from carriers other than TEX-
AN.
Disputed Call Documentation IR
Documentation relating to disputed long
5.5.007 55.007 distance calls, including documents FE+3 FE+3
evidencing repayment by employees for
personal long distance use.
Category 5: Support Services Records
Section 56: Vehicles
5 6.003 56.003 Inspection Rep_air and Maintenance LA+ LA+ Physical
Records — Vehicles Plant
5.6.004 56.004 License and Driving Record Checks AC AC AC - Ur.ml superseded or until Unlve_r5|ty
termination of employment. Police
5.6.005 56.005 Vehicle Use Reports FE+3 FE+3 Al
Departments
Office of
5.6.007 56.007 Vehicle Titles & Registrations LA LA Business
Affairs
Also includes parking waivers, Auxiliary
5.6.009 | 56.009A | Parking Permits or Assignments us uUs parking salary deduction agreements, | Services
parking waiting lists.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent - ;ﬁgift?érfocgltse\r/v
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 82 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Itcse(:lﬁz. l:\?on.1 Department] Center | Total SFaelemarks O\?é)NRElcFB{ISNH)IP Anﬁﬁ'ﬁd
Recommendations for Retention: University
Warnings (all types), paid citations, Police
and citations for unknown owner (all
o _ See See types) — 3 years; Unp_aid Citations for
56.009B | Traffic Citations or Warnings Remarks Remarks those not affiliated with UT
Southwestern — 5 years; Unpaid
Citations for persons affiliated with
UT Southwestern = AC+3, where AC
= termination or graduation
Category 5: Support Services Records
Section 57: University Police Department
Police Incident Reports University
57.000 Non-criminal incidents investigated by AC+3 AC+3 AC = Date of last report supplement Police
the University Police Department.
Police Offense Reports / Felonies (Does University
not include Murder, Manslaughter, or NOTE: Cases not cleared by the Police
Sexual Assault) conviction or acquittal of the person
Documents offenses, except murder, arrested or cited, by the dismissal of
manslaughter or sexual assault that occur charges against the person, or by the
57.001 within the University Police Department’s| 10 10 entry on the record of a court by a
primary jurisdiction that violate state laws prosecuting attorney of a nolle
or regulation. Record series includes prosequi should be retained until the
without limitation the case number, type expiration of the statute of limitations
of report, date, time, complainant or for all offenses.
victim, address and details of report.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent

US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 83 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itse(:lﬁz. l:\?on.1 Department] Center | Total SFaelemarks O\?IONREKFB{ISNH)IP Anﬁﬁ'ﬁd

Police Offense Reports / Felonies University
(Murder, Manslaughter, or Sexual NOTE: Cases not cleared by the Police
Assault) conviction or acquittal of the person
Documents offenses of murder, arrested or cited, by the dismissal of
manslaughter, or sexual assault that occur charges against the person, or by the

57.002 within the University Police Department’s| 50 50 entry on the record of a court by a
primary jurisdiction that violate state laws prosecuting attorney of a nolle
and regulations. Record series includes prosequi should be retained until the
without limitation the case number, type expiration of the statute of limitations
of report, date, time, complainant or for all offenses.
victim, address and details of report.
Police Offense Reports / Misdemeanors NOTE: Cases not cleared by the University
Documents misdemeanor offenses that conviction or acquittal of the person Police
occur within the University Police arrested or cited, by the dismissal of
Department’s primary jurisdiction that charges against the person, or by the

57.003 violate state or local laws and regulation. 6 6 entry on the record of a court by a
Record series includes without limitation prosecuting attorney of a nolle
the case number, type of report, date, prosequi should be retained until the
time, complainant or victim, address and expiration of the statute of limitations
details of report. for all offenses.
Personnel Background Information for University
Uniformed Officers — Hired Police
This series consists of requests for, and

57.004A | results of, criminal and other background | AC+5 AC+5 AC = Termination of employment
checks and information on employees.
Original documents forwarded to UT
System.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




1. Page 84 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itse(:lﬁz. l:\?on.1 Department] Center | Total cgelemarks O\?IONREKFB{ISNH)IP Anl\]lgrld

Personnel Background Information for University
Uniformed Officers — Not Hired Police
57.004B | This series consists of requests for, and 3 3
results of, criminal and other background
checks and information on applicants.
Vehicle Accident Reports University
This series documents accidents involving Police
vehicles owned by UT Southwestern. This
series includes without limitation: vehicle
accident reports; vehicle accident claims,
damage or loss of state property reports This record series only applies if no
57.005 ; 3 3 R
and related documentation and personal injury is involved.
correspondence. Information may include
vehicle type and identification number;
name of party using the vehicle, notation
of condition before and after use, and
authorizing signatures.
Personnel Background Information for University
Civilian Police Personnel — Hired Police
57.006 This series consists of requests for, and AC+5 AC+5 AC = Termination of employment
results of, criminal and other background
checks and information on employees.
Personnel Background Information for University
Civilian Police Personnel — Not Hired Police
57.006A | This series consists of requests for, and 3 3
results of, criminal and other background
checks and information on applicants.
57.007 Police Fingerprint Cards AV AV Unlve_r3|ty
Police
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 85 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Itse(:lﬁz. l:\?on.1 Department] Center | Total cgelemarks O\?IONREKFB{ISNH)IP Anﬁﬁ'ﬁd

. . . AC+ AC+ AC = Date security problem University
57.008 Security / Safety Notices and Warnings 30 days 30 days corrected. Police
Criminal History Master File University
57.010 Re_cords tra_cking inqu?ries f_or j[he receipt AV AV AV = Statute of Limitations Police
of information, including criminal
histories.
Building Access Control Records University
This series controls access to specific Police
buildings, departments, rooms or areas.
This series may include access lists sign-
5.4.011 57.011 in sheets, logs, registers, instruction 3 3
books, emergency contact records, or
records recording actions of University
Police Personnel in opening up University
facilities for University personnel.
Vehicle Assistance Records University
57.012 Includes jumper cable service, unlocking 1 1 Police
doors, etc.
Building Security Surveys University
Periodic reports of surveys of facilities Police
57013 conducted by_University Police personnel US+20 US+20
and shared with departments. Reports are
used by departments to update or enhance
security measures for the facilities.
Recordings of Police Communications or University
Actions . . CAUTION: Reuse or destroy in 30 Police
These records, in any media, document 30 30 . .
57.014 . days only if not required to support
calls for emergency assistance or days days K . . T
X . e nown investigations or litigation.
recordings of radio communications or
police activities.
Retention Codes (Field 7) M — Microfilm

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

P — Paper

CE — Calendar Year End

FE — Fiscal Year End

E - Electronic
LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




1. Page 86 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

11.
4. S. 6. o 7. Retention Period 8. Archival 10. TSLAC
Réecc_)rds Agllency Record Series Title Retention ° DOCUMENT ONLY
eries tem : OWNERSHIP | Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
Surveillance Video Recordings University
These records, in any media, consist of 30 30 CAUTION: Reuse or destroy in 30 Police
57.015 surveillance video created to monitor davs davs days only if not required to support
activities occurring within or outside of Y y known investigations or litigation.
institutional buildings.
Dispatch Reports University
Reports created by dispatcher on each call Police
57.016 for service showing date and time of call 2 2
received, nature of call, and details of
action taken in response to call.
AC = The criminal history record University
Criminal History Checks information has served the immediate Police
Criminal history record information E)grpé)jg :‘)(;r vrvgt:gg(;‘;\;\;as %?Egldn?gf
including criminal conviction record Urﬁversit Em lovees grp180 davs
57.018 | information, on job applicants or AC AC y SMPIOYees 0 cay
Lo . after such information is obtained for
University employees obtained from a . . .
criminal justice agency. (e.g., Texas pos_ltlé)ns without a probationary
. ’ period.
Department of Public Safety). NOTE: See Texas Government Code
Sections 411.135.411.082
57.019 Damage Reports FE+3 FE+3 Unlve_r5|ty
Police
57.020 Lost and Stolen Property Reports FE+3 FE+3 Urll’lglleigty
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 87 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
|t§?f?§2. lll[\leon:] Department]  Center Total %emarks O\?é)NREI(EISNF)”P Anl:llgl..]d
University Rules, Policies, and University
Procedures — Final — University Police Police
Includes final copy of manuals,
guidelines, general orders, administrative
rules, code of conduct, or similar records _ . L
distributed internally in University Police AC = Completion or termination of
y y
1.1.070 57.070 Department for the use of employees or AC+5 | PM | PM progrz;m, rulgs,lpohcc;es (;r duct
externally to the public or those procteburlfs. t nly code ?I conauc
individuals or entities regulated by the MUSL be kept permanently.
Deparment that sets out the rules, policies,
and procedures that govern the
Department’s programs, services or
projects.
AC = The criminal history record University
Criminal History Checks information has_ ser_ved the im_mediate Police
Criminal history record information, Fgrp:sg E?:r vrvoht;gn(;:]\;\;as %?Egldn?g}
including criminal conviction record L.Jr;iversity Smployees }<l)rp180 days
3.1.026 57.080 information, on job applicants or AC AC . S .
University employees obtained from a afte_r .S’UCh |r_1format|on 1S o_btamed for
criminal justice agency (e.g., Texas Bg;‘ggns without a probationary
Department of Public Safety). NOTE: See Texas Government Code
Sections 411.135, 411.082.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105
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2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
|t§?nrlﬁi). “lz\leon:] Department]  Center Total %emarks O\?IO’\IREI(R?;ISNF)IIP Anl:llgl..]d

Category 6: Medical
Section 60: Medical Research — Animal and Human Protocols
AC= Completion of study
MEDICAL RESEARCH/CLINICAL Unless otherwise required or defined
TRIALS: ina grant or in a State or Federal
Research data and documentation gathered regulation, transitory data which is
or created in the course of a clinical trial. interim to final results may be purged
60.001 May include case reports, shippin_g records, AC 7 |ac+? or dgle_ted a_fter it has met its _ Individual PI
research data from investigators, internal administrative value as determined by
research data, approved protocols and all the investigator.
amendments, approved consent forms,
drug/device accountability logs, study CAUTION:
participants master contact log Keep PM if one or more patent
applications are filed on subject.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105
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2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Ittse(:lﬁz. l:\?on.1 Department] Center | Total cgelemarks O\?é)NRElcFB{ISNTP Anﬁﬁ'ﬁd

AC = study completion or after last
contact with subject whichever is
later.
Records must be retained in
accordance with the specific
REGULATED RESEARCH DATA. guidelines of the grant or cooperative
FDA Oversight involving drugs or devices. agreement. Federal grant records
Research documentation and raw data should comply with the retention
obtained in the course of a study. May requirements set forth on OMB
include Investigators’ Notebooks for new circular A-110, subpart C. Federal
drugs (laboratory notes documenting the contract records should comply with
60.001A results of e_xperi_ments invqlving new AC 15 |acs1s| | the po_licies and procedures for individual PI
drugs), patient files, case files, and other retention of records by contractors as
records of the dates, quantity and use of a stated in the Federal Acquisition
new drug on subjects study, Regulation (FAR) Subpart 4.7.
protocols/designs and amendments, FDA Grants from other sources may have
forms, pharmaceutical studies, findings, specific retention requirement which
research papers and serious adverse events must be followed. Unless otherwise
reports. required or defined in a grant or in a
State or Federal regulation, transitory
data which is interim to final results
may be purged or deleted after it has
met its administrative value as
determined by the investigator.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

S

LR 105




2. Agency Code 729
1.Page 90 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
RESEARCH DATA FOR RESEARCH
THAT IS EXEMPT FROM HUMAN AC= completion of stud
SUBJECTS REVIEW. - pietic 1y .
L Unless otherwise required or defined
Includes basic science data. Research ) .
X . . in a grant or in a State or Federal
documentation and data obtained during the requlation. transitory data which is
60.001B |course of a study, which either does notuse | AC 7 |ac+7| 1 |fe9U " y Individual PI
. S interim to final results may be purged
humans as study subjects or which is . :
. . or deleted after it has met its
exempt from review. Documentation may S i
; administrative value as determined by
include anonymous surveys or . .
X . . the investigator.
questionnaires, research data from using
animal subjects, etc.
Equipment generated data such as
DNA sequencing may be transitory
60.001C |EQUIPMENT GENERATED DATA AV AV | | |and may be deleted once it has met its|Individual PI
administrative value as determined by
the investigator.
60.002 Protocols/Proposals, funded AC 10 |AC+10 AC = Approval Date of Funding Individual Pl
60.020 | Protocols/Proposals, un-funded AC 10 |ac+1g |AC = Notification Date of Research Individual PI
not being funded.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent - ;ﬁgift?érfocgltse\r/v
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded O — Review by UTSW RMO

SLR 105
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2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
|t§?nrlﬁi). “lz\leon:] Department]  Center Total %emarks O\?IONREIEISN|—)IIP Anl:llgl..]d

Category 6: Medical
Section 61: MSRDP Billing
Health System &.CMC Legacy . EOB data and related remittance data M.SRDP
Ambulatory Services — Aston Clinic ey ot . Billing
Payments WAF’s (Work Assignment FE+6 stored on the "0 Drive (stored n Operations
61.001 Forms), batch transmittal slips 6 MO | FE+6 + PDF, TXT, ERN, and Microsoft
' y 6 MO Excel/Access & HIPAA EDI 835
pegboards, checks and EOB’s formats)
(Explanation of Benefits) '
Credit Card Payments FE+6 MSRDP
61.002 WAF’s, settlement report, copies of 1MO | FE+6 | + Billing
statements and envelopes 1 MO Operations
Departmental Payments EOB data and“re,l’ated_ remittancg data M_SRDP
WAF"s, cash receipt copies, checks, EFT FE+6 stored on the “O” Drive (stored in B|II|r_19
61.003 (electro,nic fund transfer) p;iyments’ 1MO | FE+6 | + PDF, TXT, ERN, and Microsoft Operations
. . ' 1 MO Excel/Access & HIPAA EDI 835
EOB’s, posting spreadsheets, T&A forms f
ormats).
EOB data and related remittance data| MSRDP
GTL Payments (Guaranteed Trust Life FE+6 stored on the “O” Drive (stored in Billing
61.004 Ins.) 1 MO | FE+6 + PDF, TXT, ERN, and Microsoft Operations
WAF’s, EFT payments and EOB’s 1 MO Excel/Access & HIPAA EDI 835
formats).
EOB data and related remittance data| MSRDP
FE+6 stored on the “O” Drive (stored in Billing
61.005 '&j}ggf‘sceé mzﬂzgaidd%ag%?:ymems 1MO | FE+6 | + PDF, TXT, ERN, and Microsoft Operations
’ 1MO Excel/Access & HIPAA EDI 835
formats).
Lockbox #841644 Payments WAF’s, FE+6 MSRDP
61.006 cash receipt copies, checks and posting 1MO | FE+6 | + Billing
spreadsheets 1 MO Operations
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 92 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series Item 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
EOB data and related remittance data | MSRDP
Medicaid and Medicare Payments FE+6 stored on the “O” Drive (stored in Billing
61.007 Manually Posted WAF’s, EFT payments | 1 MO | FE+6 | + PDF, TXT, ERN, and Microsoft Operations
and EOB’s 1 MO Excel/Access & HIPAA EDI 835
formats).
EOB data and related remittance data | MSRDP
Out-of-State Medicaid Payments FE+6 stored on the “O” Drive (stored in Billing
61.008 WAF’s, checks, EFT payments and 1 MO | FE+6 + PDF, TXT, ERN, and Microsoft Operations
EOB’s 1 MO Excel/Access & HIPAA EDI 835
formats).
Patient Payments FE+6 MSRDP
61.009 WAF’s, checks, statemen'fs, envelopes_ 1Mo | FE+6 N Bllllng
Account Services — WAF’s, cash receipt 1 MO Operations
copies and posting spreadsheet
Special Payments FE+6 MSRDP
61.010 WAF’s, checks, settlements and 1 MO | FE+6 + Billing
allocations 1 MO Operations
Transferred Payments from UTSW EOB data ?]nd“re’l’ateq remittance data M_SIIﬁDP
Hospitals FE+6 stored on the “O” Drive (stored in Bi ing
61.011 Copies of JV’s. checks. credit card 1 MO | FE+6 + PDF, TXT, ERN, and Microsoft Operations
P ’ ’ \ 1 MO Excel/Access & HIPAA EDI 835
payments, statements and EOB’s
formats).
. EOB data and related remittance data| MSRDP
WASFV‘Q chrftla?:is?gﬁ?éscei t copies. EFT FE+6 stored on the “O” Drive (stored in Billing
61012 | o eete ard 1MO | FE+6 | + PDF, TXT, ERN, and Microsoft Operations
Payments, posting sp 1MO|  |Excel/Access & HIPAA EDI 835
EOB’s
formats).
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent | — Transfer to UTSW

US — Until Superseded Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 93 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Itse(:lﬁz. l:\?on.1 Department] Center | Total cgelemarks O\?IONREKFB{ISNH)IP Anﬁﬁ'ﬁd
Provider Adjustments FE+6 MSRDP
61.013 BCB_S (Report Pages) 1MO | EE+6 | + BiIIir_lg
Medicare (Report Pages) 1 MO Operations
Medicaid (Report Pages)
Edits/Reject EOB’s EOB data and related remittance data| MSRDP
Medicare (Report Pages) FE+6 stored on the “O” Drive (stored in Billing
61.014 Medicaid (Report Pages) 1MO | FE+6 | + PDF, TXT, ERN, and Microsoft Operations
ESI (Report Pages) 1MO Excel/Access & HIPAA EDI 835
BCBS (Report Pages) formats).
EOB data and related remittance data| MSRDP
, N FE+6 stored on the “O” Drive (stored in Billing
61.015 \'/EV)EFZ('?grg?siﬁénggﬁngef&f;ﬂ;?i& 1MO | FE+6 | + | |PDF, TXT, ERN, and Microsoft Operations
’ 1MO Excel/Access & HIPAA EDI 835
formats).
EOB data and related remittance data| MSRDP
. , FE+6 stored on the “O” Drive (stored in Billing
61.016 Xgéz%/tﬁ%”ﬂ;gsﬁzrggﬁF?yvsg‘g?gue 1MO | FE+6 | + PDF, TXT, ERN, and Microsoft Operations
1 MO Excel/Access & HIPAA EDI 835
formats).
EOB data and related remittance data| MSRDP
FE+6 stored on the “O” Drive (stored in Billing
61.017 Recoups/offsets EOB’s 1MO | FE+6 | + PDF, TXT, ERN, and Microsoft Operations
1MO Excel/Access & HIPAA EDI 835
formats).
Account Services_ _ FE+6 M_SRDP
61.018 WAF’s, cas'h receipt copies, settlement imo | FEs6 | + B|II|r_1g
report, copies of statements and 1 MO Operations
envelopes
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent | — Transfer to UTSW

US — Until Superseded Retention Center

O — Review by UTSW RMO

SLR 105
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2. Agency Code 729
3. Agency Name
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4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Series Item 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
Account Services MSRDP
Legal Documents — liens filed with the Billing
61.019 court which may include affidavits, 1 FE+6 FE+7 Operations
Billing records, medical records.
Category 6: Medical
Section 62: MSRDP Finance Administration
P&E MSRDP
Unit electronic records are transferred| Finance
to and made usable in a new software | Admin.
environment or there are no
ADP Software (time clock info) electronic records belng_retame_d to
ADP Information meet an a_lpproved retention period
3.4.006 62.001 . that require the software to be
(E-Time reports and OT —also kept E on 1 3 4 .
wA” retrieved and read.
O” Drive and purged every month.)
NOTE: Software needed for access
to electronic records must be retained
for the period of time required to
access the records.
MSRDP
62.002 Aston Transfers 1 FE+3 | FE+4 Finance
Admin.
_ . MSRDP
62.003 Audit Reports/Settlements/Escheat HMO 2 | AC+7 | AC+9 QS di_t After completion or close of Finance
' Admin.
COMP FILES MSRDP
POSITION JOB DESCRIPTION AC = After close of survey and Finance
62.004 SURVEYS 1 ACHS | AC+6 utilization Admin.
project timesheet, memos
Retention Codes (Field 7) M — Microfilm

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

P — Paper

CE - Calendar Year End

FE — Fiscal Year End

E - Electronic
LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 95 of 112 | 3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

BA (Billing Area) Master Table for

FYs

Charge and Collections

Daily Claim Edit Inventory for depts.

Income Statements for departments
Summary File for departments

62.005 (A/RSum File)

Fin Sum Report (Financial Summary)

Volume Rate Report

Patient Visits

RVU Report

Executive Summary Report

Parkland RVU Contract for Depts.

Records kept “E” (electronically) on
“W” drive for one month
(W:\Finance\subdirectory — folders).

Then records, especially Year End
Reports, are archived to “Y” drive
(server stored at Data Center).

For all records other than year end, 5
years retention.

Security: 1T

For Access to:
W:\Finance\subdirectory — folders —
granted by Linda Anderson, Bill Fox
or Jordan Lin in MSRDP Finance.

11.
4. 5. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
MSRDP
. Most of the reports generated out of Finance
MSRDP Finance Reports other source data such as (i.e. Data Admin.
FE+5 Warehouse/Decision Supports,
: +
GE/IDX Only Rep_orts. 1 MO} FE+5 + GE/IDX and EPIC sources).
Accounts Receivables 1 MO

Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent b= ;reatgift?gr:ocgtse\rlv
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded O — Review by UTSW RMO

SLR 105
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1. Page 96 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Ittse(:lﬁz. l:\?on.1 Department] Center | Total cgelemarks O\?é)NRElcFB{ISNTP Anﬁﬁ'ﬁd
Most of the reports generated out of MSRDP
other source data such as (i.e. Data Finance
Warehouse/Decision Supports, Admin.
GE/IDX and EPIC sources).
MSRDP Finance Reports (Expanded) Records kept “E” (electronically) on
“W?” drive for one month
Expanded Invoice (invoice detail table — (W:\Finance\subdirectory — folders).
Tarvinator/Charge Analyzer for depts.) Then records, especially Year End
Facility Group (751) Analysis Reports, are archived to “Y” drive
62.005A Facility (750) Analysis FE+10 FE+10 (server stored at Data Center).

UTMKGCS (clinical space cost survey)
Provider Analysis

TES (Transaction Edit System)
Write-off

Write-off vs. last month

Expanded Invoice — Maintained on
SW2K Analyzer Server
For all records other than year end, 5
years retention.
Security: 1T
For Access to:
W:\Finance\subdirectory — folders —
granted by Linda Anderson, Bill Fox
or Jordan Lin in MSRDP Finance.

Retention Codes (Field 7)

M — Microfilm
P — Paper

AC — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End

AV — Administrative Value

FE — Fiscal Year End

E - Electronic
LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 97 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Ittse(:lﬁz. l:\?on.1 Department] Center | Total cgelemarks O\?é)NRElcFB{ISNTP Anﬁﬁ'ﬁd
Most of the reports generated out of MSRDP
other source data such as (i.e. Data Finance
Warehouse/Decision Supports, Admin.
GE/IDX and EPIC sources).
MSRDP Finance Reports Records kept “E” (electronically) on
_ FE+5 “W” d_rive for one month
EPIC Only Reports: (in development) 1 MO| FE+5 N (W:\Finance\subdirectory — folders).
EPIC Accounts Receivables for Depts. 1 MO Then records, especially Year End
62.006 EPIC Income Analysis for Depts. Reports, are archived to “Y” drive
EPIC Master Table for Depts. (server stored at Data Center).
EPIC Month-to-month Income For all records other than year end, 5
Analysis Report for Depts. years retention.
(produced weekly) Security: IT
For Access to:
W:\Finance\subdirectory — folders —
granted by Linda Anderson, Bill Fox
or Jordan Lin in MSRDP Finance.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




2. Agency Code 729
1. Page 98 of 112 | 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Ittse(:lﬁz. l:\?on.1 Department] Center | Total cgelemarks O\?é)NRElcFB{ISNTP Anﬁﬁ'ﬁd
Most of the reports generated out of MSRDP
MSRDP Finance Reports other source data such as (i.e. Data Finance
_ _ 1 MOl EE+5 FE+5 Warehouse/Decision Supports, Admin.
Combined Reports: (in development) + GE/IDX and EPIC sources).
Income Statement for Depts. 1 MO Records kept “E” (electronically) on
Parkland RVU Contract for Depts. “W” drive for one month
RVU Analysis for Depts. (W:\Finance\subdirectory — folders).
Combined Income Analysis for Depts. Then records, especially Year End
(includes Analysis by Provider, Reports, are archived to “Y” drive
Facility and Specialty) (server stored at Data Center).
62007 EPIC/IDX Charge Analyzer
' Budget Information for FY's (annual) EPIC/IDX Charge Analyzer —
MSRDP Monthly Credit Balance by Maintained on server, Data
Dept. Warehouse 5.
Total Credit Balance on MSRDP Depts.
MSRDP Month Year-to-Date Credit For all records other than year end, 5
Balance by Dept. years retention.
AJ/R Reports Security: IT
Volume Rate Report For Access to:
Fin Sum Report (Financial Summary) W:\Finance\subdirectory — folders —
Executive Summary Report granted by Linda Anderson, Bill Fox
or Jordan Lin in MSRDP Finance.
Month-end Journal Entries File 3 3 6 All the reports maintained “E” on O M.SRDP
62.008 . Finance
Drive or personal computer. )
Admin.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent

US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

S

LR 105




1. Page 99 of 112

2. Agency Code 729
3. Agency Name

UT SOUTHWESTERN MEDICAL CENTER

4. 5. 6. o 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Ittse(:lﬁz. l:\?on.1 Department] Center | Total cgelemarks O\?é)NRElcFB{ISNTP Anﬁﬁ'ﬁd

Monthly financial reports for clinical | MSRDP
Monthly Financial Reports for Clinical 2 3 5 departments ~ retain August file in Flnan_ce
office and all others sent to storage. Admin.
62.009 Departments
All the reports maintained “E” on O
Drive or personal computer.
MSRDP
All the reports maintained “E” on O Finance
Drive or personal computer. Admin.
62.010 UT System Quarterly Reports UT System Quarterly Reports kept in
15 0 15 .
office from 1994 to present.
Corporation formed in 1994 and then
closed and transferred to UTSW
9/1/04.
Monthly financial reports for clinical MSRDP
departments — retain August file in Finance
Monthly MSRDP Credit Balance by 2 3 5 office and all others sent to storage. Admin.
62 011 Department (GE/IDX & EPIC) & o
' Monthly Year-To-Date All the reports maintained “E” on O
Drive or personal computer in Excel
format since beginning of
Corporation.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW

Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 100 of | 2. Agency Code 729
112 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department| Center | Total Remarks (ORIGIN) No.
Monthly financial reports for clinical | MSRDP
departments — retain August file in Finance
MSRDP Operational Monthly Financial office and all others sent to storage. Admin.
62.012 Statements 1 1 All the reports maintained “E” on O
Drive or personal computer in Excel
format since beginning of
Corporation.
All the reports maintained “E” on O MSRDP
. . Drive or personal computer in Excel Finance
62.013 Quarterly Finance Committee Report 15 0 15 format since beginning of Admin.
Corporation.
All the reports maintained “E” on O MSRDP
62014 Malpractice Reports 15 0 15 Drive or_persona_l co_mputer in Excel Flnan_ce
format since beginning of Admin.
Corporation.
2 6 8 All the reports maintained “E” on O MSRDP
62 015 MSRDP Clearing Account Drive or personal computer in Excel Finance
' Reconciliation, (#70591 & #70598) format since beginning of Admin.
Corporation.
All the reports maintained “E” on O MSRDP
1099 Miscellaneous Reports Received 1 6 7 Drive or personal computer in Excel Finance
62.016 ; . L )
from Insurance Companies format since beginning of Admin.
Corporation.
All the reports maintained “E” on O MSRDP
Drive or personal computer in Excel Finance
62.017 AP forms/back up 2 5 7 format since beginning of Admin.
Corporation.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent b= ;reatgift?gr:ocgtse\rlv
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded O — Review by UTSW RMO

SLR 105




1. Page 101 of | 2. Agency Code 729
112 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
MSRDP
HIM Reqa .
62.018 M50123, M50124, M50182 1 FE+3 | FE+4 Flnan_ce
Admin.
. ; . MSRDP
62.019 Pager Backup us us Note._ I_?etal_n longer if needed for Finance
Administrative Value .
Admin.
MSRDP
62.020 Patient Courts 2 | AC+10|AC+12 AC = Close of litigation or settlement| Finance
Admin.
Category 6: Medical
Section 63: MSRDP Business Operations
AC = After file is closed MSRDP
Business
Transplant Patient data Note: Medicare Advantage contract | Operations
EOBs, LOAs (Letters of L ACHS requirements stipulate 10 years Admin.
Agreement), emails, Patient following the rendering of Covered
63.001 . . . See |AC+5[ See . . .
medical record information Services (records for a minor child
Remark Remark
shall be kept for at least one (1) year
after the minor has reached age
eighteen (18), but in no event less
than ten (10) years).
E MSRDP
Documentation of Medical Records Business
63.002 International Patient data PM PM for International Patients is stored Operations
Electronically on the University S: Admin.
Drive.
Retention Codes (Field 7) M — Microfilm

AV — Administrative Value

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

P — Paper
CE — Calendar Year End
FE — Fiscal Year End

E - Electronic
LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 102 of | 2. Agency Code 729
112 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
11.
4. S. 6. o 7. Retention Period 8. Archival 10. TSLAC
Réecc_)rds Aglltency Record Series Title Retention o DOCUMENT ONLY
eries em : OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) No.
Managed Care Contracts AC+6 AC = Last date Provider Services I';Aussﬁlejsz
63.003 9 . 6 MO [AC+6| + were provided to Member, or the .
Contracts with payers . . . Operations
6 MO period required by applicable law. Admin
Individual Agreements MSRDP
Agreements with managed care payers 5 Business
63.004 that_v_ve do not_hgve a contract with in 6 MO 5 + Operat_ions
' addition to entities such as CHIP plan, 6 MO Admin.
out-of-area, Medicaid, charities,
embassies, prison systems, etc.
AC = Application Enrollment Date. MSRDP
Terminated files are sent to storage. Business
Provider Enrollment Applications Note: Government Documents — Operations
63.005 - nt /App AC 7 | AC+7 Filed with government (duplicate) Admin.
Physician Applications
Destroy after 7 years
Current files are kept within the
department until they are terminated.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO

SLR 105




1. Page 103 of | 2. Agency Code 729
112 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
) ) : 11.

4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY

Series ltem 9. OWNERSHIP Amend

Item No. No. Department) Center | Total Remarks (ORIGIN) No.

Category 6: Medical
Section 64: Willed-Body
WILLED BODY
Donor Records Willed Body

SAB Form (Texas State Anatomical
Board) Paperwork.

First Call Sheet

Copy of Death Certificate

64.001 Report of Death by Funeral Director PM PM

Donation Paperwork: completed by next

of kin.

Medical Questionnaire completed by

next of kin.

Cremation Records and information on

what was done with ashes.
Retention Codes (Field 7) M — Microfilm ) ]

P — Paper E — Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent b= :ereatgift?grfocgtse\rlv
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded O — Review by UTSW RMO

SLR 105




1. Page 104 of | 2. Agency Code 729
112 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
|t§?f?§%. Ill[\?on:] Department]  Center Total %emarks O\?é)NREI(EISNTP Anl:llgl..]d
Category 7: Patient Medical Records
Section 70: Patient Medical Records
70. PATIENTS
70.003 Dental Adults ACHS ACHS AC = Da}e of last date of service of DocFo_r or
adult patient. Clinic
AC = Patient’s 20" birthday or the Doctor or
20.004 Dental Children AC45 ACHE sixth annive_rsary of the patient’s last Clinic
date of service, whichever occurs
later.
70.005A | Medical Adult AC+10 AC+10 AC = Date of last visit Clinic
70.005B | Medical Adult AC+21 AC+21 AC = Date of last visit/appointment Hospital
Adult Mental Health Records Psychiatry
- Psychiatry/Psychotherapy/progress notes Clinic
- LCSW (Social Worker)
70.005C | - LMFT (Marriage/Family Therapy) AC 10 |AC+10 AC = Date of last visit A3
- Professional Counseling
- Psychology
- Behavioral Health
AC+ AC+ AC = Date patient reaches 18 plus 3 Clinic
71.006A | Medical Children 3lor 3lor years or Date of last visit plus 10
10 10 years, whichever is longer.
71.0068 | Medical Children AC+21 AC+21| |AC =Ageof Minor on date of visit | Hospital
or Date of Birth.
Child Mental Health Records Psychiatry
- Psychiatry/Psychotherapy/progress notes Clinic
- LCSW (Social Worker) AC+E/ AC4E/ AC = Date child reaches 18 plus 5
71.006C | - LMFT (Marriage/Family Therapy) 0 years, or date of last visit plus 10
) . r10 Or 10 . X A3
- Professional Counseling years, whichever is longer
- Psychology
- Behavioral Health
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center
O — Review by UTSW RMO
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1. Page 105 of | 2. Agency Code 729
112 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. o 7. Retention Period 8. Archival 10, Tél_lA.C
Réecc_)rds Aglltency Record Series Title Retention o DOCUMENT ONLY
eries em : OWNERSHIP | Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
70.007 X-Rays Adults AC+10 AC+10 AC = Date of Visit for Adults E'I(;Z;tglr
70.008 | X-Rays Children AC+10 AC+10|  |AC = Child’s 18" Birthday ﬁ'(;';l'o‘itglr
70.009 Radiation Oncology Records PM PM Clinic
AC = 7 years past the last date of Clinic or
70.010 OB/GYN Records AC+21 AC+21 service or until the infant’s 21 Hospital
birthday, which ever occurs later. P
Electronic Medical Records — Adult &
Children CAUTION: Software needed for
access to electronic records must be
70.011 The Electronic Medical Record is defined | PM PM retained for the period of time IR
as the systems that comprise the Epic required to access the records.
EMR system and the PACS Imaging
System as well as the CDR System.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 106 of | 2. Agency Code 729
112 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. 5. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department| Center | Total Remarks (ORIGIN) No.

Category 8: Student Records & Medical Resident Records
Section 80 & 81: Student Records and UTSW Continuing Education

80. STUDENTS: NON-MATRICULATING Registrar
80.300A | Advanced Placement Records AC+1 AC+1 AC= application year Registrar
80.300B | Acceptance Letters AC+1 AC+1 AC= application year Registrar
80.301A | Admission applications AC+1 AC+1 200? Schgdul_e: 80.170 Registrar

AC= application year
80.301B Applica_nts — not admitted and other AC+1 AC+] 20055 Sche_dul_e: 80.010 Registrar
related items AC= application year

80.302 Relevant Student Correspondence AC+1 AC+1 AC= application year Registrar

80.303 Entrance Examination Reports AC+1 AC+1 AC= application year Registrar

80.304 Letters of recommendation AC+1 AC+1 AC= application year Registrar

80.305 Medical Records AC+1 AC+1 AC= application year Registrar

80.306 Placement Scores AC+1 AC+1 AC= application year Registrar

80.307 Readmission Scores AC+1 AC+1 AC= application year Registrar

80.308 Recruitment Materials AC+1 AC+1 AC= application year Registrar

80.309 Test Scores AC+1 AC+1 AC= application year Registrar

80.310 Transcripts from other colleges AC+1 AC+1 AC= application year Registrar

80.311 High School Transcripts AC+1 AC+1 AC= application year Registrar

81. STUDENTS: MATRICULATING

81.312 Admission Acceptance Letters AC+5 AC+5 AC = last attend date Registrar

81.313 Advanced Placement Records AC+5 AC+5 AC = last attend date Registrar

81.314 Readmission Applications AC+5 AC+5 AC = last attend date Registrar

81.315 Relevant Student Correspondence AC+5 AC+5 AC = application date Registrar

81.316 Entrance Examination Reports AC+10 AC+1(0 |AC = last attend date Registrar

81.317 Letters of recommendation AC AC AC = until admitted Registrar

81.318 Medical Records AC+5 AC+5 AC = last attend date Registrar g

81.319 | Placement Scores AC+5 AC+5| |AC = last attend date Registrar | ~

81.320 Recruitment Materials AC AC AC= until admitted Registrar
Retention Codes (Field 7) M — Microfilm ) ]

P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent b= ;reatgift?gr:ocgtse\rlv
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded O — Review by UTSW RMO
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1. Page 107 of | 2. Agency Code 729
112 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
. e 2006 Schedule: 80.160 Registrar
81.321 Residency Classification Forms AC+5 AC+5 AC = last attend date
81.322 Student waivers for rights of access AC AC AC = until admitted Registrar
81.323 Test Scores AC+5 AC+5 AC = last attend date Registrar
81.324 Transcripts from other colleges AC+5 AC+5 AC = last attend date Registrar
81.325 High School Transcripts AC+5 AC+5 AC = last attend date Registrar
81326 A(_:ade_mlc Action Authorizations ACHS ACH5 AC = last attend date Registrar
(dismissal)
Academic Records: including narrative Registrar
81.327 evaluations, clinical evaluations, grades, PM PM 2006 Schedule: 80.180
transcript cards.
81.328 Advanced Placement Records AC+5 AC+5 AC = last attend date Registrar
81.329 Applications for Graduation AC+5 AC+5 AC = last attend date Registrar
81.330 Admission/Re-admission applications AC+1 AC+1 AC = last attend date Registrar
. N AC = audit term Registrar
81.331 Audit Authorizations AC+1 AC+1 2006 Schedule: 80.190
81.332 Add/Drop Forms AC+1 AC+1 AC = End of Term Registrar
81.333 Change of Grade Forms PM PM 2006 Schedule: 80.200 Registrar
81.334 Original Grade Sheets PM PM 2006 Schedule: 80.210 Registrar
2006 Schedule: 80.220 Registrar
81.335 Student Schedules AC+1 AC+1 AC = last attend date
81.337 Credit by examination Forms AC+5 AC+5 AC = last attend date Registrar
81.338 Credit/No Credit Approvals AC+1 AC+1 AC = End of Term Registrar
81.339 Curriculum Change Authorizations AC+5 AC+5 AC = last attend date Registrar
81.340 Degree Audit Requirements AC+5 AC+5 AC = last attend date Registrar
L . See 80.326 Academic Dismissal Registrar
81.341 bﬂggg'sgr'ﬁq';ﬂ?n{ ';Zm?sgoc”me”ts AC+5 AC+5|  [2006 Schedule: 80.005
P AC = last attend date
81.342 Fee Assessment Forms AC+5 AC+5 AC = last attend date Registrar
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

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

AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 108 of | 2. Agency Code 729
112 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
) ) ) 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
|t§?f?§%. Ill[\leon:] Department]  Center Total %emarks O\?é)NREIEISN|—)IIP Anl:llgl..]d
. s AC = Last DE Audit Date Registrar
81.344 Financial Aid Documents AC+5 AC+5 2006 Schedule: 80.060
81.345 Foreign Student Forms AC+5 AC+5 AC = last attend date Registrar
81.346 Grade Reports (Registrar Copy) AC+1 AC+1 AC = End of Term Registrar
81.347 Graduation Lists PM PM 2006 Schedule: 80.230 Registrar
81.348 Graduation Authorizations AC+5 AC+5 AC = last attend date Registrar
. AC = until released Registrar
81.349 Hold or encumbrance Authorizations AC AC 2006 Schedule: 80.240
81.351 Name change authorizations AC+5 AC+5 AC = last attend date Registrar
81.352 Pass/Fail requests AC+1 AC+1 AC = End of Term Registrar
81.353 Personal Data Information Forms AC+1 AC+1 AC = End of Term Registrar
81.354 Registration Forms AC+1 AC+1 AC = End of Term Registrar
81.355 Transcript Requests AC+1 AC+1 AC = End of Term Registrar
81.356 Transfer credit evaluations AC+5 AC+5 AC = last attend date Registrar
81.357 Tuition & Fee Charges AC+5 AC+5 AC = last attend date Registrar
81.358 Withdrawal Authorizations AC+5 AC+5 AC = last attend date Registrar
A AC = End of Term Registrar
81.359 Enrollment Verifications AC+1 AC+1 9006 Schedule: 80.100
81.360 Financial Aid Assistance Records AC+3 AC+3 AC = last attend date Registrar
81.361A | Social Security Certifications AC+1 AC+1 AC = End of Term Registrar
81.361B | Teacher Certifications AC+1 AC+1 AC = last attend date Registrar
81.362 Veterans Administration Certifications AC+3 AC+3 AC = last attend date Registrar
81.363 Institutional Catalogs (1 copy) PM PM | 1 |2006 Schedule: 80.250 Registrar
81.364 Commencement Programs PM PM | | [2006 Schedule: 80.260 Registrar
81.365 Degree Statistics PM PM 2006 Schedule: 80.270 Registrar
81.366 Enrollment Statistics PM PM 2006 Schedule: 80.280 Registrar
81.367 Grade Statistics PM PM 2006 Schedule: 80.290 Registrar
81.368 Racial/Ethnic Statistics PM PM 2006 Schedule: 80.300 Registrar
81.369 Term schedule of Classes PM PM 2006 Schedule: 80.310 Registrar
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent

US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 109 of | 2. Agency Code 729
112 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
. . . 11.
4. S. 6. 7. Retention Period 8. Archival 10. TSLAC
Records Agency Record Series Title Retention DOCUMENT ONLY
Series ltem 9. OWNERSHIP Amend
Item No. No. Department) Center | Total Remarks (ORIGIN) T@'f
81.370 Requests for Formal Hearings AC AC AC = Life of Affected Records Registrar
81.371A Requ_egts an(_j Dlsclo§ures of personally AC AC AC = Life of Affected Records Registrar
identifiable information
81371B _Requests_ for non-disclosure of directory AC+H] AC+H] AC = End of Term Registrar
information
81372 State:ments on Re(_:o_rd content regarding AC AC AC = Life of Affected Records Registrar
hearing panel decisions
81373 Written consent for disclosure of records AC AC AC = Life of Affected Records Registrar
' regarding hearing panel decisions 2006 Schedule: 80.320
81.374 Waivers for Rights of Access AC AC AC = Life of Affected Records Registrar
81.375 Written Decisions of Hearing Panels AC AC AC = Life of Affected Records Registrar
L AC = After close of course Registrar
81.376 Examinations AC+5 AC+5 2006 Schedule: 80.030
81.377 Health Insurance 5 5 2006 Schedule: 80.050 Registrar
81.378 Notification of Award 5 5 2006 Schedule: 80.070 Registrar
81.379 Report of Activity 5 5 2006 Schedule: 80.080 Registrar
81.380 Verification of Expenditures 5 5 2006 Schedule: 80.090 Registrar
81390 Ros_ters and Schedules of Medical 9 9 2006 Schedule: 80.140 Registrar
Residents
AC = Graduation or Date of Last Registrar
81.391 Request for Tuition Assistance AC+3 AC+3 Attendance
2006 Schedule: 80.150
. - AV = Administrative Value Registrar
81.392 Resident Alumni Files AV AV 2006 Schedule: 80.400
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE - Calendar Year End

FE — Fiscal Year End

LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105




1. Page 110 of | 2. Agency Code 729
112 3. Agency Name UT SOUTHWESTERN MEDICAL CENTER
4. 5. 6. 7. Retention Period 8. Archival 10, Tél_lA.C
Records Agency Record Series Title Retention DOCUMENT ONLY
Ittse(:lﬁz. l:\?on.1 Department] Center | Total cgelemarks O\?é)NRElcFB{ISNTP Anﬁﬁ'ﬁd
Accreditation Council for Continuing | Continuing
81.393 Continuting Education Course Files 6 6 Education Standard 98-B-08 Education Ad
2006 Schedule: 80.110 (CE)
Continuing
81.394 Continuing Education Participant Files 6 6 ACCME’s Standard 98-B-08 Education Ad
(CE)
Category 8: Student Records & Medical Resident Records
Section 82: Medical Resident Records
Resident’s demographic information, | Resident
transcripts, licenses, DEA, DPS, Program
82.000 Medical Resident Records PM PM evaluations, self-assessments, scores | Directors
on in-service examinations, specialty
training completion certificates.
AIN.
Access Policies — Registrar
Written policies and procedures
demonstrating how a district meets the
83.001 requirements of the Family Educational us us
Rights and Privacy Act of 1974, as
amended, and federal rules adopted under
the act
Access to Information — Registrar
Record of each request for access to and
83.002 _each disc_losure of personally identifiable US US
information from the educational records
of a student.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E — Electronic Archival Codes (Field 8)
AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA — Life of Asset PM — Permanent b= ;reatgift?gr:ocgtse\rlv
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded O — Review by UTSW RMO

SLR 105
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83.002A

Access to Information —

Documentation of requests from and
disclosures to the student, to an official of
the district for what the district has
determined are legitimate educational
interests, to a party with written consent
from the student, or to a party seeking
directory information.

Registrar

83.002B

Access to Information —
Documentation of requests from and
disclosures to any party not included in
(83.002A).

PM

PM

34 CFR 99.32 (a)(2).

Registrar

83.002C

Access to Information —
Written refusals from the student to the
disclosure of directory information.

(1) If requests are valid as long as the
student is enrolled.

(2) If requests must be renewed each
academic year or each academic term.

US/AV

US/AV

AV = after termination of
enrollment.

US or AV after termination of
enrollment, as applicable.

Registrar

83.003

Access Waiver Records —

Waivers of access by students to
confidential letters and confidential
statements of recommendation and
revocations of such waivers.

AV

AV

AV = For as long as the record to
which access waiver documentation
applies is maintained.

Registrar

Retention Codes (Field 7)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

M — Microfilm
P — Paper

CE — Calendar Year End

FE — Fiscal Year End

E - Electronic
LA — Life of Asset
MO — Months

PM — Permanent
US — Until Superseded

Archival Codes (Field 8)
| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105
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Protest of Record Statements — AV = For as long as the record Registrar
Statements by students commenting on containing the contested information
83.004 contes_ted information in a student re_cord, AV AV is maintained.
or stating why he or she disagrees with a
district's decision not to amend a record, 34 CFR 99.21(c)(1).
or both.
Record Amendment Requests and Related Registrar
Documentation -
Requests from students to amend student
83.005 records, notices by a district of denial or 9 2
consent to amendments, requests for
hearings on denied requests, hearing
notices, and written decisions by hearing
examiners.
Retention Codes (Field 7) M — Microfilm ) ]
P — Paper E - Electronic Archival Codes (Field 8)

AC — After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

CE — Calendar Year End

FE — Fiscal Year End

LA — Life of Asset PM — Permanent
MO — Months US — Until Superseded

| — Transfer to UTSW
Retention Center

O — Review by UTSW RMO

SLR 105






