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	Document Review Buffet

	General Considerations
· Redaction issues
· Terms of text searches
· Missing attachments
· Contact information
· Terminology (agency lingo & references (S1, WLR, etc.))
· Docs already public

Final Production Considerations
· Evidence of adequate search
· Custodians and components
· Terms
· Timeframe
	Special Case: Resumes
· Individual considerations
· Gaps in timeline
· Inconsistencies compared to LinkedIn
· Underqualified
· Conflicts of interest
· Patterns
· Underqualified
· Campaign staff
· Former staffers of particular politicians
· Former staffers of particular orgs
	Special Case: Calendars

	
	
	· Prep research
· Ethics form
· Resume
· Recent news
· News from calendar timeframe
· Financial disclosures
· Content
· Key staffers
· Focus issues
· Evasive shorthand 
	· Content Cont’d
· Time off/light schedule 
· Secret calendar?
· Just not busy?
· Meetings with conflicted entities
· Controversial meetings
· Particular days of interest
· Compare to already-public calendars
· Redactions (meeting titles, excessive b6)



Request Background 
by: 


Production Summaries 

Jump to Legal Review

Production A 

I-team Reviewer: GJD
Airtable Record Link 
Highlights/Summary

Full notes in the review file. OAG maintains a 3-day (!) auto-delete policy for emails contained within the Deleted Items folder and a 30-day auto-delete policy for Sent Items and emails contained within employee Inboxes. Like the OOG’s 30-day auto-delete, these aggressive auto-delete policies seem practically incompatible with the Office’s Records Retention Schedule.

[bookmark: _GoBack]This production consists of various documents related to the Office of the Attorney General of Texas’ records retention policies and practices. The production includes the OAG’s procedures and guidelines for assigning cart file locations, cart box processing, and media retention storage in addition to an email management presentation, the office’s Records Retention Schedule (this document appears to be visually different from the schedule maintained by the Texas State Library and Archives Commission, but seems to contain mostly the same information), and a records and information management awareness presentation.

Potentially of Interest:
· 8: Every OAG employee who uses email to send or receive information in the course of conducting state business is responsible for properly managing emails as records
· 14-19: Email Management presentation indicates that the OAG maintains 3-day, 30-day, 2-year, 4-year, and permanent email retention policies
· 3-day (automatic) policy applies to any email contained within the Deleted Items folder
· 30-day (automatic) policy applies to any email contained within the Inbox or Sent Items
· 2-year policy applies to any email assigned to this retention by the employee
· 4-year policy applies to any email assigned to this retention by the employee
· Permanent policy applies to any email assigned to this retention by the employee
· 33-34: OAG’s Records Retention Schedule indicates that Administrative Correspondence is to be retained for 4 years, General Correspondence is to be retained for 2 years, and Correspondence which requires no action be retained until closed, terminated, completed, expired, or settled.

Other:
· 12: OAG’s examples of transitory emails are narrower than on the OOG presentation
· 8: Link to the OAG intranet page hosting the Records and Information Management Policy is included, but the actual document is not included with this production
· See review file for Records Retention Schedule items that may aid with future request drafting 
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Production C

I-team Reviewer: XXX
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Highlights/Summary

Production D 

I-team Reviewer: XXX
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Highlights/Summary

Production E 

I-team Reviewer: XXX
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Production F

I-team Reviewer: XXX
Airtable Record Link 
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Production G

I-team Reviewer: XXX
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Production H
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Highlights/Summary



Production Notes

[bookmark: A]Production A Notes

1-4: OAG Standard Operating Procedure for “Assigning Cart File Location”
5-7: OAG Standard Operating Procedure for “Cart Box Processing Instructions”
8-21: OAG Email Management Presentation
· 8: Every OAG employee who uses email to send or receive information in the course of conducting State business is responsible for properly managing emails as records
· 9: Different types of records may be located in email; therefore, email may be classified into many different records series on the OAG Records Retention Schedule
· 11: Transitory email are those which are not essential to the fulfillment of statutory obligations or to the documentation of agency functions
· 12: Examples are narrower than on OOG presentation, OAG only includes of emails containing content about meeting times/notices or personal non-work related information
· 14-20: Email Retention in Outlook
· Four “big bucket” retention rules have been created in Outlook
· 3 Days
· This rule is applied to the Deleted Items folder
· Email moved to the Deleted Items folder by the user will be automatically deleted after 3 days
· 30 Days (automatic roll-off)
· This rule is applied to the Inbox and Sent Items
· Examples of email that may have this retention: transitory, convenience copies, correspondence- no action required
· Email left by the user in the Inbox and Sent folders will be automatically deleted after 30 days
· 2 Years
· This rule is applied to an email by the employee
· Email assigned to this retention will be automatically deleted after 2 years
· Examples of email that may be assigned this retention rule: correspondence – general, directives, reports – activity
· The user will choose this retention rule from three retention rule options, tagging an individual email with a 2 year retention
· 4 Years
· This rule is applied to an email by the employee
· Email assigned to this retention will be automatically deleted after 4 years
· Examples of email that may be assigned this retention rule: correspondence – administrative, reports and studies (non-fiscal), audit trail records
· The user will choose this retention rule from three retention rule options, tagging an individual email with a 4 year retention
· Permanent (PM)
· This rule is applied to an email by the employee
· Email assigned this retention will not be deleted
· Exampled of email that may be assigned this retention rule: plans and planning records, investigation – not litigated, agency rules, policies, and procedures – working files
· The user will choose this retention rule from three retention rule options, tagging an individual email with a permanent retention
22-23: OAG Media Retention Storage Procedure (outlines process for submitting digital media to the OAG Records Center for retention storage)
24-130: OAG Records Retention Schedule this document appears to be visually different from the schedule maintained by the Texas State Library and Archives Commission, but seems to contain mostly the same information)
· 32: Complaint Records, retention: AC +2 (final disposition of the complaint +2 years)
· 33: Correspondence - Administrative, retention: 4
· 34: Correspondence - General, retention: 2
· 34: Correspondence/Contents – No Action Required, retention: AC (this includes such materials as pamphlets and informational packets. It may include packages whose contents are trash. Some packages may be a health risk and must be disposed immediately. Purge date set by individual division.)
· 34: Directives, retention: US +1 (until superseded +1 year)
· 35: Executive Orders, retention: US +3 (until superseded +3 years)
· 36: Calendars, Appointment and Itinerary Records, retention: CE +1 (Calendar Year End +1 year)
· 37: Formal Legal Opinions, retention: PM (permanent)
· 37: Formal Legal Opinion Work Files, retention: PM (permanent)
· 37: Legal Opinions and Advice Provided, retention: AV (administrative value)
· 38: Informal Open Records Letter Rulings, retention: PM (permanent)
· 38: Informal Open Records Letter Ruling – Working Files, retention: AC +10 (date of issuance of final ruling +10 years)
· 39: Attorney Notes, Drafts and Working Papers, retention: AV (administrative value)
· 39: Election Violations, retention: AC +5 (closure of case +5 years)
· 44: Public Relations Records, retention: 2
· 45: Planning and Planning Records, retention: AC +3 (decision made to implement or not to implement result of planning process +3 years)
· 45: Proposed Legislation, retention: AV (administrative value)
· 46: Speeches, Papers and Presentations, retention: AC (end of term in office or termination of service in a state position)
· 46: Training Materials, retention: US +1 (until superseded +1 year)
· 53: Strategic Plans, retention: AC +6 (September 1 of odd-numbered calendar years +6 years)
· 55: Meeting Agenda and Minutes, retention: PM (permanent)
· 57: Meeting - Notes, retention: AC +90 days (approval of the formal minutes by the governing body +90 days)
· 57: Meetings – Supporting Documentation, retention: 2
· 57: Staff Meeting Minutes and Notes, retention: 1
· 60: Agency Rules, Policies, and Procedures - Final, retention: AC +3 (completion or termination of program, rules, policies, or procedures +3 years)
· 61: Agency Rules, Policies, and Procedures – Working Files, retention: AC +3 (completion or termination of program, rules, policies, or procedures +3 years)
· 75: Destruction Authorization, retention: FE +10 (Fiscal Year End +10 years)
· 76: Opinion/Case Request, retention: CE+1 (Calendar Year End +1 year)
· 77: Records Disposition Logs, retention: PM (permanent)
· 77: Record Center Storage Approval Forms, retention: US (until superseded)
· 77: Records Management Plans, retention: US +1 (until superseded +1 year)
· 88: Internet Cookies, retention: AV (administrative value)
· 89: History Files – Web Sites, retention: AV (administrative value)
· 104: Personnel Policies and Procedures, retention: US +3 (until superseded +3 years)
· 106: Training Administration Records, retention: US +2 (until superseded +2 years)
· 117: Office Procedures, retention: US +1 (until superseded +1 year)
131-132: OAG Media Retention Storage Procedure
133-148: OAG Growing Agency RIM (Records and Information Management) Awareness Presentation
· Includes training on media retention storage
149: OAG Records Storage Guidelines

To Note:
· Records and Information Management Policy (intranet link) is linked on pg. 8, but isn’t included in the production
· 11: Transitory email are those which are not essential to the fulfillment of statutory obligations or to the documentation of agency functions
· 12: Examples are narrower than on OOG presentation, OAG only includes of emails containing content about meeting times/notices or personal non-work related information
· 14-19: Email Retention in Outlook
· Four “big bucket” retention rules have been created in Outlook
· 3 Days
· This rule is applied to the Deleted Items folder
· Email moved to the Deleted Items folder by the user will be automatically deleted after 3 days
· 30 Days (automatic roll-off)
· This rule is applied to the Inbox and Sent Items
· Examples of email that may have this retention: transitory, convenience copies, correspondence- no action required
· Email left by the user in the Inbox and Sent folders will be automatically deleted after 30 days
· 2 Years
· This rule is applied to an email by the employee
· Email assigned to this retention will be automatically deleted after 2 years
· Examples of email that may be assigned this retention rule: correspondence – general, directives, reports – activity
· The user will choose this retention rule from three retention rule options, tagging an individual email with a 2 year retention
· 4 Years
· This rule is applied to an email by the employee
· Email assigned to this retention will be automatically deleted after 4 years
· Examples of email that may be assigned this retention rule: correspondence – administrative, reports and studies (non-fiscal), audit trail records
· The user will choose this retention rule from three retention rule options, tagging an individual email with a 4 year retention
· Permanent (PM)
· This rule is applied to an email by the employee
· Email assigned this retention will not be deleted
· Exampled of email that may be assigned this retention rule: plans and planning records, investigation – not litigated, agency rules, policies, and procedures – working files
· The user will choose this retention rule from three retention rule options, tagging an individual email with a permanent retention
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