=Hello!

You are here because you work at a Texas
State Agency or Public University and are
interested in the Records Retention
Schedule Recertification process

The Gameplan

The Law
When to recertify and why

The Process
How to recertify

TheRules
Requirements




Recertification Timeline

Texas Administrative Code,
Title13, Chapter 6

OTHER CONSIDERATIONS

Initial Certification o Absorb another agency? RS i
9 1year to recert then back
to 5 years.
1 Year Recertification Deadline o These are just deadlines.
r Agencies and universities
- can recertify at any point ®

inthe 1or 5 year period.
o Take on a new function
between recerts? Submit

https:/iwww.tsl.texas.gov/sirm/pubs/Bulletin3
an amendment.

*most state agencies and universities have reached this stage.

Why certify
your retention
schedule with
TSLAC?

And why might an RMO be interested in
recertifying early?

* Consistencyinrecord
@:’ keeping policies
‘ * Identify, secure,and
protect vital records

* Communicate priorities (@
and commitments to ?O

stakeholders
¢ Cleanslate -—




How does TSLAC

schedule is sent to your assigned analyst?

and the RMA
Unit assist with
this process?

And what happens once your retention

Review Timeline

6 months from
recertdate

Tmonth from
recertdate

Schedule
Received by
analyst

Schedule is
passed onto
TSLAC archives

Schedule is
given to birector
and Librarian for
signature

Receive @lotior and an email from your analyst
serving s o notfication, Ne on includes
checklist and last rovedretention schadule

Recolvo reminder email from your analyst.

Analyst reviewsSschedule. If correct
memao g ersged notine
requirec

NS are required, o
Ere Corractions dre

TSLAC's Archives and Information Services division
rodiew, If cofrections are required another memo is
croated.

The final sign off. The date of signature is the date of
acceplance. Once this occurs, the schedule is
uploaded to Texlinkg and TSLAC's website

|nitiCI| Notificqtion Recertification Packeat

Includes:

Last approved schedule on our SLR105.

smamorTous
Racards Batation Schacin
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Recert Packet Item #1: Guide to Texlinx

Character Limits for Fields in TexLinx

Agency Item Number
Record Series [tem Number
Record Series Title
Description
Retention Code
Years

Months

Days

AC Definition
Archival

Remarks

Legal Citations

50 characters
10 characters
250 characters
3200 characters
2 characters

3 characters

2 characters

2 characters
1000 characters
1 character
3200 characters
250 characters

https://www.tsl.texas.gov/slrm/training/texlinx
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Recert Packet Item #2: Checklist of Action Items

The Checklist

s sate L - Commiszon

Retention Schedule Recertification Checklist

Action tems:

e format
Si5105)

Schedute (1S} o s e sou e recorceputel .

5 Copy defitions catons, and Archives Notes a writen i the RS,

o . changes,
the previous recesication, a appicaie

seencis. Add ny mizing comman rcords st he sy s chedule

. Forwth therown e, usesrchval code 300,
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Recert Packet Item #2: Checklist of Action Items

The Checklist

SLR 105 instructions
o Watch your character limits.
o Use correct formatting.

o Check your AlNs!
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Recert Packet Item #2: Checklist of Action Items

The Checklist

o State Records Retention Schedule
(RRS)
o Copy legal citations, remarks, etc.
o Meet minimum retention periods.
o Use those descriptions.

o University Records Retention
Schedule (URRS)
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Recert Packet Item #3: Common Series to Consider

Some functions are
similar across state «
agencies

s Review Checklist: State Agencies oate
Depostory Commerts

AcencY = RECERT#:
AGEMHCY NAVE: AvEND 5

g
11,007 Correspondence - Administratie

)
&

11,013 Calendars, Appointment and Hinerary Records
71014 Legal Opions and Advice

11019 Pubic Refatons Records

110200
o Publc nfo Requests ExemplediNon- Exempted

11023 Organizaton Charts
11,02 Pians and Flanning Records

11020 Speeches, Papers, and Presentations.
1.1.048 Lingaion Fies

11,085 Stateglc Plans

F
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Some functions are
similar across state
agencies

o Engage in any public relations? (That
includes Social Media)

° Have to undergo Sunset Review?
o Payyour employees?

o Correspond?

o Own anything as an agency?

° Createcontracts?

Recertify like a pro: Your TSLAC analyst will be
checking for these common series.

@) |Recert Packet Item #3: Common Series to Consider
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Recert Packet Item #4: Cover Page — SLR 105C

Final Step

= STATE OF TEXAS
G Records Retentlon Schedule Certification
Ancsivis
Secton 2 Approvai
[ep—

P

7. R0
Ms. RMO

ST oo s e e

Teus o Loy and Ao Commssion

11/5/2050 conmecane. Mresent e

=
~N

Need more
time?

Ask your analyst for an extension




105 &105C
Submitted

Now
What?
19
105 & IPSC * Formatting
Submitted
Now * RRS & URRS

* Unique Series

* Review Memos

20
105 & 105C * Archival Codes
Submitted A/l RJO
Now * Appraisal Reports
What?

E=Exempt

* Missing Records

21




105 & 1.050 * Final Signature

Submitted

Now * Approval Letter &

What? Website Upload

Qjcf*‘ * Texlinx Upload &
oo Obsolete Report
22
Schedule Approval

Approval letter

23

Schedule Approval

ns
PAYOI3  Time Cards and Time Sheets
Time Off and Sick Leave Requests

Obsolete series report




Decertification

§13TAC 6.6(c)
"I a state agency fails
to submit a records
retention schedule to

the state records
administrator for

recertification by a

required deadline
fails to request an
extension..”

or

Consequences

o Legal risk

- No disposition

o Shorter
recertification

periods

What have we learned?

Timeline
o Every5 years

RecertPacket

© SLR105

© Character limits
© Checklist

° Common series
o Cover sheet

Benefits

o Consistency

o Vital records

© Communication
o Clean slate

Review & Approval
o RMA Unit
o Archives
o State Librarian

SLR105 & TexLinx

© Uniform
database &
schedule
format

Decertification
o No disposition

&

$
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Thanks!

Any questions?

Contact your analyst

https://www.tsl.texas.gov/sirm/state/agencylist

Interested in more training?

https://www.tsl.texas.gov/slrm/trainin
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