CAUTION

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

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.

> State and Local Records Management Division
Texas State Library and Archives Commisslon
mimnn (Rev. 2111)



SLR 105
Form SLR 105C must
T STATE OF TEXAS accompany this form.
and Archives o
Records Retention Schedule . 1 4 38
2. Agency 3. Agency '
Code 101 Name  TEXAS SENATE
4, 5. 8. 7. , 10, AL
B. ITSLACS
Records | Agency Retention Period Archival "ONLY.-
Series itern 8. -Amend.’
ltem No. No. Record Series Title Agency |Storage{ Tofal Remarks 106 No. S "No.

Texas Government‘Code 306.003, 306.004, 323.017, and 552.106.
In accordance with the Texas Government Code, Chapter 306, Sections 306.003 and 306.004, and Chapter 323 Section 323.017, Chapter 552,

Section 552.106, the Lieutenant Governor, the Members of the Texas Senate, and the Senate departments will comply as follows:

SECTION 306.003. CONFIDENTIAL RECORDS. (a) Records of a member of the legislature or the lieutenant governor that are composed
exclusively of memoranda of communications with residents of this state and of personal information concerning the person communicating with the
member or lieutenant governor are confidential. However, the member or the lieutenant governor may disclose ail or a part of a record to which this
subsection applies, and that disclosure does not violate the law of this state, b) The method used to store or maintain a record covered by Subsection
(2) does not affect the confidentiality of the record. Added by Acts 1987, 70" Leg., ch. 167, Sec. 2.05(a), eff. Sept. 1, 1987. ]

SECTION 306.004, PUBLIC DISCLOSURE PROHIBITED. (2) To ensure the right of the citizens of this state to petition state government, as
guaranteed by Article I, Section 27, of the Texas Constitution, by protecting the confidentiality of communications of citizens with a member of the
legistature or the lieutenant governor, the public disclosure of all or part of a written or otherwise recorded communication from a citizen of this state
received by a member or the lieutenant governor in his official capacity is prohibited unless: (1) the citizen expressly or by clear implication
authorizes the disclosure; (2) the communication is of a type that is expressly authorized by statute to be disclosed; or (3) the official determines that
the disclosure does not constitute an unwasranted invasion of personal privacy of the communicator or another person. (b) This section does not
apply to a communication to a member of the legislature or the lieutenant governor from a public official or public employee acting in an official
capacity. (c) A member or the lieutenant governor may elect to disclose all or part of a communication to which this section applies, and that
disclosure does not violate the law of this state. Added by Acts 1987, 70" Leg., ch. 167, Sec. 2.05(a), eff. Sept. 1, 1987.

Archival Codes {Fleld 8)

Retention Codes (Field 7}

P — Paper M — Microfilm E - Efectronic C - Confidential O - Open Record

AG — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA —Life of Asset PM — Permanent A — Transfer to State Archives

AV - Administrative Value FE — Fiscal Year End MO - Months US — Until Superseded] R — Review by State Archivist
StR 105

Rev, 2/09




SLR 105
Form SLR 105C must
. STATE OF TEXAS accompany this form.
State Library
and Archives H
Records Retention Schedule - 2 @ 3B
2. Agency 3. Agency
Code Name
4, 5. 8. 7. 10. . o
8. . TSLAC
Records | Agency Retention Period Archival CONLY. -
Series ftem g. Amend.
Item No. No. Record Serigs Title Agency |Storage| Total Rematrks 106 No. |. No. .-

SECTION 323.017 CONFIDENTIAL COMMUNICATIONS. Communications including conversations, correspondence, and electronic
communications, between a member of the legislature or the {ieutenant governor and an assistant or employee of the council {i.e., the Texas
Legislative Council] that relate to a request by the official for information, advice, or opinions from an assistant or employee of the council are
confidential. Information, advice, and opinions given privately by an assistant or employee of the council to a member of the legislature, or the
lieutenant governor, acting in the person’s official capacity, are confidential. However, the member or lieutenant governor may choose to disclose all
or a part of the communications, information, advice, or opinions to which this section applies, and such a disclosure does not violate the law of this
state. Added by Acts 1987, 70" Leg., ch. 1053, 2, eff. June 20, 1987. Renumbered from V.T.C.A., Government Code 323.016 by Acts 1989, 71*

Leg., ch. 2, 16.01(25), eff. Aug. 28, 1989. Amended by Acts 2001, 77" Leg., ch. 1420, 9.002, eff. Sept. 1,2001. .

SECTION 552.106. EXCEPTION: CERTAIN LEGISLATIVE DOCUMENTS. (a) A draft or working paper involved in the preparation of proposed

legislation is excepted from the 552.021. (b) An internal bill analysis or working paper prepared by the governor’s office for the purpose of

evaluating proposed legislation excepted from the requirements of Section 552.021. Added by Acts 1993, 73" Leg., ch. 268, Sec.1, eff. Sept. 1, 1993.

Amended by Acts 1997, 75" Leg., ch. 1437, Sec. 1, eff. June 20, 1997.

Retention Codes (Field 7} Archivat Cades (Fisid 8)

P —Paper M — Microfilm E - Electronic C - Confidentiat ( -- Open Record

AC - After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA ~Life of Asset PM — Permanent A ~ Transfer to State Archives

AV — Administrative Value FE - Fiscal Year End MO — Months US — Until Superseded] R — Review by State Archivist
SLR 105

Rev. 2/09




SLR 105

Form SLR 105C must
STATE OF TEXAS accompary this form.
Records Retention Schedule
{Page 3 d 38
2. Agency 3. Agency
Code Name
4, 5. 6. 7. 10, "
8. _TSLAC-
Records | Agency Retention Period __| Archival ' ONLY. -
Series ftem g, -‘Amend.
item No. No. Record Series Title Agency |Storage{ Total Remarks 106No. |- No..
LT. GOVERNOR’S OFFICE
1.1.007 |[LTG-l |Correspondence-Administrative
Incoming/outgoing and internal
. e CAUTION: This records series and item
corresp opdence pe.rtam}ng to the ] number 1.1.008 should be used only for .
FomUIath! pIanmr.lg, ln}plementatmn, correspondence that is not included in or °
interpretation, modification, or 4 4 | A |directly related to another records series
redefinition of the programs, services, in this schedule.
or projects of an agency and the Vital. C. P
administrative regulations, policies, and tak S
procedures that govern them.
1.1.008 |LTG-2 {Correspondence-General SEE comment to item 1.1.007.
Govemment Cade, Section 306.003.
2 2 SEE ALSO item number 1.1.010.
Vital, C, P
1.1.010 LTG-3a |Directives Closed through the retention period.
US+i US+I{R :
CP
1.1.011 LTG-3b |Executive Orders US+3 US+3}AJPE

Retention Codes (Field 7)

C — Confidential

O - Open Record

Archival Codes (Field 8)

P — Paper M — Microfilm E — Elgctronic )
AC - After Closed, Terminated, Completed, Expired, Seflled CE - Calendar Year End LA - Life of Asset PM — Permanent A-— Trar!sfer to State Archives
AV — Administrative Value FE - Fiscal Year End MO — Months US - Until Superseded] R — Review by State Archivist

SLR 405
Rev, 209



STATE OF TEXAS
Records Retention Schedule

SLR 108

Form SLR 105G must
accompany this form.

1Page 4

d 38

2. Agency
Code

Name

3. Agency

4,

Records
Series
ftem No.

Agency
item
No.

6.

Record Series Title

Retention Period

Archival

t0.

Agency | Storage

Tolal

S,
Remarks

106 No.

11,0 - : <

- TSLAC:
" ONLY

;Amend.
No. -

1.1.013

LTG-4

Calendars, Appointment and
Itinerary Records

CE+l

CE+l

C,P

ARCHIVE NOTE: Ouly the calendars,
appointment, and itinerary records of
elected officials, executive staff, board or
cominission members, division directors,
and program heads require archival
review, Contact the State Archives when
these records have met their retention
periods.

CAUTION: A record of this type
purchased with personal funds, but used
by a state official or employee to
document his or her work activities may
be a state records and subject to this
retention period. See Open Records
Decision 635 issues in December 1995
by the Attorney General.

1.1.014

LTG-5

Legal Opinions and Advice

AV

AV

C,P

CAUTION: Does not include legal
opinions or advice rendered on a matter
in litigation or with regard to pending

litiation. See item 1.1.048.

Retention Codes (Field 7}

C - Confidential

Archival Codes (Field 8)

O - Open Record

P — Paper M — Microfilm E — Electronic
AC — After Closed, Terminated, Completed, Expired, Seftled
AV - Administrative Value

SLR 105
Rev. 2/08

A - Transfer to State Archives

PM ~ Pamanent
R - Review by State Archivist

LA — Life of Asset
(s - Until Superseded

MO - Months

CE — Calendar Year End
FE — Fiscal Year End




SLR 105

Form SLR 105C mus
STATE OF TEXAS Gccormany this form:
Records Retention Schedule -
_ ‘ 1Fage 5 d 38
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 10. Mo
8. ' TSLAC’
Records Agency Retention Period Archival o ON['.Y"_'.
Series ftem 9, ‘Amend.
item No. No. Record Serias Title Agency |Storage| Total Remarks 106 No. UNe
1.1.019 |LTG-6 {Public Relations Records 2 2 | R[O,P,Vital
Public Information Requests — Not
Exempted 0,P
1.1.020 |LTG-7 |includes all correspondence and ACH AC+1
documentation relating to requests for AC=Date request fulfilled.
records that are furnished to the public.
Public Infermation Requests —
Exempfted
Includes all correspondence and GF
1.1.021 |LTG-8 |documentation relating to f'equests that {ACH2 ACH2| | Ac=pate of notification that records are
are exempt under the Public exempt.
Information Act (Chapter 352,
Government Code).
1.1.023 |[LTG-9 _ |Organization Charis US US | A|O,P,Vital
Speeches, Papers, and Presentations — 0, P, Vital
Notes or text of speeches, papers, or
11040 |LTG-10 reports delivered in conjunction with AC AC | R {ac=End of term of office or termination
agency work. of service in a state position.

P - Paper,

Retention Codes (Field 7}
M — Microfilm
AC — After Closed, Terminated, Completed, Expired, Settled

E — Electronic

C ~ Confidential
CE - Calendar Year End
FE - Fiscal Year End

O — Open Record
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

SLR 105
Rev. 2/09

AV - Administrative Value




SLR 105
Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule .
. . 1Page 6 d 38
2. Agency 3. Agency
Code Name
4, 5. 6. 7. [10. EEPEE
8. _TSLAC
Records Agency Retention Period Archival ONLY. -
Series Item 9. Amend.
ltem No. No. Recard Series Title  Agency | Storage| _ Total Remarks 106 No. _|. No.
C.pP
Litigation Files AC=As applicable, decision of an agency
Records created by or on beh fa not to file a lawsuit or decision thata
1.1.048 [LTG-11 apency in antici ?‘on fori altfl‘lo M AGH AC+1 | R Hawsuit will not be filed againstitona
£t Yy 0 pation 010 In the matter; dismissal of a lawsuit for want of
adjudication of a lawsuit, prosecution or on motion of the plaintiff;
or final decision of a court {or of a court
on appeal, if applicable) in a lawsuit,
Retention Codes (Field 7) Archival Codes (Field 8}
P — Paper M — Microfilm E —~ Electronic C - Confidential Q - Open Record . .
AG — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA —Life of Asset PM — Permanent A - Transfer to State Archives
AV — Administrative Value FE — Fiscal Year End MO - Months US — Untit Superseded] R — Review by State Archivist

SLR 105
Rev. 2109




SLR 105
Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule -
OIMIRISSION tPage 7 o 38
2. Agency 3. Agency
Code Name
4, 5, 6. 7. 10. 1. -
8. . ~TSLAC
Records | Agency Retention Period | Archival - ONLY.
Series fterm g, Amend.
item No. No. Record Series Title Agency iStorage] Totat | - | Remarks 106No. | *N6.~
C,PE
AC=Purpose of record has been fulfilled.
Includes paper and electronic routing
slips, messages, correspondence
attachment requests; phone messages,
Transitory Information internal staff meeting notices, tracking
and approval routing slips for
Records of_' temporary usefulness that correspondence.
‘|are not an integral part of a records CAUTION: Records management
series of an agency, that are not officers should use caution in assigning
regularly filed within an agency’s thfis records series i;{em nrttlrpbe; to records
. : of an agency to make certain they are not
1.1.057 |LTG-12 reco::dkeepmg sySteEn’.and tha.t are AC AC part of another records series listed in
r.eqwred only fora h_mlte'd period of this schedule or, for records series unique
time for the completion of an action by to an agency, are ttot part of a records
an official or employee of the agency or series that documents the fulfillment of
in the preparation of an on-going the statutory obligations of the agency or
records series the documentation of its functions.
: The disposal of transitory information
need not be documented thrcugh
destruction autharizations (1.2.001) or in
records disposition logs (1.2.010), but
agencies should establish procedures
governing disposal of these records as
part of its records management plan.
Retention Codes (Field 7) : ' Archival Codes {Field 8)
P —Paper M — Microfilm E — Electronic C — Confidential O — Qpen Record
AC — After Closed, Teminated, Completed, Expired, Settled CE—Calendar YearEnd LA ~—Life of Asset PM ~ Permanent A - Transfer to State Archives
AV - Administrative Value FE — Fiscal Year End MO - Months US — Until Superseded| R - Review by State Archivist
SLR105

Rev. 2/09



SLR 105
Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule '
1Page 8§ d 38
2. Agency 3. Agency
Code Name :
4. 5. 8. 7. 10, A
8. TSLAG!
Records Agency Retention Period Archival L ONLY.
Series ltem 9. Asmend..
ltem No. No. Record Series Title Agency JStorage| _Total Remarks 106 No. |- No..
. . 0, P, Vital
1.1.070 JLTG-13 ggencg' Ruk;f P(;hc‘es’ and ACH3 AC+3| R |AC=Completion or termination of
rocedures-rina program, rules, policies, or procedures.
. s 0, P, Vital
1.1.071 |LTG-14 ggen(g Rule‘;’VPOEFms’F?ln d ACH3 AC+3| R |AC=Completion or termination of
rocedures- WOrking ries program, rules, policies, or procedures. -
Records R Schedule (SLR i )
ecords Retention Schedule Original is retained by State and Local v
12005 [LTG-15 105) US Us Records Management Division, Texas
State Library and Archives Commission.
3.3.020 [LTG-16 [Work Schedules/Assignments 1 1 GP
Personnel Policies and Procedures
Any internally distributed manuals,
33.024 |LTG-17 |guidelines, or similar records that define US+3 US+3 o,P
agency wide policies and procedures
concerning the personnel of any agency.
Visitor Control Registers
' Logs, registers, or similar records C,P
54011 |LTG-18 documenting visitors to limited access 3 3 Government Code, Section 306.003.
or restricted areas of agency facilities.
55.002 |LTG-19 |Long Distance Telephone Logs AV AV C,E
Retention Codes (Field 7} Archival Codes (Fleld 8)
P — Paper M — Microfilm E - Efectronic C - Confidential O - Open Record ‘ i
AC - After Closed, Terminated, Completed, Expired, Settled CE ~Calendar Year End LA — Life of Asset PM — Permanent A - Transfer to State Arch_s\(es
FE — Fiscal Year End MO — Months US — Until Superseded] R — Review by State Archivist

AV — Administrative Value

SLR 105
Rev, 2/09



SLR 105
i Form SLR 105C must
exas STATE OF TEXAS accompany this form.
and Archies Records Retention Schedule ‘
ommission \Page 9 o 38
2. Agency 3. Agency
Code Name
4, 5. B. 7. 10, EER
: 8. “TSLAC
Records | Agency Retention Period Archival ONLY. -
Series item 9. . Ariend.
ltern No. No. Record Serigs Title Agency | Storage| Total Remaiks 106 No. | No:. =
Special Project Files
LTG-20 ({Includes documents generated from 3 3 |RICP
legislative management system.

Archival Codes (Field 8)

O - Open Record

Retention Codes (Field 7)

P — Paper M — Microftim £ — Electronic C — Confidential

AC — After Closed, Terminated, Completed, Expired, Settled CE — Calendar Year End LA - Life of Asset PM - Pemmanent A — Transfer to State Archives

AV — Administrative Value FE ~ Fiscal Year End MO = Months US ~ Until Superseded] R — Review by State Archivist
SLR 105

Rev. 2109




SLR 105
Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule -
thage [0 o 38
2. Agency 3. Agency
Code Name
4. 5. 6. 7. - 0. At
8. TSLAC
Records Agency Retention Period Archival - -ONLY:.
Series ftem 9, -Amend.
ltem No. No. Record Series Title Agency |Storage] _Totat Remarks 106 No. | “No. .
SENATE OFFICES
SPR1 Senate Journal Manuscripts ! 3 4 0, P 90-101-001
Committee Waorking Files o
Committee files may include meeting cp '
files, bill files, reports and studies, CAUTION: Official committee working R
SPR2 administrative correspondence, project | AV 4 |AV+4| A |files must remain separate from the office} 90-101-002 |- =
files, resident/constituent casework and records of senators serving on the
correspondence, and administrative committce. SEE ALSO note for SPR3.
files.
Senators Legislative Working Files 91-101-005
Senators files may include C.P,E 90-101-003
administrative correspondence, ° éﬁ;‘;}’g I?Ifosmci i i
. . + Senators' own working fites
SPR3 remdent/cgnstltuent case\g(;rk'a;ld. AV | AC i\g- A {must remain separate from the official
correspondence, proposed legis ation, working files of the committees on which
committee files, press releases, district they serve. SEE ALSO note for SPR2.
files, photographs, and clippings, -
calendars, and schedules.

Retention Codes (Fie/d 7)

Archival Codes (Figld 8)

O — Open Record
LA —Life of Asset
MO — Months

c- Conﬁdeﬁﬁal
CE — Calendar Year End
FE ~ Fiscal Year End

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

P—Paper = M- Microfilm E ~ Electronic
AG - After Closed, Terminated, Completed, Expired, Settled
AV — Administrative Value

SLR 105
Rev, 2109

PM — Permanent
US — Until Superseded




SLR 105

Form SLR 105C must

STATE OF TEXAS accompany this form.
. Records Retention Schedule
tPage 11 o 38
2. Agency 3. Agency
Code Name
4, 5. 8, 7. 10. A,
8. TSLAC.
Records | Agency Retention Period __| Archival ~ ONLY:
Series ltem 9. “Amend,
ltern No. No. Record Series Title Agency }Storage| Total Remarks 106 No. No. -
Personnel Files — 2805 and earlier .
only :
Includes:
3.1.002 Applications for employment ~
Hired C, p. Vital R
3.1 SPR4a  |3.1.022 — Personnel Action Forms ACHI| 4 [ACH AR 91-101-007 |-+ *
3.1.029 — Employment Eligibility AC=Termination of employment. :
3.1.037 — Employee Recognition
3.4.002 — Leave Status and Reports 4
3.4.006 — Time Cards and Time Sheets :
3.4.007 — Time Off and/or Sick Leave
Personnel Files 2006 and after -
Includes:
3.1.002 — Applications for employment C, P, Vital
3.1 SPR4b — hired AC+5 ACH AC=Tenmination of employment.
3.1.037 — Employee Recognition
Records T
SPRS5 Reports — Administrative AV 3 [AV+3]A|CP 97-101-013 [ 7z
Retention Codes (Field 7) Archival Codes (Field 8)
P — Paper M- Microfilm  E—Electronic C — Confidential O — Open Record .
PM - Permanent A — Transfer to State Archives

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

CE - Calendar Year End
FE — Fiscal Year End

LA — Life of Asset
MO —~ Months

US - Until Superseded

R — Review by State Archivist

SLR 105
Rev. 2/09

AV — Administrative Value




SLR 105

Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule
thage 12 o 38
2. Agency 3. Agency
Code Name
4, 5. 6. 7. 10. ek KIS
8. ‘TSLAC -
Records Agancy Retention Period Archival . ONLY .
Series Item e, ‘Amend.
ltem No. No. Record Series Title Agengy | Storage| _Total Rernarks 106No. | ""No.”
Audits o.p
Audits and reviews performed by an AC=Publication or release of final audit
1.1.002 [SAl agency on external entities, on the AC+7 AC+7 findings. The record copy of any audit

agency by other entities, or on the

agency by internal auditors.

performed by the State Auditor’s Office
is retained permanently by that agency.

P - Paper

Retention Codes (Fiefd 7)

M - Microfilm
AC — After Closed, Terminated, Completed, Expired, Seitied
AV — Administrative Vaiue

E — Electronic

C - Confidential
CE - Calendar Year End
FE — Fiscal Year End

O — Open Record
LA — Life of Asset
MO - Months

PM ~ Permanent
{5 - Until Superseded

Archival Codes (Field 8)

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

SLR 105
Rev. 2/08




SLR 105

N Form SLR 105C must
S STATE OF TEXAS accompany this form.
State Library
and Archives R ¥
ecords Retention Schedule . 13 4 38
2. Agency 3. Agency
Code Name
4, 5, 8. 7 0. Al L
8. “TSLAC
Records | Agency ' Retention Period __ { Archival ."ONLY. -
Series item g Amend.
Item No. No. . Record Series Title Agency |Storage| Total Remarks 106No. | - -No. =

C, P, Vital

=8ome may be Open
ARCHIVES NOTE: Only the
administeative correspondence of
executive staff, board, or commission
members, division directors and program

Correspondence- Administrative

Incoming/outgoing atEd.mtemai heads require archival review. Contact Tl
con‘espopdence peftam}ng to the ) the State Archives when these records e
formulation, planning, implementation, have met their retention periods.

1.1.007 |[SA2 interpretation, modification, or 4 4 | R |CAUTION: This records series and item

number 1.1.008 should be used only for

redefinition of the programs, services, ! v ]
or projects of an agency an d the correspondence that is not included in or
P . e . B . . s directly related to another records series
administrative regulations, policies, and on the agency’s approved schedule, For
procedures that govern them. example, a memorandum that documents

an appropriation request must be retained
for the minimum retention period
prescribed by item number 1.1.004. SEE
ALSOQ item number 1.1.01 1L

Retention Codes (Field 7) Archival Codes (Field B)

P - Paper M~ Microfilm E -~ Efectronic C ~ Confidentiat 0 - Open Record )
AC — After Closed, Terminated, Completed, Expired, Setiled CE —CalendarYear End LA - Life of Asset PM —~ Permanent A — Transfer to State Arch’w_es
AV - Administrative Value FE — Fiscal Year End MO — Months US — Untit Superseded| R~ Review by State Archivist

SLR 105
Rev. 2/09




SLR 105

Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule
\Page 14 o 38
2. Agency 3. Agency
Code Name
4. 5. 6. 7 10 11' R ;1._
8. TSLAC
Records Agency Retention Period Archival ONLY
Series ftem 9. "Amend.
Item No. No. Record Series Title Agenty |Storage| Total Rematks 106 No. | . No.w -
Correspondence — General
Non-administrative incoming/outgoing
and internal correspondence, in any '(C, P, E; C=some may bc Open
1.1.008 [SA3 med.la, pertaining to or arlsu}g_from the { 2 2 SEE comment fo item number 1.1.007.
routitte operations of the policies, SEE ALSO item number 1.1.010.
programs, services, or projects of an
agency.

Retention Codes (Figld 7)
P — Paper

AV — Administrative Value

M — Microfilm
AC - After Closed, Terminated, Completed, Expired, Settled

E-

O — Open Record
LA — Life of Asset
MO — Months

C - Confidential
CE ~ Calendar Year End
FE - Fiscal Year End

Electronic :
PM — Permanent

{/S — Until Superseded

Archival Codes (Fisld 8)

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

SLR 105
Rev, 2/09




SLR 105

Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule
‘ tPage 15 o 38
2. Agency 3. Agency
Code Name
4, 5. 8. 7. 10. A
Records Agency Retention Period Archival "ONLY.
Series ftem 9, Amend:.
ltem No. No. Record Series Title Agency |Sterage] Total Remarks 106 No. N8, -
C, P, E; C=some may be Open
ARCHIVE NOTE: Only the calendars,
appointment, and itinerary records of
Calendars, Appointment and elected officials, executive staff, board or
Itinerary Records commission members, division directors,
Calend appointment book and program heads require archival
alendars, appointmen OOXS Ot review. Contact the State Archives when
programs and scheduling, or itinerary these records have met their retention
1.1.013 [SA4 records, purchased with state fundsor CE+l CE+{ { R |periods.
maintained by staff during business CAUTION: A record of this type
hours that document appointments, purchased with personal funds, but used
.0 . d other activities of by a state oi_ﬁc;ai or employefe to
iineraries, 31_1 other acviies document his or her work activities may
agency officials or employees. be a state records and subject to this
retention period. See Open Records
Deciston 635 issues in December 1995
by the Attomey General,
Legal Opinions & Advice g,Al;j TCFC;SNDmS may bte_Ol;Bg ezl
: Does not include lega
1.1.014 |SAS From agency legal counsel or the AV AV | R |opinions or advice rendered on a matter

Attorney General, including any
requests eliciting the opinions.

in litigation or with regard to pending

litigation. SEE item number 1.1.048.

Archival Codes (Field 8}

Retention Codes (Field 7}
P — Paper M —~ Microfilm

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

E - Electronic

C — Confidential
CE — Calendar Year End
FE ~ Fiscal Year End

O ~ Open Record
LA - Life of Asset
MO — Months

PM — Permanent
US - Until Superseded

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

SLR 105
Rev. 2/09

AV — Administrative Value




SLR 106

Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule
tPage 16 o 38
2. Agency 3. Agency
Code Name

4, 5. 8. 7. 10. A
8. _TSLAC;
Records | Agency Retention Period Archival - "ONLY -
Series ftem 9, ‘Amend,’
item No. No. Record Series Title Agency | Storage] Total Remarks : 106 No. |~ No:. '~

Public Information Requests — Not
Exempted

1.1.020 |SA6 Includes a!l.correqundcnce and AC+! AC+1 22;13 ate request fulfilled.
documentation relating to requests for
records that are furnished to the public.
Public Information Requests —
Exempted

Includes all correspondence and o,P Dol
1.1.021 |SAY documentation relating to requests for [AC+2 AC+2| lAC=Date of natification that records are S
records that are exempt under the Public exempt.
Information Act {Chapter 552,
Government Code). _
1.1.023 |SAS Organization Charts US Us |A|o,P
Proposed Legislation and Legislative
Documents - C,P,E
Includes proposed legisiation, AC=At the completion of the legislative
1.1.027 |SA9 o ® AC AC |A session, docume]:ns are transferrged fo the

committee printings, engrossed bills,
enrolled bills, amendments offered,
resotutions, and related correspondence.

I egislative Reference Library.

Retention Codes (Figid 7) Archival Codes (Field 8)

P —Paper M - Microfilm E ~ Electronic C - Confidential O — Open Record

AC - After Closed, Terminated, Completed, Expired, Settled CE - CalendarYear End LA - Life of Asset PM -~ Permanent A — Transter to State Archives
AV - Administrative Value FE — Fiscal Year End MO — Months US — Untit Superseded] R — Review by State Archivist

SLR 105
Rev. 2/09




SLR 105
' ' Form SLR 105C must
STATE OF TEXAS ' accompany this form.
Records Retention Schedule
tPage 17 o 38
2. Agency © 1 3. Agency :
Code Name
4. 5. 6. 7. 10, 1.0 0
) 8. ~TSLAC
Records | Agency Retention Period __{ Archival CONLY
Series ltem 9, : Amend,
[tem No. No. Record Series Title Agency | Storage{ Total Remarks 106 No. |- No: -
Speeches, Papers, Presentations 0. E.E. Vil
Notes or text of speeches, papers, or \ P, E, Vita
1.1.040 [SA1Q reports delivered iijn coni ’nI:: tfo ?th AC AC | R [AC=End of term in office or termination
p ju nwi of service in a state position.
agency work.
Retention Codes (Fiefd 7) : Archival Codes (Figld 8}
P — Paper M — Microfilm E - Electronic G - Confidential O — Open Record
AC — After Closed, Terminated, Completed, Expired, Setiled CE-—CalendarYearEnd LA - Life of Asset PM — Permanent A - Transfer to State Archives
AV - Administrative Value FE — Fiscal Year End MO —~ Months US — Until Superseded] R —~ Review by State Archivist
SLR 105

Rev, 2/09




SLR 105

i Form SLR 105C must
Texas STATE OF TEXAS accompany this form.
State Library '
and Archies Records Retention Schedule -
fPage I8 o 38
2. Agency 3. Agency
Cuode Name
4. 5. 6. 7. 10. A
8. "TSLAC'.
Records Agency Retention Period Archival ONLY
Series Item 9. Amend.’
ltem No. No. Record Series Title Agency I Storage!  Total Remarks 106 No. |1 Ne: -
Transitory Information C, P, E; C=some may be open
Records of temporary usefulness that are not an AC=After purpose of records fias been
integral part of a records series of an agency, fulfilled.
that are not regularly filed within an agency’s CAUTION: Records management
recordkeeping system, and that are required officers should use caution in assigning
only for a limited period of time for the this records series item number to records
completion of an action by an official or of an agency to make certain they are not
employee of the agency or in the preparation of part of another records series listed in
an on-going records series. Transitory records this schedule or, for records series unique _
are not essential to the fulfilment of statuto to an agency, are not part of a records
L.1.057 |SAH obligations or to the documentation of ageng AC AC series that documentspthe fulfiflment of d
functions. Some examples of transitory the statutory obligations of the agency or
information, which can be in any medium the documentation of its functions. The .
{voice mail, fax, email, hard copy, etc.) are disposal of transitory information need N
routine messages; internal meeting notices; not be documented through destruction K
routing slips; incoming letters or memoranda of sign offs) 1.2,001) or in records
transmittal that add nothing of substance to disposition logs (1.2.010), but agencies
enclosures; and similar routine information used should establish procedures governing
for communication, but nat for the disposal of these records as part of its
documentation, of a specific agency transaction. records management plan (1.2.014).
Retention Codes (Fiefd 7} Archival Codes (Field 8)
P —Paper M — Microfiim E — Electronic C -~ Confidential O - Open Record
AG - After Closed, Terminated, Completed, Expired, Settled CE - CalendarYearEnd LA — Life of Asset PM — Permanant A — Transfer to State Archives
AV — Administrative Value FE — Fiscal Year End MQ — Months US — Until Superseded] R — Review by State Archivist

SLR 105
Rev. 2/08




SLR.105

Form SLR 105C must

STATE OF TEXAS ' accompany this form.
Records Retention Schedule e 19 4 38

2. Agency 3. Agency
Code Name '
At

4, 5. 6. 7. ho. AT
B. ~TSLAC~

Records | Agency Retention Period | Archival JONLY:
Series item ' 9, , ‘Ameénd.
Jtem No. No. Record Series Tifle Agency |Storage] Total Remarks 106 No. | “.No. -

0,P,E .
ARCHIVES NOTE: Agency retains
permanent record copy. The archival
requirement will be met by sending a
copy to the Archives and Information
Meeting Agen da & Minutes Services Pivisicm Te_xa§ State Library

\ ) and Archives Commission.
Official agenda and minutes of state CAUTION: This records series and item
boards, committees, commissions, and PM PM | A numbers 1,1.059, 1,1.060, 1.1.061, and

councils that conduct open meetings as 1.1.062 must be used for those state
boards, committees, commissions, and

gcsqluued by Government Code, Chapter councils, which by 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.

1.1.058 |SAl12

Retention Codes (Field 7) Archival Codes (Field 8}
P — Paper M — Microfilm E - Electronic C ~ Confidential O - Open Record . ‘

AC ~ After Closed, Terminated, Completed, Expired, Settled CE —Calendar YearEnd LA —Life of Asset PM — Permanent A - Transfer to State Archives
AV - Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded] R ~ Reviewby State Archivist

SLR 105
Rev. 2/09




SLR 105

. Form SLR 105C must
%F‘?taesl,ilmw STATE OF TEXAS accompany this form.
and Ahites Records Retention Schedul
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 10. ki PR
. TSLAC',
Records | Agency Retention Period | Archival . ONLY
Series item 8. Amend:*
ltem No. No. Record Series Tille Agency | Storage| Total Remarks 106 No. ~coNa, .
AC=Official approval of written minutes
of the meeting by the goveming body of
an agency. .
CAUTION: Minutes of state agencies
Meetings, Audio or Videotapes of are permanent records. Audio and
Open AC490 190 videotapes are not permanent media.
. s . + + State agencies may fiot retain audio or
1.1.060 |SA20 Audio or videotapes 03_“ open meetings days days videotapes of the meetings of governing
of stat? boards, commissions, | lbodies in lieu of written minutes. The
committees, and councils. proceedings of all meetings of state
boards, committees, commissions, and
councils must be reduced to writing.
SEE ALSO caution comment at ifem
1.1.058.
Reports — Biennial or Annual Agency O,P :
Narrative AC=September 1 of odd-numbered
Biennial narrative reports to the ;ﬂg’ﬂ;?ﬁ'@qﬂimmm is met by
1.1.066 |SA13 governor and legislature as required by |AC+6 AC+6 sending the required copies of the reports

an agency’s enabling statutes, including
annual narrative reports if they are
required by statute.

to the Texas State Publications
Depository Program, Texas State Library
and Archives Commission.

P — Paper

Retention Codes (Field 7)
M ~ Microfilm
AC - After Closed, Terminated, Completed, Expired, Settled

E — Electronic

C — Confidential
CE - Calendar Year End
_FE — Fiscal Year End

O - Open Record
LA - Life of Asset
MO = Months

PM — Permanent
USs — Until Superseded

Archival Codes (Field 8)

A — Transfer to Siate Archives
R — Raview by State Archivist

SLR 108
Rev. 2109

AV - Administrative Value



STATE OF TEXAS
Records Retention Schedule

SLR 105

Form SLR 165G must
accompany this form.

iPage 21 o 38

2. Agency 3. Agency
Code Name
4 5. - 8. 7. 10. M
8. TSLAC
Records | Agency Retention Period | Archival " ONLY:
Series Item 9. “Amend.
ftem No, No. Record Series Title Agency |Storage| Total Remarks 106 No. = Now.
Agency Rules, Policies, and B
Procedures — Final
Manuals, guidelines, administrative 0. P. Vi
s .. , P, Vital
fules, or similar records distributed AC=Completion or termination of
11070 |sA14 internally for the use of employees or ACH3 AC+3| R [prosram: rules, policies, or procedures.
T externally to the public or those o
individuals or entities regulated by an SEE ALSO: Agency Rules, Policics and
agency that sets out the rules, policies Procedures Working Files 1.1.071.
and procedures that govern an agency’s
programs, services, or projects.
Retention Codes (Field 7) Archival Codes {Field 8)
P — Paper M — Microfilm E - Electronic C — Confidential O - Open Record )
A — Transfer to State Archives

AV — Administrative Value

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

FE — Fiscal Year End

LA - Life of Asset PM — Permanent
MO - Months 1S — Until Superseded

R — Review by State Archivist

SLR 105
Rev. 2109




SLR 105
Form SLR 105C must
. - STATE OF TEXAS accompany this form.
State Libuary
and Archives -
'Records Retention Schedule v 23 @ 38
2. Agency 3. Agency
Code Name
4 5. 6. 7. 10. 1M 0.
8. TSLAC
Records { Agency Retention Pericd | Archival JONLY.
Series item 9. Amend
Itetn No. No. Record Series Title Agency |Storage] Total Remarks 106 No. O Ne,
Agency Rules, Policies, and
Procedures — Working Files
Working files used in the development <
of manuals, guidelines, administrative O, P, Vital o
: rules, or similar records distributed AC=Compi§:t|on Olr‘ termination octl‘ .
1.1.071 |[SAlLS internally for the use of employees or | ACH3 AC+3 | R [program, fules, policies, or procecures.
extemnally to the public or those SEE ALSO: Records Series Item
individuals or entities regulated by an Number 1.1.070.
agency that sets out the rules, policies,
and procedures that govern an agency’s
programs, services, or projects.
Records Retention Schedule (SLR
105)
Formerly RMD 105. Includes g’ P | 1s retaincd by the State and
H [ . riginal Is retainea py the € an
1.2.005 |SAl6 documentation of certification and us us Local Records Management Division,
approval — forms SLR 105C(formerly Texas State Library and Archives
RMD 105C) and/or other forms Commission,
designated by the State Records
Administrator.
Retention Codes (Field 7) ’ Archival Codes (Field 8)
P ~Paper M - Microfilm E — Electronic C - Confidential - 0O — Open Recard )
AC — After Closed, Terminated, Completed, Expired, Settled CE -~ CalendarYear End LA —Life of Asset PM - Permanent A - Transfer to State Arcrla\{es
AV — Administrative Value FE — Fiscal Year End MQ - Months US —~ Until Superseded} R — Review by State Archivist

SLR 105
Rev. 2/09



SLR105
Form SLR 105C must
- STATE OF TEXAS agcomp’:;y gwsfsc form.
Records Retention Schedule '
tPage 23 o 38
2. Agency 3. Agency
Code Name
4, 5, 6. 7. 0. Iy P
8. “TSLAC-
Records Agency Retention Period Archival -ONLY .
Series ftem 9. ‘Amend.
ltam No. No. Record Series Title Agency |Storage| _Totat Remarks 106 No. | -No. -
Records Dispesition Logs
Logs or similar records listing records
destroyed or transferred to the Archives
1.2.010 |SA17 and Information Services Division, 10 10 0,P
Texas State Library, showing records
series title, dates of records, and date
destroyed or transferred.
Records Center Storage Approval
1.2.011 |SAI1S8 Forms (RMD 106) US Us 0,P
Agency Copy.

Retentton Codes (Fiefd 7) .1 Archivai Codes {Field 8}
P —Paper M - Microfilm E ~ Electronic

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

SLR 105
Rev. 2/09

O — Open Record
LA — Life of Asset
MO - Montns

C — Confidential
CE — Calendar Year End
EE — Fiscal Year End

A — Transfer to State Archives

PM — Permanent
R — Review by State Archivist

US — Until Superseded




SLR 105

Form SLR 105C must
- . STATE OF TEXAS _ accompany this form.
State Lilrary : : .
and Archives i
Records Retention Schedule - 24 4 38
2. Agency 3. Agency
Code Name
4, 5. 6. 7. 10. M
8. -TSLAG -
Records | Agency Retention Period | Archival “ONLY ..
Series {tem 9. ‘Amend.’
ltem No. No. Record Series Title Agency |Storage| Total - Remarks 106 No. No::
AC=Until superseded or obsolete.
CAUTION: Many state publications
must be submitted to the Texas State
Publications Depository Program, Texas
State Library and Archives Commission,
) by law (Government Code § 441.101-
N 441.106). The Texas Stat¢ Library and
State Publications .. Archives Commission will retain a copy
One copy of each state publication, of all state publications submitted to it on
1.3.001 |S5A21 exkcept a publication that is subject toa ACH2 AC+2|  |a continuing basis, subject to periodic
different retention period in this evaluation to determine if the publication
schedule. : merits further retention. For additional
information and requirements concermning _
state publications made available to the v
public through the Internet, consuit the
administrative rules of the Texas State )
Publications Depository Program of the :
Texas State Library and Archives
Commission (13 TAC §§3.1-3.16).
Retention Codes (Field 7) : } Archival Codes (Fiefd 8)
P — Paper M — Microfilm E - Electronic G ~ Confidential Q — Open Record
LA - Life of Asset PM — Permanent A — Transfer to State Archives

AC - After Closed, Terminated, Completed, Expired, Seftled

GE — Calendar Year End
FE — Fiscal Year End

MO — Months

US - Until Superseded

R — Review by Staie Archivist

SLR 105
Rev. 2/09

AV - Administrative Vaite



S1L.R105
Form SLR 105C must
STATE OF TEXAS accompany this form.
chi Records Retentio
and Arcies etention Schedule v 25 4 38
2. Agency 3. Agency
Code Name
4, 5. 8. 7. . 10. A1
8. "TSLAC"
Records | Agency Retention Period Archival | ONLY .
Series item 9, Amend.
ltem No. No. Record Series Title Agency |Starage|  Total Remarks 106 No. 7No,. "
Publication Development Files
Background material, copy (drafts),
original artwork, photo negatives O,P,E
3.0 . A ? v
1.3.002 |SAL9 prints, flats, etc. This includes all work AV AV IR
performed both inside and outside the
agency.
C, E, Vital; C=some may be apen
AC=Until electronic records are
transferred to and made usable in a new
Software Programs software environment or there are no
Automatea software applications and electronic records being retained to meet
. X s an approved retention period that
2.1.007 |SE! operative system files including job AC AC requires the software to be retrieved and
control language, program read. 13 TAC 6.97(a).
listing/source code, etc. CAUTION: Software needed for access
to electronic records must be retained for
the period of time required to access the
records.
Archival Codes (Field 8)

Retention Codes (Fiefd 7}

P — Paper M — Microflim E - Electronic

AC — After Ciosed, Terminated, Completed, Expired, Sefiled
AV — Administrative Value

SLR 105
Rev. 2/09

Q - Open Record
LA — Life of Asset
MQC — Months

C - Confidential
GE - Calendar Year End
FE — Fiscal Year End

_A - Transfer to State Archives

PM - Permanent
R — Review by State Archivist

{45 — Until Superseded




SLR 105

Form SLR 105C must
. - STATE OF TEXAS accompany this form.
State Lilnury
and Archives I
Records Retention Schedule P
tPage 26 o 38
2. Agency 3. Agency
Cade Name
4, 5. 6. 7. 10, A
. 8 ~TSLAC "
Records | Agency Retention Period | Archival CONLY.”
Series ftem 9, Amend.
Jtemn No. No. Record Series Title Agency | Storage| Tolal Remarks 106 No. U No..
C, P, E, Vital; C=same may be open
. AC=Unti} electranic records are
Hardware Documentation transferred to and made usable in a new
Records documenting operational and software environment or there ate no
maintenance requirements of computer electronic ‘3"““‘5 being m“g“ﬁ‘i to meet
: an approved retention period that
2.1.008 [SE2 hardware such as operating manuals, AC AC requires the software o be retrieved and

hardware/operating system
requirements, hardware configurations,
and equipment control systems.

read. 13 TAC 6.94.

CAUTION: Software needed for access
to electronic records must be retained for
the period of time required to access the

trecords.

P — Paper

Relention Cades {Field 7}
M - Microfilm
AC — Afier Closed, Tenminated, Completed, Expired, Seitled

E - Electronic

C — Confidential
CE — Calendar Year End
FE — Fiscal Year End

O — Open Recard
LA - Life of Asset
MO — Months

PM - Pemmanent
US - Untit Superseded

Archival Codes (Field 8)

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

SLR 105
Rev, 2/09

AV - Administrative Value




SLR 105

: Fom SLR 105C must
qa{tgLilnarv STATE OF TEXAS accompany this form.
and Archives i
Records Retention Schedule e 28 @ 38
2. Agency 3. Agency

Code Name
4. 5. 6. 7. 1. ‘_.11; N
8. TSLAC .
Records | Agency Retention Period | Archival . ONLY -
Series ltem , 9, -Amend.-
ftem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. NG,
Applications for Employment — Not
Hired
Applications, resumes, transcripts,
letters of reference, and similar
3.1.001 |SPI1 do¢uments whose submission by 2 2 39’ EFR 1602.31
candidates for vacant positions is T
required on the application form, by
application procedures, or in the
employment advertisement.
Applications for Employment — Hired
Applications, resumes, transcripts,
letters of reference, and similar :
documents whose submission by o,pP :
3.1.002 |SP2 candidates for vacant positions is ACHS ACHS| | AC=Termination of employment. "
required on the application form, by
application procedures, or in the
employment advertissment.

P - Paper

Retention Codes (Fiefd 7)
M - Microfilm
AC — After Closed, Terminated, Completed, Expired, Seftled

E — Electronic

C — Confidential
CE — Calendar Year End
FE - Fiscal Year End

O - Open Record
LA ~ Life of Asset
MO — Months

PM— Permanent
US — Uniil Superseded

Archivat Codes (Field 8)

A - Transfer to State Archives
R — Raview by State Archivist

SLR 105
Rev. 2/09

AV ~ Administrative Value



| SLR 105

Form SLR 1G5C must
STATE OF TEXAS accompany this form.
Records Retention Schedule
fPage 29 o 38
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 10. 1.
8. ‘TSLAC
Records | Agency Retention Period Archival SONLY. -
Series. ltern 9. ‘Amend..
ltem No. No. Record Series Title Agency | Starage] Total Remarks 108 No. CNo.
Employee Insurance Records C,P ST
Agency copies Of information reiating ACTUI‘““ SuperSEded or tem]iﬂatiﬁn of ; ’(
H : employment, T
3.1.011 |SP3 EIO th':. ls.ele;tm?t}? y e’:;p lt?'lyees of hf;’ AC AC CAUTION: Documents that serve as
. isability, health, and other types o payrolt deduction authorizations must be
insurance offered by the State of Texas maintained for the retention period
to its employees. prescribed for item number 3.2.001.
Personnel Action Forms
Forms or similar records used to create
or change information concerning the Cp
3.1.022 |SP4 records of an employee including pay 2 2 29 CFR 160231
grade, position classification, employee '
number, and termination of n
employment. .
Position/Job Descriptions 0. . E. Vital =
. e . . , P, E, Vita ‘
3.1.023 [SP5 Job descriptions, including ail AC+H4 ACH4 AC=Until superseded or job eliminated.

associated task for skill statements, for

positions in an agency.

40 TAC 815.106(1)

Retention Codes (Fiefd 7}
P — Paper M — Microfilm

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

E — Electronic

C - Confidentiat
CE - Calendar Year End
FE -- Fiscal Year End

O - Open Record
{ A —Life of Asse!
MO — Months

PM - Permanent
US — Until Superseded

Archival Codes (Field 8}

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

SLR 108
Rev, 2/09

AV — Administrative Value




SLR 105
Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule
1Page 30 o 38
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 10. K
8. " TSLAC
Records Agency Retention Period Archival "ONLY.
Series {tem : Q. Amend,
item No. No. Record Series Title Agency |Storagel _Total Remarks 106 No. {~-iNo.. .
O, P, Vital -
AC=Termination of employment. !
CAUTION: Federal regulation requires -
that INS 1-9 forms be retained for 3 years -
Employment Eligibility, from date of hire or 1 year after K
. A . separation of the employee, whichever Loy
3.1.029 |SP6 Documentatl?n or Verification of AC+1 AC+1 later. Agencies should make certain that
Federal reporting form (INS 1-9). the INS 1-9 forms for employees who
terminate from an agency less than 3
years from date of hire are kept for the 3-
year retention period.
8 CFR 2742.2(bY(2)(i)(A) and (c)(2)
Empl Benefi Other th C,P, Vital .
mployee Benefits — Other than AC=Until superseded or termination of .
Insurance employment.
3.1.031 |SP7 Agency copies of information relating {AC+2 AC+2] |CAUTION: Documents that serve as
to the selection of available benefit paxrc:ll_degxi_ctio;: authorizations ﬂ&list be
i : maintained for the retention perio
options other than insurance. prescribed for item number 3.2.001. )
3.1.037 |SP8 Employe.e Rec?gnltlon Records AC+5 ACH5 AC=Termination of employment.
Awards, incentives, tenure, etc.
Retention Codes (Field 7) Archival Codes (Field 8)
P — Paper M — Microfilm E — Electronic C — Confidential O - Qpen Record .
AC — After Closed, Terminated, Completed, Expired, Settled CE - Catendar Year End LA —Life of Asset PM — Permanent A — Transfer to State Archives
FE — Fiscal Year End MO ~ Months US — Until Superseded| R — Review by State Archivist

AV — Administrative Value

SLR 105
Rey, 2/09




SLR 105

_ Form SLR 105C must
Texas ] STATE OF TEXAS accampany this form.
and Archives Records Retention Schedule

1Page 31 o 38
2. Agency 3. Agency
Code Name
* > s ! 3 io. Tsiag
Records | Agency Retention Period Archival © ONLY"
Series item 9, Amend:’
Iterp No. No. Record.Series Title .| Agency JStorage| Total Remarks 106 No. No. -
Employee Deduction Authorizatiens
Documentation used to start, modify, or C,P, Vfifai
. t v : AC=After termination of employee or
3.2.001 |SP9 Stop a . oluntary or requzred \ ACH AC+4 after amendment, expiration, or
dedu.ctlons from payroll, including termination of authorization, whichever
garnishment or other court-ordered sooner.
attachments.
32,002 |SPI0  |Employee Earnings Records 4 4 O, P, Vital
“ Y 8 40 TAC 815.106(i)
Federal Tax Records 0, P, Vital .
32.003 |SP11  |ncludes 1099, W2, FICA, and other tax | AC+4 ACH4|  ACTax due date, date claim s fled, or
records. ate tax is paid, whichever is later.
W.-4 Forms 0, E:. Vital
3.2.005 |SP12 Employer’s copy of “Employee's AC+4 AC+H ?eg;n[ajt?:rlu s;?:g;g;%gﬁ: olete, or upon
Withholding Exemption Certificate.” 26 CFR 31.6001-1(€)(2)
O -
32007 |sp21  [Lnemployment Compensation ACHS AC+5| | AC=Disposition of claim.
32.008 |Spi3  |Direct Deposit Us us | lc.p, vt

Application/Authorizations

P — Paper

Retention Codes {Fiefd 7}

M — Microfilm
AC — After Closed, Terminated, Completed, Expired, Ssttied
AV — Administrative Value

E ~ Eleclronic

C- Conﬁdenﬁa!
CE — Calendar Year End

FE — Fiscal Year End

0- Open-Record
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

SLR 105
Rev. 2109




SLR 105

Form SLR 105C must
) STATE OF TEXAS accompany this form.
and Archives R i
ecords Retention Schedule . 12 o 38
2. Agency 3. Agency
Code Name
4. 5. B. 7. 0. KERIER
8, TSLAC:
Records | Agency Retention Period [ Archival .. ONLY-.
Series Itemn g. Amend.
ltem No. No. Record Series Title Ageriey {Slorage} Total Remarks 106 No. - Nei ¢
AC=AM accounts with a vendor or .
vendors for the individual participant
have been closed.
State Deferred Compensation For instructions regarding the
3.2.009 |SPi4 R d ACHS ACH5 determination of the closure of accounts
ecords and for additional information regarding
) the retention period see the most current
edition of the Benefits Coordinator
Reference Manual issued by the
Employees Retirement System of Texas.
Former Employee Verification
Records
Minimum information needed to verify 0. P. Vital
H H , b, Vild
3.3.011 [SP15 empl?yment, includes name, social AC+TS AC+75 | A c=Termination of employmet.
security number, exact dates of
employment, last known address and
most recent public access option form.
Texas Workforce Commission
33022 |SP22 (TWC) Reports. Reports to the agency | 4 3 \

from TWC or its predecessor pertaining

to employees.

P - Paper

Retention Codes {Fie/d 7)
AC - After Closed, Terminated, Completed, Expired, Setiled

M ~ Microfilm E ~ Electronic

C - Confidential
CE - Calendar Year End
FE — Fiscal Year End

O — Open Record
LA — Life of Asset
MO —- Months

PM - Permanent
LS ~ Untit Superseded

Archival Codes {Field 8)

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

S1.R105
Rev. 2/09

AV - Adminisirative Value




SLR 105

Form SLR 105C must
STATE OF TEXAS accompany this form.
Records Retention Schedule
tpage 33 o 38
2. Agency 3. Agency
Code Name
4. 5. 8. 7. wy A,
: 8. "TSLAC .
Records | Agency Retention Period Archival ONLY ™
Series ftem 9, Amend.
Iltem No. No. Record Series Title Agency }Storage| Total Remarks 106 No. |- No. -
Personnel Policies and Procedures
Any internally distributed manuals,
3.3.024 |SPl6 guidelines, or similar records that define| US+3 Us+3y |[oP
agency wide policies and procedures
concerning the personnel of an agency.
EEO Reports and Supporting
Documentation 0,p
3.3.031 |SP17 Includes documentation used to 3 3 29 CFR 1602.32
complete EEO reports.
Leave Status Reports
3.4.002 |SP18 Cumulative regort is issued each pay FE+3 FE+3 0, P, E, Vital
cycle and provides employee leave ‘
status information for each position. .
. . o,Pr
3.4.006 |SP19 Time Cards and Time Sheets 4 4 40 TAC 815.106(1)
3.4.007 |SP20 Time Off and/or Sick Leave Reqguests | FE+3 FE+3 o,P
4.1.003 |SP23 Canceled Checks/Stubs/W arraqty FE+3 FE+3
Drafis
Electronic Funds Transfer, Direct
.1.008 . s ’
4.1.00 SP24 Deposit Registers. FE+3 FE+3
Retention Codes (Field 7) Archival Codes (Field 8)
P - Paper M — Microfilm £ - Electronic C ~ Confidential O — Open Record .
AG — After Closed, Terminated, Completed, Expired, Sefiled CE —Calendar YearEnd LA -Life of Asset PM — Permanent A~ Transfer to Siate Arch_ﬂ{es
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded|" R — Review by State Archivist

SLR 105
Rev. 2/09




- SLR 105

Form SLR 105C must
STATE OF TEXA_S accompany this form.
Records Retention Schedule
tpage 34 o 38
2, Agency 3. Agency
Code Name
4. 5. 6. 7. 10, A
8. “TSLAC -
Records | Agency Retention Period Archival -ONLY.
Series item 9. ‘Amend.
ltem No. No, . Record Series Tifle Agency jStorage{ Total Remarks 106 No. . No,
44,004 (SP25 Employee Savings Bond Ledgers FE+3 FE+3
. ' AC=Receipt and reconciliation of
4.5.007 {SP26 USAS Reports--Daily AC AC monthly reports.
AC=Receipt and reconciliation of annual
45008 [SP27  |USAS Reports—Monthly AC AC repo e anar conctit
45,009 |SP28 USAS Reports—-Annual FE+3 FE+3
4.1.001 |SF1 Accounts Payable Information FE+3 FEA3 Q,P
Inventory and other Cost Files
4.1.005 |SF2 Production, job, labor, quotes, pricing, FE+3 FEA3 O,P
specifications, etc.
Purchase Vouchers
42.005 |SF3 Beql‘usmons, orders, receiving reports, FE+3 FE+3 O,P
invoices, or statements, change orders,
best value determinations, etc.
42007 |SE4 Expenditure Vouchers FE+3 FE+3] [OP
Travel, payroll, etc.
4.4.001 |[SF5 General and Subsidiary Ledgers FE+3 FE+3 0, P, Vital
44,002 |[SF6 Accounts Receivable Ledgers FE+3 FE+3 0, P, Vital
4.5.001 |SF7 Worksheets for Preparing Fiscal FE+3 FE+3 0,P
Reporfs
Retention Codes {Field 7} Archival Codes (Field 8)
P - Paper M—Microfifm  E — Electronic C — Confidential O -- Open Record .
AC - After Closed, Terminated, Completed, Expired, Seitled CE - Calendar Year End LA —Life of Asset PM — Permanent A- Tran_sfer to State Archives
AV — Administrative Value FE — Fiscal Year End MO — Months S — Untll Superseded| R~ Review by State Archivist
SLR 105

Rev. 2/09




SLR 105
Form SLR 105C must
BXAs STATE OF TEXAS accompany this form.
and Archives 3
Records Retention Schedule o 35 38
2. Agency 3. Agency
Code Name
4, 5. 6. 7. 0. A1
8. “TSLAC
Records | Agency Retention Period Archival "ONLY: "
Series Item 9, ‘Amend.
iter No. Nao. Record Series Title Agency |Storage] Total Remarks 106 No. " No. .
Internal Fiscal Management Reports
4.5.002 |SF8 Includes agency monthly budget FE+3 FE+3 O,P
' reports.
o,p .
AC=September | of odd-numbered
calendar years.
CAUTION: If an agency does not
produce a biennial or annual narrative
. ] report as described in item number
Annual Financial Reports 1.1.066, then these annual financial
4.5.003 |[SF9 Required by the General Appropriations ACH6 AC+61 A |reports must be marked with Archival
Act (100 Day Report). Code A. The archival requirement, when
a biennial or annual narrative report is
not produced, is met by sending the
required copies of the reports to the |
_1Texas State Publications Depository
Program, Texas State Library and
Archives Commission.
Annual Operating Budgets
4.5.006 |SF10 Required by the General Appropriations FE+3 FE+3 o,p
Act,
4.7.004 |SF11 Capital Asset Records LA+3 LAA+3 o,p
Retention Codes (Fiefd 7) Archival Codes (Field 8)
P —Paper M — Microfilm E - Electronic C — Confidential QO - Open Record :
AC - After Closed, Terminated, Completed, Expired, Seitled CE — Calendar Year End LA —Life of Asset PM — Permanent A — Transfer to State Archives
AV — Administrative Value FE — Fiscal Year End MO — Months US — Until Superseded] R — Review by State Archivist
SLR 105

Rev. 2/09




SLR 105

Form SLR 105C must
STATE OF TEXAS - . accompany this form.
ard Archites Records Retention Schedule o 36 @ 38
2. Agency 3. Agency
Code Name
4. 5. 6. 7. 0. kE N
8. 'TSLAC
Records | Agency Retention Period | Archival ONLY.-
Series ftem 9. ‘Amend.
{tem No. No. Record Series Title Agency |Storage| Total Remarks 106 No. |- No. -
Texas Facilities Commission o
Statements (TFC) e
4.7.011 |[SF12 Charge or bill statements received by | FE+3 FE+3
agencies from the TFC for services
provided.
Contracts & Leases I

Contracts, leases, and agreements
include general obligation, land lease

utilities, and construction except for 0, P, Vital
buildings. Documents include AC=Expiration or termination of the
5.1.001 851 specifications, affidavits of publication ACH ACH4|  linstrument according to its terms.
of calls for bids, accepted bids,
performance bonds, contracts, purchase
orders, inspection reports, and
correspondence.
Postage Records L
5.1.005 882 Records and reports of postage FE+3 FE+3 0,P R
expenses, including postal meter usage. |° IR
Retention Codes (Field 7} Archival Codes (Ffefd 8)
P — Paper M - Microfilm E — Electronic C — Confidential O — Open Reeard
AG — After Closed, Terminated, Completed, Expired, Settled CE - Calendar Year End LA —Life of Asset PM — Pemmanent A — Transfer to State Archives
FE — Fiscal Year End MO — Months US — Until Superseded} R — Review by State Archivist

AV - Administrative Value

SLR 105
Rev. 2/09




SLR 105

Form SLR 106C must

exas STATE OF TEXAS accompany this form.
and Archives 1
Records Retention Schedule e 37 ¢ 38
2. Agency 3. Agency
Caode Name _
4. 5. 8. 7. 10. At -
: 8. - TSLAC
Records | Agency Retention Period _ { Archival ONLY -
Series ftem 9, :Amend.
ltem No. No. Record Series Title Agency }Storage| _ Total Remarks 106 No. No.- .
Equipment History File; Equipment
Service Agreements
Agreements or contracts between the
52.008 |SS3 agency and‘eqmpment ver.ldor to LA+3 LA+3 0.P
provide maintenance service for
equipment. Includes requests for
installation, moves, service, etc.; and
service/repair log books, etc.
52014 |SS4 Inventory — {!mnual Physical . |res FE+3 0,P
Property, equipment, supply verification
Hazardous Materials Training i
Records 0,P,E Lo
5.4.007 {SS5 Records of training given employeesin | 5 | 5 | e
an agency hazard communications Health and Safety Code, 502.009(g) RIS
program. R
5.4.013 |ss6 lr?ll:ziter Preparedness & Recovery Us Us 0, P, E, Vital

Retention Codes (Field 7) Archival Codes (Field 8)

P - Paper M — Microfilm E — Electranic C — Confidential O — Open Record )

AC — After Closed, Terminated, Completed, Expired, Settled CE - CalendarYear End LA - Life of Asset PM — Permanent A — Transfer to State Archives

AV - Administrative Value FE — Fiscal Year End MO — Months US - Until Superseded| R — Review by State Archivist
SLR 105

Rev. 2108




SLR 105
Form SLR 105C must
STATE. OF TEXAS accompany this form.
Records Retention Schedule
1page 38 d 38
2. Agency 3. Agency
Code Name
4, 5. 8. 7. 10, ..
8. TSLAC
Records | Agency Retention Period Archival _ONLY-
Series item 9. .Amend.
Item No. No. Record Series Title Agency | Storage|  Total Remarks 106 No. CNo. -
Billing Detail — Telecommunications
(Other than TEX-AN)
In addition to summary detail, includes o, P
5.5.001 |SS87 o detailed 1i ', £ FE+3 FE+3 SEE item number 5.5.006 for TEX-AN
any acf:ompanymg etal € isting o billing detail.
long distance calls. SEE item number
5.5 006 for TEX-AN billing detail. .
The billing agency will maintain alt lang
A . T distance TEX-AN records and will
Billing Detail- Telecommunications provide each using agency its bill
(TEX'AN) summary of centralized capito] complex
5.5.006 |SS8 In addition to summary detail, includes FE+3 | FE+3 tetephone service without call detall | [T
any accompanying detailed listing of Eecor&s. For these bill summaries, SEE
long distance calls item number 4.7.011. SEE item number
& ' 55,001 for billing detail from carriers
other than TEX-AM.
Retention Codes {Fiefd 7) Archival Codes (Field 8)
P — Paper M — Microfilm E — Elecironic C — Confidential O — Open Record
AC — After Closed, Terminated, Completed, Expired, Seftled CE - Calendar Year End LA, — Life of Asset PM — Pemmanent A — Transfer to State Archives
AV — Administrative Value FE — Fiscal Year End MO ~ Months US — Until Superseded] R — Review by State Archivist
SLR 105 )
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