Records Management Basics

for
Texas Texas Municipal Clerks Association
State Library Lone Star Chapter
and Archives July 13,2011
Commission Wylie City Hall
TexasState Library and ArchiveaSommission P.O. Box12927,AustinT X 787112927

State and Local Records Management Division (512 421-7200 | sIrminfo@tsl.state.tx.us
www.tsl.state.tx.us/slrm



About Us
Texas State Library and Archives Commission (TSLAC)

5 analyst® records management assistance and training

150 state agencies

10,000 + local governments



Agenda

Overview and compliance

Active and continuing program



Overview and Compliance



Why Records Management?

1 Timely response to inquiries
1 Records protection
} Timely disposition

} Legal requirements



Local G o v. Rdcords Act

Effective & economic government operations
Preserve records of permanent value

Establish standards and procedures
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| ocal Government Record

Created or received by a local government, officer, or
employee in transaction of public business

Any mediumd paper, letter, book, map, photograph,
sound, video, microfilm, magnetic tape, electronic

Open or restricted information



Does Not Include:

Convenience copies

OExtra identical <copies of d
convenience of ref e3202.008(&A)D r

Copies of documents furnished to the public as part of a
Public Information Act request

Blank forms/stocks of publications
Library or museum materials

Alternative Dispute Resolution working files



Records Management

} Manage the records life cycle

Creation or receipt
Use

Maintenance
Preservation

Disposition



Records Life Cycle

=

Permanent:
Transfer To
Archives

Maintenance
and Use

Creation/
Receipt

Disposition

Retention Met:
Destroyed




3 Elements of Compliance

Approved records management policy/order/ordinance
on file with TSLAC

Records Management Officer (RMO) appointment on file
with TSLAC

Approved retention schedule



3 Elements of Compliance

Muni ci pal court 1 s part o
management program

Municipal court records are included in city retention
schedule

City Records Management Officer (RMO) Is responsible
for maintaining retention schedule



1. Records Management Policy

Policy Model 3
Texas State Library and Archives Commission } A p p rOVe d by

SUGGESTED POLICY MODEL FOR ESTABLISHING A RECORDS

MANAGEMENT PROGRAM BY ORDINANCE IN A SMALL MUNICTPALITY g Ove r n i n g b O d y O r

If you have questions concemung this model,

e e s elected official and on

at 512-421-7200

.
The Texas Local Government Records Act of 1989 (Title 6, Subtitle C, Local Governmeat flle at the ISI A(
Code) requires that sach local zo inchding municipali a records

mamagement officer and ostblish 2 records mamygzement program by crdimance, ordar, or
resolutiom, as appropriats, 20 later than Jammary 1, 199]. Tie model ordinance below,
designed for small palitis, may be ued to satisfy s requirement of the Act It
establishes the authonity “and assigns the responstbility for camying out the records

i ‘thhndmwtoadnm’mwmm
rm&nprpmsofhmno‘oboa:kmvd!»ios'mdmasndnﬂagmdeum
the office of city secretary or clork as records management officer in Section 3, although some
citios 2ave designated the office of mayor. Another type of cffcer Sequently named in larger

e | 1 ldentifies Records

A copy of the ordinance, a: 2dopted, st be filed with the director and Lbrarian of the Texas
Stats Library, the executive and admunizmasive officer of the Texas Library and Archives

ot - Management Officer
S (R M O)

WHEREAS, Tife 6, Subtitie C, Locad Government Code (Locd Guvermmmenl Rooonds Act) provides the! a
m.m.q‘hh med otablink by ordisance mn active nd contineng reconds msnagomest progren o be
d by x Recoeds Mazag 1 Offficer, and

WHEREAS, the [NAMI OF GOVIERNMINT] desess to sdopl an ordinence for thet pumpose end W prescribe
polices and procalisres comestent with he Locsl Guvernment Records Act mad i the microts of costcllective
=1d efficicet rocondieeping, NOW THEREFORE:

EE IT ORDAINED EY THEE
[TYPE OF COVERNING BODY] OF [NAME OF COVERNMENT)]

SECTION L. DEFDNITION OF MUNICIPAL RECORDS. AN documenls, papers, leflors, books, muge,
phtogapha, sound o video munh:sa\ muicrufiles, magnets Lape, cextrumic modia, or ofher inforsaticn
recurding madic, regardion of physcd fom o Crarmtrit ol regandien of whether |vdvh. socee Lo them i3

Open o resriciod usder e laws of the s, crowiod or received by e [NAME OF GOVISONMENT] or azy of il
oficery or cployess porwant 1o bew or = the bxssaction of pabiic bosisca we bocly Jn(-al o be the
records of the INAME OF GOVERNMINT) snd shall be cested, muenteised, wnd Sxponal of i soowdesce with
the pruvisions of his ondizance or procalires salborized by it md in po other manse




2. RMO Ap

1 Must match

} Designation

nointment

nolicy

of Local

Government RMO
Form SLR 504r
Letter on official government

letterhead

+ Notify us within 30 days

Designation of Local Government Records Management Officer

Purpase: The purpose of this form is to notify the Texas State Library and Archives commission of a change in Records
Management Officer (RMO).

Instructions: Elected officials complete Section One only; all other local governments complete Section Two enly.

Section One: Elected County Officials ONLY
County
Title of Office
Name of Officeholder

Mailing Address

city 2P Code

Telephone Number Fax Number

E-mail Address

signature of Officeholder Date:

Section Two: All other Local Government Offices
i consult the Records policy/order/ordi {“poticy

Eefore filling out this form, policy”) approved by your govemi
body. If the position of the RMO has changed, or if the policy names an individual who is no longer sem'ngasmo.am?

policy must be filed along with this form.

Name of Government

Position Designated in Policy

Individual's Name

Mailing Address

city ZIP code

Telephone Number Fax Number

E-mail Address

Signature of RMO Date:

Please return original, signed form within 30 days of RMO change to:

State and Local Records Management Division
Texas State Library and Archives Commission
P.0. Box 12027
Austin, TX 78711-2027

Texns State Library and Archives Commissica
State and Local Recerds Management

(512) 421.7200 SLR 504
ww. tslstate Lo us, shem (Rev. 9/10)




3. Retention Schedule
Three Options

Permanent
Records Control Schedule (RCS)

Declaration of Compliance (Adopt TSLAC schedules)



Records Control Schedule

Use forms SLR 50(
and SLR 540

Meet minimum
retention periods set
by TSLAC

Reviewed and
approved by TSLAC

LOCAL GOVERNMENT Govermmant
RECORDS CONTROL Office (i£ Applic
SCHEDULE Dep A
Texas State Library and Archives Commission Addren
[J ORIGINALFILING  [] AMENDED FILING R;t ) e
Date Page of -
0% - RETENTION PERY
NO :B?R| RECORITIEE { OFFICE | STOR 1AL | POSITION




Declaration of Compliance

} Adopt TSLAC local schedules
1 Use form SLR 508
} Choose schedules that apply to your government

Check those schedules issued by the commission with which your records control schedules, adopted by this declaration, comply:

[] Schedule CC (Records of County Clerks) [] Schedule LC (Records of Justice and Municipal Courts)
[] Schedule DC (Records of District Clerks) [] Schedule PS (Records of Public Safety Agencies)
[] Schedule EL (Records of Elections and Voter Registration) [] Schedule PW (Records of Public Works and Services)
[] Schedule GR (Records Common to All Governments) [] Schedule SD (Records of Public School Districts)
[C] Schedule HR (Records of Public Health Agencies) [0 Schedule TX (Records of Property Taxation)
[[] Schedule JC (Records of Public Junior Colleges) [[] Schedule UT (Records of Utility Services)

Texas State Library and Archives Commission Use Only Name (printed or typed):

Accepted for Filing: Signature:

Date: SLR508 (2/09) Dhics




TSLAC Local Schedules
12 published schedules

Mandatory minimum retention
Part of the Texas Administrative Coqe TAC 7.125)

Includes 1,500+ records series
Same retention regardless of medium

Avallable to download or print from website



TSLAC Local Schedules

CC 0 County Clerk "LC & Justice and I\/Iuniciﬁal
DC 8 District Clerk Courts _
ELO Elections/Voter PS0 Public Safety

PW o Public Works
[ GRd General Record]s SD& Public Schools

HR 6 Health Agencies 1« gTaxation
JCO Junior Colleges  UT 8 Utility Services

www.tsl.state.tx.us/slrm/recordspubs/localretention.html



http://www.tsl.state.tx.us/slrm/recordspubs/localretention.html

TSLAC Local Schedules

CC o0 County Clerk
DC o District Clerk

" ELJ Elections/Voter |

Z GRd General Record%

HR 0 Health Agencies
JCAd Junior Colleges

LC 0 Justice and Municipal
Courts

PSo Public Safety
PW 0 Public Works

(SDES Public Schools |

~

‘TX dTaxation

UT o Utility Servu:es

www.tsl.state.tx.us/slrm/recordspubs/localretention.html



http://www.tsl.state.tx.us/slrm/recordspubs/localretention.html

Revisions to Local Schedules
Change in statutory code (TAC, CFR, Local Government
Code)
Audit requirement
Statute of limitations (tort)
Clarification
Renaming of state agency
Public comment
Commission recommendation



TSLAC Local Schedules

CC 0 County Clerk LC 0 Justice and Municipal
DC 8 District Clerk Courts
:ELc’S Elections/Voter ] PSO Public Safety

> PW o Public Works
\GRES General Record]s

HR o Health AgenCIe L TX & Taxation
[ UT o Utility Services ]

www.tsl.state.tx.us/slrm/recordspubs/localretention.html

(



http://www.tsl.state.tx.us/slrm/recordspubs/localretention.html

Schedule GR Changes
GR1050-36, Criminal History Checks

Now its own series (was with GR10501, Employee
Selection Records)

Retenti on: End of empl oy e
after iImmediate purpose has been fulfilled, as applicable.

Retention Note: A local government that is authorized to
obtain criminal history recorded information from the
Texas Department of Public Safety must refer to
Subchapter F, Chapter 411, Government Code for
appropriate retention and use of this information.



Schedule GR Changes
GR1075-25, Surveillance Videos

New records series video survelllance for, but not
limited to, security of property and persons.

Retention: AV

Retention Note: If the surveillance video is needed as
part of an investigation it should be retained with the
Investigation case file PS41@%.



Schedule LC Upcoming Changes

LC2350-03b, Civil Case Papers (cases that were
adjudicated which result in a monetary award)

Retention: Increased from 10 to 12 years after case
closed or issuance of last abstract of judgment or
execution.

Retention Note: Civil cases with a judgment in favor of
the state or to a state agency must be retained until the
judgment is satisfied.



Schedule LC Upcoming Changes
LC2350-11, Witness Record

New records series) register of withesses subpoenaed,
attached, or recognized in criminal cases, if maintained
separately from the criminal dockets.

Retention: 5 years



Schedule LC Upcoming Changes
Part 5: Juvenile Records added to Schedule LC

Based on Family Code

Legal requirements supersede TSLAC retention
schedule

Retention periods Iin draft are currently in effect

Schedule LC drafd email request to
asheperd@tsl.state.tx.us



Overview and Compliance Recap

yMuni ci pal court 1 ncluded |
management program

} Who is your RMQO?
} Get copy of approved retention schedule
1 Court records are in Local Schedule LC

} Financial, personnel, or administrative records of a justice
or municipal court are in Local Schedule GR



Active and Continuing Program



Active and Continuing Program

1 Normal course of business

1 Systematic and consistent



Active and Continuing Program
Disposition program

Records with special needs
Essential records program
Confidential records
Permanent records

Emergency preparedness

Policies and procedures



Disposition Program
+ Why disposition

} Disposition methods

1 Process of disposition

1 Destruction holds



Why Do Disposition?
+ Creates room

} Active records
management program

1 Legal protection

> e Gl TGN Y

e e




When To Do Disposition

} Maintain regular schedule
Fiscal Year End
Calendar Year End

Slow time of year

+ Do not wait until you run out of room



Types of Disposition
1 Transfer

1 Destruction

Permanent:
Transfer To
Archives

Disposition

Retention Met:
Destroyed




Transfer

To approved receivers
No alienation of records

Change of ownership



Destruction Methods
+ Paper

1 Microfilm/Microfiche

1 Electronic



Destruction of Paper Records

1 Confidential records
Shredding
Pulping

Burning

} Open records
Recycling
Landfills



Destruction of Micrographic Records

1 Microfilm

Entire rolls
5/8 In. CrossCut

1 Microfiche
Shred twice
5/8 in. CrossCut
3/8 in. CrossCut

] 1




Destruction of Electronic Records

1 Ensure confidential records are not retrievable
} Delete and reformat not enough

+ Overwrite 3X (DoD 5220.22M)

+ Degauss

+ Physical destruction



