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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)
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This production consists of various documents related to the Texas Office of the Governor’s records retention policies and practices. The production includes the Governor’s Records Management for New Employees presentation, inactive file storage instructions, 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), Records Management Policy, and parts of the office’s Information Security presentation and Technology Use Policy.


Potentially of Interest:
· 11: Records Management for New Employees presentation indicates that the OOG maintains a 30-day email retention policy that applies to employees’ inbox (including subfolders), sent items, and junk e-mail
· Presentation clarifies that if a message is a record, the OOG staff recipient/sender is responsible for saving it
· Presentation clarifies that deleted items are removed daily
· Presentation clarifies that emails are not recoverable once they are removed from the system
· 37: OOG’s Records Retention Schedule indicates that Executive Correspondence is to be retained until the end of term of office and General Correspondence is to be retained for 2 years after sent/received
*It seems very unlikely that every OOG employee properly preserves all of their email records that are subject to retention.

Points of Research Interest:
· See review file for Records Retention Schedule items that may aid with future request drafting
· 9: OOG considers drafts of now-published reports to be transitory (transitory information is not normally kept or filed)
· 10: OOG considers whitepapers not published by the OOG, blank forms, emails from OOG staff not about work, and list-serv messages received by OOG staff to be non-records (among other items)
· 16: OOG uses a system called Archie to map digital documents to the Records Retention Schedule
· 21: OOG maintains Records Disposition Logs, which document the destruction of state records
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1-28: Texas Office of the Governor Records Management for New Employees Presentation
· 3: Governor’s Office’s intranet has various “Records Management Forms” to be signed by new employees
· 5-12: Identifying Agency Records: What to Keep and Why to Keep It
· 9: Transitory Information, including drafts of a (now-published) report, may be destroyed once it has “served its immediate purpose.”
· 10: Non-records include whitepapers not published by the OOG, blank forms, emails from coworkers that are not about work, and list-serv messages received by OOG staff (among other things)
· 11: Email Retention Policies
· 30-Day Retention Policy applies to: inbox (including subfolders), sent items, junk e-mail
· If a message is a record, you are responsible for saving it
· Deleted items are removed daily
· Once emails are removed from the system, they are not recoverable
· 12: Who determines which emails to save?
· All agency employees and interns are responsible for identifying agency records and ensuring that they are properly captured
· Each Division Director (or Program Director, as applicable) oversees the proper classification of the division’s records and information according to the records retention schedule, ensuring that records have been classified correctly
· Not sure which emails to save (or where to save them)? Ask your supervisor.
· 13-17: Records Retention: How Long Does a Record Need to be Kept?
· 14: Some retention periods are dictated by rule or statute’ others are based on best practice or business need
· 16: Archie is a tool enabling users to map digital documents to the Records Retention Schedule
· 18-21: Final Disposition: Where and How to Dispose of Records
· 20: A record may be destroyed (or transferred to the State Archives): when it meets retention and any PIR, audit, litigation, claim, or negotiation involving the record has been completed/fulfilled/resolved
· 20: Records should be dispositioned on an ongoing, periodic basis
· 21: Records Disposition Log
· Documentation of the destruction of state records is required by law
· 22-28: Quiz on OOG records retention policies
29: Office of the Governor Employee Intranet instructions on storing inactive files (re: physical file storage)
30-95: TX OOG Records Retention Schedule as available on the Governor’s Office’s intranet (document is different from the schedule maintained by the Texas State Library and Archives Commission, but seems to contain mostly the same information)
· 36-47: General Administrative Functions
· 36: Received Reports – No Action Required, retention: AV (Administrative Value)
· 36: Complain Records, retention: AC +2 (Resolution of complaint +2 years)
· 37: Executive Correspondence, retention: AC (End of term of office)
· 37: General Correspondence, retention: AC +2 (Date sent or received +2 years)
· 38: Calendars, Appointment and Itinerary Records - Executive, retention: AC (end of term of office)
· 38: Calendars, Appointment and Itinerary Records – General, retention: CE +1 (Calendar Year End +1 year)
· 38: Public Relations Records, retention: AC (end of term of office)
· 39: Training Materials - External, retention: AC +1 (Until superseded or discontinued + 1 year
· 40: Staff Meeting Minutes and Notes, retention: AC +1 (Date Created +1 year)
· 44: Publication Development Files, retention: AV (Administrative Value)
· 45: Correspondence Tracking Records, retention: AC +1 (date created +1 year)
· 45: Policies, Procedures, and Administrative Rules - External, retention: AC +3 (Completion or termination of program, rules, policies, or procedures +3 years)
· 45: Policies and Procedures - Internal, retention: AC +3 (Until superseded or discontinued, whichever is sooner, +3 years)
· 46: Special Project Files, retention: AC +2 (project concluded +2 years)
· 47-50: Boards, Commissions, Committees, and Councils
· 47: Meeting Agendas and Minutes – State Boards, Commissions, and Councils, retention: PM (Permanent)
· 48: Meeting Notes – State Boards, Commissions, and Councils, retention: AC +90 days (official approval of written minutes of the meeting +90 days)
· 48: Meeting Supporting Documentation – State Boards, Commissions, and Councils, retention: AC +2 (date of the meeting +2 years)
· 49: Advisory Committee Records, retention: AC +5 (disbanding of committee +5 years)
· 51-53: Executive Management
· 51: Invitations – Governor and First Lady, retention: AC (end of term of office of invitee)
· 51: Executive Orders, retention: AC (end of term of office)
· 51: Proposed Legislation, retention: AC (end of term of office)
· 52: OSFR (Office of State-Federal Relations) Weekly Snapshots, retention: AC +1 (end of term of office +1 year)
· 62: Proclamation Files, retention: AC (end of term of office)
· 53-56: Legal
· 54: Executive Clemency Files, retention: AC (after applicant is granted or denied clemency and end of term of office)
· 54: Legal Opinions and Advice, retention: AV (Administrative Value)
· 55: Texas Register Submissions, retention: AV +1 (date of publication in the Texas Register +1 year)
· 57-61: Information Technology
· 61-63: Records Management
· 61: Forms History File, retention: AC +1 (discontinuance of use of form +1 year)
· 62: Records Disposition Documentation, retention: FE +10 (Fiscal Year End +10 years)
· 62: Records Inventories, retention: AC (until superseded or all records disposed of)
· 62: Finding Aids and Indexes, retention: AC (the related records have been disposed of)
· 62: Records Management Plans, retention: US +1 (until superseded +1 year)
· 63: Records Retention Schedule Development Files, retention: AV (Administrative Value)
· 63: RMO (Records Management Officer)/RMC (Records Management Coordinator) Designation Forms, retention: US +1 (until superseded +1 year)
· 64-66: Employee
· 64: Employee Grievances, retention: AC +4 (resolution of the complaint +4 years)
· 66-67: Payroll
· 67-70: Personnel Administration
· 69: Requests/Authorizations for Training or Other Reimbursable Activity, retention: FE +3 (Fiscal Year End +3 years)
· 70: Training Materials - Internal, retention: AC+2 (until superseded or discontinued +2 years)
· 70: Training Administration Records - Internal, retention: FE +2 (Fiscal Year End +2 years)
· 70-71: Time and Leave
· 72: Detail Information on Financial Event or Transaction
· 72-73: Documents of Original Entry
· 73-74: Accounting Systems
· 74-76: Purchasing
· 76-78: Fiscal Reporting
· 78-81: Grants
· 80: State Grant Records – Awarded/Funded, retention: AC +3 (expiration or termination of the agreement according to its terms +3 years)
· 80: Grant Records - Unfunded, retention: AC +2 (Date of notification of denial, disqualification, or withdrawal, as applicable +2 years)
· 81-82: Other
· 83-84: Facilities and Equipment
· 84-85: Vehicles
· 85-86: Risk Management
· 86: Visitor Control Registers, retention: AC +3 (date created +3 years)
· 86: Security Access Records, retention: AC +2 (until superseded, date of expiration, or date of termination, whichever sooner +2 years)
· 86-87: Audit
· 88-89: Public Safety
· 89-92: Finance
· 92-93: Business Development
· 93: Film
· 94: Tourism
· 95: Other
96-103: Office of the Governor Records Management Policy
· 97-98: Definitions
· 99-100: Responsibilities
· 101: Records Retention Schedule
· 102: Final Disposition
· 103: Separation and Transitions
104-106: Office of the Texas Governor Information Services Information Security Presentation
· 106: File Storage
· Use network drives
· Do not store files on local drives or removable media
· OOG data only
107-108: Section of the Office of the Governor Technology Use Policy
· 107: E-mail
· 108: Data Creation and Storage
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